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Presenter
Presentation Notes
(Quick intro of self…)


the forms



Presenter
Presentation Notes
What do we want to get from this training?

Well, here are some of my expectations for each of you to get.

(read slide)


Handbook M-39

® Management of Delivery Services

e Chapter 2 — Mail Counts and Route
Inspections



Presenter
Presentation Notes
Knowing your rights begins with knowing the provisions of our contract.

The next 21 slides will be referring to chapter 2 of the M-39.

This, along with the national agreement (Das award) and step 4’s consist of the contract on how route count and inspections are to be conducted.

Then, the next 9 slides will cover some of the step 4’s directly affecting count and inspections.

I will be going through this material rather quickly.  Please jot down any questions as we go through this and I we answer your questions at the end of this segment.


8 Hours of Work
Handbook M-39

242.122

The proper adjustment of carrier
routes means an equitable and
feasible division of the work among all
of the carrier routes assigned to the
office. All regular routes should
consist of as nearly 8 hours daily work
as possible.


Presenter
Presentation Notes
“All regular routes should consist of as nearly 8 hours daily work as possible.”


No Discipline Unless Documented Unacceptable
Conduct

Handbook M-39

242.332

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.


Presenter
Presentation Notes
No Discipline Unless Documented Unacceptable Conduct


HIH Day
Handbook M-39

215.1

A notice must be posted at the delivery unit
In advance of the scheduled mail counts and
route inspections, showing the beginning
date of the count for each route and the day
and date each route is scheduled for
iInspection. This notice must be posted at
least 5 working days before the start of the
count period. If a decision is made to inspect
on days other than the scheduled date, 1
day’s advance notice must be given.


Presenter
Presentation Notes
“I” Day.  If management changes the “I” day – one day notice must be given


Earlier Starting Time
Handbook M-39

215.2

Not later than the Wednesday
preceding the count week, carrier
schedules shall be posted for those
routes requiring an earlier starting
time to count the maill.


Presenter
Presentation Notes
Earlier starting time to count the mail…


Dry Run
Handbook M-39

217.1

A review of the count procedures will be
made within 21 days prior to the start of the
count and route inspection to teach the
carrier how to accurately complete count
forms (1838-C and 1838-A) during the
period of count and inspection. An actual
count of mail or recording of time used will
not be kept on the day the dry run is made.


Presenter
Presentation Notes
Management must give a “dry run” within 21 days of the start of the count and inspection.


Management Assures Accuracy
Handbook M-39

217.4

The carrier must be furnished a sample list of
mail-count items and time-used items. The
carrier must enter these items on a dry-run
form. A manager must review each completed
dry-run form for accuracy, error, and
omissions, and they must be discussed and
explained to the carrier. When necessary, the
manager may require a second completion of
the form to assure that the carrier is thoroughly
familiar with completing the form to be used.


Presenter
Presentation Notes
Dry Run

Management must check to see that the carrier is properly filling out the 1838-C.


Carrier Fills Out 1838-C
Handbook M-39

221.131

The carrier should count and record the
mail every day except on the day of
iInspection when the mail must be counted
and recorded by a manager. On one or
more days during the count week, each
route will be inspected by a manager.
When management performs the mail
count the carrier serving the route, upon
request, may verify the mail count...


Presenter
Presentation Notes
Carrier fills out the 1838-C every day except the “I” day…There is only 1 “I” day. (though an examiner may go with you up to two additional days to conduct a 3999).

This provision was challenged back in early 2002.  National Arbitrator Briggs ruled that management does not have the right to inspect city delivery routes on all six days of a mail count and route inspection week. 

More about this later…


Replacement Carriers Must
Complete 1838-C
Handbook M-39

221.132

Replacement carriers assigned to
regular, full-, and part-time routes
must count the mail and enter the
data on the prescribed forms in
the same way as the fulltime
carrier.


Presenter
Presentation Notes
Just because you are a replacement carrier, you are still required to fill out the 1838-C.


No Changes to Schedules
Handbook M-39

221.133

There should be no changes In
normal distribution procedures or
clerical schedules during the
period of mail counts. The normal
cutoff time for distribution should
be observed.


Presenter
Presentation Notes
There should be no changes to any schedules while the count and inspection is being conducted.


Clean In - Clean Out
Handbook M-39

221.134

There must be no accumulation
of curtailed mail on the day
preceding the beginning of the
count, and no mail may be
curtailed on the last day of the
count.


Presenter
Presentation Notes
Clean In – Clean Out for the week of count and inspection.


No PM Casing
Handbook M-39

221.135

Carriers must not be allowed to case any malil
upon their return to the office on the day
preceding the first day of the count period.
However, if a carrier is regularly scheduled
throughout the year to case mail on return from
the street, the carrier must continue to do so
during the count period. Carriers must not case
any mail for delivery after returning from the
street on the last day of the count period until
’Ejhey have clocked off the Form 1838-C for the
ay.


Presenter
Presentation Notes
Unless you are an EPM office where you do casing in the PM regularly, no mail should be cased in the afternoon on the day before the count and inspection is to begin.  Likewise, on the last day, no PM casing until you’ve cleared the 1838-C form for the last day of count and inspection. 


Again, Normal Schedules During
Week of C & |
Handbook M-39
221.136

All mail distributed to the carriers
up to the normal established
cutoff time will be delivered every
day of the count week except as
required by 221.134 and 221.135.


Presenter
Presentation Notes
Again, reiterating from an earlier slide – normal schedules should be adhered to during the week of count and inspection.


6 Consecutive Days
Handbook M-39

221.11 Schedule

The count of malil on all letter delivery
routes, regular and auxiliary, must be for 6
consecutive delivery days on one-trip
routes and for 5 consecutive delivery days,
exclusive of Saturday, on two-trip routes or
one-trip routes with abbreviated or no
delivery on Saturday. It is not mandatory
that mail counts begin on Saturday and
continue through Friday so long as they are
made on consecutive delivery days.


Presenter
Presentation Notes
Route count and inspections are conduct for 6 consecutive days.


Conduct of Route Examiner
Handbook M-39

YN

The route examiner must:

® a. Not set the pace for the carrier, but should
maintain a position to observe all delivery points and
conditions.

® b. Not suggest or forbid any rest or comfort stops but
should make proper notations of them.

® c. Not discuss with the carrier on the day of
inspection the mail volume or the evaluation of the
route. These matters must be discussed with the
carrier at a later date when all data has been
reviewed and analyzed.


Presenter
Presentation Notes
Conduct of route examiner

(Briefly read highlights)


Conduct of Route Examiner
Handbook M-39

YN

The route examiner must:

® d. Make notations on the day of inspection on the
appropriate form or separate sheet of paper of all
items that need attention, as well as comments on
the day of inspection. Also list any comments or
suggestions for improving the service on the route,
as well as suggestions or comments made by the
carrier during the course of the inspection for
Improvement in delivery and collection service.

® e. Make comments and suggestions clearly, and in
sufficient detail for discussion with the carrier and for
decision-making purposes. The manager who will
actually discuss the results with the carrier must
have enough facts and figures to reach a final
decision on any necessary adjustments to the route.



Seasoned Carriers
Handbook M-39

242.214

An exception may be made for carriers
who have served continuously for 25 years
or more or are over 55 years of age. Before
making an exception, determine that the
carrier cannot meet the standard office
time and that his or her conduct and
performance are otherwise satisfactory.
The office time allowed for an exempted
carrier must be reasonable and be
determined by management.


Presenter
Presentation Notes
The “Old Farts” provision.

Management MAY grant an office time exception to carriers with 25 years continuous service or are over 55 years of age.


Not Normal Mail Volumes?
Handbook M-39

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).


Presenter
Presentation Notes
Management must make adjustments to office and street evaluations if the mail volume is more than or less than 13% normal volumes.


Office Eval - Management
Takes the Lower

Handbook M-39
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.


Presenter
Presentation Notes
Office time:

Management must take whichever is less – the average time you used throughout the week of count and inspection OR the standard (18 & 8 + strap out time) per the piece count during the week of count and inspection.


Street Time Evaluation
Handbook M-39

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.


Presenter
Presentation Notes
For Street time evaluation and adjustment management has a choice between the random street time of the 8 week analysis OR the average street time during the week of count and inspection.


However….(next slide)


Explain Street Time Selected
Handbook M-39

242.322

The manager will note by explanatory
Comment on the reverse of 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.


Presenter
Presentation Notes
The manager must explain their choice of the street time select.  NOTE: cannot be based on the sole criterion that the particular time select was the lower….


Auxiliary Time of Regular Carrier
Handbook M-39

241.35 d.

When auxiliary street assistance is

given, add to the reqgular carrier’s street
time the actual time that it took him or her
to deliver that same portion of the route
on the day of inspection. Do not use the
replacement’s street time. Obtain actual
time from Form 3999.


Presenter
Presentation Notes
If auxiliary time is given, a handoff, the time of the carrier giving assistance is NOT used.  Management must go back in and substitute the time for that portion handed off that the regular carrier used during the day of inspection.


Routes Adjusted Within 52 Days

Step 4’s of Importance
M-01072

1) If the results of any route inspection indicate that
the route is to be adjusted, such adjustment
must be placed in effect within 52 calendar days
of the completion of the mail count in
accordance with Section 211. 3 of the M-39
Methods Handbook. Exceptions may be granted
by a Division General Manager only when
warranted by valid operational circumstances,
substantiated by a detailed written statement,
which shall be submitted to the local union within
seven days of the grant of the exception.


Presenter
Presentation Notes
Within 7 days of the extension in writing to the local Union…


Step 4’s of Importance

M-01777
RE: Multiple Days of Inspection

Local management will, if it determines it necessary when
scheduling an inspection to inspect on more than one
day, inspect on no more than three days during the week
of count and inspection. If local management elects to
inspect on two or three days during the week of count and
inspection, local management will be responsible for
completion of the 1838-C one of the days.


Presenter
Presentation Notes
Second Page in the Handout…M-01777

Third page is where National Arbitrator Das included this in our contract. 

This is the result of National Arbitrator Briggs 2002 award, remember that M-39 provision (221.131) we discussed earlier?

Some other important features of this agreement (next slide)…. 


Step 4’s of Importance

M-01777
RE: Multiple Days of Inspection

... The letter carrier will count the mail and
complete the 1838-C on the other days of
inspection...


Presenter
Presentation Notes
It reiterates the obligation of the letter carrier to fill out the 1838-C on the other days of inspection…


Step 4’s of Importance

M-01777
RE: Multiple Days of Inspection

...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...


Presenter
Presentation Notes
Handout…M-01777 continues…

Management will use the 3999 closest to the selected street time to transfer territory…

Page 37 of the Das award extends this MOU for the length of the 2011 contract.


Step 4’s of Importance
M-01769
...There is no set pace at which a carrier

must walk and no street standard for
walking...


Presenter
Presentation Notes
Handout page 4…M-01769 (there are multiple step 4’s that reference this agreement).

This is a part of the OET agreement..Just reiterating there is no set street pace…

Page 37 of the Das award extends this MOU for the length of the 2011 contract.


Step 4’s of Importance
M-01664

...The use of DOIS does not change the

letter carrier's reporting requirements
outlined in section 131.4 of Handbook M-41.

...DOIS projections are not the sole
determinant of a carriers leaving or return
time, or daily workload.


Presenter
Presentation Notes
Handout page 3


Step 4’s of Importance
M-01664
... route based information may only be

changed through a full-count and inspection
or minor route adjustment...


Presenter
Presentation Notes
Handout page 3


Step 4’s of Importance
M-01106

1) The overtime provisions of Article 8 and
the associated Memorandums of
Understanding remain in full force and
effect during the week of count and
inspection except that henceforth:


Presenter
Presentation Notes
Handout page 5-6…M-01106


Page 37 of the Das award extends this MOU for the length of the 2011 contract.

Article 8 remains in force except…



Step 4’s of Importance
M-01106

a. On the day during the week of
inspection when the carrier is accompanied
by a route examiner, management may
require a carrier not on the overtime
desired list or work assignment list to work
overtime on his/her own route in order to
allow for completion of the inspection.


Presenter
Presentation Notes
Handout…M-01106…continues…

The “I” day, carrier is to complete the 3999 even if they go into overtime…No violation.


Step 4’s of Importance
M-01106

b. On the other days during the week on
inspection when the carrier counts malill,
management may require a carrier not on
the overtime desired list or work
assignment list to work overtime on his/her
own route for the amount of time used to
count the maill.


Presenter
Presentation Notes
Handout…M-01106…continues…

The amount of time it takes to count and fill out 1838-C, management may require a non-OTDL’er to work overtime…


Step 4’s of Importance
M-01661

...No components of the COR program or
application of the COR process will be
iInconsistent with the route inspection,
evaluation or adjustment process found in
Chapter 2 of the M-39 Handbook...


Presenter
Presentation Notes
Handout page 7-8…M-01661

Page 37 of the Das award extends this MOU for the length of the 2011 contract.

COR must be applied without any violations of chapter 2 of the M-39.




of

-unctions




Street Functions

M-00304

“In keeping with the principle of a fair
day's work for a fair day's pay, it is
understood that there Is no set pace at
which a carrier must walk and no street
standard for walking.”


Presenter
Presentation Notes
Some more step four’s…

Handout page 28


Street Functions

M-39 242.341

The carriers at the delivery unit will receive two 10-
minute break periods. The local union may
annually opt to have either (a) both breaks on the
street or (b) one of the 10-minute breaks in the
office and one break on the street. If two 10-
minute breaks are taken on the street, they will be
separate from each other. Breaks must be
separate from the lunch period. The carrier shall
record on Form 1564-A, Delivery Instructions, the
approximate location of the break(s). Reasonable
comfort stops will not be deducted from the
carrier’s actual time.



Street Functions

M-39 242.344

If during the route inspection, the supervisor notes
that the letter carrier fails properly to finger mail or
to take proper short cuts, and that those failures
were sufficient enough to warrant a time
adjustment for the route, a reinspection will be
made after the letter carrier has been instructed
regarding the proper procedures to be used. Every
effort will be made to conduct such reinspection
prior to the implementation of the adjustments in
the delivery unit.



On the Street

® Perform delivery as usual
® Be safe

® No instruction from examiner ( exception
— safety)

@ Take obvious short cuts — If cannot,
mention to examiner the reason (safety)

® Mounted — Put gear shift in “Park™ when
making delivery only when vehicle on
slope (grade)
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Presenter
Presentation Notes
Review the unedited 3999 to the edited 3999 to see what time was disallowed and why.
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3999 Data Capture

] ] 39;‘]_'1 Data Capture / Summaary
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3999 Data Capture

£ 3999 Data Capture / Summaory
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Street Time
Week After
Count and
Inspection
(1840-B)
Don't
forget the
eighth week
of the

analysis






Instructions

Genaral

Selact fimecards or PSDS Carrler Report Printouts for caners assigned fo each roule Tor & seven-week peniod prior to

thee count and inspection week par insiructions in Seo, 242, 323, Hancbook M-39. Do not use waaks during the months o
Jurs, July, August, or Decamber. Do not include time of leave replacemeant carmers. Special Insfructions: For earriers
garving two brips roules, use a separate Form 1840-B for sach rip

Group same day of the week together, all Saturdays, Mondays, Tuesdays, etc., and show the day of the month In
The "Day o Week"® calumn,

Erder the schaduled bagin, returm, and and tmes; the schaduled moming and alarmoon ollice time: the
scheduled slrest tima, and the tolal time above each day of the weak,

From the timecards or PSOS Carrier Repart Primouts, enter the actual bagin, lkave, relurn and and times for each d
Crnly tha days the regular camer served the route are 1o be recorded on Form 1840-B.

Compule and recond the morning and aflerncon office lime, strest fima, and total time used sach day,

From Form 3996, ender the approved cvertime and auxiliary assisiance used each day, as indicated i 1tem K of the
Form, less any travel tima.

Erter the armoun of time used to provide awuiliary assistance 1o other routes,
Ertar the appropriate voluma count by mail type.

Tatal the morning and afternoon cfice ima, streat tima, overime, and audliary assistance (office’strast) for sach
day.

The aighth week 1o be recorded is the waak following the week of count and inspeation. Tha ragular carmear must sa
tha routa at leasi one day during this week, or the week | not to be recorded. Mo future weeks are to be used unde
any conditions.

Divide the total for each fem by the numess of days the assigned camier woried on each group of Saturdays,
Mandays, Tuesdays, ale,

From Form 1840, ener the elraat time, offica lima (&M & PM combinad), tolal, and auxiliary assisiance

{olfica'straat) used on the comparable day of the waek during the count pariod. Circle in black the day of inspaciio
total.




Analysis
Betors the count pariod;
1. Compars the actual time used with the schadulad time to detarmine whather
Carrler adhered to schedules.
Thers was axcessiva lale laaving and'or returning.
There was excessive office bma usad an return from dalivery tip.,
A regular pattern on cefain wesk days has formed bo indicale an adjustment in schedule is necessary,
2, Circhs in red tima antries and fofals whers imagular praclices occurrad or schaduls was not masniainad,

After the court perlad:
1. Compare averags lime wsed on each dey during analysis period with the zame day during the count.

2. Delgrming whathar offica tima and strest ime 5 more or lass for comparable days. If the office time or street fime
auning the count parod |s more than the analysis period, discuss wilh the carmer to determing the reason,
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Presenter
Presentation Notes
For the time period used all Mondays are grouped together for the Mondays carried by the regular and divided by the amount of days to get an average. An average for each day of the week should be done this way before calculating the average daily time for each route. 
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Presenter
Presentation Notes
A few slight changes from the old 1838-C. 3 is now listed as “a-b-c-d” & 6 now is listed as an “a” and “b”.

There’s a copy of the new one in your handout page9.
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Form 1838

TIME ALLOWANCES FOR CARRIER OFFICE WORK

Pieces Per Minute

Line No. Work Function

1
2

Routing letter-size mail.
Routing all other size mail. (Use Notice 26, Maximum Time Allowance
for Routing Mail, to convert pieces to minutes.)

Minutes

Strapping mail in bundles or placing in trays, preparing retays and piacing mail into satcheis; for each

70 pieces regardiess of character (minimum allowance 3 minutes). Strapping mail in bundles for

markup at computerized forwarding unit. Lines 1-2-3 combined mail volume (strapping out pieces and
markup pieces) is used in determining time allowance at 70 pieces per minute.

For each 10 pieces of all classes of mail separated for forwarding or return.

Periodicals marked up (for each 2 pieces handied for forwarding or return).

For each Form 3579, Undeliverable Periodical, Standard A & B or Controlled Circulation Matter.

For each 4 pieces marked up (mail marked Deceased, Temporarily Away, Refused, Vacant (Occupant

mail of obvious value) or No Mail Receptacie).

For each change of address, including Form 3546, recorded on Forms 15684-Band 3982, ... .. ... ... .. ...

INnsured receipts turned . . . L L L e e e e e e e
Registered, Certified, COD, Express Mail, Customs and Postage-Due; Keys, Form 3868, signing for,
returning funds or receipts, and for partial completion of Form 3849 (name or address for identification).
Base minimum allowance is 6 minutes.

Withdrawing mail where applicable (from distribution cases, trays, sacks, and/or hampers).

Base minimum allowance is 5 minutes.

Sequencing and coliating by-pass mail. (Representative time in minutes will be allowed for

work function.)

Strapping out time (when mail must be placed in order of delivery) see 922.51d.

(Representative time in minutes will be aliowed for the work function.)

Break (local option).

Vehicle inspection see 922 .51f. Base minimum allowance is 3 minutes

FPersonal needs, etc. (Time allowances are printed on the form for each trip, and must not be changed.)
Office work not covered by form. (Work functions must be identified and approved as being necessary
and of a continuing nature.) (Use "Comments” section.)

Base minimum allowance is 9 minutes.

Waiting for mail (cffice) and all other office activities not performed on a continuing basis which are
exciuded in computing net office time. (Use “Comments” section.)

Counting Mail and filling out Form 1838-C worksheet.

For piece iterms, grant the next higher allowance in minutes for fractional units.
Use actual times for Lines 14 through 19 and Lines 21 through 23 when those functions are performed.

* Computing Standard Office Time Under Columns {(e). (f). and (g) on Form 1838:

if the actual time for each of Lines 14, 15, 19, and 21 is less than the base minimum and the carrier
performs the function the base minimum must be entered for the Line Hem in the appropriate
column. if the actual time exceeds the base minimum, an adjustment to that time cannot be shown
which is less than the base minimum.



Presenter
Presentation Notes
Maybe a clear image in your handout (page 10).

These are “line items”.

Let’s breakdown some of these…(next slide)…


Line Item 14 - Accountable Malil

Time spent when you stop casing
mail to get your accountable maill,
signing for it, filling out the name
or address on the PS Form 3849
(and casing the notice as a
reminder) in the morning plus the
time it takes to get cleared, and
go on to your next task in the
afternoon/evening.


Presenter
Presentation Notes
As defined in the 2012 NALC Guide to Route Inspections…

(Click for 6 minutes minimum)


Line Item 15 - Withdrawal of Mail

Time spent withdrawing mail from
tubs, 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 malil and one of papers for each
trip, with a final pull just prior to
leaving time, generally are sufficient.”

| 5 minutes minimum



Presenter
Presentation Notes
As defined in the 2012 NALC Guide to Route Inspections…

(Click for 5 minute minimum)


Line Item 16 - Sequencing and
Collating Malil

Time spent collating or sequencing
mail is recorded on this line. For
example, time spent collating circulars
to get down to three bundles in an FSS
environment is recorded on line 16.


Presenter
Presentation Notes
As defined in the 2012 NALC Guide to Route Inspections…



Line ltem 17 - Strap Out Time

Most Letter Carriers will not use this
line item — only in very limited
circumstances. Only used on
motorized curb delivery routes where
the majority of the case separations
contain more than two addresses per
separation.


Presenter
Presentation Notes
As defined in the 2012 NALC Guide to Route Inspections…


(Breeze through this one)


Line Item 18 - Office Break Time

0 minutes for an “office break” if your
office does office breaks. If your office
has a longer office break than 10
minutes record the actual office break
time under this line item.


Presenter
Presentation Notes
As defined in the 2012 NALC Guide to Route Inspections…


(Breeze through this one)  Ask question – Does your local allow a longer than 10 minute office break?


Line Item 19 - Vehicle Inspection

Time spent inspecting your vehicle
every morning Is recorded on this line.
Time starts when you get your key to
go to your vehicle and ends when you
come back into the office and begin
your next task.

I 3 minutes minimum



Presenter
Presentation Notes
As defined in the 2012 NALC Guide to Route Inspections…

Refer to the handout page 11.  This is the expanded vehicle safety check.  Also, you may want to utilize the buddy system…


Line Item 20 - Personal Time

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. This time is
not entered on PS Form 1838-C. Five
minutes for line 20 is automatically
calculated in fixed office time. If your
office has additional wash up time, such
time Is entered on line 21, not line 20.

| 5 minutes minimum



Presenter
Presentation Notes
As defined in the 2012 NALC Guide to Route Inspections…


Look on the handout of the 1838-C…Is it there?  Line item 20…You don’t enter the automatic 5 minutes….


Line ltem 21 - Recurring Office Work

This covers a wide variety of office
functions that you perform on a recurring,
continuous basis. Generally speaking,
recurring office time is an office task that
occurs at least once per week.

@Uﬁtﬂ}ﬂfﬁmnm



Presenter
Presentation Notes
As defined in the 2012 NALC Guide to Route Inspections…

Recurring office functions that don’t have a specified line item number…


Line ltem 21 - Recurring Office Work

Examples

© Getting Scanner

Trips to Throwback Case
Getting Your Parcel Hamper
Checking for Sleepers
AMS/Red Book/Edit Book Work
Replenishing Forms

Verifying Hold Maill

Weekly / Daily Service Talks
Removing Tags

Returning Empty Equipment

© © 6 0 0 6 6 6 O


Presenter
Presentation Notes
As defined in the 2012 NALC Guide to Route Inspections…



Examples…(page 12-13 in handout  M-00605)


Line ltem 21 - Recurring Office Work

Examples — PM

Take Care of Collection Mall

Take Parcels to Designated Location
3M Mail

Parcel Hamper

Processing Undeliverable Mall

Trips to Throwback Case

Returning Empty Equipment

© 60 6 © 0 0 ©


Presenter
Presentation Notes
As defined in the 2012 NALC Guide to Route Inspections…



Examples


Line Item 22 - Non-recurring Office Work

Line 22 is for non-recurring , hon-continuing
office functions. Because line 22 items are
not regular office activities, you will not
receive credit in the route evaluation for the
time spent performing them. Activities that
are not part of the normal routine do not
become part of the route.


Presenter
Presentation Notes
As defined in the 2012 NALC Guide to Route Inspections…


Try to avoid!  22  B-A-D


Line ltem 23 - Counting Mail and
Filling Out PS Form 1838-C

Only the time spent counting the mail and filling
out PS Form 1838-C during the week of count
and inspection is recorded on line 23.


Presenter
Presentation Notes
As defined in the 2012 NALC Guide to Route Inspections…

Again, try and make this time as minimal as possible.  Of course, this time too is not counted as being art of your assignment.

Also, remember, the time it takes you to count mail and fill out the form, that amount of time, you must remember as you carry route each day of inspection week.  Don’t think you are running behind.  Sometimes we are creatures of habit; we need to be at a certain place by a certain time.  Not the case on the week of inspection…

Those are the line items…Now, let’s apply what we think we’ve learned.  Let’s do a simulation…

(next slide)


Filling Out the

1836-C
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Presenter
Presentation Notes
Before we get into our exercise I want to point out two more sections of the 1838-C

(Click for red box highlight)

This is a very import part of the 1838-C in knowing how to properly fill the form out…(next slide)


Actual Time Entries Section

| M. A
IEI-
< 18:50
14 [5lg47
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S 1805

ﬂ-
4 /8 ]8:02

| Ex:
o

T . T S T S T . T — T — T -
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Presenter
Presentation Notes
Here is an up-close version of this section.

(Click…briefly discuss the B –beginning time of the particular function you are describing, and E- the ending time for that particular function.  Click…Discuss the Line items section…
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Presenter
Presentation Notes
Back to the 1838-C
(Click for red box highlight)
Another very important section on the 1838-C is this section.  The carrier has to describe line item functions of line 21 and 22 in this section here

(next slide)



Comment Section

Registerad-Certified-COD-Customs Comments Begin Here
Postage Due-Form 3868-signing for,

retuming funds and receipts. 21a Pl'rﬂ k u P scanner
Withdrawal of mail
21b Thorwback case

21c¢ Retrieve parcel hamper
22a Verify hold mail

21d Safety talk
21e Scan hot case

21f Handle collection malil
2149 3M and throwback case

-
F=1

Sequencing and collating By-Pass Mail
Avtual Suappringy vul e
Braak (local option)

Vehicle inspection

Office Work not covered by form (work functions
must be identified and approved as being
necassary and of a continuing natura)

(use Comments Section)

Waiting for mail (office) and other office activities
not performed on a continuing basis which are
excluded in computing the net office time (Use
Comment section)

Counting mail and filling out form 1838 worksheet
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Presenter
Presentation Notes
The “Comment Section”

You have to describe Line item 21’s and 22’s in this section…The function you are doing that does not have a specified line item number assigned…

Now that we have the basics, let’s go to an exercise…(next slide)


Exercise

@ At the Everything is Beautiful Post Office
carrier reporting time is 7AM.

@ The first function for City Letter Carriers
at the Everything is Beautiful PO is to
iInspect vehicles.

® You took 5 minutes inspecting your
vehicle.
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Presenter
Presentation Notes
Handout pages15-23.


Exercise

@ Your office SOP indicates that your next
function is to retrieve your scanner and
set it up. This took 2 minutes.

@ You return to your case where an 1838-
C is placed and commence filling out the
particulars . This takes | minute.
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Exercise

® Your next function is to withdraw malil.
You finish withdrawing mail at 7:11.

@ You count the mail you just withdrew.
You counted 700 letters and 632 flats.
You finish counting and filling out the
1838-C at 7:21
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Exercise

@ You case mail until your office break is
called at 8:50.

@ After your break you case mail until
nature calls at 9:20.

® At 9:25 you return to your case and
again begin to case mall

@ At 9:30 a safety talk is called and lasts
for 7 minutes
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United States Postal Service Carrier's Count Mail - Letter Carrier Routes Worksheet
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Exercise

@ After the safety talk you again started
casing mail.

® At 9:45 you go to the throwback case,
while there you withdraw 25 letter and 10
flats from the distribution case. Each
function took one minute.

@ Upon your return to your case you counted
and recorded all functions on the 1838-C
which took an additional minute.



Form 1838-C

United States Postal Service Carrier's Count Mail - Letter Carrier Routes Worksheet

Destver, Colprads ullivai Hation

3. Accouniable and Sigraturs Mai

Dhar Size

8. 2nd-Class Markod up [sacheds Foen 2570
10. Ml with Form 3570 nfachad

12. Changa of Addross Reconded
(g e )
13. Inswrod Aoooips Tumed In ft‘t ?

A,
Enter Line Numibar
In Expianaiion Column

21a Pick up SCAnMLF
216 j.ﬁj@iy talk
e Thwowback case

P& Farm 1838-C, Novambar 1897

‘ | cortify the sbove information
recorded by me is oormect.




Exercise

@ At 10:15 you are called to the accountable
cage to get your accountable items.

@ You receive 6 certified’s, 1 COD, 7 postage
dues and 2 pieces of priority express.

@ You review, sign and return to your case.

@ You finish processing your accountables at
10:21 and record this function on the 1838-
C ending at 10:22.
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Exercise

® You leave your case at 11:06 to retrieve your
parcel tub; you return to your case at 11:07.

@ You withdraw your SPR’s from the tub and you
go to the distribution case to make your
second withdrawal, returning to your case at
11:11.

® From 11:11 to 11:15 you count your parcels,
SPR’s and mail from the distribution case.

® You count 10 Additional letters, 18 SPR’s and
12 parcels and enter such on the 1838-C.
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Standardized Carrier Endorsements
Nixie Mail to the Throwback Case

Every piece is
individually
endorsed!
Letters

and Flats

DEC — DECEASED

NMR — NO MAIL RECEPTACLE
REF — REFUSED

TA — TEMPORARILY AWAY
UNC — UNCLAIMED

VAC — VACANT

Only the top
piece is
endorsed!
Bundled
Letters

and Flats

ANK — ATTEMPTED NOT KNOWN

IA  — INSUFFICIENT ADDRESS
NSN — NO SUCH NUMBER

NSS — NO SUCH STREET

UTF — UNABLE TO FORWARD
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Carrier Mark-up Section

-
BRI
Marked-up
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