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General Information

112.3
112.31
112.32

112.33

112.4

112.5
112.51
112.52

112.6
112.61

112.62

112.7

Security
Protect all mail, money, and equipment entrusted to your care.

Return all mail, money, and equipment to the post office at the end of the
workday.

Do not place mail in your pockets or clothing, lockers or desks, or in parcels,
hand grips, lunch containers, or other luggage.

Safety

Conduct your work in a safe manner so as not to endanger yourself or others
(see part 133 for general safety practices and part 812 for vehicle safety
practices).

Neatness and Example

Maintain a neat, clean and generally creditable appearance.

Conduct affairs of personal life in a way that will reflect creditably on both you
and the Postal Service.

Courtesy to Public

Do not engage in controversies with customers or other members of the
public when on duty.

When requested, furnish customers with postal and other reasonable
information and provide change of address cards and other postal forms.
Proper Vehicle Operation

(See subchapter 81)

12 Basic Carrier Duties

121

121.14
121.41

121.12

Office Duties

Time Allowances

Route or case all classes of mail (exception, DPS mail will be cased only
when management requires) in sequence of delivery along one or more
established routes (see exhibit 121.11 for maximum time allowances). The
accurate and speedy routing of mail is one of the most important duties of a
carrier; you must be proficient at this task.

Time standards for carrier office work (see exhibit 121.12) represent the
minimum acceptable performance standards.

Handbook M-41, TL-4, 03-01-98
Update With Postal Bulletin Revisions Through Aprii 5, 2001



TO: Joint Trainers M=-01153

The Joint Task Force has reviewed the final set of questions
submitted from the trainers who conducted training using the
joint publication. The attached is the task force’s responses
to those questions. Every effort should be made to distribute
this information as widely as pessible.

Lawrence
Vice Presitfent Manager, Contract Administration
National Association of (NALC/NRLCA)
Letter Carriers U.S. Postal Service
Attachment

cc: Area Managers, Customer Services
District Managers, Customer Services
Area Human Resources Managers
District Human Resources Managers
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M=01153

Questions and Answers
Concerning the September 1992
Memorandums

This is a supplement to Building our Future by Working Together, the USPS-NALC
Joint Training Guide on the September, 1992 Memorandums of Understanding,
published November 19, 1992. It provides joint answers to questions concerning the
interpretation and application of those memorandums and the subsequent December 21
1992 memorandum.

’

Q-55 Under the X-Route, is there an option for the full-time carrier to vacate once
under the interim adjustment and a second time when the X Routes are fully
absorbed?

A No. The option to vacate is a one time option for a regular carrier which may
only be used the first time street territory is changed.

Q-56 How will management determine the DPS target percentage? Does it have to be
at least 70%?

A Management will determine the DPS percentage from a variety of sources, such
as, the expected level of mailer participation in 11-digit barcoding, and the
expected level of Postal Service 11-digit barcoding of letter size mail. In the
unilateral method, management may determine whatever percentage is
operationally feasible so as to effect route adjustments. The parties anticipate
that two interim adjustments will normally be sufficient. In the X-route method,
the target percentage must be between 70 and 85% unless interim targets are
mutually agreed to.

Q-5§7 Where an NALC Branch President represents carriers in merged cities, can
he/she designate a central group of members to the X-Route committee to make
decisions for all of the cities they represent or must there be a committee in each
installation which is made up of committee members from that installation?

A While the parties at the National Level strongly recommend that an X-Route
committee be formed, the formulation and authority delegated to an X-Route
committee(s) is purely a local decision.

A Joint Publication of the United States Postal Service and
the National Association of Letter Carriers, AFL-CIO—March 31, 1993



Questions and Answers M-01153 2

Q-58 With the "build up” of routes in the X-Route process, if we build up a route and
the carrier is on the work assignment OT Desired List, will that carrier have to
carry the overtime even if he/she then gets off this list at the beginning of the
next quarter?

A Yes. When the parties agree to split the remaining hours of an X-Route after an
interim adjustment and distribute these hours to surviving routes by building them
up to no more than 8:20, the parties must first decide how efficiency can best be
maintained when building up surviving routes and make their decision based on
data at the time planning takes place. Carriers moving on or off work
assignment/OT lists becomes irrelevant after the parties agree to implement
already planned build-ups.

Q-89 Why is the Overtime Desired List a consideration with the "build up” of routes?

A By utilizing the Overtime Desired List when building up routes, the built up
routes go to carriers who have indicated a preference for working overtime.

Q-60 If the iarg_et percentage is 60%, do the carriers case the mail (DPS letters) until
the 60% is reached or do they take the mail to the street with the selected
method?

A After managers are satisfied with the quality of the DPS mail received by the
carriers, the carrier will stop casing the DPS mail and effect delivery using the
selected work method. The target percentage relates to when routes may be
adjusted in response to DPS implementation.

Q-61 Once DPS is implemented, but the target percentage is not yet reached, can
management pivot to capture undertime?

A Yes.

Q-62 Is there a set range of target percentages in the unilateral process?
A No, but management is obligated to notify the union of the target percentages it
selects.

Q-63 Are the adjustments delayed if some of the routes do not receive the targeted
percentage of DPS?

A Joint Publication of the United States Postal Service and
the National Association of Letter Carriers, AFL-CIO—March 31, 1993
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A

Q-64

Q-65

Q-66

Q-67

Q-68

No. The target percentage is developed on a unit basis; therefore when the unit
reaches the target, routes should be considered for adjustment.

At what point does DPS mail trigger “residual mail"?

Residual mail is any mail that is not in DPS order once a delivery unit starts
receiving DPS mail.

Will senior PTF’s who are on light or limited duty be converted to full-time
vacancies?

Yes.

Will PTFs on light or limited duty be afforded the opportunity to transfer to
available full-time assignments.

Yes. .

Clerk cases and 49 cell cases are now being used on the letter carrier routes. Do
they have to go if inspections are to be conducted?

The use of clerk cases and 49 cell cases is not a subject covered by the memos.
The parties are currently discussing this issue at the National Level.

Must Postmasters have district office approval prior to any resolution with the
local Union? Does a District Manager have veto power on local resolutions?

Postmasters have the authority to make the decision. However, just as the local
union president may receive guidance from the NBA, Postmasters may receive
guidance from the District or Area office. The MOU’s do not prohibit this.

If DPS mail is received in a delivery unit on more than one dispatch, does that
meet the requirement of putting mail in DPS order for two or more consecutive
weeks considering the need to collate the bundles?

DPS mail is one bundle of mail in delivery point sequence. Mail that must be
collated before delivery is not considered DPS mail. The number of dispatches is
irrelevant.

A Joint Publication of the United States Postal Service and
the National Association of Letter Carriers, AFL-CIO~March 31, 1983
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M-01153

Q-70 A branch has an LMU that provides that, if 50% of a route’s territory is moved to

Q71

Q-72

Q-73

another route, the previous carrier follows the territory and if the incoming carrier
does not have 50% of his/her territory being moved at that time he/she becomes
excessed and Article 41.3.0 is implemented. How is this impacted by the
MOU's?

If the instaliation elects to use the unilaterat method, this LMU provision would
remain in full force and effect. However, if the installation is using the X-Route
process, Article 41.3.0 would not be triggered when the routes are realigned.

The Joint Training Manual states in the chapter on TE’s (page 54): .

Unassigned Regular Rights. When a carrier becomes an unassigned
regular as a result of these changes, the carrier is eligible to bid on any
assignment within his or her bidding area - including residual vacancies,
other positions held pending reversion and positions withheld for excessing.

When a carrier becomes an unassigned regular per 41.3.0, how can he/she have
the right to bid on withheld/held pending reversion positions held by full time
employees or PTF's on opts?

In such circumstances the unassigned carrier may bid on vacant held pending
reversion positions and positions withheld for excessing. This includes positions
that are being held by carriers on an "opt”. The "right" to bid on such positions
stems from the "TE" memorandum.

When applying the Hempstead formula to calculate the estimated impact of
automation, may any volume information other than current route inspection data
be used?

No. Only current route inspection data, i.e., data less than 18 months old, may be
used to estimate the impact of automation using the Hempstead formula.

Is a regular who transfers into an office and becomes the junior part-time flexible
after December 21, 1992 "on-the-roils” for the purpose of making regular under
the terms of the new memo.

Only letter carriers who were Part Time Flexibles on December 21, 1992 are
entitled to conversion under the terms of this memo.

A Joint Publication of the United States Postal Service and
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Questions and Answers 5

Q-74

Q-78

Q-76

Q7

An office does not have recent route inspection data (within 18 months). The old
DSSA allowed for 10 TEs (400 hours per week). Management has not hired/used
TEs to date or has been utilizing less than that full entitlement. Is it correct that,
after December 21, 1992, the TE hours in this office could not be increased using
the allowance established under the old DSSA formula?

Yes.

Is it also correct that, in this same example, TE hours could be increased by 40
hours per week for each PTF converted to regular pursuant to the PTF
conversion agreement?

Yes.

An office has no recent route inspection data. The old DSSA allowed for 10 TEs
(400 hours per week). The 400 hours are being used. Can these hours continue
to be used and, in addition, can the allowable TE hours be increased 40 hours per
week for each PTF converted to regular pursuant to the PTF conversion
agreement?

Yes.

In this same example, what is the effect on the old DSSA TE hours once a DPS
ceiling is established? What is the effect on the PTF conversion hours once a
DPS ceiling is established?

See answer to question 46.

My office currently has no transitional employees. We have recent route
inspection data that establishes a ceiling for transitional employee hiring at 10
(400 hours per week). Management decides to convert 6 Part Time Flexible
employees to regular and hires 6 transitional employees (240 hours per week).
What is the remaining transitional employee entitlement?

Your office would now have additional transitional employee entitlement of 4

(160 hours per week).

If 20 minutes is added to a route, is that 20 minutes counted in equalization and
opportunities for overtime?

A Joint Publication of the United States Postal Service and
the National Association of Letter Carriers, AFL-CIO—March 31, 1893
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Q-78

Q-79

Q-80

No. The route would be considered an eight hour route for the purpose of
administering the provisions of Article 8.

Are residual vacancies that are withheld for excessing, or held pending reversion
re-posted for bid when PTFs are converted to regular?

The parties agree that these vacancies are not re-posted for bid, unless a change
to the route of over one hour has occurred on that assignment since the last
posting. If changes of less than one hour have occurred, the recently converted
PTFs will fill those vacancies on the basis of seniority.

In question 30, you indicated that X-Routes normally should not be considered as
vacancies for purposes of PTF conversions. What if the X-Route will be in
operation for an extended period of time?

In that circumstance, it would be reasonable for the parties to consider that
assignment as an opportunity for PTF conversion.

Management accepts a transfer into the installation as a part-time flexible. Later
a vacancy occurs at that installation. What has prefcrence for conversion; the
Article 41 rights of the transferee, or the rights of a part-time flexible in the
commuting area under the Memorandum?

The parties agree that the rights to conversion under the Memorandum dated 12-
21-93 take preference over normal Article 41 rights.

A Joint Publication of the United States Postal Service and
the National Association of Letter Carriers, AFL-CIO—March 31, 1993
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LABOR ReLaTions

UNITED STATES

POSTAL SERVICE

March 13, 1096

Mr. Jim Edgemon

Director, City Delivery

National Association of Letter
Carriers, AFL-CIO

100 Indiana Avenue, N.W.

Washington, DC 20001-2197

Dear Jjim:

This letter is in response to your February 21 correspondence seeking confirmation of
agreement on three of the issues raised during our February 9 meeting on Delivery
Point Sequencing (DPS).

We are in agreement that DPS mail may not be characterized as “enhanced two pass”
or “enhanced sector/segment” to avoid established DPS implementation procedures.

We are aiso in agreement that under the X-Route process, the local parties may decide,
by mutual agreement, to use either Hempstead formula adjustments or route
inspections and adjustments under the procedures contained in the M-39. it is also
understood that special route inspections under Section 271 of the M-39 may be
initiated by either a letter carrier or management under the X-Route process.

Finally, we are in agreement that under the unilateral process, as an alternative to using
the DPS formula methodology, managers may use M-39 inspections and adjustments to
capture savings, after which, the unit is “out of the process.”

If you have any questions regarding the foregoing, please contact Corine Rodriguez of
my staff at (202) 268-3823.

Sincerely,

Sherry A. Cagnoli
Manager
Contract Administration (NALC/NRLCA)

ATE LEnrant FPoazs SW
Plaseeniren DT, 20260-4300
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February 21, 1996

Ms. Sherry A. Cagnoli
Labor Relations
Contract Administration
NALC/NRLCA

U.S. Postal Service

47S L'Enfant Plaza, SW
Washington, D.C. 20260

Dear Sherry:

I am writing to follow up our meeting of February 9, 1996 concerning DPS issues. During the
meeting it became apparent that there was substantial agreement on the following issues:

DPS Implementation: The established DPS implementation procedures are mandatory and cannot
be obviated by calling mail in delivery point sequence "enhanced two pass" or by some other term.
The Postal Service will immediately end such practices when they are brought to its attention.

-39 Adjustments. Under the X-Route procedure the local parties are free,
at any time, to use either Hempstead formula adjustments or M-39 adjustment procedures. This
decision must be by mutual agreement.

In offices under the unilateral process, management may elect to make either Hempstead formula
adjustments or to use the established M-39 inspection and adjustment procedures. However, once
management uses the M-39 inspection and adjustment procedures in a DPS office, the Hempstead
formula may no longer be used.

Please provide written confirmation that the Postal Service agrees with our understanding concerning
these issues.

Sincerely,
L Cmin—

JIM EDGEMON
Director, City Delivery

AFFATED | EAERIC AL, FECERAT-IY OF LABOA — CONGRESS CF MOUSTE 2L ORGANITAT <05
A FACTAr TELEFNONE TE EGRAPH INTERNATIONE, e



NALC-USPS Joint Contract Administration Manual-March 2022

Page 19-1

ARTICLE 19

HANDBOOKS AND MANUALS

Those parts of all handbooks, manuals and published regulations of the
Postal Service, that directly relate to wages, hours or working condi-
tions, as they apply to employees covered by this Agreement. shall
contain nothing that conflicts with this Agreement, and shall be con-
tinued in cffect except that the Employer shall have the right to make
changes that are not inconsistent with this Agreement and that arc
fair, reasonable, and equitable. This includes, but is not limited to, the
Postal Service Manual and the F-21, Timekeeper’s Instructions.

Notice of such proposed changes that directly relate to wages, hours, or
working conditions will be furnished to the Union at the national level
at Jeast sixty (60) days prior to issuance. At the request of the Union,
the parties shall meet concerning such changes. If the Union, after the
meeting, believes the proposed changes violate the National Agreement
(including this Article), 1t may then submit the issue to arbitration in
accordance with the arbitration procedure within sixty (60) days after
receipt of the notice of proposed change. Copies of those parts of all
new handbooks, manuals and regulations that directly relate to wages,
hours or working conditions, as they apply to employees covered by
this Agreement, shall be furnished the Union upon issuance.

Article 19 shall apply in that those parts of all handbooks, manuals
and published regulations of the Postal Service, which directly relate
to wages, hours or working conditions shall apply to CCA employees
only to the extent consistent with other rights and characteristics of
CCA employees provided for in this Agreement and otherwise as they
apply to the supplemental work force. The Employer shall have the

right to make changes to handbooks, manuals and published regula- This Memo
tions as they relate to CCA employees pursuant to the same standards is located on
and procedures found in Article 19 of the National Agrecement. JCAM pages

[see Memo, page 214] 19-2 and 19-3.

Handbooks and Manuals. Article 19 provides that those postal hand-
book and manual provisions directly relating to wages, hours, or work-
ing conditions are enforceable as though they were part of the National
Agreement. Changes to handbook and manual provisions directly relat-
ing to wages, hours, or working conditions may be made by manage-
ment at the national level and may not be inconsistent with the National
Agreement. A challenge that such changes are inconsistent with the
National Agreement or are not fair, reasonable, or equitable may be
made only by the NALC at the national level.

A memorandum included in the 2019 National Agreement establishes

a process for the parties to communicate with each other at the national
level regarding changes to handbooks, manuals, and published regula-
tions that directly relate to wages, hours, or working conditions. The
purpose of the memorandum is to provide the national parties with a bet-
ter understanding of their respective positions in an effort to eliminate




