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Parking Area
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.

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.

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.

Carrier Work Methods — Street

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.

Loading Times

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.

Daily Supervision
Delivery unit managers must supervise loading area activities daily to prevent
operational delays.
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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.

Report of Late Leaving and Returning

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.)

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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Management of Delivery Services

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.

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.  Thereis 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.

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

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

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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Management of Delivery Services

Responsibility for Advance Preparations

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.

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

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)).

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)).

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

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)).

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

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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Exhibit 213d (p. 2)
PS Form 1840-B

76 Handbook M-39


James
Highlight


Mail Counts and Route Inspections 2414

Exhibit 241 (p. 1)
PS Form 1840, Carrier Delivery Route — Summary of Count and Inspection
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Management of Delivery Services

Evaluating the Route

Office Time

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.

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).

Street Time

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.

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.

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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