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In the past three editions of The Postal Record, Contract 
Talk has discussed the route count, inspection and eval-
uation process found in Chapter 2 of Handbook M-39, 

Management of Delivery Services. This article will discuss 
the route adjustment process.

Once the route evaluation is complete and management 
determines that adjustments are necessary, management 
must prepare the reverse side of PS Form 1840, Carrier 
Delivery Route—Summary of Count and Inspection. Once 
completed, this form will show the following information:

•	 Office and street times chosen for the adjustment
•	 Addresses added or removed from the route as well 

as the office and street times associated with these 
deliveries

•	 Adjusted office and street times
•	 Whether the route has an office break
•	 Evaluated street time and the source 
•	 Street time used for the adjustment and the reason 

for the selection of this time
•	 Method used to transfer office time

Office time
The amount of office time needed for the deliveries is de-

termined by applying Section 243.316 of Handbook M-39, 
which states in part:

243.316 Office Time Column

b. The character of the route more or less governs the meth-
od of computing the office time for the territory being trans-
ferred between routes. Following are some methods which 
may be used:

(1) If the deliveries on the route are similar in character, 
the following simple formula for determining the amount 
of office time for the deliveries transferred may be used: 
Divide the average office time of the inspection period 
appearing on Form 1840 for the route from which terri-
tory is being transferred by the total number of possible 
deliveries. For example: a route has 400 possible deliv-
eries and the average office time for inspection period 
was 120 minutes: 120 divided by 400 equals .3 minutes 
per delivery. The total number of deliveries being con-
sidered for transfer should be multiplied by minutes or 
fraction of minutes per delivery.

(2) Another method to determine the office time per-
centage factor is to divide the average office time for the 
count week by the average total time. For example: 165 
minutes office time divided by 486 minutes total time 
equals 34 percent. Therefore, the allowance of 34 per-
cent of the total time value of any territory to be added or 
taken away from a route must be allowed for office time 
to prepare the mail for delivery.

(3) Another method when utilizing the hand-held com-
puter is to count the mail by ZIP+4 sector/segment so the 
number of mailpieces delivered in a segment can be cal-
culated to determine the office time allowance for each 
segment to be transferred between routes. To calculate 
the office time allowance when transferring particular 
route segments, any other following three methods may 
be used.

(a) Apply the current casing standards of 18 (letter 
size), 8 (other size), and 70 (strap out) to the actual 
segment(s) mail count from the day of inspection. For 
example: A segment receives 220 pieces on day of 
inspection; 180 letters divided by 18 = 10 minutes; 
40 other size pieces divided by 8 = 5 minutes; 220 
divided by 70 = 4 minutes. The office time allowance 
for that segment would be 19 minutes.

(b) Follow (a) above but factor in the percentage of 
standard office time used during the week of inspec-
tion from the carrier who serviced that segment(s) in 
the most recent inspection. For example: The carrier 
who serviced the segment utilized .80 of standard 
office time allowed during week of inspection (19 x 
.80 = 16 minutes). The office time allowance for that 
segment would be 16 minutes. 

(c) Follow (a) above but factor in the percentage of 
standard office time used during the week of in-
spection from the carrier whose route is gaining the 
segment(s) being transferred. For example: The car-
rier whose route will pick up the segment utilized .85 
of standard office time allowed during the week of 
inspection (19 x .85 = 17 minutes). The office time al-
lowance for that segment would be 17 minutes.

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

Street time
As previously written, the goal of any route count and 

inspection is to adjust routes to as near to eight hours as 
possible. If a route evaluation shows a total daily time in 
excess of eight hours on most days of the week, manage-
ment must provide permanent relief by transferring work-
load to another route. Permanent relief may be provided in 
several ways. Section 243.21.b of Handbook M-39 identi-
fies methods for providing permanent relief:

243.21 Routes of More than 8 Hours

b. Permanent relief may be provided by reducing carrier of-
fice or street time. Consider items such as additional seg-
mentations, use of routers, hand-offs, relocating vehicle 
parking, withdrawal of mail by clerks or mailhandlers, pro-

Route inspection, Part 4

July 201944     The Postal Record July 2019

James
Highlight

James
Highlight



(3) Another method when utilizing the hand-held com-
puter is to count the mail by ZIP+4 sector/segment so the 
number of mailpieces delivered in a segment can be cal-
culated to determine the office time allowance for each 
segment to be transferred between routes. To calculate 
the office time allowance when transferring particular 
route segments, any other following three methods may 
be used.

(a) Apply the current casing standards of 18 (letter 
size), 8 (other size), and 70 (strap out) to the actual 
segment(s) mail count from the day of inspection. For 
example: A segment receives 220 pieces on day of 
inspection; 180 letters divided by 18 = 10 minutes; 
40 other size pieces divided by 8 = 5 minutes; 220 
divided by 70 = 4 minutes. The office time allowance 
for that segment would be 19 minutes.

(b) Follow (a) above but factor in the percentage of 
standard office time used during the week of inspec-
tion from the carrier who serviced that segment(s) in 
the most recent inspection. For example: The carrier 
who serviced the segment utilized .80 of standard 
office time allowed during week of inspection (19 x 
.80 = 16 minutes). The office time allowance for that 
segment would be 16 minutes. 

(c) Follow (a) above but factor in the percentage of 
standard office time used during the week of in-
spection from the carrier whose route is gaining the 
segment(s) being transferred. For example: The car-
rier whose route will pick up the segment utilized .85 
of standard office time allowed during the week of 
inspection (19 x .85 = 17 minutes). The office time al-
lowance for that segment would be 17 minutes.

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

Street time
As previously written, the goal of any route count and 

inspection is to adjust routes to as near to eight hours as 
possible. If a route evaluation shows a total daily time in 
excess of eight hours on most days of the week, manage-
ment must provide permanent relief by transferring work-
load to another route. Permanent relief may be provided in 
several ways. Section 243.21.b of Handbook M-39 identi-
fies methods for providing permanent relief:

243.21 Routes of More than 8 Hours

b. Permanent relief may be provided by reducing carrier of-
fice or street time. Consider items such as additional seg-
mentations, use of routers, hand-offs, relocating vehicle 
parking, withdrawal of mail by clerks or mailhandlers, pro-
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viding a cart system for accountable items, etc. When routes 
require a current adjustment and Delivery Point Sequenc-
ing will commence within 6 months, management will ad-
just using non-territorial, non-scheme change adjustments. 
Where actual transfer of territory is necessary, see 243.23. 
If a hand-off is the method selected for providing relief on 
the street, the time value associated with the delivery of the 
hand-off must be deducted from the route getting relief and 
transferred to the gaining route.

On routes evaluated at less than eight hours, permanent 
additions are made to make the assignment as near to 
eight hours as possible in accordance with Section 243.22 
of Handbook M-39:

243.22 Route Less than 8 Hours

On routes where the evaluated time is less than 8 hours, 
make permanent additions by transferring territory through 
a realignment of the territory in the delivery unit. This re-
alignment could reduce or eliminate an existing auxiliary 
route, reduce a regular route to auxiliary status, or eliminate 
it entirely.

If routes are adjusted by transferring territory, the reverse 
of PS Form 1840 will indicate the proposed changes. Sec-
tion 243.31 of Handbook M-39 explains how to record terri-
tory transfer on the reverse of PS Form 1840:

243.31 Completing Reverse of Form 1840

Record office and street adjustments, on the reverse of Form 
1840 or on a separate sheet of paper, as follows:

243.311 Transferring Territory from One Route to Another. A 
tentative selection of the block or blocks that can be most 
efficiently transferred should be made, using a map of the 
territory. The time used to deliver the mail on each block will 
be found on the reverse of Form 3999 covering the current 
inspection of the routes.

243.312 Relief and Addition Columns. Enter an (R) if deliver-
ies are relief and an (A) if deliveries are addition.

243.313 Street, Blockface Numbers, and Sector/Segment 
Columns. Enter the street name, beginning and ending 
blockface numbers, and the ZIP+4 sector/segment number 
for the blockface. Refer to the ZIP+4 printout to obtain the 
correct sector/segment number to ensure that no segment 
is split (see 243.231c).

243.314 Transferred To or From Route Number Column. Enter 
the route number to or from which the block and street is to 
be transferred.

When transferring delivery territory, management deter-
mines the amount of time needed for each sector segment, 
or range of addresses. This data comes from the PS Form 
3999, Inspection of Letter Carrier Route, completed during 
the week of inspection.

When a route is inspected on more than one day, the par-
ties agreed in the Memorandum of Understanding (MOU) 
Re: Multiple Days of Inspection (M-01543) to the following:

When local management elects to inspect on two or three 
days, the PS Form 3999 closest to the selected street time 
on the PS Form 1840 will be used to transfer territory.

As explained in last month’s Contract Talk, the front side 
of PS Form 1840 shows the average street time used by the 
regular carrier during the week of inspection and the eight-
week average from the PS Form 1840-B, Carrier Time Card 
Analysis. The reverse of the form shows the street time that 
management selected when evaluating the route. Union 
representatives should ensure management selected the 
appropriate PS Form 3999 if there were multiple days of 
inspection.

Upon completing the reverse of the PS Form 1840, man-
agement should conduct an adjustment consultation with 
the regular carrier servicing each route. Letter carriers 
should take advantage of this consultation to provide feed-
back on the proposed adjustment. Section 242.3 of Hand-
book M-39 requires management to document any time 
disallowances and provide the PS Form 1840 to carriers at 
least one day in advance of this consultation: 

242.347 All time disallowances and related comments will 
be noted on Form 1840 or attachments thereto, and fur-
nished the letter carrier at least 1 day prior to consultation.

If management fails to provide PS Form 1840 or conduct 
a consultation as required, letter carriers should contact a 
union representative.

Available resources 
Union representatives should review Chapter 2 of the 

M-39 and Chapter 9 of the M-41 to become familiar with 
the route inspection and adjustment process. These hand-
books and other resources related to route inspections and 
adjustments are available on the NALC website at nalc.org/
workplace-issues/city-delivery/route-adjustments.

NALC members can obtain a copy of the NALC Route In-
spection Pocket Handbook through their NBA office or the 
NALC Supply Department. Past Contract Talk articles per-
taining to these issues are available at nalc.org/workplace-
issues/resources/nalc-publications.
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NALC REQUEST FOR INFORMATION 

 

____________________________                          ________________                           ______________________________ 
       NAME OF STEWARD                      TOUR OF DUTY                       WORK LOCATION 
 

____________________________                                                                                         ______________________________ 
        GRIEVANT’S NAME                                                                                                                              TOUR OF DUTY 

________________________                      ____________________________              ______________________________ 
        GRIEVANCE FILE NO.                              SUPERVISOR RECEIVING REQUEST                        GRIEVANT'S SIGNATURE 

                                                    
INFORMATION                                                                                                                                            INFORMATION  PROVIDED 
REQUESTED:                                                                                                                                                           YES                    NO                                                                                                                                                                              _______            _______ 

________________________________________________________________________               _______           _______ 

________________________________________________________________________               _______           _______ 

________________________________________________________________________               _______           _______ 

________________________________________________________________________               _______           _______ 

________________________________________________________________________               _______           _______ 

________________________________________________________________________               _______           _______ 

________________________________________________________________________               _______           _______ 

________________________________________________________________________               _______           _______ 

________________________________________________________________________               _______           _______ 

________________________________________________________________________               _______           _______ 

________________________________________________________________________               _______           _______ 

________________________________________________________________________               _______           _______ 

________________________________________________________________________               _______           _______ 

________________________________________________________________________               _______           _______ 

 

DATE INFO.  REQUESTED ____________           _____________________________              _________________________ 
                                                                                           STEWARD'S SIGNATURE                               SUPERVISOR’S SIGNATURE 

DATE INFO.  RECEIVED ____________ 

 

IF INFORMATION IS NOT MADE AVAILABLE, GIVE EXPLANATION (SUPERVISOR): 

 

1. Copy of 3999x, All inspector notes, first 3999
and Final 3999 with Audit Trail and all 3999 data
capture summary screen.
2. ETC From (carrier) involved.
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Mr. Joseph H. Johnson, Jr.
Director, City Delivery
National Association of Letter

Carriers, AFL-CIO
100 Indiana Avenue, N.W.
Washington, D.C. 20001-2197

E:.": 1 ", i~85

Re: Class Action
Williamsburg, VA 23186
HlN-2U-C 19335

Dear Mr. Johnson:

On August 12, 1985, we met with you to discuss the
above-captioned grievance at the fourth step of our
contractual grievance procedure.

The issue raised in this grievance involved instructions not
to pla~~ vehicles in neutral while making curbside deliveries
from right-hand drive vehicles.

It is our position that advising carriers not to put the gear
selector in the neutral position at each delivery point on a
mounted route was impro~er. u. s. Postal Service policy in
this regard provides that employees performing curbside
delivery, from right hand drive vehicles, shall follow the
procedures of(l) on level streets or roads, placing the
vehicle in neutral (N), placing the foot firmly on the brake
peddle while collecting mail or placing mail in the mail box:
{2l on hills, placing the vehicle in park (P), placing the
foot firmly on th~ brake peddle while collecting mail or
placing mail in the mail box. We find that the grievance in
this regard does have merit.

ay copy of this letter, the Postmaster is instructed to
comply with Postal Service policy concerning the operation of

'motor vehicles while delivering mail.

(~&:,
Tll.af?;c J. ,A..ang
Labor Relations Department

I,,
,,/
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8 Vehicle Operations

81 Vehicle Regulations and Safety Practices

811 Vehicle Regulations

811.1 Responsibility of Carrier
811.11 Be sure you are qualified to drive the vehicle assigned to you; maintain 

a valid state driver’s license.

811.12 Advise your immediate manager of suspension or revocation of your state 
license.

811.2 Authorized Riders
811.21 Postal employees with proper identification may ride in motor vehicle when 

necessary to perform their official duties. Unauthorized riders in postal 
vehicles are prohibited.

811.22 Employees may not ride in postal vehicles when off duty, nor when on duty 
unless riding is essential to the duty being performed.

811.23 All employees, including route examiners and officials, are forbidden to ride 
on powered industrial mobile equipment as passengers.

811.24 Route examiners may use a separate motor vehicle for which they have been 
qualified and authorized when making light delivery vehicle route 
inspections.

812 Safety Practices
812.1 Practice safety in the office and on the route.

812.2 Observe all traffic regulations prescribed by law. Rules applying to the public 
also apply to operators of postal vehicles.

812.3 Seatbelts must be worn at all times the vehicle is in motion. Exception for 
Long Life Vehicles: In instances when the shoulder belt prevents the driver 
from reaching to provide delivery or collection from curbside mailboxes, only 
the shoulder belt may be unfastened. The lap belt must remain fastened at all 
times the vehicle is in motion.

812.31 When traveling to and from the route, when moving between park and relay 
points, and when entering or crossing intersecting roadways, all external 
vehicle doors must be closed. When operating a vehicle with sliding driver’s 
cab doors on delivery routes and traveling in intervals of 500 feet (1/10 mile) 
or less at speeds not exceeding 15 MPH between delivery stops, the 
right-hand sliding cab door may be left open.



812.32 City Delivery Carriers Duties and Responsibilities

82 Handbook M-41

812.32 For vehicles with separate driver and cargo compartments, only working mail 
should be kept in the driver’s compartment while performing delivery and 
collection duties. Interior cargo doors (if any) may be kept in the “open” 
position to accommodate authorized passengers being transported in 
auxiliary seating, operator use of cargo area windows (if any), or to aid 
airflow. Consider the nature of mail or equipment being transported and use 
good judgment in deciding when an open internal door is suitable and will 
not interfere with the safety of vehicle operations. Internal cargo doors must 
be closed and locked when the vehicle is parked (see 822e).

812.4 Do not finger mail while driving or hold mail in your hands while the vehicle is 
in motion. You must use mirror to check for pedestrians ahead, in back, and 
on both sides before placing the vehicle in motion.

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 controls. Trays must not be piled on top of other trays on the ledge 
behind the windshield.

812.6 Any authorized sticker placed on the windshield or on other glass of the 
vehicle must not hinder your vision.

812.7 Only authorized passengers are permitted to ride in postal-owned, 
GSA-owned, rental, or contract vehicles (including employees’ privately 
owned vehicles when used in postal operations). All passengers must use 
seatbelts. Where conventional passenger seats have not been provided in 
the vehicle, an approved auxiliary seat, facing forward, and equipped with a 
backrest and seatbelts must be used. Sitting in other than an approved seat 
or standing in a postal vehicle while such vehicle is in motion is prohibited.

82 Postal Security

821 Always keep the rear door and/or tailgate of the vehicle locked, except when 
loading or unloading the vehicle.

822 Whenever the driver leaves the vehicle, the vehicle must be parked. To park 
the vehicle:

a. Apply the foot brake and place automatic transmissions in the park 
position. Place manual transmissions in gear.

b. Turn the vehicle’s front wheels toward the curb if you are on a flat 
surface or when the vehicle is facing downhill. If the vehicle is parked 
facing uphill, turn the front wheels away from the curb.

c. Set the hand-parking/emergency brake.

d. Turn off the engine and remove the key.

e. Lock any sliding door(s) between the truck body and cab. 

f. Lock the doors if you will be out of direct sight of the vehicle.

823 Inspect the inside of the vehicle for mail matter after completing street duties.



Vehicle Operations 832.3
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83 Vehicle Assignment Procedures

831 Obtaining Vehicle
Use locally prescribed procedures for obtaining assigned vehicle and keys. 
The manager in charge or the dispatcher will indicate the vehicle to be used 
when he/she assigns the route to be served; and may assign a different 
vehicle whenever the need arises.

832 Inspecting Vehicle
832.1 Inspect vehicle as described on Notice 76, Expanded Vehicle Safety Check 

(see Exhibit 832.1) for deficiencies, body damage, or inoperable items. 
See 842 for reporting defects.

832.2 Check for mail or equipment which may have been left by previous driver.

832.3 Make sure truck is equipped with necessary collection equipment, hoop 
sack, if available, and satchels, trays, and sacks as needed.



Mr. Fredric V. Rolando 
President 
National Association of Letter 
Carriers, AFL-CIO 
100 Indiana Avenue, NW 
Washington, DC 20001-2144 

Dear Mr. Rolando: 

Re: Q06N-4Q-C-11022051 
Class Action 

M-01769 

Washington DC 20260-4101 

Recently, our representatives met in prearbitration discussion of the above-referenced grievance. 

The issue in this grievance is whether the office efficiency tool used to project office and street time in the 
Greater Indiana District violates the National Agreement. 

After reviewing this matter, we mutually agree to settle the grievance as follows: 

The subject office efficiency tool is a management tool for estimating a carrier's daily workload. The office 
efficiency tool used in the Greater Indiana District or any similar time projection system/tool(s) will not be used 
as the sole determinant for establishing office or street time projections. Accordingly, the resulting projections 
will not constitute the sole basis for corrective action. This agreement does not change the principle that, 
pursuant to Section 242.332 of Handbook M-39, "No carrier shall be disciplined for failure to meet standards, 
except in cases of unsatisfactory effort which must be based on documented, unacceptable conduct that led 
to the carrier's failure to meet office standards." Furthermore, as stated in the agreement for case Hi N-1 N-D 
31781, "there is no set pace at which a carrier must walk and no street standard for walking." 

Projections are not the sole determinant of a carrier's leaving or return time, or daily workload. The use of 
any management created system or tool that calculates a workload projection does not change the letter 
carrier's reporting requirements outlined in section 131.4 of Handbook M-41, the supervisor'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. 

This settlement is made without prejudice to the parties' rights under the National Agreement. 

Please sign and return the enclosed copy of this decision as acknowledgement of our agreement to resolve 
this case, removing it from the national arbitration docket. 

Time limits were extended by mutual consent. 

Manager 
Labor Relations Policy 

and Programs 

Fredric V. Rolando 
President 
National Association of Letter 

Carriers, AFL-CIO 
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