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v of Letter Carriers

Dear Brothers and Sisters,

The NALC designed this book to provide advice, information, and guidance in several areas that directly af-
fect Letter Carriers. We did our best to make it easy to read and follow.

One of the good things about this guide is that you don't need to read it all at one time if you don’t want to.
You can just keep it handy and read what you need to as things occur in your office.

You will read excerpts from various documents in this guide. If the excerpt is marked with an “M” followed
by numbers {ike M-01664), that docurment is a national level settlement or other agreement.

NALC assigns “M” numbers to these documents and organizes them in an index called the Materials Ref-
erence System (MRS). There are also excerpts from USPS handbooks such as the M-41 (City Delivery Car-
riers Duties and Responsibilities) and the M-39 (Management of Delivery Services). These handbooks are
enforceable under Article 19 of the National Agreement.

All of these documents and much more is available on the NALC website at www.nalc.org on the Contract
Administration and/or City Delivery pages.

Chapter One is dedicated to the types of scenarios Letter Carriers face on a daily basis. For example, have
you ever been told that your overtime is disapproved and you must be back in eight hours? In the section
on PS Forms 3996 and 1571, you will find helpful tips on how to deal with this. There’s also a section on
work methods and one on reading the Workhour Workload Report (All Routes) that is supposed to be posted
each day in your office. This information applies to everyone.

Chapter Two covers several aspects of route adjustments. As you follow this chapter, each section will guide
you through reading and understanding key forms, how to handle the JARAP 2011 Initial and adjustment
consuitations, and the route adjustment review process. There is also a section on route evaluation/adjustment
consultations in a traditional 6-day route count and inspection.



The first section explains how to read PS Form 3999 and provides guidance on the new 3999 process. There's
also a section on Initial Consultations in the Joint Alternate Route Adjustment Process - 2011 (JARAP), one
on Proposed Route Adjustment Consultations including reading the PS Form 1840 Reverse, and one onthe
Route Adjustment Review Process in JARAP 2011.

The sections on the new 3998 process and the Proposed Route Adjustment Consultation and PS Form 1840
Reverse apply to everybody. The Initial JARAP Consuitations and the Route Adjustment Review Process
sections apply to those of you who work in offices being adjusted under JARAP 2011.

Every section in this guide has one thing in common: once you learn the things in this guide, you will always
know them. It doesn't matter what Post Office you work at or what route you have. The knowledge you
gain from this resource guide will always apply.

We encourage you to check the City Delivery page of the NALC website (www.nalc.org) for future updates
1o this guide. We hope you find it useful.

Fraternally,

Fredric V. Rolando Lew Drass
NALC President Director of City Delivery
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CHAPTER 1—DAILY SITUATIONS
SECTION 1—PS FORM 3996 AND PS FORM 1571

PS Form 3996 vs. Management’s Daily Workload Projections

The dispute over the value of Management’s DOIS projections was resolved on July 30, 2007 with a
National Level Settlement (M-01664). Despite this fact, we still have too many offices where this
settlement is ignored and DOIS projections create a breeding ground for disputes when a Letter
Carrier fills out a 3996,

The National Level Settlement {M-01664) states in relevant part:

“After reviewing this matter, the parties agree to resolve this dispute based on the fol-
lowing: The Delivery Operations Information System (DOIS} is a management tool for
estimating a carrier’s daily workload. The use of DOIS does not change the letter car-
rier’s reporting requirements outlined in section 131.4 of Handbook M-41, the supervi-
sor’s scheduling responsibilities outlined in section 122 of Handbook M-39, or the letter
carrier’s and supervisor’s responsibilities contained in Section 28 of Handbook M-41.
DOIS projections are not the sole determinant of a carriers leaving or return time, or
daily workload, As such, the projections cannot be used as the sole basis for corrective
action.” (Emphasis added.)

The entire agreement is printed at the end of this section.
An example of the PS Form 3996 is shown on the next page. Here is some advice on how to handle
situations if this National Level Settlement is ignored, as weil as how a PS Form 3996 should be
filled out:
1. Verbally inform your manager when you believe you can’t complete your assignment in 8 hours.
Sections 131.41 and 131.42 require you to verbally inform your manager as follows:
131.41 It is your responsibility to verbally inform management when you are of the opin-
jon that you will be unable to case all mail distributed to the route, perform other required
duties, and leave on schedule or when you will be unable to complete delivery of all mail.
131.42 Inform management of this well in advance of the scheduled leaving time and

not later than immediately following the final receipt of mail. Management will instruct
you what to do.
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United States Postal Service
Carrier - Auxiliary Confrof

A. Defivery Unit

B, Telephene

C., Date

D. Carriers Nama and Route No.

E, Lunch Place and Time

F. Indicate entire or portion of the case shelves covering mail as street auxiliary assistance

G. Keys Required?
Yes [

No [7]

1

2

3

4

5} H. Carfare Required?

Yes [ ]

No [T]

Yes

l. Accountable Mall?

No [

J, Reason For Use of Auxiltary

¥, Estimated Work L. Managemant Action. Check and initial af appropriate actions.
Hours Minutes | Auxiliary Assistance Hours | Minutes | Overtime Hours [ Minules
Approved D Approved D

Disapproved 0

Disapproved El

M. Transportation (if drive-out, show parking [ocation{s) on reversse}

Transportation Mode to and from route:

Postal owned: D

Driva-cut: D

Contract: D

publle: []

N. Starts Delivery at:

* Collect mall from all collection boxes on youwr
part of the route, unless Instructed otherwise.

Deliver

Collection boxes locations:

1

0. Find Relays At;

3

6

P. Assislance Completed By (Carrler Nama and regular route number if assignad):

Office Time Street Tima Total
otal
Bagin Time Time Used Begin Travel To Begin Dellvery Begin Travel Frem Travel To
Auxiliary
Dalivery )
Time
End Time End Travel To End Delivary End Traved From Travel From
Total Street
PS Forim 3996, November 1697
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Instructions

The regular carrier shall prepare the form as follows (except as indicated)

A. Enter tha name of the delivery unit,

B. Enfer the telephons number for the unit.

C. Enter the date requesting assistance.

D. Enter the nama of the carier requesting assistance or overlime and the route number.

E. Enter 1he lunch place and time, if applisable,

F. Place aa "X" in space below {ha nurnbsr indicating the case shelf containing the mail for which assistance is being requesled, The bottom shalf of tha letter
separations is deslgnated under 1. When assistance Is raquired for less than a full shelf of mail, enter the postian of sheff In fractions. The portion should be
ldentified as follows: L 1/2; R 4/4; {L} indicates "Left”; (R} Right; and (M} is for Middla of the shelf.

G. Indicate if Kays are required for defivary of this portion of the route.

H. Indicate if Carfare Is required for delivery of lhis postion of the rouls,

1. Indicate if thera are any Accountable mail pleces for delivery of this portion of the route.

J. Show the reason assislance is being requosted. (Cmit during Christmas period)

K. Thae casrier must enter tha esfimated hours and minutes of the amount of assistance being requested,

L. MANAGEMENT ACTION - This section is compleled by the managar reviewing the form.

The manager reviews the request and makes a determination as to {he appropriate actions. The rmanager

shall check the approprate actions ang initial each section.
M. Show the transportation information as indicatad.
N. Indicate the defivery starling polnt and the blocks of each sireet fo be defivered.
Q. List the points where relays will be found.
The form is handed o the carrler assigned fo provide the assistance, who wii complete
the boitem Bme entries,
P. This section is completec by the carrier providing the assistance and the defivery manager,
It Is broken into feur sections; the repiacement cariers name, office work, street work
and the total workhours used,
The carder will corpplets the following items:
The assisting carrier will enter thelr name and regular route number if applicable;
Enter the begin and and tme for any office work performed as assistance on this route;
Enter tha begin travel tima to the delivery terrllory and the end fravel lime to the dellvery temilory on this route;
Esnter tha bagin delivery fime to the delivery territory and the end defivery time on this route;
Enfer the bagin traval time from the delivery terfitory and the and trave! time from the delivery territory
on this roule, and then tune in the completed form fo the delivary manager,
The Daelivery Manager wiif complgte the following item:
Offica time used;
Travel to time;
Dslivery tims;
Travet from time;
Total street time, and
Total auxiliary fima used.

Park locations:

1. 4,
2 5.
3 8,

PS Form 3996, November 1997 {Reversa)
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This language requires every Letter Carrier to tell the manager when you cannot carry all the mail
distributed to your case in 8 hours or within your normal schedule. Management is required to tell
you what they want you to do. Follow the manager’s instructions. If you still believe you will not be
able to finish your route in 8 hours, proceed to step 2 and request a PS Form 3996.

2. Request PS Form 3996

Section 122,33 of the M-38 Handbook requires the manager to provide you with a 3996 when you
request one.

122.33 The employee, upon request, will be provided a Form 3996, Carrier - Auxiliary
Control, after the supervisor has been verbally informed as to the reason for the re-
quest. The employee shall not be denied the form and, upon request, a duplicate of the
completed form will be provided the employee.

Explain that the instruction you were given by your supervisor does not change the fact that you
cannot complete your assignment in 8 hours and request a PS Form 3996.

No matter what your manager says to you, say the words “l am requesting a 3996” and ex-
plain the reason(s) for your request.

If you are denied the form, immediately request to see your Shop Steward. If your request to see your
Shop Steward is denied, then make sure another carrier hears you say the words. Don’t scream the
words at the top of your lungs, just make sure someone other than you and your manager hears you.

After you have verbally informed your manager that you don't believe you can finish your route in 8
hours, made him/her aware that their instruction has not changed your belief, and have requested
and been provided a 3996, proceed to section 3 for guidance on filling out a 3996.

3. Fill out the form completely

Write down where and at approximately what time you plan to take your lunch. Also make sure you
take your lunch when and where you said to the extent you can. This way you can avoid any mis-
understandings on where you were and what you were doing later.

In the reason for the request box, you must write down why you believe you cannot complete your
assignment in eight hours. If your belief is related to your mail volume or type of mail you have, you
should write comments such as: full set of ADVOS, half set of marriage mail, utility bills, full set of
coupons, circulars in the DPS, etc. Your reason could also be related to your street duties. Some
examples could be: known road construction, weather related issues, excessive accountable mail,
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etc. Comments like *heavy volume” or “route overburdened” aren’t enough in this section.

Often, there are other circumstances present which may add to (or be) the reason why you will need
overtime or auxiliary assistance on a given day. Here are some examples: collating mail, 15 certified
letters, late leaving, stand-up/safety talk(s), excessive DPS mail, excessive parcels, not feeling well,
unfamiliar with route, weather (describe conditions), deviate for Express Mail, new deliveries
(growth), etc. You get the idea.

Always list the circumstances that will prevent you from finishing your assignment in eight hours on
PS Form 3996 as explained above.

Statements by your supervisor such as, “This is your demonstrated performance” and “You are not
rmaking standards” are not legitimate and do not change the situation you are in. Never let these
comments get under your skin and stop you from requesting the assistance you need.

The computer doesn’t take any of the other possible circumstances listed above into consideration.
If you don't write these things down, then you leave the door open for management to try and ac-
cuse you of working “Unauthorized Overtime” and possibly issue you discipline over the issue. If
you do write these things down, then you give your supervisor an opportunity to make a more in-
formed judgment regarding your request. Any supervisor who is interested in treating you fairly will
take these things into consideration prior to making decisions on how much time to approve for
you. If your supervisor is not interested in treating you fairly, then you have to look at defending
yourself. Recording the best information you can on your 3996 will give your Shop Steward a better
chance of successfully defending you should the need arise later.

4. Keep your cool

Don’t lose your cool. This whole exercise is sometimes very insulting, but you will do nothing to
help yourself by getting excited or becoming angry and possibly losing your temper. If your man-
ager denies your request for overtime or assistance, state to him/her that you will do your best.
Then politely ask what they want you to do in the event that all the mail isn't delivered by the time
they want you back. Typically, their answer will be something like, “I just told you what | want you to
do” or “Deliver all the mail, and be back in 8 hours.” Your manager has just put the ball back in your
court and placed you in a situation where you can't honor his/her instructions.

5. Don’t argue

There’s no sense in arguing with your manager at this point. it will not help your cause to stand there
and argue as your manager has already made up his/her mind. The only thing you will accomplish by
arguing with your manager at this point is to become frustrated and angry. The smartest thing you
can do at this point is to just say “OK, I'll do my best” and ask for a copy of your 3996. Section
122.33 of the M-39 Handbook requires managers to provide you with a copy if you request it.
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122.33 The employee, upon request, will be provided a Form 39986, Carrier - Auxiliary
Control, after the supervisor has been verbally informed as to the reason for the re-
quest. The employee shall not be denied the form and, upon request, a duplicate of
the completed form wiil be provided the employee.

Finish your office work and go to the street. Do the best that you can, Take your breaks where you
are supposed to. Take your lunch when and where you listed it on the 3996 you filled out.

6. Don’t make any decisions

This is the point of the confrontation where many Letter Carriers make a mistake by forgetting about
how our current system works.

Letter Carriers get paid to deliver mail.

Managers get paid to make decisions.

You should do everything you can to put the ball back in the manager’s court. Many times, Letter
Carriers make the decision to either bring some mail back or deliver all the mail and get back late.
After all, these seem to be the only options there are. The trick is to force the manager to make the
choice. After ail, that's their job, isn't it?

The best way to handle this situation is to call your supervisot, per local instructions. If you have no
local instructions, try calling at least an hour and a half to two hours before the time you are sched-
uled (approved on PS Form 3996) to be back. Let him/her know where you are and how long you
think it will take you to finish. Ask your supervisor whether he/she wants you to bring the mail back
or finish the route. If your supervisor isn’t available, ask for the Station Manager or Postmaster and
talk to him/her about it. Make a note of who you talked to, what time it was, and what your instruc-
tions are. If no manager is there, leave a message with the person who answers the phone and be
sure you know who you are talking to. Make sure they understand when you are scheduled to be
back and how long it will take you to complete your assignment. Once again, make a note of who
you talked to and what time it was. Then just keep working untit someone tells you otherwise or it’s
time for you to go back to the office to make it back in the time that was approved on PS Form
3996 (whichever comes first).

If the line is busy or no one answers, you should keep trying to get through. If you use your cell
phone, you'll have a record of your cali(s). Just don’t wait until it's time for you to be back to call.
Also, be sure to make a note of how much time you spent calling. Try to give your supervisor/man-
ager a reasonable amount of time to decide to send you some help or authorize you to finish your
route. Follow whatever instructions your supervisor or manager gives you. Any disputes that arise
from the instructions given have to wait.
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If the supervisor/manager refuses to tell you what to do with the rest of the mail or you can’t get
through, you should return o the office in the allotted time and ask for further instructions. Follow
whatever instructions your supervisor/manager gives you.

Note: Just don’t ever return mail to the office and leave it without getting instructions on
what to do with the mail from a manager! Make a note of what instructions you were given
and what time it was.

If you have local Instructions like “Don't call back to the office and don’t bring mail back”, you
should request to see your Shop Steward and ask him/her to file a grievance. The same is true
when your supervisor refuses to give you instructions when you call back in the afternoon. If you
want a successful grievance filed, you should write a detailed statement, This will be easy if you
took notes as advised above.

7. Carrying loops/splits/kickoffs/relays/trips/bumps etc.

If you're instructed to carry part of another route, whether on “projected undertime” or for overtime,
a 3996 should be provided to you indicating this additional work. Make sure you fill out the bottom
of PS Form 3996 showing both your travel and delivery times for whatever split/kickoif/relay/hand-
off/trip/push/bump you are carrying.

If you don’t believe you can complete the work in the amount of time authorized, explain to the super-
visor why this is true. For example, let's say you have a light day and your supervisor tells you that you
will be assigned an hour of work off your assignment to make up for your downtime. Let’s also say
you bslieve you have seven and a half hours of waork on your own route after considering the time it
will take to deliver your route, get back, and clean up. In this example, you believe the additional one
hour of work that your supervisor wants to assign to you will cause you to be a half hour late.

Make sure to explain this clearly to the supervisor. Then let’s say the supetvisor agrees that maybe
you have a point and assigns you a 30 minute pivot, but doesn’i take into consideration the neces-
sary travel time for the pivot or other factors. This should also be explained to the supervisor as
these other factors will also cause you to be late. If you can’t get your supervisor to agree with you
in either case, say the words and handle this situation in the same manner as above.

Note: You should always notify management verbally and with a 3996 (if and when you are still
in the office) whenever you believe additional work assigned to you because of projected
downtime will cause you to work overtime.

If your supervisor asks you again to explain why you needed the time (the next day/week) you'li
have your copy of the 3996 and your notes to refer to. Oftentimes, supervisors record the extra
time used over what was approved in the morning as “unauthorized” overtime on Form 1017-B.
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This can be true whether or not they talk to you about it. If you think this is true in your case,
request to see your Shop Steward so he/she can investigate the matter and file a grievance on the
improper use of the PS Form 1017-B if the exira time you worked after being instructed to finish the
route is being recorded as “Unauthorized Overtime.”

Here is the short version:

—b

. Verbally inform your manager that you can’t make it in 8 hours.

. Follow your manager’s instructions.

3. If you still can’t make it in 8 hours, request a PS Form 3996 from the supervisor and explain
the reason(s) why you need one.

4. Fill out the form completely and list the types of mail you have as well as any other circum-

stances that are present.

. Keep your cool and request a copy of your 3996.

. Don’t argue with the supervisor or manager.

7. Don’t make decisions - that’s what your supervisor/manager gets paid to do in our current
system. Call back to the office for further instructions. Follow the instructions you are
given.

8. Handle requests for overtime or auxiliary assistance due to delivering on other routes in the

same manner. ' '

N

[~ 4

Following these procedures makes it much easier to defend you should you be discipiined! You
also make it possible for the Union to pursue forcing management to stop recording this time as
“unauthorized” in the first place thereby avoiding a discipline situation altogether.

If M-01664 is continually violated, see your Shop Steward so he/she can investigate.
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PS Form 1571 (Undelivered Mail Repori)

PS Form 1571 is the form that Letter Carriers use to record undelivered/curtailed mail. An example of
a PS Form 1571 is shown on the next page. This form is used anytime all mail distributed to your
case for the day is not taken out/delivered. Sections 131.44, 131.45, and 131.46 of the M-41 Hand-
book describe what we are supposed to do as follows:

131.44 Report on Form 1571 all mail undelivered — including all mail distributed to the
route but not cased and taken out for delivery. Estimate the number of pieces of mail.

131.45 Do not curtail or eliminate any scheduled delivery or collection trip unless au-
thorized by a manager, in which case you must record all facts on Form 1571.

131.46 Before you leave the office, enter on Form 1571 the mail curtailed; when you re-
turn, add any mail which was not delivered and which was returned to the office. Fol-
low any special local procedures set up to identify errors and corrective actions for mail
returned because it was out of sequence.

Chapter 4 (Office Time — Return) of the M-41 Handbook, Section 442 (Completing Form 1571)
states the following:

442.1 After return from trip, obtain Form 1571, Undelivered Mail Report, (see exhibit
442.1} from unit manager.

442.2 Add any mail which was not delivered but was returned to the office.

442.3 Sign the form and give it to a unit manager.

Never curtail mail unless instructed to do so by a manager!

Section 111.2(j) of the M-39 Handbook describes what the supervisor is supposed to do as follows:

“Issue Form 1571 when the carrier is instructed to curtail mail, indicating action
thereon. Upon request a duplicate of the completed form will be provided the carrier.”

Article 41, section 3.G of the National Agreement also requires managers to provide you with copies
of both the 3996 and 1571:
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41.3.G. “The Employer will advise a carrier who has properly submitted a Carrier Auxil-
iary Control Form 33996 of the disposition of the request promptly after review of the
circumstances at the time. Upon request, a duplicate copy of the completed Form 3996
and Form 1571, Report of Undelivered Mail, etc., will be provided the carrier.”



You should always request a copy of the completed form 3996 and 1571 and keep these copies for
your records, [f management refuses to provide you with copies of these requested forms, then ask
to see your Shop Steward.

U.8. Postai Service
UNDELIVERED MAIL REPORT
Delivery Unit ’ Routs No. Dale

TO: Delivery and Collection Superintendent

The Foitowing Mail Distributed To Me For Delivery Was Left In
The Office Or Returned Undelivered,

NOTE: If mail left undeliverad by carrier is later defivered on the
same day, the manager should explaln the action taken.

Preferential Other

Letters

Newspapers

Magazines

Fials

Samples

Other Pleces

For Use By Parcel Post Carrier Only

Parcel Post Distributed To Me For Delivery Was Left In The
Office Or Returned Undelivered.

Sacks QOulside Flecas

Remarks: {Reasons for nondelivery. Report of irips omitted or curialled,
Note any cther malter of which record should be made.}

. | Tech o1l Part Signature
Reg- | 5 “|Time ¢

Action Taken (Manager)

Manager's Signature Data

PS Form 1571, Juna 1988 {July 1977 editlon usable)
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M-01664

M-01664
Mr, William H. Young
President
National Assoclation of Letter
Carrlers, AFL-CIO
100 Indiana Avenue, N.W, -
Washingten, DG 20001-2144 NALC# 8266
Re: QOIN-4Q-C 05022610
Class Action
Washington DC 20260-4100

Dear Mr. Young:

Recently, our representatives met at the Interpretive Step to discuss the above--
referenced grievarce., .

ARter reviewing this matter, the partles agree o rescive this dispute based on the
following:

The Delivery Operations Information System (DQIS) is a management tool for astimating
a carrier's daily workload. The use of DOIS does not change the letter carriar's reporiing
raquirements outlined In section 131.4 of Handbook M-41, the supervisor's scheduling
rasponsibiliies outlined in section 122 of Handbook M-39, or the lslter carrler’s and
supervisor's responsibilities contained in Section 28 of Handhook M-41. DOIS
projections dre nut the sole determinant of a carmiers leaving or return time, or daily
workioad, As such, the projections cannot be used as the sole basis for corrective
aclion. A fiva minute time credit for fines 8-13 wili be added or when route inspection
data is available for lines 8-13 the actual average information will be used for dally
workload projections.

Management is responsible for accurately racording voluma and other data in DOIS.
Qther than obvious data entry erors, route based information may only be changed
thraugh a full-count and inspection or minor route adjusimant. Additionally, the parties
have previously agreed that functions in DOIS which relate to the route inspection and
adjustment process must be in compliance with the city letter carrler route adjustment
process in Subchapter 141 and Chapter 2 of the M-39 Handbook. Exceptions ara
offices that have jointly astablished an alternate route adjustment method, DOIS base
information In such offices shall, as appropriate, comply with the alternate route
adjustmant method.

Please sign and retum the enclosed copy of this decision as acknowledgment of your
agreaement to seftle this grievance,

Sincerely, éﬂ
Doug Tulino Willlamn H. Youngf ’ ( i
Vice-Prasident President 4

Labar Relations . National Association of
U.S. Postal Service Letter Carrjers, AFL-CIO

Date: 7‘3901 .
The terms of this settiement hecame effactive September 11, 2007 with
ratification of the 2006-2011 National Agreament.
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SECTION 2
LETTER CARRIER WORK METHODS

This section deals with the approved methods for delivering mail. We wilt first look at work methods
on park and loop or foot routes. Next, we will talk about working mail on curbline/mounted/riding
routes. If your office is now receiving and delivering Flat Sequencing System (FSS) flats, read the
end of this chapter for some guidance on handling this type of mail.

Park and Loop or Foot Deliveries
National Level Settlement M-01663 states in relevant part:

“The parties agree that under no circumstances will city letter carriers on park and
loop or foot deliveries be required to carry more than three bundles.”

The first two bundles will normally be DPS and cased mail. The third bundle can be either Walk
Sequence Saturation (WSS) or unaddressed mailings.

WSS mail is prepared in the order of defivery by the mailer. If you look above and to the right of the
address, you should see the letters “WSS”. M-01663 sets standards that WSS mail must meet in
order to be carried as a third bundle. M-01663 states in relevant part:

“ ..city letter carriers on park and loop or foot deliveries who currently carry three bun-
dles will continue to carry as a third bundle, within weight restrictions, Enhanced Car-
rier Route (ECR) and Periodicals walk sequenced letter or flat mailings (WSS} that have
either 90% or more coverage of the total active residential addresses, or 75% or more
of coverage of the total number of the active deliveries on a route.”

M-01663 appears in its entirety on the next two pages.

in order to be carried as a third bundle, WSS mail must meet one of the standards by covering either:
1. 90% of all active residential deliveries on the route

2. 75% of the total active deliveries on the route

What about unaddressed mailings? They count as one of the three bundies you can be required to

carry. Don’t let anyone try to tell you any different! Management can instruct you to put enough un-
addressed mail pieces for the relay behind another bundle of mail. However, just remember that
one bundle of mail + one bundle of unaddressed mail always = two bundiles of mail. This is true no
matter how you organize your bundles. When you add DPS, that makes three bundles. Any addi-
tional WSS bundles exceeding the three bundle limit, that management instructs you to deliver, have
to be merged by collating or casing the additional set(s) of mail into three bundles (no exceptions).

The third bundle may be carried either in your satchel or on your arm, at your option. The second
paragraph in M-01663 quoted above states in relevant part:

“,..the individual city carrier will determine whether he/she carries the third bundle on
the arm or in the satchel”
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M-01663

—

Mr. William H. Young

President _

Negia():;lr:szg??gg ‘Of Letter NALC# 7877 & 7787

100 indiana Avenue, NW RE: Q98N-4Q-C 01045570

Washington, DC 20001-2144 Class Action.

: Washington, DC 20260-4100

Q88N-40Q-C 00189552
Class Action

Washington DC 20260-4100

Dear Mr. Young:

This is in responsa to ongoing discussions on the above-cited cases which are. currently
pending naﬁonat—level arbifration.

Case QQBN-4Q-C 01045870 arose as a rosult of the application of the March 214, 2000,
Memorandum of Understanding (MOU) Re: City Lelter Carrler DPS Work Methods, The issute
in this grievance is whether city lettar carrlers in a DPS environment using the vertical flat case

- {VFC) work method on park and loop or foot deliveries may be required to camy pre-

sequenced addressed mall as a third bundle, when DPS lstters and cased mail (flats and non~
DPS letters) constitute the first and second bundles,

The parties agree that:

1. The March 21, 2000 MQU did not provide the Postal Service with the right to require fetler
carriers on park and loop or foat delivaries to carry pre-sequenced addressed malias a
third bundle.

2: The parties’ pror agreements for camrying third bundles were not modified in any way by
the March 21, 2000 MOU. These prior agreements Include the following two
circumstances:

a. pursuant to the 1980 'simplified address mail’ agreement, which allows the
placement of such unaddressed mait on the bottom of the appropriate mail
bundie; and

b. In accordance with the 1992 memorandum providing for the DPS composite
work method, which Iincludes residual letters, DPS letters, and flats.

Case #Q88N-4Q-C 00189552 arose as a result of handbook modifications indicating that
city letter carriers on park and loop or foot defiveries may be required to carry up to three
bundles of mail,

Notwithstanding the above agreement, the parties recognize that the Postal Service and ifs
employees have an obligation to the American public to provide cost effactive quality mail
sarvice, We also recognize that the changing nature of the mall {e.g., decreasing First-Class
Mail volume, increasing parcels and increasing automation) nacessitate changes in our work
methods. Therefore, the partles further agree that:
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M-01663 CONTINUED

M-01663

1. in accordance with the recognitions cited in the above paragraph, effective with the
signing of this agreement the parties agree that clty letter carrlers on park and loop or foot
deliveries who currantly carry three bundies will continue to carry as a third bundle, within
weight resfrictions, Enhanced Carrier Route (ECR) and Periadicals walk sequenced letter
or flat mailings (WSS} that have either 90% or more coverage of the total active residential
addrasses, or 75% or more coverage of the total number of active deliveries on a route.

2. The parties will estabiish a joint work greup to examine the various methods of mail
delivery on park and lcop and foot dellveries. The objective of the work group will be to
develop safe and efficient delivery methods for handling three bundles of addressed
and/or unaddressed mail on routes with these types of deliveries, The work group will
develop appropriate methods in the current DPS letter environment and it will complste its
mission within sixty days of this agreement. After that sixly day period all city carriers on
park and loop and walking deliveries will be required to carry three bundies using methods
from the work group, unless management determines that fewer than three burnidles will
be used. If the work group does not reach agreement within sixty days, all city carriers on
park and loop and walking dellveries will, unless otherwise determined by management,
be required to camy-three bundies, but the individual city carrier will determine whether
he/she carries the third bundle on the arm orin the satchel; Ragardiess of the work
method, the third bundle must meet the requirements of paragraph 1, above.

3: The parties agree that under no circumstances will gity letter carriers on park and loop or
foot deliveries be required to carry more than three bundles,

This agreement resolves and closes all outstanding disputes at ail lovels of the grievance-
arbitration procedure conceming city carriers on park and loop or foot routes being required to
carry three bundles. The partles will mest at the appropriate lavel on all held cases to
detgrmine if thay involve other issues. If a grievance contains issues other than third bundle,
those issues will be addressed pursuant {o Article 15 of the National Agreement. Please sign
below to agree to resolve these disputes and remove these cases from the national

arbitration docket,
(il
oug Tulino William H. Youn
Vica-President Prasident
Labor Relations National Association of
L. 8. Postail Service Letiar Carriers, AFL-CIO

Date: ZZJ 0{ o7

The terms of this settlement bacame effective September 11, 2007 with
ratification of the 2006-2011 National Agreement.
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Curbline/Mounted/Riding Deliveries

Section 322.12 of the M-41 Handbook (City Delivery Carriers Duties and Responsibilities) states the
following:

322.12 Any sequenced mailing received by a motorized curb delivery route shall be
handled as separate bundles, unless the Delivery unit manager authorizes the
casing and/or collating of the mailings.

This language gives management the right to instruct us to deliver more than three bundles of mail
on a mounted/curbline/riding route. This same language also gives management the right to in-
struct us to case or collate this mail. When it comes to curbline/mounted/riding routes, the choice
is management’s to make. The unfortunate side is that it often takes more time to follow the in-
structions given than if you were allowed to handle the mail in another way.

When you are instructed to carry more than three bundles on a curbline/mounted/riding route, there
are several references in the Letter Carrier Handbook (M-41), one in the Supervisor Handbook (M-~
39) and one in the jointly developed Standard Training Program for City Letter Carriers Participant
Guide about where to place all bundles of mail in the vehicle.

The following guidance is from the M-41 (Letter Carrier Handbook):

322.11 Letier size mail for the entire route may be placed in suitable trays or boxes...
Place the container of mail in the vehicle’s tray so the letter mail faces the
driver...

322.22 Flats may be worked from a loosened strap placed to the right of the letier tray or
box.

812.5 Arrange letter mail, flat mail, and small parcels in the work tray provided on the
ledge behind the windshield so as not to obstruct vision or use of the vehicle con-
trols. Trays must not be piled on top of other trays on the ledge behind the wind-
shield,

The following guidance is from the M-39 (Supervisor Handbook):
125.1  ...On curbline routes, the working trays of letter and fiat mail should be placed

on the vehicle’s working shelf with the addresses faced so the carrier can eas-
ily read them. Flat mail is placed to the right of the letter mail.

The parties at the national level jointly created the Standard Training Program for City Letter Carri-
ers. As part of that training, each new Letter Carrier receives a jointly developed participant guide.
On page 16.2.1 of the participant guide, it says:

“For delivery on motorized routes, mail is placed on the vehicle tray facing the driver.”

Every one of the references above says that Letter Carriers should work all bundies of mail from the
working tray in the vehicle with the addresses facing him/her.

Page 15



The next question is “How do you do that?” The best answer at this point is fo carry more than one
bundle in the working tray(s) as needed. The NALC has, and will continue to try to convince the
Postal Service to work with us to find more efficient ways to handle muitiple bundles of mail on a
curbline/mounted/riding route without compromising safety. If anyone has any ideas, please send
them to the Director of City Delivery at NALC Headquarters.

Flat Sequencing System (FSS) Work Methods

The work methods in FSS sites are nd different from the ones explained above. The only difference is
that FSS sites have three bundles every day. National Level Settlement M-01697 is the authority on
FSS work methods. A copy of M-01637 appears in its entirety at the end of this section.

This agreement begins by making it clear that Letter Carriers on park and loop or foot routes will not
be required to carry more than three bundles (including when unaddressed mail is involved). It also
provides that any collating work has to be done in _the office when more than three bundles are
present. There are two options for collating mail in the office. M-01697 states in relevant part:

“In order to maintain three bundles on pre-sequenced mail days, letter carriers serving
park and loop or foot deliveries may only be assigned to either:

* case residual mail, then collate with FSS mail while in the office {the pre-sequenced bun-
dle must meet the definition of a third bundle under the Interpretive Step agreement for
case Q98N-4Q-C 00189552) or,

¢ case residual mail, then collate with the pre-sequenced addressed mail during pull down
while in the office.” [emphasis added]

What if you are instructed to carry a set of addressed circulars {(pre-sequenced mail) and a set of
unaddressed circulars on the same day? In this situation, you would have to collate both your
residual mail and the set of addressed circulars with your FSS mail while in the office, and carry the
unaddressed set of circulars as your third bundle.

M-01697 goes on to say:
“There is no change to current work methods for other types of deliveries.”

This means that multiple bundles on curbline/mounted/riding routes in FSS sites should be handled
in the same manner as described above.

What about case configurations?
National Level Settlement M-01697 also states in relevant part:

“City carrier case configuration will be consistent with requirements in Methods Hand-
books M-39 and M-41. City carriers working in an FSS environment will be consulted
before case configuration changes are implemented.”

If you receive different instructions than you read anywhere in this section, you should first follow

the instructions and when you get done, promptly request to see your Shop Steward and ask
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M-01697

—

M-01697

MEMORANDUM OF UNDERSTANDING
BETWEEN THE UNITED STATES POSTAL SERVICE
AND THE
NATIONAL ASSOCIATION OF LETTER CARRIERS, AFL-CIO

Re. Approved F58 Work Methods

Pursuant to the September 11, 2007 Memorandum of Understanding, Re: F&88
Work Methods, the parties established a joint task force for the purpose of
exploring alternative work methods necessary for handling mail in an FSS
environment. After reviewing the task force final report, the parties agree {0 the
following methods for handling mail in an FSS environment:

s City letter carriers serving park and loop or foot deliveries will not be required
to carry more than three bundles.

+ In order to maintain three bundles on pre-sequenced mail days, lefter carriers
serving park and loop or foot deliveries may only be assigned fo either:

« case residual mail, then collate with FSS mail while in the office (the pre-
sequenced bundle must meet the definition of a third bundle under the
Interpretive Step agreement for case Q98N-4Q-C 006189552) or,

« case residual mail, then collate with the pre-sequenced addressed mail
during pull down while in the office

+« There is no change to current work methods for other types of deliveries.

« When a simplified mailing is carried as a third bundle by city letter carriers
serving park and ioop or foot deliveries, the simplified mailing will be placed
on the bottom of the appropriate bundie. In order to maintain three bundles
in this circumstance, residual mail and any pre-sequenced mail delivered that
day will be collated with the FSS mall.

« City carrer case configurations wilt be consistent with requirements in
Methods Handbooks M-39 and M-41. City carriers working in an FSS
envitonment wili be consulted before case configuration changes are
implemanted.

The national parties contemplate that the local parties may jointly formulate a
new work method and conduct a limited test of the method on one or a few
routes. [f the test is successful, the local parties may apply to the national joint
body for approval of the method,

The parties further agree that the task force will continue to function for the sole
purpose of reporting on satchel testing at the Fairfax, Virginia Main Post Office.




M-01697 CONTINUED

-2~ M-01607

The task force will submit a supplemental report after evaluating results of the
saichel test.

The parties understand that there may be a need to modify or change work
methods as we become more proficient at operations in an FSS environment.
The parties recognize and acknowledge that any change to wark methods for
handling mail in an FSS environment that is not expressly adopted through this
report must be consistent with the terms of the National Agreement, including, if
appropriate, any notice and/or procedural requirements.

et

00 7P Uilhiares H. d@m
Doug A. Tulino William H. Young

Vice President President

Labor Relations National Association of Letfter
U.8. Postal Service Carriers, AFL-CIO

vete_1L /2408
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SECTION 3
READING THE WORKHOUR WORKLOAD REPORT

(ALL ROUTES)

The Joint Alternate Route Adjustment Process — 2011 agreement includes a new provision that
gives Letter Carriers an opporiunity to verify the times and volumes being recorded on a daily
basis. NALC negotiated this new procedure to help identify problems with the daia and get them
corrected quickly, rather than months down the road.

The reason why this is so important is that our recent Joint Route Adjustment Processes are fo-
cused on actual office and street time, a standard office time calculated from your mail volume,
and input from the carrier’s initial consultation.

Management is required to post the previous day’s Workhour Workload Report (All Routes) in a
convenient location in every office in the country. This includes offices that were not selected for
evaluation/adjustment under JARAP - 2011. This also inciudes offices that have or will have Flat
Sequencing System (FSS) mail. This is what the report looks like:

RESTRIGTED INFORMATION
Workhour Workload Report (All Routes)
Delivery Unit: SOUTH PARK - 555555
Date Range: 05/06/2011 - 05/05/2611
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AM | Asst | AM | Var | PM | Asal'] PM | Var Sir- | Asnt | Str | Var- © | Total | Total | Var Tased | Cased Dive -
: Lir | Fit Pcx
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03030, | %26} 000 | 1:19 9 0:07 | 0:08 | 0:00 | 0.06 | 0:01 | 66739 | 701 | 0:00-) 840 | 0:21 | 144.51 ) 5:33 | 8:04 ; 0:29.) 11848.) 35 292 16512 ] 1] B 1838
01931 $:569 | 000 | 1:25 ). 0:34 | 0:10 ) 000 | 0:05 | D:05 | 769.02 | 6:28.[ 023 | 648 | 006 | 11516 400 | 816 | 0:45.F 10050 62 308 hathl o 13 13 | 1478
21032 | 1:01 | 030 | 113 | e[ ova | 0:00 | 9:08 | 0:08 | 500.47 | gag | c00H 44 | 005 avod [ ade | e02 ] angl 7800 16 268 ard 3 1] g 1155
01833, [ 141 [ ooo ] 124 1 017 [ eor [ o0 | 0os | 002 | 352.82 | 7.67 | 0:0@]| 651 | 046 | 7046 | 865 | 820 | 0:36 | $8:73 35 313 1001 g g 16 1 1349
O1034 | 1122 | 5:00 | £21 ] G:of | 010 | 000 | 0:08.1 005 | 70900 | 841} 000 ] 6:35 | Q.68 | 7110 S3 | BO1 | o2 F 13788 55 279 h7.ed 1] 1] 10 | 1564
Office Time: Streat Time Total.Time: Volumes
Avgsand [ Act | AM [ Proj | AM | Act | PM [Prof | PM | OF1 | Act-] Str [ Prof | Str [ SEF | Act | Prof [Totst| TEI | Total | Tofal | GPB | F83 | Seq | PP | toM
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Li* Fle
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Enough time has passed since the signing of our agreements for management to get the word out
regarding their obligation to post the Workhour Workload Report (All Routes) for your office in a
convenient location on a daily basis. If this isn’t happening, the wrong report is being posted, or
it isn't being posted on a daily basis, ask your Shop Steward to get the matter corrected.

Ok, now let’s say we have the correct report being posted in your office. Why should you bother
to look at it? The answer is simple. We all have an interest in monitoring the data recorded for
our routes and nobody knows better about what happens every day on your route than you do.

The Workhour Workload Report (All Routes) reflects what was recorded for the actual time used
to case and carry your route each day. The recorded volume determines standard office time. If
your volume is recorded lower than it should have been you could lose office time.

Note: Page 9 of M-01747 Joint Alternate Route Adjustment Process 2011 reads:

“The District Evaluation and Adjustment Team will consider feedback from the car-
rier’s initial consultation regarding the routes office time, and regarding the above
components used for the data analysis review period to insure that the office time
selected is representative of the route.”

Oftentimes, the actual time figures recorded in the system have errors. Sometimes, it’s as simple
as receiving auxiliary assistance that isn’t entered into the system. There are also many time
codes that can be used that don’t count as time spent working on your route. Therefore, time
recorded under these time code numbers will not appear on the Workhour Workload Report (All
Routes) as time worked on your route. For more information on these time codes, see the Clock
Ring Codes That Take Time from Your Route section of this book.

The Workhour Workload Report (All Routes) also reflects what was recorded for the number of
pieces of mail cased and delivered on your route each day.
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ESTIMATED STANDARD OFFICE TIME CALCULATION

Figuring out the estimated standard office time for the route is really pretty simple. For example,
if you have 180 letters to case you divide that by 18 equaling 10 minutes. Next, if you have 360
flats to case you divide that by 8 equaling 45 minutes. Then you add all your cased mail together
{180 letters + 360 flats = 540 total pieces of cased volume). Now you divide 540 by 70 equaling
8 minutes for pull down time. Always round each number up to the next minute before adding
them together. The next step is to total all the minutes, 10 + 45 + 8 = 83 minutes. Finally, add

in the fixed office time for the route. If the route has 51 minuies of fixed office time, your total
standard office time would be 63 minutes + 51 minutes = 114 minutes. This formula is shown in

the chart below.

Note: See the initial consultation section of this book for a complete explanation of fixed of-
fice time.

The Estimated Standard Time is calculated by addmg the followmg 4 items:
Vot 2T Ty

FrTE A Rt o F DA

L TR O R P T

L # of Cased Letters divided by 18 (rounded up) ]
- 'E!‘L

S NI AR S Ao et A e T L N S PRI TE A P SR A LI R R

# of Cased Flats divided by 8 (rounded up)

=4

s SR SR S I T B
LA T e

ST T T SR T

# of Cased Letters and Flats divided bv 70 (rounded up)

B R L 2D DT S AT T e P TR 0 T U LAY S AT IPA NG ) O

' Fixed Offu:e Time

Note: Failure to record all of the cased volume will result in a lower Estimated Standard Time.
Check the Workhour Workload Report (All Routes) to see if your route is credited for the right
amount of cased letters and flats.

Some of these time recording and volume entry errors can be caught if you just look at the actual
time and volume recorded for your route and compare what you see to what you remember about
yesterday. Once you know how to read this report, it will only take a minute of your time to look at it

each day.
Keep reading and we’ll show you the correct form and explain in detail how to read it.
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Here's what the top of the Workhour Workioad Report (All Routes) looks like:

Workhour Workload Report (All Routes) «—— .
Delivery Unit: SOUTHPARK — 555555
Date Range: 05/05/2011 — 05/05/2011 <— 2.

Oftice Thite trsot Tine Total Tima Volumes
Routs | Act | AM Pr:‘! AM | Act | PM | Proj | PM Okl Act | Str | Prof | S SEl Act | Proj | Towml| TEE Total | Total | DPS | FS3 | Sag | #P | Tetal
AM | Asst | A Var | PR | Anal | PM | Var Sir | Asst| Sir | Var Teotel  Total | Var Cﬁcd C}s::ct %Nd
(¥ )

1. The correct report will be titled “Workhour Workload Report (All Routes)”. Below the title is
the delivery unit and ZIP code.

2. The report posted should be for a single day. Therefore, the 2 dates next to “Date Range:”
should be identical as shown above.

3. 4. 5. . g,

] [ [ [
(! ort o Tim) |
Route Act | AM | Proj | AM | Act | PM | Proj | PM QEl
AM | Asst | AM | Var | PM | Asst | PM Var

01025 1:17 | 0:00 | 1:16 | 0:01 | 0:10 | C:00 | 0:05 | 0:06 [ 1253.10

OFFICE TIME

Begin by looking in the far left-hand column and finding your route number. Reading from left to
right, the report displays the following information that you should check each day to monitor the
time and volume data recorded for your route.

3. Act AM (Actual Office Time used in the morning by the Letter Carrier assigned to the route for
the date indicated on the report)

4. AM Asst (Actual Office Assistance Time recorded for any auxiliary assistance provided in the
office in the morning to the route for the date indicated on the report)

5. Act PM (Actual Office Time used in the afternoon/evening by the Letter Carrier assigned to
the route for the date indicated on the report. This time begins when a Letter Carrier makes
his/her clock ring to come back in from the street and continues uniil he/she clocks out to
end tour and go home)

6. PM Asst (Actual Office Assistance Time recorded for any auxiliary assistance provided in the
office in the afternoon/evening to the route for the date indicated on the report)
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STREET TIME AND TOTAL TIME

7. 8.
| | | |
J |, J L Street Time Total Time
N N
Act | Str | Proj | Str SEI Act | Proj | Total TEl
Str | Asst | Str | Var Total | Total | Var
7:07 | 0:00 | 6:60 | 0:17 | 66.24 Bﬁéi 8:21 | 003 | 65.12
g.

7. Act Str (Actual Street Time recorded for the Letter Carrier assigned to the route for the date
indicated on the report)

8. Str Asst (Actual Street Time recorded for any auxiliary street assistance provided to the route
for the date indicated on the report)

9. Act Total {Actual AM Office Time + AM Office Assistance + Actual PM Office Time +
PM Office Assistance + Actual Street Time + Auxiliary Street Assistance = Actual Total
Time recorded for the route)

VOLUMES
10.
N
Volumes

Total | Total DPS FSS | Seq | PP | Total
Cased | Cased Divd
Ltr Fit Pcs
62 527 1461 0. 0 7 2050

10. Volumes - Total Cased Letters, Total Cased Flats, Total DPS Volume, Total FSS Volume,
(Seq) Total Sequenced Pieces, (PP) Number of Parcels, and Total Delivered Pieces recorded

for the date indicated on the report.

Check your Actual AM Office Time, Office Assistance, Actual PM Office and PM Assistance time to
see if it resembles what really occurred on the route for the previous day. If you clocked on at 7:30,
left for the street at 9:30, worked on your route the whole time, and didn’t run out of work, then the
report should say 2:00 {two hours) for Actual AM Office Time,
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Check your Actual Street Time and Street Assistance to see if it resembles what really occurred on
the route for the previous day. If you remember leaving the office at 9:00 and punching back in at
4:00, then the report should say 6:30 (6 hours and 30 minutes) for Actual Street Time ({that is 7 hours
minus a 30 minute lunch equals 6 hours and 30 minutes).

Check your Total Volumes in each column to see if it is in line with what you remember about the
volume you handled on the previous day. For example, if you delivered a full set of sequenced mail,
you should be able to look at the report and see that the sequenced volume for your route was
recorded that way.

What do you do if you see something recorded that is different than what you believe should have
been recorded for your route on a given day?

Notify your Supervisor of any errors you notice and make a note of what the error(s)
was/were. If your Supervisor isn’t willing to correct the error(s), ask to see your Shop Stew-
ard and report the matter to him/her.

PROJECTED TIMES

There are also projected office and street times for each route on this report. Please be advised that
as far as the NALC is concerned, these figures are meaningless. Management’s projections have no
effect on a route’s evaluation or adjustment in a joint or traditional route adjustment process.

The intent of the parties at the national level in making an agreement to post the Workhour Workload
Report (All Routes) is to attempt to ensure that volumes and actual office and street times that are
entered aren't fictional. Time will tell about how effective this effort will be.

The reason we don’t agree with projected times is that they are totally bogus. If you want to see for
yourself, just look at the projected times for your route on the Workhour Workload Report (All
Routes) that is being posted in your office each day. You’ll see that the projected street time credit
for your route doesn’t change regardless of real life factors such as extra DPS (and now FSS in
some places), weather, percentage of coverage, number of parcels and/or accountables, etc.

If you look at your PM office time projection each day, you'll notice that it never changes either.
Management projects that every route in the country will have the same amount of PM office time
every day.

If you look at your AM office time projection, you will often see that there is not enough time pro-
jected for you to do your job. This is true because this projection Is based on a flawed formula
using an estimated piece count of mail. This estimated piece count is given a projected time credit
by using the 18 letters and 8 flats cased per minute standard, the 70 pieces per minute pull-down
standard, plus the fixed office time for the route (for a detailed explanation of fixed office time, see
the section on Initial Consultations). This amount of time credit is then reduced by different
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amounts of time using something called percent to standard. The end resulit is usually that they
want you out soconer than your workload dictates.

These are just some of the reasons the NALC will never buy into, accept, or agree to projected
times. Another reason is the fact that this matter has been previously settled. The parties at the na-
tional level have previously agreed to a national level settlement (M-01664) on this very issue that
states in relevant part, “DOIS projections are not the sole determinant of a carrier’s leaving or return

time, or daily workload.”
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SECTION 4
CLOCK RING CODES THAT TAKE TIME
FROM YOUR ROUTE

It is very important to be sure you are on the proper operation code when you use the time clock.
Your time records are used to store data that is later used as part of the basis for evaluating and
adjusting your route.

If you are on the wrong operation code on the time clock while you're doing normal Letter Carrier
duties, you still get paid for the time so you may believe this is harmless.

The trouble with this kind of thinking is the time spent performing normal Letter Carrier duties while
on certain operation codes disappears in the system and are not credited as time worked on your
route. This makes it more difficult to evaluate and adjust your route properly.

This situation is true for all Letter Carriers regardless of whether or not you're in a joint route adjust-
ment process. This section is dedicated to giving you a better understanding of how the Postal Ser-
vice’s clocking system works and which operation codes cause time to be taken from your route.

The first thing you need to remember is that from the moment you clock in at the beginning of your
tour until you clock out to go home, all your time is recorded on opéeration codes. When you per-
form normal Letter Carrier duties, most swipes with your time card record these operation codes
automatically. Where you have to be careful is when you are instructed to swipe to a different
operation code.

Let’s start with talking about the most common operation codes that make legitimate route time dis-
appear in the system. Letter Carriers working on operation codes 743 (Carrier Customer Support
Activities), 354 (Standby-Delivery Service), 782 (Training-Delivery Service), and 632 (Meeting
Time - Delivery Services) will not receive time credit for their route in the system while clocked on
to these operation codes.

Note: If you are doing work that is part of your normal duties over the course of a week, you
should not be on one of these operation codes. You should be on normal office or street
time. A list of operation codes that Letter Carriers may be instructed to use is located at the
end of this section.

So what are normal office duties? Basic office tasks include such activities as casing and pulling
down mail, collating mail, going through mail brought back from the street, change of address work,
etc. Other office tasks such as doing edit book work, attending safety/service talks, customer
connect stand-up talks, etc. don't normally occur on a daily basis, but are considered normal office
duties nonetheless.
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Here are some tasks you might perform where using these operation codes may be appropriate:

354 (Standby — Delivery Service) you should only be on this operation code when you have
absolutely no office or street work to do. For example, you should never run out of mail to’

case and swipe over to this function, then return to your case and work on your COAs.
Working on COAs is a recurring office function that should be recorded as normal office time.

632 (Meeting Time ~ Delivery Services) this operation code should only be used for time
spent in meetings that don't occur on a normal basis such as an adjustment consultation.

743 (Carrier Customer Support Activities) this operation code should be resetved for AMS
and other customer support activities that are out of the ordinary — such as reviewing lines of
travel after a route adjustment, putting in new case labels, or going out to the street with an
AMS Tech for an audit.

782 (Training -~ Delivery Service} this operation code should only be used when you are ac-
tively engaged in tralning activities such getting training on new equipment, participating in
the dry run for a route inspection, etc.

Router Time

Router time is recorded on operation codes 709, 710, and 711. These codes can affect your office
time. If you are told by your supervisor to move 1o one of these three operation codes, the time you
spend casing on these operation codes is not credited to your route. For example if you spend a
total of two hours in the office casing mail on your route and 30 minutes of this two hours was
recorded on operation code 709, 710, or 711, only an hour and a half of office time will be credited
to the route.
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The following are most of the operation codes (MODS codes) that a Letter Carrier may be
instructed to use when recording your time on the clock while working:

354 STANDBY - DELIVERY SERVICE* 726 2-TRIP MIXED MOTOR - OFFICE

613 STEWARDS - CARRIERS* 727 1-TRIP MIXED FOOT — STREET

622 TRAVEL - DELIVERY SERVICES* 728 1-TRIP MIXED FOOT - OFFICE

632 MEETING TIME - DELIVERY SERVICES* 729 1-TRIP MIXED MOTOR - STREET

709 ROUTERS 730 1-TRIP MIXED MOTOR ~ OFFICE

710 ROUTERS 731 COLLECTIONS — STREET

711 ROUTERS 732 COLLECTIONS - OFFICE

713 VIM ROUTE - STREET 733 PARCEL POST - STREET

714 VIM ROUTE - OFFICE 734 PARCEL POST - OFFICE

715 2-TRIP BUSINESS - STREET 735 RELAY ~STREET

716 2-TRIP BUSINESS - OFFICE 736 RELAY - OFFICE

717 1-TRIP BUSINESS - STREET 737 COMBINATION — STREET

718 1-TRIP BUSINESS — OFFICE 738 COMBINATION — OFFICE

719 RESIDENTIAI. FOOT - STREET 739 CARRIER DRIVERS - STREET

720 RESIDENTIAL FOOT - OFFICE 740 CARRIER DRIVERS —~ OFFICE

721 RESIDENTIAL MOTOR - STREET 743 CARRIER CUSTOMER SUPPORT ACTIVITIES*
722 RESIDENTIAL MOTOR - OFFICE 744 PM - CARRIER OFFICE TIME

723 2-TRIP MIXED FOOT - STREET 757 CITY EMPLOYEE ON RURAL ROUTES*
724 2-TRIP MIXED FOOT — OFFICE 768 CITY CARRIER - TERTIARY DISTRIBUTION
725 2-TRIP MIXED MOTOR — STREET 782 TRAINING - DELIVERY SERVICES*

* Indicates the time a Letter Carrier spends on these operation codes will not be credited to
the route.
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SECTION 5
READING THE TACS EMPLOYEE EVERYTHING REPORT

This section is dedicated to explaining how to read a Time and Attendance Collection System
(TACS) “Employee Everything Report”.

An example of a TACS Employee Everything Report is shown below. The Employee Everything Re-
port should always be the clock ring report you ask to see should the need/opportunity arise. There
are various other clock ring reporis that look similar and show some of the same information found
on the Employee Everything Report. However, no other clock ring reports tell the entire story. In
other words, accept no substitutions. Just remember it this way: You want to see the Employee
Everything Report because it has everything on it.

In the example below, you can see numbered arrows pointing to different sections of the report.
Each section with a numbered arrow is explained next to the corresponding number in the picture.

‘ Usor 10: .
. Date. OTHQHU

Report: mcsuuna vaees ' . Restricted USPS T&A Information. . -

YIPPWK: 2010081 0 2010-142 © DOWNTOWN STA o ; o Tlm&. 1128 AM..
Fin. # ‘ : . Employee Everything Report <,1:i 1 : ‘ Pﬂﬂ? 2,
Yrepwks 2016084 Weekly
Sub-Unitz. 0000
Pay LociFin. Unit 400 / 000G o ‘ Vaffabk EAS" N [Annuaitvfal. .~ A4BG4[FMLAHGS . 100152
Empioyee iD- . . L Borrowed: .~ N [Ské¥wvBak - - 43542 FMLAU;M 08,00
Employse Nome:. o AL, N [ LWoPLvBak: . {458 5LDGUsed: . | D0.0D
Tuesday 3.
Base éz 05200° 008,94 05300: 000,94
EBR# '
99.9999 BT (427 07.75 CST 12-3466 720000 OO __ . _ - - _/ 0000
2 989-89899. MV 0427 07.97 CST 123466 7430-00 009000 T 1 0000
99.9999 MV _04/27 08.08 CST 123456 7200-Q1 O0Of01§ ]| . _ - « [/ 0000

[ 99-9999 MV 04/27° 0919 CST 12-3456 721001 001016 _ . - - /[ 00.00
00-0000 OT 04/27 1625 CST 123456 7200-01 000000 01.00 99999999, 04/27 (0732

00-0000. MV 0427 1698 CST 12:3456 7200-01 001016 [ 99999999 04/29 07.50]
99-9999° ET 04/27 1719 CST 12-3486 7200-01 001015 . - -/ Z%00.00
4 5

1. The title of the report should say “Employee Everything Report”. If it says something else,
you're looking at the wrong clock ring report.

2. The day of the week is shown here for each day’s clock rings.
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TAL SERVICE User 1D
Report:  TACS00R3 v2.003 Restricted USPS T&A Information Dates  07/18/10
YrPPWK:  2010-08-1 to 20G-14-2 DOWNTOWN STA Time:: 11:26 AM
Fin: # Employee Evervibing Renon.<::’ 1 Pages: - 2 -
YrhPWE: 2010084 Woeekly
sub-Unit; 0000
Pay LGG/FIn, Unit. 400/ 0000 Varabie EAS N | AonuatLv Bal; 14894 [FMLAHS . 190152
Employes ID Borrowed, N | Sick Lv Bal. 43542 | FMLAUSed - - . . 00,00
Employee Hame Auto HIL N [LWOP Ly Batl. - 1450 |SLBCUsed- - 40.00
Tuesday 3 _
Base d 05200: 008.94 05300: 00094,
EBR# 7
‘ 99-8999- BT 04/27 0775 CST 12-3486 720001 oo0M048 __ . _ - - _ [ 0000
2 99-9999 MV 04/27 07.97 CST 12-3456 7430-60 000000 | __.__ _ -~ -/ 0000
99-9990 MV 04/27 08.08 GCST 123456 7200-01 004015 | . _ - - __/ = 0000
[ 99-89999 MV 04/27 0919 CST 12-3456 7210-01 ©ot015 .. - - . /[ . 0000
00-0000. OT 0427 1625 CST 12-3456 7200-01 000000 01.00 99999998 04/27 07.32
00-0000 MV 04/27 1698 CST 12-3456 7200-01 001016 | _ . 99999999 04/29 07.50 |
99.9999 ET 0427 1719 CST 123486 7200-01 001015 . _«_—___j,,_% XO0.0&
5:

. The date (month/day) is shown.

. We will go through the box and describe each column. Read the first line inside the box from

left to right. The first column is the EBR# or Elecironic Badge Reader 1D number. This is the
time clock that the Letter Carrier swiped the card on. The second column over is the type of
ting made. The first entry inside the box was a Move. Here are explanations of a few types
of rings:

BT - Begin Tour

MV — Move {from one function to another)

OT — Overtime Approved (This entry is not a clock ring. Management uses the TACS system
to track the amount of overtime that is approved. Don’t be concerned with this entry. Man-
agement must still approve or disapprove overtime on PS Form 3996. Be sure not to confuse
this entry with a clogk ring.}

ET ~ End Tour

093 — No Lunch Entered (if a Letter Carrier is approved a no lunch, this ring shows that the
supervisor entered it so that a lunch break will not be deducted)

Note: Be sure you see an entry for 093 if a no lunch is authorized. If you do not see this
entry, 30 minutes of street time will be deducted when you were actually working. You
can check your street time every day by looking at the Workhour Workload Report (All
Routes). This will show your street time for the previous day. If you take a no lunch,
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T
Eﬂ@ﬂﬁmq,,ﬁ el >L.,. o User 1B
Repoft:  TACS00R3 v2.003 Resiricted USPS T8A Information: Dates: 97T/1910. -
YIOPWi: 2010081 to 2010-14-2 7 DOWNTOWN STA Time:  11:28 AM
Fin. % Employee Evarything Report, 1 Page; 2
VIPPWK  2010.08-1 Weekly
Sub-Unit: 0000
Pay Loc/Fin, Unit. 40070000 Vardable EAS N | Annual Lv Bal. 148,94 | FALA His: 190157
Employee 1D: Borrowed N | SickLv Bak 43542 | FMLA Used 000
Emplovee Name |Auto ;. N |LWOP Ly Bak. - 14,58 | SLDC Used g0.00
Tuesday 3
i\ Base ﬂ 05200: 008.94 05300: 000.04
EBR#
98-9998 BT Q427 07756 CST 123456 720001 (01015 T T AN ¢ X0
2 500999 AV 0427 07.87 CST 123456 743000 000000 . _ - -/ _ 0000
1999390 MV 0427 0808 CST 123456 7200-01 004015 | . _ - - _/_ 00.00
999999 MV 04727 0018 CST 123456 7210:01 001016 . - -__/_ 00.00
00-0000 OT 04/27 16.258 OCST  12-3456 7200-01 000000 01.00 99999909 04)'27‘ 07.32
00-0000 MV 04/27 1698 CST 123456 7200-0f 001015 I .. 98999999 04{_,_9, 07.50]_
99-9999 ET 04127 1749 CST 123456 7200-01 001016 . - - /1 ﬁoo,eo
4 5
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leave the ofifice at 9:00, and return to the office at 4:00, you have worked seven hours
on the street. If the report shows that you had six hours and thirty minutes of street
time, the no lunch (093) was most likely not entered. See the section in this book titled
Reading the Workhour Workload Report (All Routes) for a detailed explanation of how

to read this form.

The fourth column over is the time of day. The time of day is shown in hours and hundredths
rather than hours and minutes. The move on the first line in the box was at 7,97 (7:58 a.m.).

Note: All time records on this report are recorded in hours and hundredths. For exam-
ple, if you see 7.50, this means seven hours and 50 one hundredths. When you convert
the 50 hundredths to minutes, it is seven hours and 30 minutes. A complete time con-

version table is shown at the end of this section to provide an easy way for you to con-
vert hundredths to minutes.

The fifth column is the time zone (CST - Central Standard Time).

The sixth column is the finance number the time is recorded to.

The seventh column from the left shows the Operational Code that was entered with the time
clock ring. You can see that this move on the clock was to operation code 743 - Carrier
Customer Support Activities.




At

. ‘POSTALS 3 User Dt
Report:  TACSO0R3 v2.003 Restricted USPS T&A Information- Dates. G7/18/10
YePPWED - 2010-08-1 to 2016142 . JOWNTOWN §TA Time:_ 1128 AM-
Fin. # ' Employee Everything Report <:I:| 1 ' Page: 2
YirPWe: 2010081 Weekly
Spb-Units. 000G
Pay LociFin. Unit . 400/ 0004 vartable EAS. . N | Annual Lv Bal 148.94: _EM&.A‘E{rs' ' 140157
Employee ID ‘ Bormowed N | Stk Ly Bal. 43542 | FMLA Used - 00.00.
Eimployee Name ‘ , AuloMit.. N |LWOPLv-Bak 1458 | SLDCUsed 0000
Tuesday 3
Base. éz 05200: 608.94 05300; 000.94
EBR# 3
99-9999 BT 04/27 07.76 CST 12.3466 7200-01 oQtOv5 _ . _ - - (000
500950 MV 04/27 07.97 CST 12-3466  7430-00 000600 e =~ {0000
1909909 MV 04/27 0808 CST 12-3456 7200:01 Q01045 . _ - - [ 00.00-
f 999999 MV 0427 0919 CST 123456 721001 o068 _ . - - f 0000

00-0000 OT 04/27 1625 CST 12-3456 7200-Gf 000000 01.00 99999999 E‘i@.ﬂ 07.32-
00-0000 MV 0427 1698 CST 12-3456 7200-01 001015 [__. 99999999 04/29 07.50|
999999 ET Q0427 1719 CST 12-3466 7200-0t oOO01015 __._ _ - - / 00.00

— iy et ity

5

5.

The eighth column over in the box is the route that the function is credited to. You can see
that this one was credited to route 000000 (which is not a route). Whenever you see a move
on the Employee Everything Report credited to route 000000, it means that whatever time
was spent is not credited to any routel

In summary, this Letter Carrier swiped their card to Move to 743 - Carrier Customer Support Ac-
tivities at 7.97. If you look at the second line in the box, you will see another move at 08.08. The
Carrier clocked back to 720 — Residential Foot — Office on route 0601015, Route Q01015 didn't re-
ceive any time credit for the 11 hundredths of an hour (six minutes) spent on operation code 743.

An Employee ldentification Number (EIN) appears in the column to the right of the route num-
ber if a manual time entry is made. A manual entry can either be made by the Letter Carrier
(for example, manually entering the time spent delivering mail on a route other than your own
into the time clock) or by a manager making changes on the computer. This column is blank
when a natural clock ring is made. The date and time the manual entry was made will be in
the two columns to the far right hand side.

On the example report, you can see that a person with the EIN 99939999 made this entry on
4/29 at 7.50 (7:30 a.m.). Always look at this section of the report to see if your time records
have been changed.

if you see a change that is not accurate, notify your Shop Steward immediately so the matter

can be investigated.

Page 32




Time Conversion Table

i Hun- . Hun- i Hun-
Minutes | yrogths| |MINUtes | gregths| |MINUteS | gredths

21 .35 41 .68
22 37 42 .70
23 .38 43 72
24 40 44 .73
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CHAPTER 2—ROUTE ADJUSTMENTS

SECTION A1
3999 PROCESS—THE LETTER CARRIER’S ROLE

This section is dedicated to explaining your rights in the new 3999 process that has been agreed to
for this year, We will also show you how to read PS Form 3999 and explain all the terms and work
functions that appear on the form. The information in this section will help you whether or not
you’re in a joint route adjustment process.

The PS Form 3998 is used to record all data on the day a manager goes out on your route with you.
3999s can still be done manually, but most of the time they are done electronically so we will focus on
the electronic version in this section. The times on this form are used to determine the time value of ter-
ritory transferred from one route to another. Most of the time you spend on the street not delivering
mail, but doing other tasks related to mail delivery is recorded as what is called “Allied Time”.

The total time recorded on this form (after any deductions are taken) is also one of the four factors
that USPS and NALC representatives consider when they determine an evaluated street time for
your route in the Joint Route Adjustment Process.

The 2011 Joint Alternate Route Adjustment Process (JARAP) Agreement has two new provisions dealing
with 3999s that we believe will put you in a better position to end up with a fair adjustment to your route.

The first new provision requires that where muitiple 3999s have been done on a route since the last time
it was adjusted, the closest 3999 to the evaluated street time for the route will be used to determine the
time value of territory transferred from one route to another route. If you had muitiple 3999s done on your
route since the last time you had an adjustment, you should point this fact out at your initial consultation
and tell the Local Office Contacts how many different 3999s were done on your route if you can.

‘The second new provision requires 2 manager to discuss the 3999 with you within three days after it
is done. The manager is required to show you any nonrecurring time recorded for your route and
explain why the time was recorded that way.

You then have the right to write comments about the time recorded as nonrecurring, the route exam-
iner’s written and/or verbal comments, mail volume, etc. from the day the 3999 was done. You are

entitled to a copy of the comments you write. Don’t forget to ask for a copy if it isn't autornatically
provided. All of this information is forwarded to the route adjustment team in JARAP offices.

This new 3999 process is to be followed for any and all 3999s conducted after March 22, 2011
(whether or not your office/zone is in JARAP). The new 3999 process also applies to FSS sites. The
term any and ail 3999s means exactly what it says.

We're going to begin by showing you how to read a 3999. Then we’ll explain the various terms used
to record street time in the three allied time categories.
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Reading the PS Form 3999

Once you learn how to read one 3999, you’ll be able to read any 3999 you’ll ever see. Every line on
the 3999 will have either an allied time function listed or actual deliveries. The actual deliveries are
listed by what are called “Sector Segments”. A sector segment will list a number range and a street
name. The PS Form 3999 will also show the type of deliveries, how many possible deliveries are
within the sector segment, how many deliveries were made, and how much street time credit was
given for each sector segment.

The top of every page of a 3999 will lock like this:

Dal

% = Residential Businsss
E=] 2 T PO
& 2 ima | Actual Box
z S | Enter | Time
[y ] Block | Used Dalys Delys of
2 & oG 58d | Dalys, | Delys. | Delys Pose. | Dolys | DEWS | Delys. | Delys | 50 | o[NP
] Block Number and Streat Name ] Fass. | Poss. | Poss | " Maé Poss. | Pess. | Poss Oth- Mags u
GCiher Curb | NDCBU - 9 Cthsr Curb | NDCBU
Cen. Cen.

VEHICLE LOAD 10:00:00 | 3:07:30

TRAVEL TO 10:07:30 | (:08:51
o] 1000 - 1098 CAK ST E 10:16:21 | 0:02:38 i1 9
Q 1100 - 1198 OAK ST E 10:18:59 | 0:03:13 i2 10

WAITENG OTHER 10:22:12 | 0:02:36
o 1101 - 1198 OAK 5T 8] 10:24:48 | 0:00:36 3 3
(o] 1001 - 1699 CAK ST 0 10:25:24 | 0:08:47 14 g

Refer to the example 3999 while reading the explanations below.

You should begin reading this form by looking at the second column from the left. This column is
called “Block Number and Street Name”. This is where you will see the allied function entry or the
street name and block range that is included for the sector segment you’re loocking at. For example,
the first entry on the form abaove is for the allied time function “Vehicle Load”. The first sector seg-
ment entry on the example form above is located on the third line from the top. The sector segment
is “1000-1098 OAK ST”.

Now go back over to the first column on the left. This column is cailed “Delivery Methods”. it
shows you the delivery method used for each sector segment. This column will be blank for allied
time entries because these entries do not involve delivery of mail. On the example form, you see
the letter “O” in this column beside the sector segment “1000-1098 OAK ST”. This means the deliv-
ery method for this sector segment listed is “Other”. This column will have one of the delivery
methods listed below.

P - Park
L—Loop

V - Vehicle

D - Dismount
O - Other
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Dei

§ E Residential Business
3 £ | T PO
o =4 ims | Actual Bax
i & Enfer | Time or
Q
o 2 Block | Used | najes | Delys. | Delys Delys Dalys. | Dalys, | Defys Delys NE
= = Poss. | Delys Poss. | Dalys
3 Block Number and Skreet Name = Poss. | Poss, Poss Oih- Made Poss. | Poss. Poss Olh- Mada | Y
Olher Cwb | NDCBU Other Cwb |NDCBU .
Cen, Cen.
VEHICLE LOAD 10:00:00 | 0:07:30
TRAVEL TO 10:07:39 | 0:08:51
O |1008- 1088 DAK ST E 10:16:21 | 0:02:38 11 9
G |1108- 4198 OAK 8T E 10:18:59 | 0:03:13 12 10
WAITING OTHER 10:22:12 | 0:02:36
O ]1101 - 1198 OAK 8T Q 10:24:48 | 0:00:26 3 3
Q 1001 - 1089 OAK SY 0 10:28:24 | (:08:47 14 8

The third column from the left is called “Travel Pattern”. This column shows you if the sector segment
contains only even numbered deliveries, only odd numbered deliveries, or both. Look at the “1000-
1098 OAK ST~ sector segment. The letter “E” in this column tells you that this sector segment contains
only even numbered deliveries. This column wili have one of the travel patterns listed below.

e E - Fven
s O~0dd
® X ~Crisscross

If a sector segment contains only odd numbered addresses, you will see an “O” in this column. If it
contains both even and odd numbered addresses, you will see an “X” in this column.

The fourth column from the left is called “Time Enter Block”. This is the time of day that delivery of the

sector segment or the allied time function began. On the example form, the very first entry is the “Vehi-
cle Load”. The “Time Enter Block” column shows that the vehicle load began at 10:00:00. Look at the
“1000-1098 OAK ST” sector segment again. You can see that this Letter Carrier began delivering this

sector segment at 10:16:21. The times on the form are listed in Hours:Minutes:Seconds.

The fifth column from the left is called “Actual Time Used”. This is the actual time used for the entry.
On the Vehicle Load entry, you can see that this Letter Carrier took 00:07:30 (7 minutes and 30 sec-
onds) to load the vehicle and for the “1000-1098 OAK ST” sector segment, you can see that it took
00:02:38 (2 minutes and 38 seconds) to deliver this sector segment. if you add the “Actual Time
Used"” to the “Time Enter Block”, you should always come up with the total that appears in the
“Time Enter Block” for the function on the next line. '

The rest of the columns contain delivery information for sector segment entries only. You will not
see any information in these columns for allied time entries.
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Dst

Residential ’ Business
PO

1
3 E Tima | Actual aox,
§ & Enter | Timae or
g i Block | Used | pays, | Daiys, | Dslys g;g: Detys | DEWs. | Delys. | Dolys ggl:ss Dalys | P
g Block Number and Slraet Hama = Poss. | Pass, | Pass Olh-. Ma;‘a Poss. | Poss, | Poss Oih—‘ Mag s | U
Qther Curk | NDCBU Olher Curb | NDCBU
Can. Cen.

VEHIGLE LOAD 13:00:00 | 0:07:30

TRAVEL TO 10:07:3¢ | 0:08:51
O [000- 1098 OAK ST E 10:16:21 | 0:02:38 11 9
Q 1106 - 1198 OAK ST E £0:18:59 | 0:03:13 i2 10

WAITING OTHER 10:22:12 | 0:02:38
C  |1101-1189 CAK ST o] 10:24:48 | 5:00:36 3 3
O 10011099 OAK §T o} 10:25:24 | 0:08:47 14 8

These columns are broken into two main categories: Residential and Business. These categories are
then further broken down into 5 sub-categories providing information on the type of deliveries within
the sector segment and how many deliveries were made on the day the 3999 was conducted.
These sub-categories are the same for both the Residential and Business deliveries. The number
listed is the amount of deliveries for each category. ’

* Delys Poss Other - The number listed is the amount of possible deliveries in the sector seg-
ment serviced by foot, park and loop, or dismount.

e Delys Poss Curb ~ The amount of possible curbline deliveries.
¢ Delys Poss NDCBU — The amount of possible NDCBU deliveries.
¢ Delys Poss Oth-Cen — The amount of possible other centralized deliveries.

* Delys Made ~ The amount of deliveries that the carrier actually made for that sector segment
on the day the 3999 was conducted.

Look back at 1000 - 1098 Oak St sector segment on the example 3999. You can now read this as
the Letter Carrier delivered that sector segment using an “other” travel patiern, serviced the even
side of the road, started the segment at 10:16:21, and it took 2 minutes and 38 seconds to deliver 9
out of 11 possible residentia! deliveries.

Allied Time

Allied time is street time work that is part of the route, but separated from the actual delivery of reg-
ular letter and flat mail when management goes with you on your route. Street functions known as
“Allied Time” are recorded on PS Form 3999 into three categories: nonrecurring street time, function
analysis street time, and other street time.

Once you understand what task(s) is/are recorded under each function, you will be in a better posi-
tion to write comments about the data/comments recorded by a manager/route examiner on the
day he/she goes with you on your route,
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Note: Nonrecurring street time is nothing more than a category where management records
many allied time street functions. Donr’t let the term “nonrecurring” trick you into thinking
that it's OK to automatically deduct time recorded in the nonrecurring category from your
route. You should review any time deduction made to your route and write comments where
you believe time deductions shouldn’t have been made.

An explanation of each work function that is listed in the USPS computer system as nonrecurring
street time follows:

e Backtracking - This function is used for a Letter Carrier to return to a prior delivery to deliver
a piece of mail that was missed. For example, if you have a situation where you are in-
structed on a normal basis to go back and deliver mis-sequenced pieces of DPS or FSS mail,
this is where the time spent would be recorded. In this example, this time should not be de-
ducted from your street time.

e Animal Interference - Time spent dealing with an animal attack or avoiding animals. An ex-
ample would be when a Letter Carrier is required to walk an extra distance away from a
house to avoid an animal. If this happens on a recurring basis, this time should not be de-
ducted from your street time.

e Waiting for Relays - This is time spent waiting for mail to be dslivered to a relay box on a
foot route. If a Letter Carrier gets to a relay box and the mail for the next relay is not in the
box and this happens on a recurring basis, the time spent waiting for the mail to arrive should
not be deducted from your street time.

e Waiting for Transportation - This is time spent waiting for transportation. For exampls, if a
Letter Carrier is required o use public transportation on the route, the time waiting for such
transportation where it occurs on a reguiar basis should not be deducted from your street time.

¢ Waiting Other - All nonrecurring waiting time not covered by any of the other functions is cov-
ered under “Waiting Other”. Managers must take notes regarding reasons for placing Letter
Carriers on this function. You should review the route examiner’s comments and match the
time of day written in the comments with the {ime of day shown on the 3999. Then write your
own comments about any of the time that is recorded under the “Waiting Other” function. Your
comments can tell why this time should not be deducted from your street time.

¢ Temporary Detail - This function is used for any duties that are performed on the day of the
PS Form 3999 that are not part of the route. For example, time spent performing work on an-
other route on the day of inspection would be recorded here. In this example, the time would
be deducted from your street time.
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Management Time - This is time spent away from your normal street duties due to the
needs of the examiner performing the PS Form 3999. For example, if the supervisor receives
a phone call to return to the office and you have to drive him/her back to the office, this is
where the time spent would be recorded. Time should only be deducted when a Letter Car-
rier completely stops working for no other reason than the route examiner’s needs.

Accident - In the unfortunate event of an accident, time spent waiting due to the accident is
recorded under this function. You should expect this time to be deducted from your street time.

Miscellaneous Other — This function is used to cover anything not covered under any of the
other functions mentioned. Managers must take notes regarding reasons for placing Leiter
Carriers on this function. You should review the route examiner’'s comments and match the
time of day written in the comments with the time of day shown on the 3999. Then write your
own comments about the time that is recorded under “Miscellaneous Other”. Your com-
ments can tell why this time should not be deducted from your street time.

Replenish - This is time spent moving mail into position for delivery. For example, taking a
tray of mail from the back of the vehicle and moving it to the front onto the tray for delivery.
Time spent under this function should not be deducted from your street time.

An explanation of each specific work function that is listed in the USPS computer system as func-
tion analysis street time follows:
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Relay Time - This is time spent preparing mail for delivery for the next loop on a park and
loop route or foot route. Relay time could include loading mail into the satchel, gathering
DPS, or loading parcels for the next loop. Time spent replenishing mail on a mounted/curb-
side/riding route is not Relay Time.

Travel To ~ Travel To time begins when the vehicle departs from the office and ends when the
first delivery is reached.

Travel From - Travel From time begins after the Letter Carrier has completed delivering the
route and begins to travel back to the office. It ends when the vehicle has been parked and
the Vehicle Unload function begins.

Vehicle Load ~ Vehicle Load time begins when the Letter Carrier moves to street time and
ends when the vehicle is loaded and he/she departs from the office to head out for the route.

Vehicle Unload - Vehicle Unload time begins when the vehicle is parked after returning to
the office. This function continues while the vehicle is being unloaded and ends when the
Letter Carrier pushes the empty equipment into the Post Office and swipes his/her badge at
the clock to move back to office time.



An explanation of each work function that is listed in the USPS computer system as other street
time follows:

¢ Travel Within - Travel Within is time recorded when driving from one park point to another while
not delivering mail on a park and loop route. Time spent traveling from one geographic area
{neighborhood) to another without delivering mail on a mounted/curbside/riding route is also
recorded as Travel Within. Time spent traveling from one mounted/curbside/riding, cluster box,
or dismount, delivery to another along your route is not Travel Within, it is delivery time.

e Accountable Delivery — Time spent delivering accountable mail on the street such as regis-
tered mail, certified mail, express mail, signature confirmation, CODs, etc., and filling out PS
Form 3849 (when appropriate) is recorded under this function.

¢ Parcel Delivery - Time spent delivering parcels and filling out PS Form 3849 {(when appropri-
ate) is recorded under this function.

¢ Street Break Time — This is the time spent on break(s) on the street. Some units will have one
break on the street and some will have two. Street breaks are separate and apart from your
lunch break or any comfort stops you need to take. You shouldn’t be performing any work of
any kind while you’re on your street break(s). Make sure you take your street break(s) at the ap-
proximate location(s) as stated on the PS Form 1564-A for your route. You should take no less
and no more than the time you're entitled to for street break(s). Normally, you get 10 minutes
for each street break. However, there are offices that have negotiated longer break times.

e Collection Time - Time spent on collection duties that are a normal part of the route should
be recorded under this function. Time spent on collections that are not part of the route
should be recorded as Temporary Detail (description below).

¢ Deadhead Time - Time begins when you finish the last delivery point on a sector segment
and retrace past completed deliveries in order 1o return to vehicle or next delivery point. It is
not time spent driving from park point to park point {see Travel Within).

¢ Personal Needs - You are afforded the opportunity to take comfort stops to tend to personal
needs and the time used is recorded under this function (including any travel time associated
with comfort stops).

» Customer Contact - Letter Carriers talk to customers on a daily basis. This function is used
to record time spent in conversation with customers about postal issues and/or routine items
such as giving directions.

e Gas Vehicle - Any time spent away from the normal line of travel to gas the vehicle is
recorded under this function (including any associated travei time),
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SECTION 2
THE INITIAL CONSULTATION IN A JOINT ROUTE
ADJUSTMENT PROCESS

The initial consuitation takes place after the joint (NALC/USPS) District Evaluation and Adjustment
Team {DEAT) has reviewed the data for a route, but before the team decides the evaluated office and
street time for each route in the office. This is your chance to give input on the office time, street
time, and other data for your route.

There are three important questions that you need to be able to answer:

1. What is your average office time?
2. What is your average street time?

3. Is the minimum fixed office time of 33 minutes {or more if you have an office break)
enough time for your route, and if not, why is this true?

You will be asked what you believe the average office time and strest time is for your route on a rep-
resentative day. What this means is you just figure out your answers by thinking about a day with
average volume/coverage, etc.

This section is dedicated to explaining everything you need to figure into your answers on average
office and street time for your route. We’'ll also explain what fixed office time is and how much time
is allotted to different office tasks.

Office Time

The average office time for a route includes both morning and afterncon/evening office time.

The morning office time begins when you clock on for the day and ends when you move or swipe
your time card to street time on the clock. For example, if you begin your tour at 7:30 a.m. and
move to street time at 9:00 a.m., the morning office time for that day is 1 hour and 30 minutes.

The afternoon/evening office time begins when you move back to office time on the clock and ends
when you clock out for the day. For example, if you move back to office time at 3:50 p.m. and
clock out at 4:00 p.m., the afternoon/evening office time for that day is 10 minutes.

The 1 hour and 30 minutes of morning office time plus the 10 minutes of afternoon office time
equals a total office time of 1 hour and 40 minutes office time for this day.

When you are asked what you believe the average office time for the route is on a representative
day, you should first think of a normal day on the route. Then follow these three simple steps:

1. Think of the total morning office time for your route {the amount of time between when
you begin your tour and when you move to the street).
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2. Next, think of the afternoon/evening office time (the time between when you clock back
into the office and end tour).

3. Add the morning and afternoon/evening office time together and that should be the
time given for average office time for your route.

Street Time

The street time for a route begins when you move or swipe your time card to street time. The street
fime ends when you move or swipe your time card back to office time in the afternoon. Thirty min-
utes is deducted from this total time for your lunch break {if you take lunch).

For example, let’s say you move to street time at 9:00 a.m. and move back to office time at 4:00
p.m. Seven hours of real time elapsed between 9:00 a.m. and 4:00 p.m. If you took a 30 minute
lunch while on street time, 30 minutes would be deducted leaving you with 6 hours and 30 minutes
street time for this day. Of course, if a “no lunch” is authorized and the Letter Carrier does not take
a lunch, the 30 minutes would not be deducted.

When you are asked what you believe the average street time for the route is on a representative
day, you should think of the same kind of day as you did when considering a day for the purposes
of office time. Then follow these three simpie steps:

1. Think of what time you would normally move to sireet time on the clock (this is the time
of day that your street time will begin).

2. Determine what time you would swipe your badge to come back into the office (if you
carried your entire route without delivering anything else). Keep in mind that moving to
office time occurs after your vehicle has been unloaded and you have pushed your
equipment through the door of the office and clocked in from the street.

3. Next, subtract your 30-minute [unch break from this total time (if you’re thinking of a day
where you take a lunch break). Just make sure you're clear at the initial consultation that the
amount of street time you say your route is worth does not include a 30-minute lunch break.

Average Qffice and Sfreet Times

1 Clock In (Bregin Tour) Einal atlatl

=AM o_sﬁ;u Time ] AM {+) PM Qffice Thng « Average Office Tima

iz Rovs

Clock/Mave 19 Street

=StreatTime Stegel Tima ¢ Lunch Time = Average Street Time

P i by oy

f  ClockfMove Back to OFfice

]}> =PM Oifice Time
<Ay gy NOTE; i lunch is not taken, to Ume should be deducted
( Clock Out (End Tdur) fram Street Tine,
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Additional Route Information

You will be provided several other pieces of information about your route at the initial consultation
that are “fair game” for discussion. You will see a box that looks like this:

Actual Average Office Time 1:37
Estimated Office Standard 1:38
Fixed Office Time 0:33
Base Fixed Office Time 0:33
Actual Average Cased Letters 49

Actual Average Cased Flats 439
Actual Average Street Time 6:24
Base Street Time 6:33
PS Form 3999 Street Time 6:31

Let’s talk about what is called “fixed office time”. Fixed office time is one of the components used
to figure standard office time. These duties are recorded as line items on PS Form 1838-C during a
6-day count and inspection or during a one day count. Each line item gets a certain amount of time
allowance for what'’s called “minimum fixed office time”.

Fixed office time is not used to calculate your actual office time. This is because your actual office
time includes all of the time you actually worked in the office including the time you spent on any of
the line items listed below.

The Postal Service and NALC have agreed to normally use a minimum fixed office time of 33 min-
utes each day for those offices that do not take an office break. Additional time is added for those

offices that do take an office break.

Here are detailed explanations of these minimum time allowances and the tasks associated with
each line item:

1. Lines 8 through 13 - 5 minutes {or actual time from recent route inspection data if it is
available} time allowance - Time spent handling carrier endorsed and centralized mark-up
mail, recording changes of addresses, and turning in insured receipts.

2. Line 14 - Accountable Mail - 6 minutes minimum time allowance - Time spent when you
stop casing mail to get your accountable mail, signing for it, filling out the name or address
on PS Form 3849 (and casing the notice as a reminder) in the morning + the time it takes to
get cleared, and go on to your next task in the afternoon/evening.

3. Line 15 - Withdrawal of Mail — 5 minutes minimum time allowance - This includes time
spent withdrawing mail from tubs or trays, cutting straps, removing plastic, etc. This line
item also includes time you spend withdrawing mail from both the throwback and hot cases.
The M-39 states that, “two withdrawals of letter mail and one of papers for each trip, with a
final pull just prior to leaving time, generally are sufficient.”
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4. Line 18 - Break - 10 minutes minimum time allowance ~ In most offices, a 10 minute credit
is given where Letter Carriers take a morning office break. If your office has longer break
times than 10 minutes, keep in mind that more time must be credited for line 18.

5. Line 19 - Vehicle Inspection — 3 minutes minimum time allowance — This is for time spent
inspecting your vehicle every morning. Time starts when you get your key to go to your vehi-
cle and ends when you come back into the office and begin your next task.

6. Line 20 — Personal Time — 5 minutes minimum time allowance - This time credit covers
any personal needs that you may have while in the office such as obtaining raingear from
your locker, restroom needs, etc.

7. Line 21 - Recurring Office Work Not Covered by Other Line items — 9 minutes minimum
fime allowance - This covers a wide variety of office functions (remember o add up your
morning tasks with your afternoon/evening tasks when determining how much time you
need). Generally speaking, recurring office time is an office task that occurs at least once per
week. Many of these functions are universal and take place on almost all, if not all, routes.
Some examples in the morning are getting your scanner and setting it up, trip to the throw-
back case, getting your parcel hamper, checking for sleepers, AMS/edit book/red book work,
replenishing forms, verifying hold mail, weekly safety talks, removing tags and returning
empty equipment to a designated area, etc. Some examples in the afterncon/evening are
taking care of outgoing mail collected on your route, placing your attempted parcels and 3M
mail in the designated location, returning your parcel hamper to the designated location,
processing undeliverable mail, trip to the throwback case, returning empty equipment to a
designated area, etc.

If you believe that any of these minimum time credits are not enough for your route, you should
make that comment and explain why during the consultation.

For example, if you have to walk some distance to inspect the vehicle and it takes over 3 minutes,
you should say so. Your input is the only way the DEAT will be made aware of a need to increase
your fixed office time beyond the minimum of 33 minutes {(or more if you have an office break).

You should [ook at the average volumes listed in the box on the initial consultation form. If you be-
lieve the information fisted isn’t accurate, then you should point this out and explain why you feel
this way.

You should also look at the 3899 Street Time listed in the box on the initial consultation form. If you
believe this time is not accurate or reasonable, you shouid point this out and explain why you feel
this way. Keep in mind that regardless of when the 3999 was done, you have the right to request a
copy of the 3999 that was used. You are strongly encouraged to exercise your right in this regard.
After you receive a copy, you have the right to make comments and submit them to the adjustment
team for consideration through your Laocal Office Contacts.
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If the 3999 being used was done after March 22, 2011, you should have already had the chance to
write down your comments from that day and been provided a copy of your comments. If this is
your situation, you should bring your copy of the comments you made to the initial consultation as a
reference. If this didn’t happen, you should point this problem out at the initial consultation.

If you had multiple 3989s done on your route since the last time you had an adjustment, you shouid
point this fact out at your initial consultation and do your best to tell the Local Office Contacts how
many 3999s were done on your route {since the last time it was adjusted).
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SECTION 3
THE ADJUSTMENT CONSULTATION
AND READING THE PS FORM 1840 REVERSE

This section is dedicated to talking about your rights at a route adjustment consuitation and show-
ing you how to read the PS Form 1840 Reverse. This is the form that shows what deliveries are
planned to be added to or taken from your route.

The universal information on the PS Form 1840 Reverse will be explained as well as the added infor-
mation you need to know about when a Carrier Optimal Routing {COR) Route Adjustment is made.

Once you understand the information below, you will be ready for any Adjustment Consuitation you
ever go to. You'll also be able to read any PS Form 1840 Reverse you'll ever see (regardless of
whether or not COR is used to make route adjustments). Best of all, you’ll always have this to come
back to later should the need arise.

The Adjustment Consuitation takes place after a proposed adjustment for your route has been
made and before the adjustment is finalized. You will be given a copy of the PS Form 1840 Reverse

for your route at least one day before the adjustment consultation takes place.

Both of the statements above are true whether vou're in or out of a joint route adjustment process.

Note: Some of you may be going through traditional 6-day route count and inspections.
Please do not confuse JARAP 2011 consultations for the type of consultations in that
process. For information regarding consultations in a Traditional 6-Day Route Count and
Inspection, see that section of this resource guide.

In the Adjustment Consultation you will have the opportunity to write comments about the proposed
adjustment to your route on the first page of the 1840 Reverse. If you need more room, you may
write comments on an attachment to the 1840 Reverse. [t is important for you to understand how
to read the 1840 Reverse. Once you fully understand the proposed adjustment to your route, you
will then be in the best position to make comments at the Adjustment Consultation.
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Reading PS Form 1840 Reverse
The PS Form 1840 Reverse looks like this:
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The first thing to remember is that the PS Form 1840 Reverse is used to document route adjust-
ments whether you're in a joint or {raditional route adjustment process, so it’s worth your time to
learn how to read this form regardiess of your situation. As stated previously, this form shows what
adjustment (if any) is going to be made to your route.

There is additional information on an 1840 Reverse generated by the COR program if it is used to
adjust the routes. The first section below will explain the information found on every 1840 Reverse.
The section at the end will explain the information that is unique to an 1840 Reverse generated by
the Postal Service's COR Program. You will see images of several sections of an 1840 Reverse.
Each section is explained below the image.

(Route: COOI ZIP 00000 RECORD OF OFFICE AND STREET ADJUSTMENTS MADE - Date: 06031E Page L of 2 ]

At the very top of the form, you can see the route number, zip code, date, and how many pages the
1840 Reverse will be. in this exampie, the 1840 Reverse is for Route # C001 in the 00000 Zip Code

area. The date is June 1, 2011 and it is two pages long.
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HOURS
ITEM AND
MINUTES

QFFICE TIME 01:25
STREET TIME 06:20
TOTAL TIME 07:45
RELIEF
ADDITION

On the upper left-hand side of the 1840 Reverse (in the “ltem” column) there is a line for “Office
Time”, a line for “Street Time”, and a line for “Total Time”. In all types of route adjustments, these
are the evaluated times for the route before the adjustment. In the example above, the route was
evaluated at 01:25 office time (1 hour and 25 minutes) and 06:20 street time (6 hours and 20 min-
utes) for a total of 07:45 (7 hours and 45 minutes) before the adjustment.

ADJUSTED ROUTE

HOURS
AND
ITEM MINUTES
OFFICE TIME 01:27
STREET TIME 06:35
TOTAL TIME 08:62

On the upper right-hand corner of the 1840 Reverse, you can see a section called “ADJUSTED
ROUTE". Here you will see the office and street time for the route after the adjustment. In the ex-
ample above, this route has 01:27 (1 hour and 27 minutes) of office time and 06:35 (6 hours and 35
minutes) street time for a total route time of 08;02 (8 hours and 2 minutes) after the adjustment.
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ADDRESS RANGE

TRANS -
RELIEF FERRED
STREET ILYS
R) 2P +4 [ TO/FROM DELY OFFICE | STREET
ADDITION SECTOR/ | ROUTE TIME TIME
{A) BEGIN END | SEGMENT | NUMBER MM:SS | MM:SS
A H3RD ST 216 26 32062 Ci64 24 00:38 03:32

Reading from left o right, the first column is called “RELIEF (R) ADDITION {A)". Each entry in this
column will always be marked with an “A” or an “R". The letter “A” stands for addition and means
territory or time is being added to the route. The letter “R” stands for relief and means territory or
time is being taken from the route. In the example above, you can see that the first line has the let-
ter “A” for addition.

The second column is called “STREET” It will list the name of the street being added or taken away
from your route. The next column is called “Address Ranges”. It is divided into two sub columns:
“BEGIN” and “END”. These two columns show the beginning number and ending number of the
block range being added or removed from the route. In the example above, the first line shows
216-216 43 ST being added to this route.

The next column over is the “ZIP + 4 SECTOR/SEGMENT” column. This shows the zip +4 for the
sector segment. In the example above, 216-216 43" ST has a zip + 4 of 3202.

If you look at the next column to the right, you see the “TRANSFERRED TO/FROM ROUTE NUM-
BER” column. This is important because it shows which route the territory is coming from or going
o (depending on whether territory is being added or taken away). This can tell you something
about whether you're getting a fair time credit for what you're getting or it may be useful for possible
bidding purposes. In the example above, you can see that 216-216 43 ST is coming from route

Co04.

The next column is called “DELYS”. This shows how many possible deliveries are in the line entry
being added to or taken away from the route. In the example above, 216-216 43 ST contains 24
possible deliveries.

Continuing to the right, the next two columns are called “Office Time” and “Street Time”. This is
where the rubber meets the road. These columns show the time value that is being added to, or
taken away from your route for each sector segment. In the example above, 216-216 43 ST is
being added to the route for a time credit of 00:38 (38 seconds) office time and 03:32 (3 minutes
and 32 seconds) street time.
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Contenss:

1. Office break Option chosen Yesor ____ No,

X
2. Base Time Rowte Evafustion Fran Fenr JARAP is 6:25 (Hoors and Minutes)
3, Swreet Tinve for Adjustnent 06:30 (hours and minutes)

4. Reasons for selection of steet thme: Fhe adjustment teany mnmuatly agrecs that the actual nverage street iime fram the evaltasion period is most representative of she route

Office Time Mode; 12 d Parf by Redieved Cander

The lower half of the form is called the “Comments” section. Under the “Comments” section you
will see:

Whether or not you take a break in the office.

The base street time for the route from the last adjustment that was done.

The evaluated street time that was selected for the route.

The reason for the selection of street time. Route adjustments in or out of a joint process
require a reason for the street time selected to be recorded.

Lo

At the bottom of the page in the lower left-hand corner, the mode used to transfer office time will
appear. Section 243.316 of the M-39 Handbook actually contains five methods for determining the
amount of office time to be transferred with territory that is being moved from one route to another.
In a joint adjustment process, an additional method of transferring office time is described on page
13 of M-01747. All these methods are mathematical formulas used to determine the amount of of-
fice time to be transferred with the deliveries.

Note: The effort here is to arrive at the most accurate time allowance for the transferred seg-
ment(s), negating the need for corrective adjustments.

Sometimes, if you go to the very last page, you will see that a “MANUAL TIME ADJUSTMENT” or a

“MISC” (meaning a miscellaneous adjustment was made). If you see one of these, you should took
at it very carefully. The amount of time that is recorded like this can be significant.
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OFFICE | STREET
DELYS TIME TIME
MM:3S | MM:SS

HE:MM | HIEMM
25 00:02 00:15

On the last page of the 1840 Reverse, you will see a total at the bottom of the “DELYS” column.
This is the cumulative total number of deliveries added to or taken away from the route. You can
see in the example above that 25 deliveries were added 1o this route. You wiil also see totals under
the “Office Time” and “Street Time” columns. These show you the cumulative total amount of office
and street time added to or taken from the route. You can see above that this route has 00:02 (2
minutes) of office time and 00:15 (15 minutes) of street time for a total addition of 17 minutes added

to the route.

Reading PS Form 1840 Reverse Generated by COR

Carrier Optimal Routing (COR) is a computer program that is used to make route adjustments. The
first thing to remember with COR is that in the end, your route is still supposed to be adjusted to as
nearly 8 hours daily work as possible.

COR will makes changes to time credits for relay time, travel to your route, fravel within your routs,
and travel from your route. If you have read the 3999 section, you should know what is involved in
these street functions, and therefore have an idea of how long each task should realistically take on
your route.

Note: The NALC has filed a national level dispute on the issue of changes to relay time made
by COR. This issue has not yet been resolved.
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Here are two rules you need to know (keep in mind these rules apply whether you're in a joint or tra-
ditional route adjustment process):

1. Any time changes have to be “validated”. What does that mean? It means that someone has
to check it out to make sure the time credit given for these functions is realistic.

2. If changes to “Allied Time” result in time deductions (and they often do), the reasons for the
time deductions must be documented and explained by appropriate comments on PS Form
1840 Reverse.

The National Settlement (M-01661) on the use of the COR Program to adjust routes states in rele-
vant part:

“To facilitate the practical application of this understanding, when transferring territory
the back of the PS Form 1840 will indicate, by sector segment, any change in street
credit from the actual sireet time used in sector segment on PS Form 3999; including
all relay, travel, allied time, etc. Any such adjustment to the carrier’s actual street time
must be documented and explained by appropriate comments on the reverse of PS
Form 1840... Travel To, Travel From, and Travel Within times must be validated, docu-
mented, and discussed during carrier consultation.”

If any of this doesn’t happen in your case, you need to point out the problem(s) at your Adjustment
Consultation and write comments about the situation on the first page of the 1840 Reverse (or use
an attachment if you need to0). For example, your travel pattern to your first delivery did not change
and COR reduced your Travel To time from six minutes to three minutes. You should question this
time deduction and make comments about why three minutes is not enough time to travel to your

first stop.
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ADDRESS RANGE

TRANS -
RELIEF —— FERRED i

(R) STREET ZP+4  [TOFFROM DELYS OFFICE | STREET

ADDITION SECTOR/ | ROUTE TIME TIME
(A) BEGIN END | SEGMENT | NUMBER MM:SS | MMSS

A Relay Time: EXR 14:37, ADJ TS 1] } 1] 0008 03:34

R Travel Within: EXR 1522 ADJ 12:22 i} ( [i] [ G 0300

N e ok R N O R ol ok ol RN

(Hd Relay; BREW 8T, - 01:33 SGE HuuL 3239 0 H0:00 00;00

MNew Rehy: 216 43ed St 1:04 1) ¢ ] 0000 00:00

New Relay: 4923 Todd Ave. St, 104 ] 1] 4] 000 G0:60

A Pgreel Delivery 4] 0 0 000 0300

The first line in the box Is an addition COR made to the route by adding time for relay time. You can
see the letters “EXR” beside the words “Relay Time”.

Note: When COR is used, every “RELAY”, “TRAVEL TO”, “TRAVEL FROM”, or “TRAVEL
WITHIN” time entry on the 1840 Reverse will have the letiers “EXR” (existing route time) and
then an amount of time behind it. This is the total amount of time credited for the street func-
tion you’re looking at before the route adjustment.

In the example above, 14:37 (14 minutes and 37 seconds) was the relay time for the route before the
route adjustment.

To the right of the EXR time, you see the letters “ADJ”. This is the time COR credits to the route for
each entry after the route adjustment.

Note: When COR is used, every “RELAY”, “TRAVEL TO”, “TRAVEL FROM”, or “TRAVEL
WITHIN” time entry on the 1840 Reverse will also have the letters “ADJ” (adjusted route time)
and then an amount of time behind it. This is the amount of time whichever street function
you're looking at is worth after the route adjustment.

In the example above, 17:51 (17 minutes and 51 seconds) is the relay time for the route after the
route adjustment.,

If the “ADJ” time is greater than the “EXR” time, you will see the letter “A” in the “Relief/Addition”
column because time has been added to the route.

If the “ADJ” time is less than the “EXR” time, an “R" for relief will appear because COR has taken
time from the route.

The most important thing to remember is all deductions made must be explained by appropriate
comments on the 1840 Reverse and validated regardless of whether you're in or out of a joint ad-
justment process.
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“Allied Time” changes (including “Manual Time Adjustments” or “Misc” office and/or street time adjust-
ments) are very easy to locate on the 1840 Reverse used for COR route adjusiments. Here's how it works:

Every 1840 Reverse from every COR route adjustment will follow the same pattern. The entries will
start by listing all territory being added (A) to your route and then switch to all territory being taken
away (R) from your route. This can go on for several pages on the 1840 Reverse. However, when
you get to the end of all territory being taken away (R) from your route, the allied time entries begin.

Usually, the first entry will be a “Manually Adjusted Office Time” entry (if one was made). Next you'll
find “Relay Time” changes if there are any. This is followed by “Travei To”, Travel From”, and Travel
Within” changes (if there are any). Next, you'll find entries for Loading, Unloading, Accountable De-
livery, Parcel Delivery, Street Break, Personal Needs, Customer Contact, Backtracking, Waiting
Other, Management, etc. time changes (if there are any). The last entry of this type will be Misc. or
Manually Adjusted Street time changes (if there are any).

Whenever you see an “R” in the “RELIEF/ADDITION” column followed by an “Allied Time” entry, this
means time is being taken from your route. But wait, there’s more! When time is being taken away
(“R"), be sure to look to your right in the “Transferred To/From Route Number” column to see if the
time is really going to another route. If you don’t see a route number in the “Transferred To/From
Route Number” column, this means the time taken from you went off into thin air.

There are times when this is justified. For instance, if a route is completely abolished, then the
street break time would naturally disappear.

There are also times when this isn't justified. For instance, if a route is completely abolished, the
parcel and accountable time would have to transfer to the gaining route(s).

Note: Whenever you see an {R) next to any “Allied Time” deduction, it should always be sup-
ported by appropriate comments on the 1840 Reverse and/or explained by whoever is con-
ducting your Route Adjustment Consuitation. If you see these type of entries and don’t
understand why the time was taken away, be sure to ask questions and write your comments
on the front page of the PS Form 1840 Reverse (or attachment if needed) at the Route Adjust-
ment Consuitation. You should also make sure to ask for (and keep) a copy of what you write.

After all the “Allied Time” entries, you usually will see each individual “old relay” followed by each in-
dividual “new relay” and the time credit associated for each old and new relay for your route (if there
are any changes). In the example above, you see “Old Relay: BREW ST, -01:33". This means COR
deleted this relay located at Brew St. and deducted 1 minute and 33 seconds of Relay Time from
the route. On the next line you see a similar entry indicating that a new relay has been added. In
this example, the new relay located at 216 43rd St. resuited in a 1:04 (1 minute and 4 seconds) time
credit being given to the route.
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ADDRESS RANGE

TRANS -
RELIEF FERRED 4

(R} STREET ZIP+4 | TO/FROM DELYS QFFICE | STREET

ADDITION SECTGR/ | ROUTE TIME TIME
{A) BEGIN END SEGMENT | NUMBER MMBS | MMSS

A Relay Tine: EXR EL37, ADJ 750 1] { 0 (6:00 03:3:4

R Travel Within: EXR 15:22 ADJ 12:22 0 Q 4] 01:00 93.00

g bk g ol LLEEL LEILTEL ]

Old Refay: BREW ST, -0§:33 ol 9999 3239 0 60,00 0000

New Relay: 216 437d St, 1:04 4] [1] 1] N0:00 00:00

New Relay: 4925 Todd Ave, St 1:04 0 0 0 (30:00 [l

A Parcel Delivery 0 0 [ .04 §2:00

There are exceptions to this general rule such as the example above where “Allied Time” entries can
appear after the individual old and new relay entries. In the example above, there is an entry for
“Parcel Delivery” that appears after the old and new relays for the route. You can see the letter “A”
in the “Relief/Addition” column indicating that this is an addition to the route. If you look all the way
over to the “STREET TIME” column, you can see that 02:00 (2 minutes) was added to the route for
this parcel delivery.

Note: Don’t be surprised or distracted if you see additional addresses listed as additions or
relief for your route that appear after the “Allied Time” and or individual old and new relay en-
tries. These are what are known as “No Stat” deliveries {no stat deliveries are stops on your
route that can’t be serviced for one reason or another).

if you’re looking at the PS Form 1840 Reverse for your route in a COR route adjustment and you
don’t see any allied time being added or taken away, this means that whatever time you used in the
past that was recorded as “Allied Time" is the time you keep.

There are times when this might be fair and times when this wouldn’t be fair. For instance, what if
you are not losing any territory and having territory added to your route? If you see no allied time
transferred to your route, you should consider asking why no allied time was transferred to your
route with the territory.

That’s the point of your role in the Route Adjustment Consuliation. Once again, you should review
all this information and decide whether or not you agree or disagree with the proposed route adjust-
ment. If you disagree you should write that on the first page of the PS 1840 Reverse along with the
reasons you feel this way.

Note: If you write comments on the first page of the PS Form 1840 Reverse (and/or aitach-
ment), don't forget to ask for a copy and keep it for your records.
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SECTION 4
THE TRADITIONAL 6-DAY ROUTE COUNT
AND INSPECTION CONSULTATION(S)

The following information was originally printed in the NALC Route Protection Program Chapter 1
“Route Examination and the Letter Carrier” pages 1-124 through 1-132.

Postal regulations require management to consult with the regular carrier regarding evaluation and
adjustment of his or her assigned route.

Carrier routes are evaluated and adjusted using the complex data-gathering process described in
Chapter 2 of the M-39 and explained in detail in this manual. However, while numbers and averages
and data are useful in evaluating times and adjustments, postal regulations also implicitly recognize
that the individual letter carrier assigned to a route is in the best position to make these assessments.

These consultations are mandatory. Management is not allowed to simply meet with the carrier and
tell him or her what it came up with and what adjustment management intends to make. To consuit
means to seek an opinion as a guide to one's own judgment.

You, the regular carrier, have an important role in determining the evaluated time of, and adjustment to,
your assigned route. Do not allow management to pretend to consult, with a wink and nod, and simply go
through the motions. Postal regulations are very explicit about what is required regarding consultations.

Arm yourself with detailed knowledge of those regulations. They require management to do all of
the following:

1. Consult within time constraints. Management must place adjustments into effect within 52 cal-
endar days of the completion of the count (M-39 Section 211.3). Management must complete all
consultations within that 52 day window in a manner that allows full consideration of the carriers’
comments and suggestions concerning the evaluation of the route and any proposed adjust-
ments.

2. Provide documents in advance. Management must give the carrier the following documents in
advance of the consultation regarding the evaluation of the route:

A. Completed copies of Form 1838 at least 5 calendar days prior to consultation (M-39 Section
241.4, M-41 Section 923.1).

B. Completed copy of front of Form 1840 at least one day prior to consultation. This completed
copy must contain the following (M-39 Section 241.4, M-41 Section 923.1):
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1. Totals and averages from Forms 1838
2. Day of inspection data

3. Examiner’s comments

4. Analysis of office work functions

5. Time recordings

C. Partially completed copy of reverse of Form 1840 or attachments thereto, at least one day
prior to consultation. It must contain the following:

1. All time disallowances (M-39 Section 242.347)
2. Related comments (M-38 Section 242.345-.347)

3. Discuss certain matters. Management is required to discuss certain matters at:
A. The evaluation consuitation—including:

1. Mail volume {(M-39 Section 232.1¢)

2. Evaluation of route (M-39 Section 232.1¢}

3. Any time adjustment to evaluated street time based on alleged improper practices or opera-
tional changes (M-39 Section 242.345)

4. Any adjustment of evaluated street time based on a claim that conditions during 8 week
timecard period or week of count were not normal so as to justify not including such day or
days in base street time computation (M-39 Section 242.346)

B. The adjustment consultation (if management proposes relief or addition o your route)—includ-
ing (M-39 Section 243.11):

1. The proposed relief or addition

2. The reasons for the proposed adjustment

3. Whether the carrier agrees or disagrees

4. The reasons the carrier agrees or disagrees

5. The comments and recommendations of the carrier

4. Record your recommendations and comments.
Management must enter the following on the 1840 (M-39 Section 243.11):

A. Your comments

B. Your recommendations

C. Whether you agree or disagree with the proposed adjustments
D. The reasons for your agreement or disagreement
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5. Refrain from requiring you to sign anything.
Management is not allowed to require you to sign a statement during the consuttation(s) (M-39 Sec-

tion 243.11a).

6. Consult with you a second time. Management must hold a second consultation if adjustments
are proposed (M-39 Section 243.11a).

7. Consider your suggestions. Management is required to consider the suggestions from the car-
rier serving the route (M-39 Section 243.11¢).

8. Permit notation of absence of documentation of street time disallowances. If management
attempts to adjust your street time due to alleged improper practices, operational changss, or
claimed abnormal conditions during the 8 week analysis, management must document it on the re-
verse of the 1840 and discuss it with you during the consultation regarding the route evaluation. If
management fails to so document, you have the right, during the consultation, to note the absence
of such documentation by writing a notation on, and initialing and dating, the 1840 (M-39 Sections
242.345 & ,346).

9. Disallow street time adjustments if documentation is not provided to carrier within 1 week
of notation by carrier. If you make a notation on the 1840, as noted above, about the absence of
documentation supporting a management time disallowance, management has 1 week to supply
such documentation to you. If management fails to do so within 1 week, the time adjustment shall
be disallowed (M-39 Sections 242,345 & .346).

10. Provide completed copy of reverse of 1840 promptly after consultation. Promptly after con-
sultation, if the carrier requests that the reverse of his or her copy of form 1840 be completed, the
carrier must immediately give the copy to the manager for completion and return no later than 7 cal-
endar days (M-39 Section 243.11a).

You should make every effort to show your Forms 1838-C, 1838, and Form 1840 to your NALC rep-
resentative prior to the consultation. Your union representatives can help identify any problems or
mistakes on the forms. You will thereby be in a better position to protect your rights at the consulta-
tion. If you cannot obtain an NALC review in advance, don't panic. There will be time afterwards to
address any problems.

Remember:
e Completed Forms 1838 five (5) days in advance
Completed front Form 1840 one (1) day in advance
Partially completed reverse Form 1840 one (1) day in advance
Full discussion at consuitation
Management writes your comments on the Form 1840
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No requirement for you to sign

You write on Form 1840 absence of documentation

You request completed copy Form 1840

Management has 7 days to return documentation and 1840

After the Consultation

You should contact your shop steward for grievance investigation and processing if management vi-
olates any of the procedures explained above. In addition, you should contact your shop steward
for grievance investigation and processing in the following circumstances:

1. Unfair or incorrect adjustment. If you believe the adjustment to your route is incorrect or unfair;

2. Management use of COR. If management uses the Carrier Optimal Routing {COR) program to
adjust, or aid in adjusting, your route; or

3. No adjustment in 52 days. If management fails to implement any needed adjustment within 52
days after the count and inspection period concludes.

Management must implement adjustments within 52 days unless an exception is granted by the
district manager. Exceptions may only be made when warranted by valid operational circumstances,
substantiated by a detailed written statement, and submitted to the local union within seven days of
the grant of the exception. The union has the right to grieve any exception (M-39 Section 211.3, M-
01072).

It is important to note that the evaluation process does not end with the implementation of an ad-
justment. Management is required to evaluate the adjustment. The evaluation includes analysis of
data generated after implementation of the adjustment, including volume data, time records, stc. In
addition, management is required to complete a new PS Form 3999 after adjustments are imple-
mented to reflect the new authorized route travel pattern and schedule (M-39 Section 243.613).

The NALC has a publication called “NALC Route Protection Program” that thoroughly explains
every aspect of the traditional 6-day route count and inspection process and provides guidance for
Letter Carriers going through 6-day route inspections. This publication is available on the City De-
livery page of the NALC website located at www.nalc.org.
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SECTION S
ROUTE ADJUSTMENT REVIEW PROCESS.
—JARAP 2011

There has always been a process in place to review route adjustments. |n the traditional 6-Day
Route Count and Adjusiment Process, the route adjustment review is outlined in Section 243.6 of

the M-38 Handbook,

In our previous Joint Route Adjustment Processes over the last several years (IARAP, MIARAP, and
JARAP 2010), all route adjustments were required to be reviewed by the District Lead Team regard-
less of whether or not the local parties thought a route adjustment review was needed. This year,

things are different.

The Joint Alternate Route Adjustment Process (JARAP) — 2011 agreement places most of the re-
sponsibility to determine if further changes to routes are needed following initial JARAP Route Ad-

justments on the Local Office Contacts.

Who are the Local Office Contacts? The Local Office Contacts are one USPS member {the Postmas-
ter or his/her designee) and one NALC member (the NALC Branch President or his/her designee).

The difference between previous joint route adjustment agreements and this year’s agreement is
that the route adjustment review process works from the bottom up instead of from the top down.

There are two separate types of joint route adjustment reviews that take place in JARAP this year.
First we have the 30-day joint route adjustment review and then we have the 120-day joint route ad-
justment review, Here’s how they work:

30-Day Route Adjustment Review

The Local Office Contacts will review the routes adjusted in your office within 30 days of when the
initial JARAP route adjustments are implemented. They are responsible for making any needed
changes to lines of travel, park points, relays, etc.

They can also request approval from the District Lead Team to make simple tetritory changes to fix
obvious errors with the initial route adjustment.

Who is on the District Lead Team? The District Lead Team is made up of one USPS member (se-
lected by the District Manager) and one NALC member (selected by the National NAL.C President
after considering recommendations from the National Business Agent).

We're not talking about doing another complete route adjustment in the 30-day route adjustment re-
view. The idea is to provide the opportunity to get obvious errors corrected quickly if some of the
routes are way out of adjustment after the initial adjustment or if errors were made when lines of
travel, park points, etc. were set up.

Page 60



The hope is that the 30-Day Route Adjustment Review process will result in reducing the need for
further route adjustments later this year.

120-Day Route Adjustment Review

Within 120 days of when the initial JARAP route adjustment is imptemented, the Local Office Contacts
have to take another look at the adjustments that were made in your office. The Local Office Contacts
then decide whether or not to request another evaluation and adjustment by one of the District Teams.

The Local Office Contacts start a review by completing a Spring JARAP 2011 - Review Request
Form (M-01761) and sending it fo the Area/Regional Team. A copy of this form appears at the end
of this section. The Area/Regional Team is made up of one USPS member (the Manager, Delivery
Programs Support from each USPS Area) and one NALC member (the National Business Agent)
or their respective designees. See the back cover of this book for contact information for your
National Business Agent’s office.

The reasons for the request for a route adjustment review should be explained on the form and
whether or not there is agreement on the need for a route adjustment review. That said, there is no
need for the Local Office Contacts to agree on the need for a route adjustment review in order to
have an office reviewed. Either Local Office Contact (NALC or USPS) can force an office to get a
review by simply filling out a form and sending it to the parties at the Area/Regional Level.

The route adjustment review form wili then be forwarded to the District Lead Team. The District
Lead Team will either conduct the review or assign this task {o another joint route adjustment team.

Regardless of when the route adjustment review request is received, the joint route adjustment team
assigned will review the actual time used by the regular Letter Carrier assighed to each route in the
office/zone during the period September 1 — October 15, 2011 (unless a different time period is
jointly agreed to).

The joint route adjustment team is required to study several reports for the review period to make
sure there aren’t data integrity issues such as those explained in the Clock Ring Codes That Take
Time from Your Route section of this guide.

The assigned joint route adjustment team will then decide if further route adjustments are needed
in the office they're looking at. If it is determined that further route adjustments are needed in a
zone/office, the idea is not to do another complete route adjustment as a resuit of the 120-day joint
route adjustment review.

Note: The rule on making further route adjustments as part of the route review process as
stated in M-01748 is:

“In any zone where route adjustments occur as part of a review proecess only the routes
that are determined to be out of adjustment - and any other route(s) within the zone
where it is geographically necessary - will be included in the adjustments.”
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Route adjustments from the JARAP 2011 route adjustrnent review process must be implemented by
February 28, 2012.

We encourage you to communicate with your Local Office Contacts if there are problems after your
route is adjusted in the Joint Alternate Route Adjustment Process (JARAP) - 2011.

—

Spring JARAP 2011 — Review Request Form

M-01761

This form is to be completed and submitted by the Local Office Contact if 8 Spring JARAP 2011
adjustment review shoufd be considered for the zone listed below. This form should be submitted to the

appropriate higher level Team as designated by your District and/or Area/Reglon.

Unit Name:
Unit ZIP Code:
Date of Spring JARAP 2011 Adjustment:

Date of Request:
Reason for Review Request

4 2 pages:

Clrcle the taam member s recommendatlon ba!nw

NALC Local Office Contact Recommendai:on . Perfcrm
LOC Name; * Review

Signature: Date

: USPS Local Office Contact Recommendation . Perform
LOC Name! . Review
Signature: Date: .

Perform
Review

.. Clrcla the team’s recommendation ;

NALC ngher Level Rewew
Name:
1 Signature: Date:

: Please explam lhe reason(s) and prowde any detailed information. This request form should be no longer than

No Review
Required

No- Review
Required

No Review
Required

[P |

) USPS Higher Le\;éi Review
Name:
Slgnature Date

no later than the designated date.
NALC Review Team Member Name:
USPS Review Team Member Name:
 Begin Date:

ifa revtew is tu be perfurmed the followmg team has been ass:gned and should begm the rewew
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