






Memo 

NALCBRANCH 
2184 

To: Stewards / Officers 

From: Mark 

Date: 11-15-21 

Re: 2022 Branch and Steward Meeting Schedule 

Steward Meetings start@ 7:00pm - Branch Meetings start@ 7:30pm 

January: Branch Wednesday 5th / Steward - Tuesday 11 th 

February: Branch Wednesday 2nd / Steward - Tuesday 15th

March: Branch Wednesday 2nd/ Steward - Tuesday 8th and Monday 14th

April: 

May: 

June: 

July: 

August: 

September: 

October: 

November: 

December: 

Branch Wednesday 5th / Steward - Tuesday 12th and Monday 18th

Branch Wednesday 4th / Steward - Tuesday 10th and Monday 15th 

******** 

Branch 

Food Drive Saturday 7th 

Wednesday 1st / Steward -

No Branch Meeting 

No Branch Meeting 

Steward 

Tuesday 7th and Monday 13th

Tuesday 12th and Monday 18th 

Steward - Tuesday 15th

******** 

Branch 
**'k'k**** 

Branch 
******** 

Branch 

Branch 

National Convention 8 - 12 

Wednesday 7th / Steward - Tuesday 13th and Monday 19th 

Labor Day March Monday 5th 

Wednesday 5th / Steward - Tuesday 18th                                     

KIM Training Kentucky- Saturday 8th - Monday 10th

Wednesday 2nd / 

Wednesday 7th I 

Steward - Tuesday 15th

Steward - Tuesday 13th

Of note, if there are two meetings in a month, a steward CANNOT have a make 
up date in that month. Make up days can only be authorized by the President, 
EVP or Vice President. 



Administration of City Delivery Service 125.22

June 2019 23

124 Parking Area

124.1 Assign Spaces to USPS Vehicles
Whenever possible, USPS vehicles will be parked near the dock in 
specifically assigned spaces which are identified by individual route 
numbers.

124.2 Priorities for Parking Area Access
When the delivery unit’s parking area is too small to accommodate all USPS-
owned vehicles, USPS-leased vehicles, and employee drive-out vehicles, the 
following priorities will be observed in assigning spaces:

a. USPS-owned vehicles.

b. USPS-leased vehicles.

c. Employee drive-out vehicles.

124.3 Limitation on Employee Parking
Employees’ personal vehicles must not be permitted to park anywhere that 
they could interfere with official vehicle operations or designated customer 
parking.

125 Carrier Work Methods — Street

125.1 Loading Carrier Vehicles
The carrier should take all mail for delivery to the vehicle at the same time 
using a hamper or other assigned conveyance. Avoid extra trips to the 
vehicle unless they are absolutely necessary due to the quantity of mail. After 
clocking onto street time, carriers should proceed directly to their vehicles 
and load the mail in an orderly fashion. When loading the vehicle, parcels 
must be arranged in delivery sequence where they will be convenient to the 
carrier. On curbline routes, the working trays of letter and flat mail should be 
placed on the vehicle’s working shelf with the addresses faced so the carrier 
can easily read them. Flat mail is placed to the right of the letter mail. On park 
and loop routes, trayed letters and flats must be placed in a sequential order 
so that the carrier can quickly identify the mail for each loop. After loading 
the carrier must take empty equipment and parcels missorted to the route to 
a location designated by the delivery unit manager.

125.2 Loading Times

125.21 General
Where a motorized delivery unit does not have a ramp and loading times 
have been assigned to reduce congestion, carriers should be required to 
observe their assigned loading times.

125.22 Daily Supervision
Delivery unit managers must supervise loading area activities daily to prevent 
operational delays.
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Administration of City Delivery Service 126.42

June 2019 29

126.3 Record of Carrier Work Hours, Absences, Replacements, 
and Overtime
Complete PS Form 3997, Unit Daily Record, as per instructions on the form 
or electronic equivalent from a nationally approved computer system that 
provides equivalent information. (See Exhibit 126.3.) Prepare PS Form 3997 
several days in advance. Since scheduled absences and scheduled 
replacements are known, add only the unscheduled absences and their 
unscheduled replacements.

126.4 Report of Late Leaving and Returning
126.41 At non-PSDS offices, the delivery unit manager has the responsibility for 

preparing PS Form 1813, Late Leaving and Returning Report — First Carrier 
Delivery Trip. The reason for late leaving and late returning must be indicated 
on the report. (See Exhibit 126.41.)

126.42 In offices using the PSDS system, managers must review the Daily Carrier 
Report Printout and note those carriers who left late. Circle the BS or 
Beginning Street and note the reason for late leaving in the right margin. Do 
the same for RS or Return Street. The reasons for late leaving and/or late 
returning are to be determined by the unit manager and used as judgment 
factors when preparing an Analysis of Late Leaving and/or Late Returning on 
PS Form 1627 (see Exhibit 126.42). Assure that all clock rings are accurate 
because their carrier report could be selected as a basis for completing the 
PS Form 1840-B, Carrier Time Card Analysis. Retain the carrier report 
printout in the delivery unit for 1 year.
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131.213 Management of Delivery Services

40 Handbook M-39

d. Enter the time each carrier left later than 10 minutes after the 
scheduled leaving time or 20 minutes for motorized carriers who deliver 
no relays for other carriers.

131.213 Analyzing PS Form 1813

Determine whether one or more carriers frequently left late. If so, there is 
indication that:

a. Routes may not be adjusted properly.

b. The starting or leaving time may be improper.

c. There is a pattern in late leaving on the same day.

d. There may be heavy volume days where a pattern of late leaving is 
prevalent. Possible solution:  Provide for possible schedule changes, 
staggering of mail flow, curtailment of mail, or auxiliary assistance 
within the office.

e. Possible inefficiency exists.

131.22 Auxiliary Assistance and/or Overtime Given to Route
131.221 Source of Information

Obtain this information from PS Forms 3996 and/or PSDS Printout.

131.222 Preparing the Analysis

See PS Form 1627 — Exhibit 131.222. Complete as follows:

a. Enter at the top of the columns the numbers of the routes selected to 
be analyzed.

b. Enter the date in the left column and the day of the week opposite the 
date.

c. Opposite the date and in the proper route column, enter the regular, 
auxiliary, or overtime hours (in red) used over 8 hours.

131.223 Analyzing the Form

When overtime or auxiliary time is frequently used on a route, determine 
whether (a) the route is properly adjusted, (b) the office time is consistent 
with mail volume, or (c) the carrier is performing duties efficiently.
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212 Management of Delivery Services

74 Handbook M-39

212 Responsibility for Advance Preparations
212.1 The postmaster or designee is responsible for seeing that advance 

preparations are made for mail counts and route inspections and that they 
are coordinated with all managers concerned.

212.2 Arrangements must be made to see that enough mail count and inspection 
forms and other needed supplies are on hand.

213 Review and Analysis of Carrier Control Forms
Three or four weeks prior to the scheduled period of formal mail counts and 
route inspections, an analysis should be made of:

a. PS Form 1571, Undelivered Mail Report (see Exhibit 126.2, Analysis of 
Curtailed Mail (From PS Form 1571)).

b. PS Form 1813, Late Leaving and Returning Report — First Carrier 
Delivery Trip, or PSDS printout (see Exhibit 126.42, Analysis of Late 
Leaving (From PS Form 1813 or PSDS Printout)).

c. PS Form 3996, Carrier - Auxiliary Control (see Exhibit 131.222).

d. PS Form 1840-B, Carrier Time Card Analysis (see Exhibit 213d (p. 1), 
Exhibit 213d (p. 2), Exhibit 213d (p. 3), and Exhibit 213d (p. 4)).

e. PS Form 3968, Daily Mail Collection Record (see Exhibit 213e). Used 
for collection routes only.

f. PS Form 3997, Unit Daily Record (see Exhibit 126.3), or electronic 
equivalent from a nationally approved computer system that provides 
equivalent information.
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213 Management of Delivery Services

76 Handbook M-39

Exhibit 213d (p. 2)
PS Form 1840-B
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242.3 Management of Delivery Services

134 Handbook M-39

242.3 Evaluating the Route

242.31 Office Time
242.311 Under normal conditions, the office time allowance for each letter route shall 

be fixed at the lesser of the carrier’s average time used to perform office 
work during the count period, or the average standard allowable office time.

242.312 No mail volume adjustments will be made to carrier office work (casing and 
strapping out functions) or street work evaluations unless the mail volume for 
the week of count and inspection is at least 13% higher or lower than the 
average mail volume for the period between the most recent regular and the 
current inspection (excluding the months of June, July, August, and 
December).

242.32 Street Time
242.321 For evaluation and adjustment purposes, the base for determining the street 

time shall be either:

a. The average street time for the 7 weeks random timecard analysis and 
the week following the week of count and inspection; or

b. The average street time used during the week of count and inspection.

242.322 The manager will note by explanatory Comment on the reverse of 
PS Form 1840 or attachments thereto why the base street time allowance for 
the route was established at the time selected. The manager’s selection of 
the street time allowance cannot be based on the sole criterion that the 
particular time selected was the lower.

242.323 Selection of the 7 weeks for the random timecard analysis shall be based on 
the following:

a. Within 4 weeks prior to the week of count and inspection, the local 
union representative will make a random drawing of numbered lots 
from 1–4 to be used in determining the 7 random weeks to be selected 
for all routes at the delivery unit.

b. From that random lot selection, corresponding weeks in up to 7 
months preceding the month of the count (excluding June, July, 
August, and December) will be selected. For example, if the random lot 
selection is 2, 3, 1, 4 and the count week is in October 1978, then the 
weeks selected will be as shown in the “7 month” example below.

c. If only 2 or 4 months are available for the timecard analysis, the random 
lot numbers must be reversed after the first 4 weeks selection; i.e., 2, 3, 
1, 4 used for the first 4 weeks of the available months, then 4, 1, 3 for 
the remaining 3 weeks of the available months. (See “4 month” 
example below.) The first week of a month will begin with the first 
Saturday of the month.

Example

1977 7 Month 4 Month

Nov. 2nd Week --

Dec. xxx xxx

1978

Jan. 3rd Week --
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National Association of Letter Carriers 
Request for Information 

 
 

 
 
 
To: ____________________________________   Date ___________________ 
             (Supervisor Customer Services) 
 
_____________________________________ 
                      (Station/Installation) 
 
Dear ____________________________________, 
 
Pursuant to Article 17 and 31 of the National Agreement, I am requesting the following 
information: 
 

1. _____________________________________________________________________. 
2. _____________________________________________________________________ 
3. _____________________________________________________________________. 
4. _____________________________________________________________________ 
5. _____________________________________________________________________. 
6. _____________________________________________________________________ 
7. _____________________________________________________________________. 
8. _____________________________________________________________________ 

 
I am making this request on behalf of the following employee / employees: 

Class Action    �     Grievant    �__________________________ 

I am making this request based on the following reason: 

1. __________________________________________________________ 
 
Your cooperation in this matter will be greatly appreciated. If you have any questions concerning 
this request, or if I may be of assistance to you in some other way, please feel free to contact me. 
 

Sincerely, 
 
 
______________________________  Request received by: _____________________ 
Shop Steward         (Supervisor) 
NALC        
         Date: ___________________ 

 



  
 
 

USPS-NALC Joint Step A Grievance Form 
INFORMAL STEP A — NALC Shop Steward Completes This Section (See instructions on page 2.) 
1. Grievant’s Name (Last, first, middle initial) 
 

2. Grievant’s Telephone No. (Include area code) 
 

3. Seniority Date (MM/DD/YYYY) 
 

4 Status (Check one) 
□ FT     □ FTF     □ PTR     □ PTF     □ CCA 

5. Grievant’s Employee Identification Number (EIN) 

6. District, Installation, Work Unit, ZIP Code® 7. Finance No. 
 

8. NALC Branch No. 
 

9.  NALC Grievance No. 10. Incident Date (MM/DD/YYYY) 11. Date Discussed With Supervisor (Filing date) 

12a  Companion MSPB Appeal?               □ Yes        □ No 12b. Companion EEO Appeal?          □ Yes         □ No 

13a. Supervisor’s Printed Name, Initials, and Telephone No. 
 

13b. Steward’s Printed Name, Initials, and Telephone No.  

FORMAL STEP A — Formal Step A Parties Complete This Section (See instructions on page 2.) 
14. USPS Grievance No.: Obtain prior to Formal Step A meeting. 

15. Issue Statement: Provide contract provision(s) and frame the issue(s). 
 
 

 
 

16. Undisputed Facts: List and attach all supporting documents. Use additional paper if necessary. 
 
 

 
 

Attachments?  □ No  □ Yes   Number ____ 

17. UNION’S full, detailed statement of disputed facts and contentions: List and attach all 
supporting documents. Use additional paper if necessary.  

 

 
 
 

Attachments?  □ No  □ Yes   Number ____ 

18. MANAGEMENT’S full, detailed statement of disputed facts and contentions: List and attach all 
supporting documents. Use additional paper if necessary. 

 

 
 
 

Attachments?  □ No   □ Yes   Number ____ 

19a. Union Representative: Enter the remedy requested by the union. 
 
 

 

19b. Settlement Offer: List any settlement offers by either party on page 3. 

20. Disposition (Check one)  □ Resolved   □ Withdrawn   □ Not Resolved         Date of Formal Step A Meeting (MM/DD/YYYY)  

21a. USPS Representative’s Name 
 

21b. Telephone No. (Include area code) 

21c. USPS Representative’s Signature 
 

21d. Date (MM/DD/YYYY) 

22a. NALC Representative’s Name 
 

22b. Telephone No. (Include area code) 

22c. NALC Representative’s Signature 
 

22d. Date (MM/DD/YYYY) 

PS Form 8190, March 2016  (Page 1 of 3)  PSN 7510-05-000-4168 
 

Date Received at Step B (MM/DD/YYYY) 



Instructions 

If the initial filing discussion between the steward (and/or employee) and the supervisor at Informal Step A does not resolve the 
grievance, the union steward may appeal the grievance by: 

 Completing the Informal Step A section at the top of page 1;  

 Obtaining the supervisor’s initials in Item 13; and 

 Forwarding the form along with all relevant documents that were shared and discussed at the Informal Step A meeting to 
union and management Formal Step A representatives within 7 days of the discussion. 

INFORMAL STEP A — NALC Shop Steward Completes This Section 

Item Explanation 
1–9 Self-explanatory. All items are essential. 

10 Enter the date when the event causing the grievance occurred or when the employee or union first became aware 
of the event. 

11 Enter the date the employee and/or the union first discussed the grievance with the immediate supervisor at  
Informal Step A. This is the Step A filing date. 

12a Determine whether the grievant has filed an MSPB appeal on the same issue. Indicate “yes” or “no.” 

12b Determine whether the grievant has filed an EEO appeal on the same issue. Indicate “yes” or “no.” 

13a To be completed by supervisor, whose printed name and initials confirm the date of the Informal Step A discussion. 

13b To be completed by steward, whose printed name and initials confirm the date of the Informal Step A discussion. 

FORMAL STEP A — Formal Step A Parties Complete This Section 

Item Explanation 
14 Management Representative: Obtain the Grievance Arbitration Tracking System (GATS) number before the  

Formal Step A meeting. If necessary, call District Labor Relations for assistance. Record GATS number.   

15 Frame the issue statement in the form of a question. For example:  

 Was there just cause for the letter of warning dated 7/15/2011 issued to the grievant for unsatisfactory  
work performance, and if not, what is the appropriate remedy? 

 Did management violate Article 8.5.G when the grievant was required to work overtime on 8/15/2011,  
and if so, what is the appropriate remedy? 

 List specific contractual or handbook provisions that apply to the grievance. 

If discipline is involved: 

 Always indicate the type of discipline (letter of warning, 7-day suspension, indefinite suspension, etc.)  
in the issue statement.  

The union steward may write a suggested issue in Item 15 when appealing to Formal Step A. The parties at  
Formal Step A are responsible for defining the issue as they see fit. 

Note: If the grievance is resolved at Formal Step A, skip to Item 20, note the principles of the agreement, and complete 
items 21–22. If the grievance is not resolved at Formal Step A, complete Items 16 through 22. 

16 Management and/or Union Representative: List all relevant facts not in dispute. 

17 Union Representative: List any facts in dispute based on your understanding of the facts.  
Provide concise, descriptive statements outlining the union’s position on the grievance. 

18 Management Representative: List any facts in dispute based on your understanding of the facts.  
Provide concise, descriptive statements outlining managements’ position on the grievance. 

19a Union Representative: Enter the remedy requested by the union. 

19b Management and/or Union Representative: On page 3, list any settlement offers made at Formal Step A. 

20 Management and/or Union Representative: Note whether the case is resolved, withdrawn, or not resolved.  
If resolved, note the principles of the agreement. 

21–22 Formal Step A parties must enter names, telephone numbers, signatures, and date form is completed. 

 

PS Form 8190, March 2016 (Page 2 of 3)  

 



USPS-NALC Joint Step A Grievance Form 

FORMAL STEP A — Formal Step A Parties Complete This Section 

19b. Management Settlement Offer (if any) 

 

 

 

 

 

 

 

 

 

 

 

 

19b. Union Settlement Offer (if any) 

 

 

 

 

 

 

 

 

 

 

 

 

Formal Step A Parties – Provide Mailing Address 

USPS Formal Step A (Print street, city, state, and ZIP Code®) 

 
NALC Formal Step A (Print street, city, state, and ZIP Code) 

 
NOTE: If grievance ultimately goes to arbitration, this page MUST be removed from the file prior to submitting 

the case to the arbitrator. 

PS Form 8190, March 2016 (Page 3 of 3)  
 



LABOR RELATIONS 

d UN/TEDSTIJTES 
POSTIJL SERVICE 

May 8, 2017 

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

Dear Fred: 

As a matter of general interest, the Postal Service has developed a document entitled Guidelines 
for the Use of LDC 23 and LDC 24. 

The guidelines reflect the reestablishment of Labor Distribution Code (LDC) 24 that is used to 
record workhours associated with delivery initiatives such as Sunday parcel and grocery delivery. 
LDC 23 continues to be used for recording workhours associated parcel, relay and combination 
routes. 

Enclosed is the final draft copy of Guidelines for the Use of LDC 23 and LDC 24. 

Please contact Tad Gallo at extension 3684 if you have questions concerning this matter. 

Alan S. Moore 
Manager 
Labor Relations Policy and Programs 

Enclosure 

475 L'ENfANT PulzA SW 
W~tlNGTON DC 20260·410 1 

\'l\'<W.usPS.COM 

M-01885



Guidelines for the Use of LDC 23 and 
LDC24 

UNITED ST.4TES 
POSTL!L SERVICE F*I 

Delivery Operations, USPS Headquarters 

1 



Table of Contents 

l11tr<>cl1Jc:ti<>11 •••••••••••••••••••••••..••••.•••.•••••••••••••••••••••••••...•••.•••••••••••••••••••• Pa11e 3 

Description of LDC 23 •••••••••••.•.•.•••••••••••••••••••••••••••••••••.•.•••.••.••••••••••••• Pa11e 3 

Creati<>11 <>f LDC 24 .••••••••••••••••••••••.••.•••••.•.•..•••••.•.•.•.••.••••••••••••••••••••••• Pa11e 3 

Matrix for LDC 23 a11cl LDC 24 •••••••••••••••••••••••••••••••.••.•.•••.•.••••••••••••••••••• Pa11e 3-4 

Expla11ati<>11 a11cl Examples <>f LDC 23 Operati<>11s Numbers •••.•••.•••.•••••.•• Pa11e 4-5 

C<>11c:l1Jsi<>11 •.•••••••••••••••••••••••••••.•.•••••••••••••••••••••••••••••••••.•••••.•••••••••••••••• Pa11e 5 

2 



'· 

Guidelines for Use of LDC 23 and LDC 24 
February, 2017 

Introduction 
The use of Labor Distribution Code (LDC) 23 has often been used in the City Delivery 
operations group of the U.S. Postal Service as a catchall LDC for any time that could not be 
directly attributed to Office, Street, or Collection hours. When quantities of time could not be 
assigned to other functional LDCs, or when units did not want to attribute the hours to LDC 21 
Office Time or LDC 22 Street Time, the hours were assigned to LDC 23 which is known as 
Other City Delivery hours. This practice skewed the time spent on Parcel, Relay, and 
Combination Routes, and it made it difficult to determine the true costs of the delivery of articles 
assigned to these routes. 

Description of LDC 23 
The actual description in the Finance and Accounting group of LDC 23 is: All nonsupervisory 
hours used for the delivery of parcel post, relays, intra/inter city runs (other than those made by 
motor vehicle operators) and combination routes. 

This LDC description might be somewhat unclear which creates opportunities for misapplication. 
A new LDC 23 Dashboard is being created to better track and define LDC 23 functions. 

Creation of LDC 24 
Headquarters Delivery Operations initiated a process to create a new LDC to separate some 
Operations from LDC 23 in order to more closely monitor and increase the efficiency of Parcel, 
Relay, and Combination routes. The Delivery group worked in conjunction with Finance and 
Accounting and LDC 24 has now been established. 

LDC 24 will track Sunday Parcels and Fresh (formerly Amazon Fresh) so that cost pools 
associated with these delivery initiatives can be more clearly defined. The new LDC 24 was 
implemented on February 4, 2017. A letter was sent to the Area Vice Presidents and to all 
Finance and Accounting groups in the Field instructing them to begin transferring work hours for 
both Sunday Parcels and Fresh to the new LDC 24 on that date. The decision to create a 
separate LDC for those functions assigned to LDC 24 was made so that these initiatives and 
other new delivery initiatives could be tracked more easily. It also provides an opportunity to 
clarify and streamline the use of LDC 23. 

As previously mentioned, the availability and convenience of LDC 23, has provided delivery 
units with the opportunity to transfer numerous work hours and functions to this cost pool. In 
order for the U.S. Postal Service to run efficiently and properly determine delivery costs, work 
hours must be assigned to the function and cost pool where the work is actually performed. 
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Matrix for LDC 23 and LDC 24 
Below is a matrix defining which Function and Operations Number should be assigned to each 
of these LDCs. 

The following Operation Numbers should now be attributed to LDC 24: 

LDC Operation Number Description 
24 7230 Sunday Parcel - Street 
24 7240 Sunday Parcel - Office 
24 7250 Fresh - Street 
24 7260 Fresh - Office 

Hours should remain in LDC 23 for the following Operations Numbers: 

LDC Operation Number Description 
23 7330 Parcel Post - Street 
23 7340 Parcel Post - Office 
23 7350 Relay - Street 
23 7360 Relay - Office 
23 7370 Combination - Street 
23 7380 Combination - Office 
23 7390 Carrier Drivers - Street 
23 7400 Carrier Drivers - Office 
23 7670 Express Mail Delivery 

Explanation/Examples of LDC 23 and 24 Operation Numbers 
A brief explanation and examples of LDC 23 legitimate hours appears below: 

Parcel Post 
Time spent on Office functions by bid carriers or their replacements on routes designated as 
Parcel Post Routes should be transferred to Operation Number 7340 in LDC 23. Time spent 
loading and delivering the parcels on these routes should be attributed to Operation Number 
7330 in LDC 23. 

Auxiliary assistance given to city delivery routes by dedicated Parcel Post routes, even if the 
assistance given was to relieve the route by delivering parcels, is not part of LDC 23. That 
assistance is still part of the carrier's Street Time and is part of the carrier's route time. It must, 
therefore, be attributed to LDC 22. 

Relay 
Time spent on Office functions by bid carriers or their replacements on routes designated as 
Relay Routes should be transferred to Operation Number 7360 in LDC 23. Time spent loading 
and delivering the relays on these routes should be attributed to Operation Number 7350 in LDC 
23. 
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Combination 
Time spent on Office functions by bid carriers or their replacements on routes designated as 
Combination Routes should be transferred to Operation Number 7380 in LDC 23. Time spent 
loading and delivering the parcels and relays on these routes should be attributed to Operation 
Number 7370 in LDC 23. 

Auxiliary assistance given to city delivery routes by dedicated Combination Routes, even if the 
assistance given was to relieve the route by delivering parcels, is not part of LDC 23. That 
assistance is still part of the carrier's Street Time and is part of the carrier's route time. It must, 
therefore, be attributed to LDC 22. 

Carrier Drivers 
Time spent in the office by bid carriers or their replacements on routes designated as Carrier 
Driver Routes should be transferred to Operation Number 7400. Time spent loading and/or 
driving between destinations on these routes should be attributed to Operation Number 7390 in 
LDC 23. 

Express Mail Delivery 
Time utilized by city delivery carriers assigned to deliver Express Mail Delivery that is not part of 
their regular route assignment should be attributed to Operation Number 7670 in LDC 23. 

Conclusion 
All work hours should be assigned to the functions where the work is actually performed. By 
providing this information and these guidelines, Headquarters Delivery Operations is requesting 
that they be utilized to assist in assigning hours to the proper operational function. We are also 
requesting that this information be utilized to assist in making accurate and appropriate work 
hour assignment decisions. 
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August 2017

Proper recording of auxiliary  
assistance and labor distribution codes

Contract Talk  
by the Contract Administration Unit

In its accounting system, the Postal Service uses vari-
ous labor distribution codes (LDCs) to identify employee 
duty assignments and to associate the many work func-

tions to the proper operation. On May 10, NALC received 
notification from the Postal Service of a recently developed 
document entitled “Guidelines for the Use of LDC 23 and 
LDC 24.” These guidelines made some changes to the LDCs 
used in the city letter carrier craft and clarified the proper 
use of these codes. 

Prior to these changes, the following LDCs were used to 
differentiate among city letter carrier craft functions:

•	 LDC 21—office time.
•	 LDC 22—street time.
•	 LDC 23—time not directly attributed to office or street 

time.

As the Postal Service states in the guidelines, the use 
of LDC 23 has often been used by USPS managers as a 
catchall LDC for any time that could not be directly at-
tributed to office, street or collection hours. When quan-
tities of time could not be assigned to other functional 
LDCs, or when units did not want to attribute the hours 
to LDC 21 (office time) or LDC 22 (street time), the hours 
were assigned to LDC 23, which is known as “Other City 
Delivery” hours.

Proper recording of work hours is very important for a 
few reasons. First, it allows the Postal Service to determine 
the true costs of the delivery of the various items assigned 
to routes. Second, it accounts for the time spent casing 
and delivering the route so that letter carriers are properly 
credited for the work associated to their assignment, even 
when they are receiving auxiliary assistance. This is espe-
cially important during route evaluations and adjustments 
because improper crediting of time could have a major im-
pact on the route’s evaluation. If a route receives auxiliary 
assistance and this time is coded under the wrong LDC, 
the data will not reflect a true representation of the time 
worked on the route, therefore resulting in a negative effect 
on the evaluation. 

Although LDCs 21 and 22 have remained unchanged, 
the guidelines clarify that LDC 23 should only be used 
for time spent actually delivering a dedicated parcel post 
route, time spent performing the duties of a relay route or 
combination route, or time spent by a letter carrier trans-
porting mail from one office to another. This code should 
also be used when a carrier is delivering Priority Mail Ex-
press. 

LDC 23 should never be used when a route is receiving 
auxiliary assistance via parcel help, even if the assistance 
is being provided by a carrier who normally performs the 
duties of a parcel post route. The guidelines state:

Parcel Post
Time spent on Office functions by bid carriers or their 

replacements on routes designated as Parcel Post Routes 
should be transferred to Operation Number 7340 in LDC 
23. Time spent loading and delivering the parcels on these 
routes should be attributed to Operation Number 7330 in 
LDC 23.

Auxiliary assistance given to city delivery routes by dedi-
cated Parcel Post routes, even if the assistance given was to 
relieve the route by delivering parcels, is not part of LDC 23. 
That assistance is still part of the carrier’s Street Time and is 
part of the carrier’s route time. It must, therefore, be attrib-
uted to LDC 22.

The same goes for any other carrier who is providing aux-
iliary assistance to a route by delivering parcels. The letter 
carrier providing this assistance should record this time on 
LDC 22. This is important so that the time spent delivering 
these parcels is properly recorded.

While there is a relationship between LDCs and opera-
tion codes that are entered into the Time and Attendance 
Control System (TACS) on the badge reader, it is important 
not to confuse the two. When a carrier enters an operation 
number into the reader and swipes their badge, the TACS 
code entered determines which LDC the work will be as-
signed to. 

For example, if a carrier on a residential motorized 
route needs auxiliary assistance and management 
has another carrier deliver parcels to provide that as-
sistance, the carrier providing the assistance clocks to 
TACS operation code 721 on that route. Their time would 
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(continued on next page)

“If a route receives auxiliary assistance 
and this time is coded under the wrong 
LDC, the data will not reflect a true rep-
resentation of the time worked on the 
route, therefore resulting in a negative 
effect on the evaluation.”
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then be coded under LDC 22, which is the correct code 
and means the time spent by the carrier providing assis-
tance would be credited to the correct route. However, 
if the carrier providing assistance clocks to, or is moved 

by management to, a TACS code that is covered under 
LDC 23 or LDC 24, the time would not be credited to the 
correct route. 

In addition to clarifying how LDC 22 and LDC 23 should 
be used, the Postal Ser-
vice also created LDC 24 
to be used to track the 
work performed during 
Sunday parcel delivery 
and Fresh grocery de-
livery. The TACS codes 
associated with LDC 
24 are 723 for Sunday 
parcel street time, 724 
for Sunday parcel of-
fice time, 725 for Fresh 
street time, and 726 for 
Fresh office time. These 
codes should only be 
used when carriers are 
engaged in these du-
ties.

The table at left lists 
each operation number 
to which letter carriers 
should be clocked to 
when performing the 
corresponding duties 
described for each.

If a route is being 
provided street auxil-
iary assistance to deliver 
parcels, shop stewards 
should ensure that this 
time is being coded prop-
erly under LDC 22 and 
not another code, such 
as Sunday Parcel delivery 
or Parcel Post. Contract 
enforcers should remain 
diligent at monitoring 
these codes. 

“Guidelines for the 
Use of LDC 23 and LDC 
24” has been placed in 
NALC’s Materials Ref-
erence System (MRS) 
on the NALC website. 
The document, labeled 
M-01885, can be found 
at nalc.org/mrs.
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