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Dear NALC Activist:

The M-39 and M-41 Handbooks require the Postal Service to adjust
routes to 8 hours. Over the past two years NALC and the Postal Service
jointly explored new route inspection methods, to prevent prior abuses and
better fulfill this requirement. Unfortunately, the Postal Service recently
terminated these joint efforts.

That is why NALC decided to update and revise our educational
materials on route counts and inspections, and provide the new material to
every NALC branch across the country. We have called it the Route
Protection Program because that is what NALC intends to do. We will
protect the letter carrier’s right to a properly inspected, evaluated and
adjusted route consistent with the current handbook provisions.

NALC is now distributing the first chapter of this manual, which
explains a formal 6-day mail count and route inspection. Chapter 1 con-
centrates on the actual route inspection process before, during, and after
the mail count. It covers in detail the letter carrier’s completion of the Form
1838-C Worksheet and the consultation(s) that management must conduct
with the letter carrier. Additional chapters will follow to address other route
evaluation and adjustment issues.

We urge NALC activists at all levels to share this material with letter
carriers before route inspections begin, to ensure fair and accurate route
adjustments. We believe you will find it clear, comprehensive and effective.

[ lbars H 2D LR

William H. Young Fredric V. Rolando
President Director of City Delivery

Sincerely,
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NALC Route
Protection Program

Introduction

BACKGROUND

In many areas of the country management
has abused the route inspection and adjustment
process. Managers have violated the National
Agreement and the M-39 and M-41 Handbooks.
Letter carriers have suffered as a result.

NALC has worked hard to get the Postal
Service to prevent these abuses. We have urged
management to join us in developing a new and
better method for inspecting and adjusting letter
carrier routes.

At first management worked productively
with NALC, entering into several agreements
and memorandums over the past two years. The
most recent memorandum covered a 14-month
period and had two major thrusts. First, it al-
lowed the local parties to inspect and adjust
routes using any locally agreed-upon method.
Second, the national parties committed to
develop a new process for inspecting and
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adjusting routes that would result in fair and eq-
uitable adjustments.

Unfortunately, in December, 2004 the Postal
Service abruptly terminated the memorandum
after only 4 months and refused to continue the
talks. Management told NALC it had decided to
return to the flawed route inspection and adjust-
ment system of the past.

In effect, management has signaled that it
will not agree to any new system which guaran-
tees fair and equitable inspections and adjust-
ments. On the contrary, the Postal Service is
committing to continue its abuses in a nation-
wide wave of route inspections.

However, in some 500 installations across
the country, NALC branches have reached local
agreements with management on methods for
inspecting and adjusting routes. In those instal-
lations, NALC representatives should continue
moving forward to implement the local agree-
ments. We support your continuing efforts to
ensure that route evaluations and adjustments
are fair to both letter carriers and to the Postal
Service. You must lead the way, demonstrating
that joint labor-management efforts are in the
best interests of both parties.
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THIS PROGRAM

NALC intends to stop abuses in the inspec-
tion and adjustment of letter carrier routes.
Every letter carrier has the right to an eight-
hour route. The union will enforce the National
Agreement and the M-39 and M-41 Handbooks
to ensure that letter carrier routes are fully pro-
tected.

NALC created this new educational pro-
gram to help letter carriers exercise their rights
in the route inspection and adjustment process.
The program is intended for letter carriers and
for union activists at all levels.

The program covers four major areas of
management obligations:

=  Route and Unit Reviews. At least once a
year, management must conduct route and
unit reviews. The results of the review
must be shared with the local NALC Presi-
dent and with the regular carriers serving
the routes that require adjustment.

= Mail Counts and Route Inspections.
Where necessary, management must pro-
ceed with mail counts and route inspec-
tions pursuant to Chapter 2 of the M-39
handbook.
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=  Route Evaluations and Adjustments. Us-

ing the data gathered during the route in-
spection (and other data), management
must follow the M-39's procedures for
evaluating a carrier’s route and then ad-
justing it to eight hours.

=  Minor Route Adjustments. Additionally,
throughout the rest of the year, manage-
ment must maintain the routes in reason-
able adjustment using the minor route ad-
justment process when only minor adjust-
ments are needed and permitted.

This program covers these topics in three
chapters:

Chapter 1—Route Examination and the
Letter Carrier. Chapter 1 is intended pri-
marily for an audience of letter carriers
whose routes may be inspected and ad-
justed. It contains instructions on filling out
the Form 1838-C worksheet during the
week of inspection, a brief outline of how
management evaluates and adjusts the
route, and advice on how to ensure that the
results of the evaluation and adjustment
are fair and accurate.

Chapter 2—Route Examination and Ad-
justment for NALC Representatives.
Chapter 2 is intended for an audience of
NALC representatives who will advise and
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assist letter carriers in the route examina-
tion and adjustment process. So union rep-
resentatives will need to be familiar with
Chapter 1. The second chapter contains ad-
vanced material covering the entire route
inspection and adjustment process, includ-
ing the required route and unit reviews. It
reviews the forms that management must
use in the process—the Form 1838 manage-
ment summary, the Form 1840-B eight-
week analysis, the Form 3999 that records
street data, and the Form 1840, which sum-
marizes the result of the count and inspec-
tion and documents any adjustments made
to the route.

Chapter 3—The Minor Route Adjustment
Process. Chapter 3, intended for letter car-
riers and NALC representatives, reviews
the rules governing minor route adjust-
ments. Management has an obligation to
maintain routes in reasonable adjustment
throughout the year between annual re-
views. The minor route adjustment process
may be an option if the previous count and
inspection data is reasonably current and
the same carrier is serving the route being
considered.
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Chapter 1

Route Examination
and the Letter Carrier

Chapter 1 Contents

[A. Before the INSPeCtion .......ccceeeeeeuuuummmnnnnnemnnemnennens 3|
[m_ Annual Route and Unit Review ........ccccciiiiiiiiiiiiiiinnnnnn... 3|
A n 1 4
(B DIY RUN oot 5|
IB. The Week of Count & INSPection ........ccceeeeseesnees 7|
[ Who Does What.......cooueovuiiieeiiiiiieiieeeiieeeieeeneeeenneans 7|
[s  Key Issues for Week of Inspection .............................. 8|
C. Office Time: Filling Out the
Form 1838-CWorksheet........ccccoeveeeerrecennrencnnnnns 11
= Overview of the Form 1838-C Worksheet .............. 12|
= Identifying Information ..........cccccceeevvevecinenieinerercnnen 12
= Mail Count SECtionN .....cccuvvevivviiiiiiieieee e 12
= Clock RING S@CHON......coouiiiiieiiiiieeeiiieeeeeeiieeeeeeeireeeeeennneees 17|
= Actual Time Entries Colummn.......ooooiiiiiiiiiiiiiiiiiiiiiiinnnen, 19
[m  The 1838-C Worksheet Step-by-Step......................... 24
1. BeGIN TOUT ...coveienieieeieiieeeeeeeeeeeeeee e 26
2. INSPECt VOIICLC. .. iiiiiiiiiiiiiiiiiiei et eessneeeeeesnnes 28
3. Pick U SCANNOT......vevevoeeieeeeeeeieeeeeeeeeeeeeeeeeeeeeeeneeesssenneens 30
4. Fill Out Top and Bottom of FOrm..........cccueeevveeeeuveeennnnn.n.. 32
5. Withdraw Mail ....ooooiiiiiiiiiiiiiiiieiccciieeecceiieeee e 34
6. Countthe Mail.......ccooovivvviiiiiiiiiiiieeiiiieeeieeeeeeiieee e 36
7.Case the Mail......ccccccoovvvuviiiiviiiiiiieiiieeeeiee e 40
L ] Y 1 T — 42
9. Case Mail/Safety TalK........ccoueeuevieveniaeieeeeeeee 44
10. Case Mail/Throwback Case/Withdraw Mail................ 49
11. Countthe Mail .......cccoveiivviiiiiiiiiiiiiieieeeeeeeeeeee e 51
12. Second Dispatch.........ccoeceveeieieiieieiiieieieeeeeee 53
13. Prepare FOrm 3996..........cccuveeuveeecriaaiiaeiieeveaeveaenen 56
14. Pick Up Accountable Items ........c.cccooveeeevverenvennnnne... 59
15. Window Caller SeIvice ...ccuvvvioveviieiieiiiieeieeeieeeeeeieeee e 61
16. Replenish Forms.........cccooooiiiiii 63
(Continued on page 2)

Page Corrected 02-04-05
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Chapter 1 Contents, continued

17. Review DPS, Count DPS and 5999 Mail
and Withdraw S999 Mail.......cccooeveiiiiiiiiiiiiiiiiiiiiee e, 65
18. Retrieve Parcel Tub, Withdraw SPRs
and Count Parcels and SPRS......ccoooiiiiiiiiiiiiiiiiiiieiieieeans 68
19. Changes of Address ..........cuevevevenvenienieneiiieeeenrennenn. 72
20. Mark Up the Mail .........ccoouevievievieiiiiieniseceeeseeeeeee 75
21. Count Manual Mark-up and CFS Mail............................ 78
22. Trip to CFS and Throwback Case...........c.cccveeuveuvennennn.... 81
23. Verity Hold Mail.........ccooiiiiiiiiicccccc 83
24. Pull Down and Strap Out the Mail.......cccooovevvevenneannnnnen. 85
25.0n Your Way Out.......ccccecveiiiiiiiiiiiiiiicicece 87]
[26. SETEET TIMIC o.vvoveeeeeeoeeeeeeeee oo sen e esnenens 91
27 . ClOCK IN ceeiiieeeeeeee e e 92
28. Turn in Accountable Items.......cccceoeeviieieieeciiieiieeeneeee. 95
29. Return Your Equipment/Process Undelivered Mail.....97
30. Throwback Case .....cccueeeeuieeeeiieeieeeeiieeeeeeeeeeeeeereeenreeenns 101
31. Finish Filling Out the 1838-C Worksheet ...................... 103
[32. B TOUT wteooeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeereeeereens 107]
[ B EPM OffiCOS ..ottt 109
MMMMWWJJJJ
B INtrOdUCHON. c.occcvieceeeceeeeeeeee e 111
Route Examiner CONAUCE ..o 111
R 10 5 ¢ NG L AT 116
|[E. _After the Count and Inspection
B Introduction........oooeeiiiii s 121
B Data ANAlYSIS ..oooueiieniiiiiiiieiieeeeeeeeeeeeeeee e 122
B OAJUSTIMENT et 123
B The Consultation(8) .....cc..eeeeeeueeieiiieueiieieeiieiieeeeieereessseeeeeesns 124
m After the Consultation ...........cccoevvveeieeiieceecieeeieeieeeeeenn 130
[F. CONCIUSION ...cicceiiieiiiinniiisnsiissssissssesssnsssssssassnnes 133|
[T T e — 135

m  In the text, both parenthetical references and footnotes
direct readers to source materials. Where a source
document provides significant information beyond
that given in the text, the reference appears in a foot-
note and the Appendix contains the source document.
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A. Before the Inspection

Management is required to take several initial
steps before it conducts a route examination: (1)
it must have completed an annual route and
unit review; (2) it must provide certain notices
in advance; and (3) it must conduct a dry run
with the letter carrier. These requirements are
set forth in the M-41 and M-39 Handbooks,
which are part of the National Agreement
through Article 19.

ANNUAL ROUTE AND UNIT REVIEW

Before a route examination begins, man-
agement must have completed an annual route
and unit review. The results of this review must
be shared with you prior to proceeding with a
mail count and inspection (M-39 Section 211.1).
The review itself consists of identifying prob-
lems and correcting unsatisfactory conditions
such as inadequate case labels, carrier case
equipment, and the amount of mis-sent or mis-
thrown mail distributed to the route.'

This review period is also your opportunity
to discuss any unsatisfactory conditions with
your manager. If the results of this review were
not shared with you prior to the mail count and

' M-39 Section 214. (See the Appendix for copies of all source documents referenced in
footnotes.)
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inspection, contact your shop steward to report
a potential grievance.

ADVANCE NOTICE

Management must give advance notice be-
fore conducting a mail count and route inspec-
tion:

=  Five working days before the start of the
count, management must post a notice giv-
ing the schedule of the count week and the
day and date of inspection (M-39 Section
215.1, M-41 Section 913).

= You must be given one day advance notice
if management changes the day of inspec-
tion to a different date (M-39 Section 215.1,
M-41 Section 913). Contact your shop stew-
ard to report a potential grievance if man-
agement changes your date of inspection
without the proper notice, or if more than
one day of inspection is scheduled.

Usually you will be scheduled to report to
work earlier during the week of the count, be-
cause counting the mail and filling out the Form
1838-C Worksheet take extra time. Not later
than the Wednesday preceding the count week,
carrier schedules shall be posted for those
routes requiring an earlier start time to count
the mail (M-39 Section 215.2, M-41 Section
921.23).
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DRY RUN

Management also must give you a chance
to practice filling out PS Form 1838-C, Carrier’s
Count Mail-Letter Carrier Routes Worksheet. This
practice session is called a dry run (M-39 Section
217, M-41 Section 917). The dry run must be
conducted within 21 days prior to the start of
the count and route inspection. Since any carrier
in the delivery unit may be required to complete
an 1838-C Worksheet, all carriers in the unit
must participate in the dry run.

You should know a few additional things
about the dry run:

Shortened process: The dry run is a prac-
tice session only. It is not the same as the full-
scale process you will complete during the
count and inspection period. The Form 1838-C
Worksheet filled out during the practice session
will not be used to evaluate the route.

Materials: The sample dry-run count
items, forms, and completion instructions must
be furnished to you prior to the practice session.

Instruction: An instruction period is held
following issuance of the dry-run materials but
before completion of the dry-run exercise.

You fill out 1838-C Worksheet: You must
be furnished a sample list of mail-count items
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and time-used items. You must enter these times
on the practice 1838-C Worksheet.

Management review: The supervisor must
review your form for accuracy, error or omission
and then discuss any problems with you. If nec-
essary the supervisor may require you to com-
plete a second form.
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The Week of
Count and Inspection

Management conducts the mail count and route
inspection over 6 consecutive delivery days on
one-trip routes, or for 5 consecutive days ex-
cluding Saturday on two-trip routes or one-trip
routes with abbreviated or no Saturday delivery.

WHO DOES WHAT

On each day during the week of count and
inspection, you should case and deliver the mail
as usual. Except on the day of inspection, you

will count every piece of mail and complete a
Form 1838-C Worksheet.

On the day of inspection, the route exam-
iner will conduct the mail count and fill out the
1838-C Worksheet. Upon request, you have a
right to verify the inspector’s count. This is an
important right and you are strongly encour-
aged to insist that you be allowed to verify the
count. This includes all DPS, 5999, and any ma-
chine counted mail as well.

On the day of inspection, the examiner will
follow you around all day in the office and on
the street, observing and making entries on vari-
ous paperwork. In rare circumstances an addi-
tional day of inspection may be required. If
you are scheduled for more than one day of
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inspection, contact your shop steward to report
a potential grievance.

KEY ISSUES FOR WEEK OF INSPECTION

Here are some important things to keep in
mind about the week of count and inspection.

Perform your job as usual!! To ensure a
fair and reasonable evaluation, you must per-
form your duties and travel your route in pre-
cisely the same manner during the week of in-
spection as you do throughout the year. This
cannot be stressed enough (M-41 Section 915).

Regular carrier presence. You should make
every effort to be present during the week of
count and inspection. It is your job, primarily, to
ensure that your route obtains a fair evaluation.
Normally, absences for other than emergencies
will not be granted during the week of count
and inspection (M-39 Section 211.4, M-41 Sec-
tion 914).

Annual Leave. All advance commitments
for granting annual leave must be honored ex-
cept in serious emergency situations. Manage-
ment may block out vacation time in order to
perform route inspections, provided that the
dates in question are blocked out prior to vaca-
tion selection (M-39 Section 211.4, M-01105).
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Overtime. The overtime provisions of Arti-
cle 8 remain in full force and effect during the
week of count and inspection except that:

= On the day during the week of inspection
when you are accompanied by a route ex-
aminer, management may require you,
even if you are not on the overtime desired
list or work assignment list, to work over-
time on your own route in order to allow
for completion of the inspection.

= On the other days during the week of in-
spection when you count the mail, manage-
ment may require you to work overtime on
your own route for the amount of time

used to count the mail (M-39 Section
221.137).2

Operational changes affecting an entire
unit should be effected no later than the dry
run. They should remain in effect through the
week of count and inspection and thereafter un-
til conditions require further modifications.

During the week of count and inspection
there should be no changes to normal distribu-
tion procedures or clerical schedules. The nor-

mal cutoff time for distribution should be ob-
served (M-39 Section 221.133).

2M-01106
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All mail must be delivered. All mail dis-
tributed to your route up to the normal estab-
lished cutoff time must be delivered every day
of the count week. In addition, there must be no
accumulation of curtailed mail on the day pre-
ceding the count, and no mail may be curtailed
on the last day of the count (M-39 Sections
221.133, 221.134 & 221.136, M-41 Sections 921.11
& 921.13).

Examiner’s Conduct: You should be aware
that route examiners must adhere to certain
regulations governing their conduct.” The M-39
Handbook states that the route examiner must
not set the pace for you, nor should he or she
forbid any rest or comfort stops. The examiner is
not allowed to discuss mail volume or any
evaluations of the route with you. Contact your
shop steward to report a potential grievance if
you feel the route examiner’s conduct goes be-
yond what is allowed.

Perform your job as usual!! This bears re-
peating with emphasis. Performing your job as
usual is the only way to ensure a fair and rea-
sonable route evaluation.

3 M-39 Section 232

Page Corrected 02-04-05
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C. Office Time: Filling Out
the Form 1838-C Worksheet

Although route examiners are required to make
a fair and reasonable evaluation of the route’s
workload, managers sometimes manipulate the
figures to reduce the evaluated office time of a
route. So we're going to go step-by-step through
a typical day of the mail count, and fill out the
Form 1838-C Worksheet to record those work
functions that make up office time. In fact, we
will need to fill out a second 1838-C Worksheet
because the entries will not fit on one page.

During the week of mail count and inspec-
tion you will perform your office work as usual,
but do two additional things: (1) you count
every piece of mail including DPS and other
machine-counted mail, and (2) you fill out the
1838-C Worksheets along the way.

Correctly counting and classifying every
piece of mail including DPS, 5999, and any ma-
chine-counted mail, is critical to the proper com-
pletion of your 1838-C Worksheet. The evalua-
tion of your office time is derived solely from
your counting the mail and recording each and
every office function.

You will find a blank copy of the Form
1838-C, Carrier’s Count Mail-Letter Carrier Routes
Worksheet, on page 14. This is the form you will
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fill out in the office on the days of mail count. It
is used to record every function you perform in
the office. On the day of inspection the route ex-
aminer will fill out the form while you do your
job as usual.

OVERVIEW OF THE
ForM 1838-C WORKSHEET

Please take a minute to look at the blank
Form 1838-C Worksheet on page 14. While it
may look complicated, it is simpler than it ap-
pears. You should note that all Actual Time En-
tries on the form are recorded in minutes, except

for Time Clock Rings, which are recorded in
hundredths.

The form is divided into a few main sec-
tions.

IDENTIFYING INFORMATION

First, at the very top there are boxes for
identifying your Post Office, delivery unit and
route number. On the bottom there are sections
for your signature, the day of the week, the
date, and whether the regular carrier or replace-
ment carrier worked the route.

MAIL COUNT SECTION

The mail count section is almost the entire
top half of the Form 1838-C Worksheet. See page
15. Looking it over, you will see sections for re-
cording the counts of different kinds of mail.
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You will count each and every piece of mail
for entry in lines 1 through 7a. On the day of in-
spection the route examiner will count the mail
instead and enter it on the worksheet.

Be sure to exercise your right to verify the
examiner’s count. Itis extremely important to
count ALL mail pieces accurately and record the
count correctly on the worksheet. Ultimately,
these figures will establish the majority of your
evaluated office time during the week of count
and inspection.

Returning to the form, there are several
rows which are numbered, which we will call
Sections. Section 1 is for letter-size mail, Section
2 is for mail of all other sizes, and so forth.

Take a look at Section 1, Letter-Size Mail.
The section is divided into four different col-
umns—AM, PM, Marked-Up and CFS.

AM and PM. When you record your mail
counts, AM actually means “before you leave
for the street,” and “PM” means “after you re-
turn from the street.”

Marked-Up Mail is any mail you write on.
That means if you make a correction on a piece
of CFS mail, black out a mis-sprayed bar code
on any loop mail, or mark any “carrier endorse-
ment” such as NSN, or Deceased, or make any
other notation, you will count each piece and
enter it on the form under Carrier Marked-Up.



Form 1838-C

1-14
. . . B . .
United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Worksheet
Post Office Delivery Unit Route No.
AM PM Carrier ors Actual Time Entries
1. Letter-Size Marked-Up TIME WRITEIN ELAPSED
EXPLANATION  ciipg — TiME TIME
E
B
E
B
2. Mail of All Other Sizes E
B
E
B
E
B
3. Accountable and Signature Mail E
B
Registered/Certified E
COD/Customs B
Postage Dues E
Express Mail B
5. All Parcel Post over 2 Ibs. E
B
E
6. Sequenced and Collated B
E
Letter Size B
E
B
E
Other Size B
E
9. 2nd-Class Marked up (exclude Form 3579) B
E
B
10. Mail with Form 3579 attached E
B
E
12. Change of Address Recorded B
E
B
13. Insured Receipts Turned In E
Enter Line Number DPS Volume Pieces: (7a) B
In Explanation Column LINE | To be added in line 7a on PS Form 1838 E
Registered-Certified-COD-Customs Comments Begin Here B
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts.
Withdrawal of mail 15 Time Clock Rings
Sequencing and collating By-Pass Mail 16 E
Actual Strapping out time 17
Break (local option) 18 R
. Vehicle inspection 19 L
‘83_’ Office Work not covered by form (work functions
+must be identified and approved as being 21 B
8 necessary and of a continuing nature)
€ (use Comments Section) E
g
O  Waiting for mail (office) and other office activities
Z ot performed on a continuing basis which are 22 R
d excluded in computing the net office time (Use
1 Comment section) L
-2}
@
- Counting mail and filling out form 1838 worksheet 23 B
g Signature of Carrier(or Examiner) Day of Week |Date Reg. - Repl. Lunch
8 4 | certify the above information From To
@ recorded by me is correct.
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Mail Count Section

AM

PM

1. Letter-Size

Carrier
Marked-Up

CFS

2. Mail of All Other Sizes

3. Accountable and Signature Mail

Registered/Certified

COD/Customs

Postage Dues

Express Mail

5. All Parcel Post over 2 Ibs.

6. Sequenced and Collated

Letter Size

Other Size

9. 2nd-Class Marked up (exclude Form 3579)

10. Mail with Form 3579 attached

12. Change of Address Recorded

13. Insured Receipts Tuned In

DPS VolumePieces: (7a)

To be added in line 7a on PS Form 1838
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CFS mail not corrected and undeliverable
mail within the endorsed bundles are counted
and recorded in the CFS column.

Section 2, Mail of all Other Sizes. Section
2 also has separate columns for AM, PM, Carrier
Marked-Up mail and CFS mail.

Section 3, Accountable and Signature
Mail, includes columns for recording AM ac-
countable mail, PM accountable mail and
marked-up accountable mail. Note that account-
able and signature mail is divided into the sub-
categories of Registered /Certified, COD/
Customs, Postage Dues, and Express Mail.

Section 5, All Parcel Post over 2 1bs., has
columns for parcels counted in the AM and PM.

In addition, there are columns for Carrier
Marked-up and CFS parcels .

Section 6 is for recording all your se-
quenced and collated letter-size or other-size
mail which is not cased.

Section 7a, DPS Volume Pieces. Section 7a
is for mail sorted in Delivery Point Sequence
only. S999 or any other letter mail arriving in
the DPS is counted in Section 1.

Section 9 is for counting the number of
2nd-class pieces for which Form 3579 is not
filled out.
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Section 10 is for counting 2nd-class mail
for which Form 3579 is filled out.

Some of the sections are for counting items
that are not mail. In Section 12 you record the
number of change of address cards you process.
In Section 13 you write the number of Insured
Receipts Turned In.

All entries in the mail-count section of
Form 1838-C Worksheet are just that-counts
only, rather than times. Letter carriers receive
certain time credits based on the various counts
entered on this section of the form.

CLOCK RING SECTION

A third section of the form is for clock rings
only. Itis found on the bottom right side of the
form. See the sample clock ring section on the
next page.

On the days of mail count, you will ring in
and out as usual-and, in addition, you will ring
in and out on the 1838-C Worksheet. Your clock
rings begin at the bottom of this section and
continue up from there. Remember that your
clock rings are the only times recorded in hun-
dredths. Normally, there will be four clock ring
entries: begin tour, out to street, return from
street and end tour.
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Time Clock Rings

Time Clock Rings
E

Lunch

From To
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ACTUAL TIME ENTRIES COLUMN

The last major section of the Form 1838-C is
for Actual Time Entries. It is the long vertical
column along the right side of the Form. See the
sample on the next page.

The Actual Time Entries section has three
separate parts: (1) in the left-hand column, an
explanation of the specific functions, also
known as “line items,” which you perform; (2)
in the middle column, the beginning and end
times for each line item; and (3) in the right-
hand column, the elapsed time in minutes for
each line item.

A list of the numbered line items, each with
an explanation, is found on the bottom left of
the 1838-C Worksheet. To the right of this list is
the Comments section where line item com-
ments are recorded. See page 21.

Time entries for the line items begin at the
bottom, just above Total, and continue up from
there. Each entry has a time for beginning,
marked B, and a time for ending, marked E.

To the right of each pair of beginning and
ending times is a separate box for Elapsed
Time. This is for entering the total minutes
spent on the particular line item.

To the left of each B and E is a space for en-
tering an Explanation of each time entry. The
explanation tells exactly what office function
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EXPLANATION GUIDE| TIME

ELAPSED
TIME

m

0|m |t m|00m 0|m|0W Mm 00 m W|m|0Mm0mWw|Mm|00MmMm|m|0|MmO0mw Mm@ Mmoo moMm@oDmom

Begin Here

TOTAL




NALC ROUTE PROTECTION PROGRAM - CHAPTER 1: ROUTE EXAMINATION AND THE LETTER CARRIER 1-21

Line Number Explanations

Enter Line Number
In Explanation Column LINE

Registered-Certified-COD-Customs
Postage Due-Form 3868-signing for, 14
returning funds and receipts.

Withdrawal of mail 15
Sequencing and collating By-Pass Mail 16
Actual Strapping out time 17
Break (local option) 18
Vehicle inspection 19

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

(use Comments Section)

21

Waiting for mail (office) and other office activities
not performed on a continuing basis which are 29
excluded in computing the net office time (Use
Comment section)

Counting mail and filling out form 1838 worksheet 23

Comments Section

Comments |
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you performed during those times. The function
is described by a line item number instead of
words.

Each actual time entry you make will corre-
spond to one of the categories, or line items,
listed on the bottom left side of the form.

There are two different categories of num-
bered line items. Lines 21 and 22 require an ex-
planation of the function in the comments sec-
tion. Lines 14 through 19 and 23 do not require
an explanation in the Comments section.

Line 21 is used for any recurring office
functions not listed in lines 14 through 19. It is
the miscellaneous category for recurring office
functions (M-41 Section 922.51h). When you
spend time doing a line 21 function, you use the
Comments box to write a description of that
function. The description in Comments is essen-
tial because there are so many possible Line 21
functions.

Here are a few typical Line 21 functions
(see pages 46-48 for a more detailed list):

=  Performing window caller service.

= Weekly safety talks and other appro-
priate unit discussions.

= Travel to and from the throwback case
or to other designated locations to re-
turn mark-up mail and mis-throws.
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= Replenishing the forms pouch.

=  Responding to inquiries from supervi-
SOTS.

= Verifying hold mail.

When making line 21 entries make sure to
identify each function in the Comments section.
As an example, the first line 21 function should
be labeled 21a, the next one 21b and so on.

Line 22 is a lot like Line 21, but the activi-
ties it covers are non-recurring, non-continuing
office functions. However, 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 cannot become
part of the route (M-41 Section 922.51i).

Line 22 activities are recorded using the
same method as Line 21 entries. You make ac-
tual time entries to record the time spent per-
forming them, and you describe each activity in
the Comments box, labeled 22a, 22b, etc.

Line 23 covers time spent counting mail
and filling out the Form 1838-C Worksheet (M-
41 Section 922.51j). Since Line 22 and 23 items
are recorded as non-recurring and non-
continuing, the time spent performing these
functions will be deducted from your total office
evaluation.
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THE 1838-C WORKSHEET
STEP-BY-STEP

We will be reviewing a typical day in the
office for a letter carrier on a park and loop
route using the DPS Vertical Flat Case method,
and asking you to fill in the 1838-C Worksheet.

Please note that we have constructed this
sample mail count and route inspection exercise
with educational purposes in mind. The exam-
ples cover many detailed work functions and in-
clude many types of mail volume, illustrating
the wide variation among letter carrier routes.

This sample route is not meant to reflect the
reality of any particular route or any notion of
an “average” route. Your own route may evalu-
ate longer, or shorter, or if properly adjusted, at
8 hours.

Nonetheless, the functions demonstrated in
this exercise accurately reflect the many duties
performed by every letter carrier, regardless of
the length of the route. And this material cor-
rectly outlines the procedures for recording
those functions on the Form 1838-C.

Also note that in this exercise the letter car-
rier works in a non-EPM office. Later in the pro-
gram we will point out how this process would
be different in an EPM office. In addition, you
may note some other differences from your own
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office procedures—for example, you may per-
form certain tasks in a different order.

As we go through this exercise, please com-
plete the 1838-C Worksheets. You will find blank
worksheets at the end of this chapter. Complet-
ing the 1838-C now is the best way to learn how
to do it correctly. You will also learn how man-
agement uses the information on the worksheet
to evaluate your route.

Most of what a letter carrier does in the of-
fice is defined by the various line items. So as a
rule, you should be recording your time on a
line item unless you are casing mail, pulling
down mail, marking up, processing COAs, or
on personal time. Make sure to record your
functions correctly.

You will use separate 1838-C Worksheets to
record each day’s count. Each 1838-C Worksheet
must be completed in duplicate, using carbon
paper if necessary.

One last note: You might not receive your
duplicate copy of the day’s 1838-C Worksheet
until the next morning, because your manager is
required to review the form for errors and ir-
regularities. Any errors or irregularities on the
form must be discussed with you before the
next day’s count so the mistake will not be re-
peated.
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1. BEGIN TOUR. You may find it helpful to set
your watch to agree with the time clock. Your
first job function of the day, of course, is to clock
n.

=  Clock ring. Begin by entering your start
time on the 1838-C Worksheet at the bot-
tom of the Clock Rings section. If you have
a mechanical time clock, ring in the time on
the Worksheet. If you do not, write in your
begin time. In this example you begin tour
at 07.00.

EXTRA INFORMATION

HUNDREDTHS OF AN HOUR vs. MINUTES.
While actual time entries are recorded in minutes,
clock rings are in hundredths of an hour.



Form 1838-C

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

Post Office Delivery Unit Route No.
I AM PM ) Cirrciieru oFs Actual Time Entries
. Letter-oize r -
arkedUp ExcuATON  JHE, WETEW  ELseecD
E
B
E
B
2. Mail of All Other Sizes E
B
E
B
E
B
3. Accountable and Signature Mail E
B
Registered/Certified E
COD/Customs B
Postage Dues E
Express Mail B
5. All Parcel Post over 2 Ibs. E
B
E
6. Sequenced and Collated B
E
Letter Size B
E
B
E
Other Size B
E
9. 2nd-Class Marked up (exclude Form 3579) B
E
B
10. Mail with Form 3579 attached E
B
E
12. Change of Address Recorded B
E
B
13. Insured Receipts Turned In E
Enter Line Number DPS Volume Pieces: (7a) B
In Explanation Column LINE | To be added in line 7a on PS Form 1838 E
Registered-Certified-COD-Customs Comments Begin Here | B
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts.
Withdrawal of mail 15 Time Clock Rings
Sequencing and collating By-Pass Mail 16 E
Actual Strapping out time 17
Break (local option) 18 R
N Vehicle inspection 19 L
92 Office Work not covered by form (work functions
L. must be identified and approved as being B
g necessary and of a continuing nature) 2
£ (use Comments Section) E
[
O  Waiting for mail (office) and other office activities
% not performed on a continuing basis which are 22 R
(&) excluded in computing the net office time (Use
é Comment section) L
[+
2 Counting mail and filling out form 1838 worksheet 23 07 00
g Signature of Carrier(or Examiner) Day of Week |Date Reg. - Rebt”™ Lunch
(I-/I-) | certify the above information From To
o

<4

recorded by me is correct.
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2. INSPECT VEHICLE. In this office your first
function of the day is to inspect your vehicle.
This takes five minutes. You return to your case

at 7:05.

= Actual time entry—Line 19. The vehicle in-
spection is an actual time entry covered by
Line 19, so you enter the number 19 to the
left of the beginning time of 7:00. Then you
inspect the vehicle.

=  Ending time. When you finish, you enter
the ending time of 7:05. You also write 5
minutes in the elapsed time column to the
right.

EXTRA INFORMATION

COMPLETE VEHICLE INSPECTION: You should per-
form every point on the expanded vehicle inspection
safety checklist. If you don’t have the checklist ask man-
agement for one. The checklist also appears in the M-41
as Exhibit 832.1; a copy appears in the Appendix to this
chapter. You are allowed to use the “buddy system” in a

vehicle inspection where necessary — for example, to
check the brake lights.

TIME OF VEHICLE INSPECTION: Although local
management determines the beginning function of the
carrier, M-41 Section 922.51f reads that “generally vehi-
cle inspection is made promptly after the carrier records

his reporting time.” A similar statement appears in M-39
Section 222.214b.



Form 1838-C

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

Post Office

Delivery Unit

Route No.

AM

PM

1. Letter-Size

Carrier
Marked-Up

CFs

Actual Time Entries

TIME

EXPLANATION GUIDH

WRITE IN  ELAPSED
TIME TIME

m

2. Mail of All Other Sizes

3. Accountable and Signature Mail

Registered/Certified

COD/Customs

Postage Dues

Express Mail

5. All Parcel Post over 2 Ibs.

6. Sequenced and Collated

Letter Size

Other Size

9. 2nd-Class Marked up (exclude Form 3579)

10. Mail with Form 3579 attached

12. Change of Address Recorded

13. Insured Receipts Turned In

Enter Line Number
In Explanation Column

LINE

DPS Volume Pieces: (7a)

To be added in line 7a on PS Form 1838

Registered-Certified-COD-Customs
Postage Due-Form 3868-signing for,
returning funds and receipts.

14

Withdrawal of mail

15

Sequencing and collating By-Pass Mail

16

Actual Strapping out time

17

Break (local option)

18

Vehicle inspection

19

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

(use Comments Section)

21

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)

22

Counting mail and filling out form 1838 worksheet

23

Comments

— f 79
Begin Here

W(miw(m(w( miw| m|Ww|m|W|m|W|m|W|m|W|m|‘,|m|-‘|m|g|m|d|m)|‘|(m)|o, m)|o|m|‘|m|o|m|t|m|d

7:05
7:00 5

TOTAL

Time Clock Rings

E

| r-r|33 | mMm|®@ | |3

07.00

Signature of Carrier(or Examiner)

PS Form 1838-C, November 1997

‘ I certify the above information

recorded by me is correct.

Day of Week

Date

Reg. - Repl.

Lunch
From To
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3. PICK UP SCANNER. Depending on your of-
fice you may pick up your scanner immediately
after inspecting your vehicle. You begin this
function at 7:05, just as you finish your vehicle
inspection. You finish two minutes later.

= Actual time entry—Line 21. Picking up and
activating your scanner is an actual time en-
try covered by Line 21. Write your beginning
time of 7:05 and when you finish enter the
ending time of 7:07. Write 2 minutes in the
elapsed time column and write “21a” to the
left because this is the first Line 21 entry.

= Comment—Line 21. When you make any
Line 21 actual time entry, you must describe
the activity in the Comments of the 1838-C
Worksheet. Write this note in the Comments
section: “21a. Pick up scanner.”

EXTRA INFORMATION

For a discussion of Line 21 recurring office functions see
pages 46-48.
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<

1-31
. . R B . .
United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Worksheet
Post Office Delivery Unit Route No.
AM PM Carrier ors Actual Time Entries
1. Letter-Size Marked-Up TIME WRITEIN ELAPSED
EXPLANATION GUIDH TIME TIME
E
B
E
B
2. Mail of All Other Sizes E
B
E
B
E
B
3. Accountable and Signature Mail E
B
Registered/Certified E
COD/Customs B
Postage Dues E
Express Mail B
5. All Parcel Post over 2 Ibs. E
B
E
6. Sequenced and Collated B
E
Letter Size B
E
B
E
Other Size B
E
9. 2nd-Class Marked up (exclude Form 3579) B
E
B
10. Mail with Form 3579 attached E
B
E
12. Change of Address Recorded B
E
B
13. Insured Receipts Turned In E 7:07
: : > 21a 2
Enter Line Number DPS Volume Pieces: (7a) B [ 705
In Explanation Column LINE | To be added in line 7a on PS Form 1838 79 E | 705 s
Registered-Certified-COD-Customs Comments Begin Here B 7:00
Postage Due-Form 3868-signing for, TOTAL
returning funds and receipts.
Withdrawal of mai 214 Pick I/LP/ scanner Time Clock Rings
Sequencing and collating By-Pass Mail 16‘/ E
Actual Strapping out time 17
Break (local option) 18 R
. Vehicle inspection 19 L
8": Office Work not covered by form (work functions
+ must be identified and approved as being B
g necessary and of a continuing nature) 21
€ (use Comments Section) E
g
O  Waiting for mail (office) and other office activities
Z ot performed on a continuing basis which are R
- ! : s 22
[$) excluded in computing the net office time (Use
1 Comment section) L
-2}
[}
2 Counting mail and filling out form 1838 worksheet 23 B 07 00
g Signature of Carrier(or Examiner) Day of Week |Date Reg. - Repl. Lunch
- | certify the above information From To
[0
o

recorded by me is correct.
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4. FILL OUT TOP AND BOTTOM OF FORM.
Next, you fill out the top and bottom parts of

the 1838-C Worksheet. This takes you one min-
ute; you finish at 7:08.

Actual time entry—Line 23. Filling out the
1838-C Worksheet is an actual time entry,
covered by Line 23. First, carry forward the
ending time of 7:07 to the beginning of the
next entry. Then, write 23 in the explana-
tion column on the left.

Top of form. Then fill in the name of your
Post Office, your delivery unit and route
number at the top of the Form.

Bottom of form. On the bottom, write in
the day of the week, the date and circle ei-
ther regular or replacement. Leave the sig-
nature and lunch times blank for now.

Ending time. It is now 7:08. Write the end-
ing time in the actual time entries. You also
write 1 minute in the elapsed time section.

EXTRA INFORMATION

LINE 23. Filling out the form is a task you perform only
during the week of count and inspection. So although
you write down the time it takes to perform this task,
later management will subtract this time when evaluat-
ing your route.
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1

United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Worksheet page 1

>

Post Office

Denver, Colorado

Delivery Unit

Sy Sullivan Station

Route No. =

4713

AM S / PM Carrier CFs W
ize Marked-Up TI WRITE IN  ELAPSED
W EXPLANA GUIDE  TIME TIME
E
B
E
B
. Mail of All Other Sizes E
B
E
B
E
B
. Accountable and Signature Mail E
B
Registered/Certified E
COD/Customs B
Postage Dues E
Express Mail B
. All Parcel Post over 2 Ibs. E
B
E
. Sequenced and Collated B
E
Letter Size B
E
B
E
Other Size B
E
9. 2nd-Class Marked up (exclude Form 3579) B
E
B
10. Mail with Form 3579 attached E
B
E
12. Change of Address Recorded B
E 7:08
N 23 7
B [ 707
13. Insured Receipts Turned In 27 E 7:07
. . (%%
Enter Line Number DPS Volume Pieces: (7a) B [ 705
In Explanation Column LINE | To be added in line 7a on PS Form 1838 79 E | 705 s
Registered-Certified-COD-Customs Comments BeginHere | B | 700
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts.
Withdrawal of mail 15 214 Pick up scanner Time Clock Rings
Sequencing and collating By-Pass Mail 16 E
Actual Strapping out time 17
Break (local option) 18 R
. Vehicle inspection 19 L
% Office Work not covered by form (work functions
+ must be identified and approved as being B
g necessary and of a continuing nature) 21
€ (use Comments Section) E
g
O  Waiting for mail (office) and other office activities
Z ot performed on a continuing basis which are R
- . ; o 22
[$) excluded in computing the net office time (Use
1 Comment section) L
o]
m
e Counting mail and filling out form 1838 worksheet 23 /\/\
% Signature of Carrier(or Examiner) of Week |Date (Reg.
i { I certify the above informatio
2 recorded by me is correct. fﬂt 70/ 29/ 05
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5. WITHDRAW MALIL. Your next function is to
withdraw mail. You withdraw mail from trays,
tubs, sacks and so forth, cut twine, remove rub-
ber bands and plastic wrap, and set the mail up
at the case. You finish at 7:11.

= Actual time entry—Line 15. This is an ac-
tual time entry. Carry forward the previous
ending time of 7:08. Withdrawing mail is
covered by Line 15, so write 15 on the left.
Then withdraw the mail.

=  Ending time. When you finish, write 7:11
as the ending time and 3 for elapsed min-
utes on the right.

EXTRA INFORMATION. Make sure on the day the in-
spector completes the Form 1838-C Worksheet that the
actual time used by the examiner withdrawing mail is
recorded by the examiner as a Line 15 function.
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United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Worksheet

page 1

Post Office Delivery Unit Route No. =
Denver, Colorado Sullivan Station 4713

. Actual Time Entries

AM PM Carrier Kaci AL LLZASLIL

1. Letter-Size

Marked-Up

CFS

EXPLANATION

TIME
GUIDH

WRITEIN  ELAPSED
TIME TIME

m

2. Mail of All Other Sizes

3. Accountable and Signature Mail

Registered/Certified

COD/Customs

Postage Dues

Express Mail

5. All Parcel Post over 2 Ibs.

6. Sequenced and Collated

Letter Size

Other Size

9. 2nd-Class Marked up (exclude Form 3579)

10. Mail with Form 3579 attached

12. Change of Address Recorded

13. Insured Receipts Turned In

7

7:17

75

7:08

7:08

23

7:07

Enter Line Number
In Explanation Column

LINE

DPS Volume Pieces: (7a)

To be added in line 7a on PS Form 1838

7:07

27

7:05

Registered-Certified-COD-Customs
Postage Due-Form 3868-signing for,
returning funds and receipts.

14

Withdrawal of mail

15

Sequencing and collating By-Pass Mail

16

Actual Strapping out time

17

Break (local option)

18

Vehicle inspection

19

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

(use Comments Section)

21

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)

22

Counting mail and filling out form 1838 worksheet

23

Comments

214 Pickupsmmwr

Begin Here

79

7:05 s

(M w(m|wW(m|W| m|W|m|W|m|W|m) |t m)-g, m|., m|-‘m)g(m)|om|fg|mo|(m|o|Mm||m||m|W m

7:00

TOTAL

Time Clock Rings

| r{I3I | mMm| o(r|3|m

07.00

Signature of Carrier(or Examiner)

PS Form 1838-C, November 1997

Day of Week

4 | certify the above information ! ,

recorded by me is correct.

Date (

Reg.) Repl.

Lunch
From To

10/29/05
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6. COUNT THE MAIL. You count all the letter-
size mail first, turning one letter up on end
every 100 pieces. As you count, watch out for
other size mail (often called “flats”) that may be
interspersed with your letters.

See the Extra Information on page 1-38 for
an explanation of the difference between letters
and other size mail, and how to determine if a
mail piece is a letter or a flat. It is important, in
correctly determining route evaluation stan-
dards, to accurately record all flats as flats and
letters as letters.

Next you count all your flats. You count a
total of 700 letters and 632 flats. You finish
counting at 7:21.

= Actual time entry—Line 23. Counting
mail is an actual time entry covered by Line
23. Carry forward the previous ending
time of 7:11.

=  Mail count entries. When you finish
counting, write 700 for the letter-size mail
you cased at the top of the Form, under
Section 1, AM Entries. Write the total flats
you cased, 632, in Section 2, AM Entries.

=  Ending time. Then write in your ending
time of 7:21 under actual time entries, and
your elapsed time of 10 minutes.

(Continued on page 38)
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United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Worksheet page 1

Post Office Delivery Unit Route No. =

Denwver, Colorado Sullivan Station 4713

AM ¢ PM Carrier Actual Time Entries

- CFS
1. Letter-Size Marked-Up EXPLANATION  TIME WRITEIN  ELAPSED

GUIDE  TIME TIME

m

2. Mail of All Other Sizes
632

X 1

3. Accountable and Signature Mail

Registered/Certified

COD/Customs

Postage Dues

Express Mail

5. All Parcel Post over 2 Ibs.

6. Sequenced and Collated

Letter Size

Other Size

9. 2nd-Class Marked up (exclude Form 3579)

WM w(m|wm|Wwm|®w Mm W|Mm|W|Mm|® M| m|-d Mm|0(m|.d|(m|o(mfHo(m|o(m|(m|W|(m|W|m|w m 0

10. Mail with Form 3579 attached \ 23 7:21 10
ail
7:17
75 3
12. Change of Address Recorded 7:08
7:08
23 7
7:07
13. Insured Receipts Turned In 214 7:07 2
Enter Line Number DPS Volume Pieces: (7a) 7:05
In Explanation Column LINE | To be added in line 7a on PS Form 1838 79 7:05 s
Registered-Certified-COD-Customs Comments Begin Here 7:00
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts.
Withdrawal of mail 15 21a Pick Mf/ scanner Time Clock Rings
Sequencing and collating By-Pass Mail 16 E
Actual Strapping out time 17
Break (local option) 18 R
5 Vehicle inspection 19 L
?_’ Office Work not covered by form (work functions
». must be identified and approved as being B
8 necessary and of a continuing nature) 21
€ (use Comments Section) E
g
O  Waiting for mail (office) and other office activities
Z ot performed on a continuing basis which are R
- : ) NSO 22
() excluded in computing the net office time (Use
1 Comment section) L
®
0 ) . -
- Counting mail and filling out form 1838 worksheet 23 B 07 00
g Signature of Carrier(or Examiner) Day of Week |Date ((Reg.) Repl. Lunch
I8 4 I certify the above information From To
@ recorded by me is correct. Sat 10/29/05
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EXTRA INFORMATION:

LETTERS vs. FLATS. To receive full credit under the
“18 and 8" standard, you must be careful to count letter
mail and flat mail properly. To do so you must know the
definition of “letter size mail,” as opposed to “other size
mail.”

Letter size mail is defined as mail that can be cased into
the normal evenly spaced 6-shelf letter separation with-
out bending or folding (M-41 Section 922.41).

Other size mail, sometimes referred to as “flats,” is all
mail that does not fit the definition of letter size mail, ex-
cept parcels (see below). Mail is counted as “other size”
even if it is sorted into the letter case. Similarly, items
such as TV Guide, Readers Digest, newspapers, rolls,
flats, magazines, catalogs, small parcels or coupon book-
lets are counted as “other size” mail regardless of how
they are sorted (M-41 Section 922.42).

The parties have agreed upon a method for accurate
counting of flats versus letters during a count and in-
spection. In September, 1992, a Memorandum was
signed that provided when Count and Inspections were
conducted in a unit using four- and or five-shelf case
configurations, local management will meet with the lo-
cal union prior to the dry run training to determine an
efficient means to verify mail of questionable size during
the week of count and inspection, e.g., a measuring strip
on each case or use of a template as a reference point (M-
01306-Appendix A).

DEFINITION OF A “PARCEL.” A “parcel” is defined
as a First or Fourth-class package over 2 pounds in
weight and/or larger than a shoebox (M-41 Glossary).

ROUTERS: Some routes have been previously adjusted
through the use of routers. You should follow a few
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guidelines to deal with router assistance during a route
examination.

Is router assistance a permanent part of your route?
Router assistance may be provided to a route during the
week of count and inspection only if the route has al-
ready been permanently adjusted to add router assis-
tance.

Enter router assistance on 1838-C. If your route receives
router assistance during the week of count and inspec-
tion, make sure that all mail sorted by the router is en-
tered on the 1838-C Worksheet.

Strapping out credit. Verify that the correct count for all
mail cased by the router is written in Section 1 or 2 of the
form, as appropriate. These numbers are necessary to
calculate strapping out time. You may, upon request,
verify the count of mail cased by a router. If this is done,
the time spent should be entered as separate actual time
entry covered by Line 23. It is very important to ensure
that all mail placed into the case by a router is recorded
on the 1838-C in order to accurately determine the stan-
dard time of the route, because the carrier being counted
must pull down that mail, and the standard time for
pull-down is number of pieces divided by 70.
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7. CASE THE MAIL. You begin casing mail at
7:21.

= No entry. You make no entry at all for time
spent casing the mail.

EXTRA INFORMATION

CASING STANDARDS. Casing standards are 18 let-
ters per minute and 8 flats per minute for route evalua-
tion and adjustment purposes. After the route examina-
tion management will evaluate your office time in one of
two ways. One way is to use your actual, average office
time during the count week. This is the time received by
most carriers, who case faster than the 18 & 8 standards.

If you case slower than the 18 & 8 standard, manage-
ment will evaluate your office time using 18 & 8. How-
ever, the M-39 provides for an exception for carriers who
have served continuously for more than 25 years or are
over 55 years of age. These carriers may be allowed an
office time, in the evaluation of their routes, that is over
standard (M-39 Section 242.214).

A letter carrier may not be disciplined solely for failing
to meet the 18 & 8 standard. M-39 Section 242.332 states:

No carrier shall be disciplined for failure
to meet standards, except in cases of unsat-
isfactory effort which must be based on
documented, unacceptable conduct that led
to the carrier’s failure to meet office stan-
dards.

SEQUENCING HORIZONTALLY CASED FLATS.
Most routes today use Vertical Flat Cases, and the flats
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are in delivery order as they are pulled down. If you use
the old horizontal flat case, you are required to sequence
those flats in delivery order upon pull down. Sequenc-
ing your flats is considered part of casing—no entry is
made to record this function.



-42 NALC ROUTE PROTECTION PROGRAM - CHAPTER 1: ROUTE EXAMINATION AND THE LETTER CARRIER

8. BREAK. You take your break at 8:50.

= Actual time entry—Line 18. Taking a break is
an actual time entry. When you return from
your break, write 18 on the left, 8:50 for the
begin time, and 9:00 for the end time. Then
write 10 on the right for the elapsed minutes.

EXTRA INFORMATION

BREAKS: The two breaks are mandatory, and a na-
tional-level arbitrator has ruled that management is re-

quired to ensure that employees stop working during an
office break (C-08555).

LOCAL OPTION: Your local branch decides annually
whether both breaks will be taken on the street or one
will be taken in the office and the other on the street.
Here, the branch decided to take one in the office.

EXCEPTIONS MAY EXIST to the minimum 10 minute
break periods. Some offices may have the right to longer
break periods based on long-standing practice (M-
00179).
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United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Worksheet page 1

Route No.

4713

Post Office Delivery Unit
Denver, Colorado Sullivan Station
AM PM Carrier
1. Letter-Size 700 Marked-Up

CFS

Actual Time Entries

EXPLANATION

TIME WRITEIN ELAPSED
GUIDH TIME TIME

m

2. Mail of All Other Sizes
632

3. Accountable and Signature Mail

Registered/Certified

COD/Customs

Postage Dues

Express Mail

5. All Parcel Post over 2 Ibs.

6. Sequenced and Collated

Letter Size

Other Size

9. 2nd-Class Marked up (exclude Form 3579)

WM w(m(wmiw|m|w|m|W|m|W||m|W|m|W|m||t|m|-t|m|0t|Mm|0|Mm|f0|(m|f0(m|t(m|jmio|m|w m|

9:00
18 20 | 10
10. Mail with Form 3579 attached 23 7:21 10
7:17
ail
75 y 3
12. Change of Address Recorded 7:08
7:08
23 07 7
13. Insured Receipts Turned In 212 7:07 2
Enter Line Number DPS Volume Pieces: (7a) 7:05
In Explanation Column LINE | To be added in line 7a on PS Form 1838 79 7:08 s
Registered-Certified-COD-Customs Comments Begin Here 7:00
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts.
Withdrawal of mai 15 21a Pwk Mf/ scanner Time Clock Rings
Sequencing and collating By-Pass Mail 16 E
Actual Strapping out time 17
Break (local option) 18 R
g Vehicle inspection 19 L
?_’ Office Work not covered by form (work functions
+must be identified and approved as being 21 B
8 necessary and of a continuing nature)
€ (use Comments Section) E
g
O Waiting for mail (office) and other office activities
Z ot performed on a continuing basis which are 22 R
d excluded in computing the net office time (Use
1 Comment section) L
o]
& I
- Counting mail and filling out form 1838 worksheet 23 B 02 00
% Signature of Carrier(or Examiner) Day of Week |Date ((Reg.)} Repl. Lunch
s ‘ I certify the above information From To
8 recorded by me is correct. .f ﬂt 70/ 29/ 05
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9. CASE MAIL/SAFETY TALK. You resume
casing the mail at 9:00, and continue until you
use the restroom at 9:20. You return to your case
at 9:25 and case mail until you are called to a
safety talk at 9:30.

= Casing—no entry. Again, you make no entry
for casing the mail.

= Restroom visit—no entry. This time is for
personal needs. The M-39 provides for an
automatic allowance of 5 minutes for per-
sonal needs.

= Actual time entry—Line 21. A safety talk is
recorded as an actual time entry covered by a
Line 21. You enter 9:30 as the time the safety
talk began, and write “21b” to the left.

= Comments—Line 21. When you make any
Line 21 actual time entry, you must describe
the activity in the Comments section. Write
this note in the Comments section: “21b.
Safety talk.”

= Ending time. Before you resume casing after
the safety talk you enter the ending time of
9:37 and 7 minutes under elapsed time.

EXTRA INFORMATION

PERSONAL NEEDS. You do not record personal needs
time on the 1838-C. The M-39 provides for an automatic
allowance of 5 minutes for personal needs, obtaining hat
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. . . B . R
United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Worksheet page 1
Post Office Delivery Unit Route No. =
Denwer, Colorado Sullivan Station 4713
AM PM Carrier ors Actual Time Entries
1. Letter-Size Marked-U
00 p TIME WRITEIN ELAPSED
7 EXPLANATION GUIDH TIME TIME
E
B
E
B
2. Mail of All Other Sizes E
632 B
E
B
E
B
3. Accountable and Signature Mail E
B
Registered/Certified E
COD/Customs B
Postage Dues E
Express Mail B
5. All Parcel Post over 2 Ibs. E
B
E
6. Sequenced and Collated B
E
Letter Size B
E
B
E
Other Size B
E 9:37
>
9. 2nd-Class Marked up (exclude Form 3579) 2 7b B 9:30 7
E 9:00
78 70
B 8:50
10. Mail with Form 3579 attached 23 E 7:21 10
B 7:77
E 717
75 3
12. Change of Address Recorded B 7:08
E 7:08
23 7
B 7:07
13. Insured Receipts Turned In 21, E 7:07 2
. R A
Enter Line Number DPS Volume Pieces: (7a) B | 705
In Explanation Column LINE | To be added in line 7a on PS Form 1838 79 E | 705 s
Registered-Certified-COD-Customs Comments Begin Here B 7:00
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts.
Withdrawal of mail 27a PLCk/ l/{f/ scanner Time Clock Rings
Sequencing and collating By-Pass Mail
E
Actual Strapping out time W 2 7b IW ta/ék/
Break (local option) 18 R
5 Vehicle inspection 19 L
‘C_" Office Work not covered by form (work functions
+must be identified and approved as being 21 B
g necessary and of a continuing nature)
€ (use Comments Section) E
g
O  Waiting for mail (office) and other office activities
Z ot performed on a continuing basis which are 22 R
d excluded in computing the net office time (Use
1 Comment section) L
(o]
(v} - O O 0O OO0
g Counting mail and filling out form 1838 worksheet 23 B 07.00
g Signature of Carrier(or Examiner) Day of Week |Date Reg.)} Repl. Lunch
e 4 | certify the above information From To
& recorded by me is correct. jﬂt 70/ 29/ 05
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and coat from wall racks before leaving office, visiting
swing room to obtain rain gear from locker, etc. If you
have a two-trip route, an additional two minutes is al-
lowed on the second trip. This 5 minutes is computed
into your standard time determination whether you take
any time or not.

Please note that if you do not use any personal time in
the office, and your evaluation shows you are under
standard, your route adjustment will not include any
time for personal needs, because management will adjust
the office time component of your route to your actual
average time, not your standard time (M-41 Section
922.51g).

SAFETY TALKS. Supervisors are required to present a
safety talk at least once a week. So there should be at
least one safety talk during the week of count and in-
spection.*

LINE 21 ACTIVITIES. A 1980 national settlement
agreement between NALC and the Postal Service pro-
vides that several activities fall under Line 21 when they
are recurring and necessary in the performance of carrier
office duties, including;:

= Performing window caller service.

=  Weekly safety talks and other appropriate unit dis-
cussions.

s Travel to and from the throwback case or to other
designated locations to return mark-up mail and mis-
throws.

= Replenishing the forms pouch.

=  Wash-up time in excess of the regular 5-minute al-
lowance for personal time, if: (1) it is provided for in a
Local Memorandum of Understanding, or (2) pursu-
ant to local past practice, additional or longer wash-
up time had been granted and included on Line 21.

*E1.-801 Section 1-7
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Official communications including, but not limited to,
general delivery; CMU Clerk inquiries; and respond-
ing to inquiries from supervisors.

Facing or separating collection mail upon return to
office.

Verifying hold mail.
Union steward activities (grievance handling), when
necessary and if occurring weekly or more often.

Other office functions that may be appropriate for

credit on line 21 but that are not referenced in the settle-
ment agreement include:

Completing forms 1571 (M-00971) and 3996, if the use
of these forms is of a recurring nature.

Determining the number of pieces of unaddressed
flats of a “shared mailing” and placing them at the
back of the bundle (M-01288).

Retrieving and replacing scanners, if not done during
the normal process of obtaining accountable items
(M-01411).

Travel to and from, and transport of parcel container
to case, etc.

Travel to and from DPS mail to secure S999 mail for
casing.

Observing amount of DPS mail to estimate need for
overtime or auxiliary assistance, if done on office time
(M-01366)

Taking vacation-hold mail to the designated area.
Returning empty equipment to the designated area.

Mail measuring and recording by carriers in units

> M-00605
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where carriers are doing so.

= Taking accountable mis-throw mail to the account-
able clerk.

= Taking box-holder mail to the designated area.
= Handling mis-faced mail.

= Checking for sleepers prior to leaving your case for
the street.

= Turning off case lights or moving any equipment off
the floor.

= Any other recurring, necessary task in the office that
is not covered by another Line item.
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10. CASE MAIL—THROWBACK CASE—
WITHDRAW MAIL. You resume casing the
mail at 9:37. At 9:45 you go to the throwback
case with your mis-sorts. At 9:46 you proceed to
the distribution case to withdraw mail. You re-
turn to the case at 9:47.

Casing - no entry. You make no entry for
casing the mail.

Actual time entry—Line 21. Going to the
throwback case is a Line 21 function. So
you enter 9:45 as the time you go to the
throwback case, 9:46 as the time this trip
ends and 1 minute for the elapsed time.
Also write “21c” to the left.

Comments—Line 21. In the Comments,
section, write “21c Throwback case.”

Actual time entry - Line 15. Withdrawing
mail is a Line 15 function, so you enter 9:46
and write 15 on the left.

Ending time. After you withdraw the mail
and return to the case, enter the ending
time of 9:47 and the elapsed time of 1 min-
ute.
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United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Worksheet page 1
Post Office Delivery Unit Route No. e
Denwver, Colovado Sullivan Station 4713
AM PM Carrier ors Actual Time Entries
1. Letter-Size Marked-U
00 P TIME WRITEIN ELAPSED
7 EXPLANATION  cipg — TiME TIME
E
B
E
B
2. Mail of All Other Sizes E
632 B
E
B
E
B
3. Accountable and Signature Mail E
B
Registered/Certified E
COD/Customs B
Postage Dues E
Express Mail B
5. All Parcel Post over 2 Ibs. E
B
E
6. Sequenced and Collated B
E
Letter Size B
\!
E 9:47
75 7
B | 946
E | 946
) 27c 7
Other Size ) B [ 945
E 9:37
9. 2nd-Class Marked up (exclude Form 3579) 2 75 B 9:30 7
E 9:00
78 70
B 8:50
10. Mail with Form 3579 attached E 7:21
23 70
B 7:17
E 7:17
75 3
12. Change of Address Recorded B 7:08
E 7:08
23 7
B 7:07
13. Insured Receipts Turned In 21, E 7:07 2
. . (/%
Enter Line Number DPS Volume Pieces: (7a) B | 705
In Explanation Column LINE | To be added in line 7a on PS Form 1838 79 E | 708 s
Registered-Certified-COD-Customs Comments BeginHere | B | 700
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts.
Withdrawal of mail 15 21a Pick up scanner Time Clock Rings
Sequencing and collating By-Pass Mail 16
E
Actual Strapping out time 17 2 7b f‘yceg/ ta/[k/
Brk ocal opton) 18 21c  Throwback case R
N Vehicle inspection 19 L
?_" Office Work not covered by form (work functions
». must be identified and approved as being 21 B
8 necessary and of a continuing nature)
€ (use Comments Section) E
g
O Waiting for mail (office) and other office activities
Z ot performed on a continuing basis which are 22 R
d excluded in computing the net office time (Use
1 Comment section) L
o]
(v}
e Counting mail and filling out form 1838 worksheet 23 B 07 00
% Signature of Carrier(or Examiner) Day of Week |Date ((Reg.) Repl. Lunch
i < | certify the above information From To
@ recorded by me is correct. .f ﬂzt 10/29/05
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11. COUNT THE MALIL. Now you count the
mail you have just withdrawn, beginning at

9:47. You count 25 letter-size and 10 flats. At
9:48 you have finished counting and writing
down your totals, and you begin casing mail
again.

= Actual time entry—Line 23. Counting mail
and recording totals on the 1838-C are Line
23 functions. Write the starting time and 23
under actual time entries, and then count
the mail.

=  Mail count entries. Enter the 25 additional
letters at the top left of the Form Section 1,
AM Entries, underneath your previous let-
ter count of 700. Enter the 10 flats under
Section 2, AM Entries underneath your pre-
vious count of 632.

=  Ending time. When you finish counting
and recording the totals, enter the ending
time of 9:48 under actual time entries and 1
minute under elapsed time.
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. . . y . .
United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Worksheet page 1
Post Office Delivery Unit Route No. =
Denwer, Colorado Sullivan Station 4713
AM PM Carrier ors Actual Time Entries
1. Letter-Size Marked-Up TIME WRITEIN ELAPSED
700 EXPLANATION  ciipg — TiME TIME
25
E
B
E
B
2. Mail of All Other Sizes E
632 B
70 E
B
E
B
3. Accountable and Signature Mail E
B
Registered/Certified E
COD/Customs B
Postage Dues E
Express Mail B
5. All Parcel Post over 2 Ibs. E
B
E
6. Sequenced and Collated B
E 9:48
7
Letter Size /4 23 B | 947
E 9:47
S B lose | !
E 9:46
Other Size 21c B | 945 7
E 9:37
9. 2nd-Class Marked up (exclude Form 3579) 2 7b B 9:30 7
E 9:00
8 B 8:50 0
10. Mail with Form 3579 attached E 7:21
23 B | 717 70
E 717
12. Change of Address Recorded 5 B 7:08 3
E 7:08
23 B 7:07 7
13. Insured Receipts Turned In 214 E 7:07 2
Enter Line Number DPS Volume Pieces: (7a) B | 705
In Explanation Column LINE | To be added in line 7a on PS Form 1838 79 E | 708 s
Registered-Certified-COD-Customs Comments Begin Here B 7:00
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts.
Withdrawal of mail 15 27a PLCk/ l/{f/ scanner Time Clock Rings
Sequencing and collating By-Pass Mail 16
E
Actual Strapping out time 17 2 7b IW ta/ék/
Break (ocal pto) 18 21c Throwback case R
. Vehicle inspection 19 L
(2]
‘C_" Office Work not covered by form (work functions
+must be identified and approved as being 21 B
g necessary and of a continuing nature)
€ (use Comments Section) E
g
O  Waiting for mail (office) and other office activities
Z ot performed on a continuing basis which are 22 R
d excluded in computing the net office time (Use
1 Comment section) L
©
(]
g Counting mail and filling out form 1838 worksheet 23 B 07.00
g Signature of Carrier(or Examiner) Day of Week |Date Reg.)} Repl. Lunch
e 4 | certify the above information From To
& recorded by me is correct. jﬂt 70/ 29/ 05
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12. SECOND DISPATCH. By 9:48 the second
dispatch of mail has been distributed to your
case. Included in this dispatch is full-coverage
detached label mailing. You withdraw the mail
from trays, tubs, sacks and so forth, cut twine,
remove rubber bands and plastic wrap and set
the mail up at the case. You finish withdrawing
the mail at 9:50 and begin counting it, finishing
your count at 10:00.

The results of your count are: 650 letters
and 190 flats. 450 of the letters are the se-
quenced mailing, which you count individually,
same as the other letters.

= Actual time entry—Line 15. Withdrawing
mail is a an actual time entry. Withdrawing
mail is covered by Line 15, so write 15 on
the left, plus the starting time of 9:48 and
ending time of 9:50 and 2 minutes elapsed.

= Actual time entry—Line 23. Write 23 on
the left, the starting time of 9:50 and ending
time of 10:00, and 10 minutes elapsed on
the right.

. Mail count entries

Letters: Record the 650 letters in Section 1,
AM Entries, as follows:

- 200
- 450 sequenced
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Flats: Record the 190 flats in Section 2, AM
Entries. In addition, record 450 pieces of
unaddressed flats under Section 6, Se-
quenced and Collated, Other Size, AM En-
tries.

EXTRA INFORMATION

SEQUENCED MAIL. In this example you have received
and recorded 450 pieces of sequenced detached label
mail under letters in Section 1, and 450 pieces of unad-
dressed flats in Section 6. When you case sequenced
mail, you do not make a Line 6 or Line 16 actual time en-
try. Instead, you list the number of pieces in Section 1 or
2, AM entries, making a note that it was sequenced. In
addition, you write a note in the Comments box stating
how many sequenced letters or flats were cased.

However, in some cases you may handle sequenced mail
differently. There are two other possibilities—either you
collate the sequenced mail with the cased mail, or in cer-
tain circumstances you may carry it out as a separate
bundle. Each situation is handled differently.

Collate. When you collate sequenced mail, you enter the
actual time spent under Line 16 (M-41 Section 922.51c)
Time credited for Line 16 is addressed in M-39 Section
222.212(d).

Separate bundle—no special entry. In those circum-
stances where sequenced mail is carried as a separate
bundle, you do not make a Line 1, 2 or 16 entry. Just list
the number of letters and/or flats in Line 6 and count
each separate strapped bundle as a parcel pursuant to
M-41 Section 922.413a. You will not receive time credit
for casing, collating or strapping out this mail.
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United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Worksheet page 1

Post Office Delivery Unit Route No.
Denwver, Colorado Sullivan Station 4713
AM PM Carrier s Actual Time Entries
1. Letter-Size Marked-U
00 p TIME WRITEIN ELAPSED
7 EXPLANATION  ciipg — TiME TIME
25
200 E
450 :egnemoé B
E
B
2. Mail of All Other Sizes E
632 B
70 E
790 B
E
B
3. Accountable and Signature Mail E
B
Registered/Certified E
COD/Customs B
Postage Dues E
Express Mail B
5. All Parcel Post over 2 Ibs. 23 E | 70:00 10
B 9:50
E 9:50
6. Se 5 : 2
. Sequenced and Collated B 9:48
E | 948
) 23 7
Letter Size B | 947
E 9:47
75 ’ 7
B | 946
450 27 E | 946 ,
Other Size ¢ B | 945
E 9:37
9. 2nd-Class Marked up (exclude Form 3579) 2 7é B 9:30 7
E 9:00
78 70
B 8:50
10. Mail with Form 3579 attached 23 E 7:21 10
B 7:17
E 717
75 3
12. Change of Address Recorded B 7:08
E 7:08
23 7
B 7:07
13. Insured Receipts Turned In 212 E 7:07
Enter Line Number DPS Volume Pieces: (7a) B | 705
In Explanation Column LINE | To be added in line 7a on PS Form 1838 79 E | 705 s
Registered-Certified-COD-Customs Comments BeginHere | B | 700
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts.
Withdrawal of mail 15 27a PLCk/ lfff/ scanner Time Clock Rings
Sequencing and collating By-Pass Mail 16
E
Actual Strapping out time 17 2 7b j#&? ta/lk/ —
Brk (ocal opton 18 21c  Throwback case LA
. _Vehicle inspection 19 L
[e2]
Q Office Work not covered by form (work functions
+ must be identified and approved as being 21 B
g necessary and of a continuing nature)
€ (use Comments Section) E
g
O Waiting for mail (office) and other office activities
Z ot performed on a continuing basis which are 22 R
d excluded in computing the net office time (Use
1 Comment section) L
[+
3
y= Counting mail and filling out form 1838 worksheet 23 B 07 00
g Signature of Carrier(or Examiner) Day of Week |Date Reg.) Repl. Lunch
g 4 | certify the above information From To
2 recorded by me is correct. fﬂt 70/ 29/ 05
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13. PREPARE FORM 3996, Carrier-Auxiliary
Control. At 10:00 you estimate the day’s work-
load, discuss it with your supervisor, and com-
plete a Form 3996 finishing at 10:02.

Actual time entry—Line 21. Discussing
the workload with a supervisor, and pre-
paring a Form 3996, are Line 21 functions.
So under actual time entries you enter 21d,
10:00 and 10:02, and 2 minutes elapsed
time.

Comments—Line 21. In the Comments
section write “21d Workload - 3996.”

EXTRA INFORMATION.

REQUESTING ASSISTANCE/OVERTIME. The M-41
provides:

131.41 It is your responsibility to verbally inform
management when you are of the opinion that you
will be unable to case all mail distributed to the
route, perform other required duties, and leave on
schedule or when you will be unable to complete
delivery of all mail.

131.42 Inform management of this well in advance
of the scheduled leaving time and not later than
immediately following the final receipt of mail.
Management will instruct you what to do.

131.43 Complete applicable items on Form 3996,
Carrier-Auxiliary Control, if overtime or auxiliary
assistance is authorized in the office or on the
street.

(Continued on page 58)



Form 1838-C 1-57

United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Worksheet page 1

Post Office Delivery Unit Route No.
Denver, Colorado Sullivan Station 4713
AM PM Carrier ors Actual Time Entries
1. Letter-Size Marked-Up TIME WRITEIN ELAPSED
700 EXPLANATION  ciipg — TiME TIME
25
200 E
450 :eqmma% B
E
B
2. Mail of All Other Sizes E
632 B
70 E
790 B
E
B
3. Accountable and Signature Mail E
B
Registered/Certified E
COD/Customs B
Postage Dues E | 70:02
2
Express Mail 2 7d/ B | 70:00
5. All Parcel Post over 2 Ibs. E 70:00
23 B | 9:50 70
E 9:50
6. Sequenced and Collated 5 B 9:48 2
E 9:48
7
Letter Size 23 B [ 947
E 9:47
s B | 946 7
450 27 E | 94
Other Size ¢ B 9:45 7
E 9:37
9. 2nd-Class Marked up (exclude Form 3579) 2 7b B 9:30 7
E 9:00
8 B 8:50 70
10. Mail with Form 3579 attached E 7:21
23 B | 717 70
E 717
12. Change of Address Recorded 5 B 7:08 3
E 7:08
23 B 7:07 7
13. Insured Receipts Turned In 21, E 7:07 2
Enter Line Number DPS Volume Pieces: (7a) & B | 705
In Explanation Column LINE | To be added in line 7a on PS Form 1838 79 E | 705 s
Registered-Cerified-COD-Customs Comments BeginHere | B | 700
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts.
Withdrawal of mail 27 PLCk/ I/{f/ scanner Time Clock Rings

Sequencing and collating By-Pass Mail

Actual Strapping out time

21b Ja/eg/ talk E
21c Throwback case "R

Break (local option)

~ Vehicle inspection L
3 A kload —
2 Office Work not covered by form (work functions 2 7 WOV 3996
. must be identified and approved as being B
g necessary and of a continuing nature)
€ (use Comments Section) E
2
O Waiting for mail (office) and other office activities
% not performed on a continuing basis which are 22 R
[$) excluded in computing the net office time (Use
1 Comment section) L
[o]
(v}
e Counting mail and filling out form 1838 worksheet 23 B 07 00
g Signature of Carrier(or Examiner) Day of Week |Date (Reg.) Repl. Lunch
e 4 | certify the above information From To
Q@ recorded by me is correct. f ﬂt 10/29/05
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M-39 Section 122.33 provides that an employee, upon
request, will be provided a Form 3996 and given a copy
of the completed form.

AUXILIARY ASSISTANCE DURING THE WEEK OF
INSPECTION.

M-39 Section 221.138 provides:

Only in very unusual circumstances or emergen-
cies when excessive late delivery would result
should auxiliary assistance be granted the regu-
larly assigned carrier during the week of the
count.

However, if you are provided assistance in the office
make sure the carrier providing the assistance completes
a separate Form 1838-C Worksheet.

If you are provided assistance on the street, make sure
that you, and the carrier who provides the assistance,
complete the Form 3996 in accordance with the instruc-
tions found on the back of the form. Remember to re-
quest and receive a copy of the completed Form 3996.

Proper completion of these forms is critical for an accu-
rate evaluation of your route.
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Page Corrected 02-04-05

14. PICK UP ACCOUNTABLE ITEMS. At 10:15
you are called to the finance cage to pick up ac-
countable items. You receive 6 certified letters, 1
COD, 7 postage dues and 2 pieces of Express Mail.
You review the accountable pieces, sign for them,
and return to your case. You then partially com-
plete a Form 3849 for each of the accountable
pieces by placing either the address or the cus-
tomer’s name on the form. You place the forms in
the case, finishing at 10:21. You then record this
mail on the 1838-C Worksheet, finishing at 10:22.

Actual time entry—Line 14. Line 14 covers
your trips to and from the finance cage to ob-
tain accountable items and return them to
your case for handling (M-41 Section 922.51a).
Enter Line 14 on the left, 10:15 and 10:21, and
6 minutes elapsed time.

Mail count entries. Enter the number of ac-
countables under Section 3, Accountable and
Signature Mail. (6 certified, 1 COD, 7 postage
dues and 2 pieces of Express Mail.)

Actual time entry—Line 23. Write 23 on the
left, 10:21 and 10:22 with 1 minute elapsed.

EXTRA INFORMATION

VERIFYING AND SIGNING FOR ACCOUNTABLES.
It is important to take the time to properly verify and
sign for all accountable items, because you are responsi-
ble for accounting for this mail. You take time un-

der Line 14 to fill out the name or address for identifica-
tion purposes on the Form 3849, to case the Form as a re-
minder, and to verify and sign for all accountables.
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United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Worksheet page 1

Post Office Delivery Unit Route No.
Denver, Colorado Sullivan Station 4713
AM PM Carrier s Actual Time Entries
1. Letter-Size Marked-Up TIME WRITEIN ELAPSED
700 EXPLANATION  ciipg — TiME TIME
25
200 E
450 :egnemoé B
E
B
2. Mail of All Other Sizes E
632 B
70 E
790 B
E
/\/\ B
3. Accountable and Signature Mail “\ E | 70:22 7
23 B [ 70:27
Registered/Certified 6 < A 14 E | 70271 6
—
COD/Customs 7 < / / B | 70:75
Postage Dues 7 < \ A E | 70:02 2
Express Mail 2 N 21 B | 70:00
5. All Parcel Post over 2 Ibs. E | 70:00
23 gl aso ]| "
E 9:50
6. Sequenced and Collated 5 B 9:48 2
23 E 9:48 7
Letter Size B | 947
E 9:47
75 7
B 9:46
450 27 E | 94 )
Other Size ¢ B | 945
E 9:37
9. 2nd-Class Marked up (exclude Form 3579) 2 7é B 9:30 7
E 9:00
78 70
B 8:50
10. Mail with Form 3579 attached E 7:21
23 B | 717 70
E 711
12. Change of Address Recorded & B 7:08 3
E 7:08
23 7
B 7:07
13. Insured Receipts Turned In 212 E 7:07
Enter Line Number DPS Volume Pieces: (7a) B | 705
In Explanation Column LINE | To be added in line 7a on PS Form 1838 79 E | 705 s
Registered-Certified-COD-Customs Comments BeginHere | B | 700
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts.
Withdrawal of mail 15 27a PLCk/ lfff/ scanner Time Clock Rings
Sequencing and collating By-Pass Mail 16
E
Actual Strapping out time 17 2 7b j#&? ta/lk/ —
Brk (ocal opton 18 21c  Throwback case LA
Vehicle inspection 19 L
N~
‘% Office Work not covered by form (work functions 2 7¢ Work[om - 3996
+.must be identified and approved as being 21 B
g necessary and of a continuing nature)
€ (use Comments Section) E
g
O Waiting for mail (office) and other office activities
Z ot performed on a continuing basis which are 22 R
d excluded in computing the net office time (Use
1 Comment section) L
*
;.; Counting mail and filling out form 1838 worksheet 23 B 07.00
g Signature of Carrier(or Examiner) Day of Week |Date Reg.)} Repl. Lunch
e 4 | certify the above information From To
2 recorded by me is correct. fﬂt 70/ 29/ 05
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15. WINDOW CALLER SERVICE. At 10:45
you stop casing to bring a window caller her
mail; this takes two minutes. Then you resume
casing the mail.

= Actual time entry—Line 21. This is a Line
21 function. It is a recurring, required task
that has no special number on the 1838-C
Worksheet. Write in the starting time of
10:45 and 21 in the explanation column.
Label this Line entry “21e.”

= Comment—Line 21. Remember that you
must explain each Line 21 item in the com-
ments section. Write, “21e Bring mail to
window caller.”

=  Ending time. When you return to your
case write in your ending time, 10:47, and 2
minutes under elapsed time.

= Casing—no entry. Again, you make no en-
try when you resume casing the mail.
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United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Worksheet page 1

Post Office Delivery Unit Route No.
Denver, Colorado Sullivan Station 4713
AM PM Carrier ors Actual Time Entries
1. Letter-Size Marked-Up TIME WRITEIN ELAPSED
700 EXPLANATION  cipg — TiME TIME
25
200 E
450 sequenced B
E
B
2. Mail of All Other Sizes E
632 B
70 E
790 B
E | 70:47
’ 21 e {045 | ?
3. Accountable and Signature Mail E | 70:22 7
23 B | 1021
Registered/Certified 6 14 E | 70271 6
COD/Customs 7 B | 70:75
Postage Du.es 7 21 d/ E | 70:02 2
Express Mail 2 B | 70:00
5. All Parcel Post over 2 Ibs. E | 70:00
23 glaso| "
E 9:50
6. Sequenced and Collated 5 B | 948 2
23 E 9:48 7
Letter Size B | 947
E 9:47
75 7
B | 946
450 P E | 94 )
Other Size ¢ B 9:45
E 9:37
9. 2nd-Class Marked up (exclude Form 3579) 2 7b B 9:30 7
E 9:00
78 70
B 8:50
10. Mail with Form 3579 attached E 7:27
23 B | 777 70
E 7:17
12. Change of Address Recorded 5] B 7:08 3
23 E 7:08 7
B 7:07
13. Insured Receipts Turned In 212 E 7:07 2
Enter Line Number DPS Volume Pieces: (7a) B | 705
In Explanation Column LINE | To be added in line 7a on PS Form 1838 79 E | 705 I3
Registered-Certified-COD-Customs Comments Begin Here B 7:00
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts.
Withdrawal of mail 15 21a PLCk/ bff/ scanner Time Clock Rings
Sequencing and collating By-Pass Mail 16
E
Actual Strapping out time 17 2 1b j#&g/ tﬂlk/ e ——
Break (ocal pto) 18 21c Throwback case IR
Vehicle inspection 19 L
~ N
‘g)_’ Office Work not covered by form (work functions ‘ 2 7¢ WOVMM - 3996 5
+must be identified and approved as being
@ necessary and of a continuing nature) 2 7& BV ) W t—o WWW
o
C ts Secti
% (use Comments Section) ﬁ/ M E
O  Waiting for mail (office) and other office activities
Z ot performed on a continuing basis which are 22 R
d excluded in computing the net office time (Use
1 Comment section) L
@
2 Counting mail and filling out form 1838 worksheet 23 B 07 00
g Signature of Carrier(or Examiner) Day of Week |Date Reg.) Repl. Lunch
L < | certify the above information From To
2 recorded by me is correct. .f ﬂt 70/ 29/ 05
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16. REPLENISH FORMS. Today you need to
replenish your supply of forms to take with you.
You leave the case to obtain forms at 10:47 and
return at 10:49. You then resume casing your
mail.

= Actual time entry—Line 21. This is a Line
21 function—it is recurring and required,
but there is no special line number covering

it. Write 21f, 10:47 and 10:49, and 2 minutes
elapsed time under actual time entries.

= Comment—Line 21. Explain this Line 21
item by writing “21f Replenish forms” in
the Comments section.

=  Casing—no entry. Again, you make no en-
try when you resume casing the mail.

EXTRA INFORMATION

REPLENISHING FORMS. Letter carriers are re-
quired to check the forms pouch several times each

week to be sure all necessary forms are there when
needed (See Footnote 5 (M-00605), M-41 Section 143).
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1-64
United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Worksheet page 1
Post Office Delivery Unit Route No. =
Denwer, Colorado Sullivan Station 4713
AM PM Carrier Actual Time Entries
: CFS
1 heterSize 700 Marked-tp
25
200 E
450 reqmmced/ B
E
B
2. Mail of All Other Sizes E
632 B
70 E | 7049
790 0 21 e lwer] 2
E | 70:47
21 g 1945 | 2
3. Accountable and Signature Mail 23 E | 710:22 7
B | 7021
Registered/Certified 6 14 E | 7027 6
COD/Customs 7 B | 70:75
Postage Dues 7 E | 70:02
2
Express Mail 2 2 7[’{/ B | 70:00
5. All Parcel Post over 2 Ibs. E 10:00
23 70
B 9:50
E 9:50
6. Sequenced and Collated 5 B 9:48 2
E 9:48
7
Letter Size 23 B | 947
E 9:47
& B 9:46 7
50 21 E | 946 ;
Other Size 5 B 9:45
E 9:37
9. 2nd-Class Marked up (exclude Form 3579) 2 717 B 9:30 7
E 9:00
8 B 8:50 70
10. Mail with Form 3579 attached E 7:21
23 70
B 7:77
E yail
12. Change of Address Recorded & B 7:08 3
E 7:08
23 B | 707 7
13. Insured Receipts Turned In 214 E 7:07 2
Enter Line Number DPS Volume Pieces: (7a) B [ 705
In Explanation Column LINE | To be added in line 7a on PS Form 1838 79 E | 705 5
Registered-Certified-COD-Customs Comments Begin Here B 7:00
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts.
Withdrawal of mail 15 274 Pwk Mf/ scanner Time Clock Rings
Sequencing and collating By-Pass Mail 16
1 !é E
Actual Strapping out time 17 2 7é fﬂj( J t
Break (local option) 18 2 70 T/WWM case R
. Vehicle inspection 19 L
% Office Work not covered by form (work functions 2 7d/ Work[oﬂ'd/ - 3996 B
»must be identified and approved as being
i 21 . . .
8 necessary and of & coniing natre) | 2Te By mail to window caller -
o .
3 Waiting for mail (office) and other office activities / 2 7 RW/& 147293
% not performed on a continuing basis which are ‘ R
luded i ting the net office time (U
g z);i;.]mzmll';e(.‘,;ll'gg;l Ing the net office |me( se /\ L
2 Counting mail and filling out form 1838 worksheet 23 B 02 00
% Signature of Carrier(or Examiner) Day of Week |Date ((Reg.) Repl. Lunch
[Ie ‘ I certify the above information From To
2 recorded by me is correct. .f ﬂ/t 70/ 29/ 05




NALC ROUTE PROTECTION PROGRAM - CHAPTER 1: ROUTE EXAMINATION AND THE LETTER CARRIER 1-65

17. REVIEW DPS, COUNT DPS AND S999
MAIL, AND WITHDRAW S999 MAIL. At
10:49 you leave the case to check your DPS mail
and withdraw the 5999 mail for casing. This re-
quires 1 minute. On this day a review of the
DPS and S999 mail does not require amending
the 3996 estimate. You take your Form 1838-C
with you. While there, you count both the 5999
mail and the DPS mail, from 10:50 to 11:05. You
count 3,162 letter size DPS mail, 91 letter size
S999 mail, and 16 other size S999. You then
withdraw the S999 mail and return it to your
case at 11:06.

= Actual time entry—Line 21. Traveling to
and checking your DPS mail is a Line 21
function—it is recurring and required, but
there is no special line number covering it.
Write “21g” and a beginning time of 10:49
under actual time entries.

=  Comment—Line 21. Write “21g Check DPS
mail” in the Comments section (M-01366).

=  Ending time. When you finish checking the
DPS, write in your ending time of 10:50 and
elapsed time of 1 minute.

. Mail count entries. Enter the 91 additional
letters of S999 mail under Section 1, AM
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Entries, underneath your previous letter
count. Enter the 16 flats under Section 2
AM entries. Enter the DPS piece count of
3,162 under Section 7a, which is just above
the Comments section (M-41 Section

922.411¢).

Actual time entry—Line 23. . Counting
DPS and 5999 mail and recording results on
the 1838-C are Line 23 functions. Write 23
and the times 10:50 and 11:05 under actual
time entries.

Actual time entry—Line 15. Withdrawing
the S999 mail and transporting it back to
your case is a Line 15 function, so you write

15, the times 11:05 and 11:06, and 1 minute
elapsed time under actual time entries.



For
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1-67
United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Worksheet page 1
Post Office Delvery Unit Rouwe No. .~
Denver, Colorado Sullivan Station 4713
AM PM Carrier Actual Time Entries
= i CFS
1. Letter-Size 700 Marked-Up EXPLANATION G-|—L|J|\I/|DEE W?:;\I—AIEIN EL—ﬁ’;\,ﬁ;ED
25
200 75 E | 77.06
450 :eque% B | 77.05 7
91 | E | 7705
»V s et
. Mail of A¥Other Sizes E [ 77:50
632 ﬂ 219 8 {1049 | !
70 E | 70:49
190 2 ?( B | 1047 2
76 E | 1047
21e g {1045 | 2
le and Signature Mail E | 7022 7
23 B | 1027
Registered/Certified 6 14 E | 7027 6
COD/Customs 7 B | 70:75
Postage Dues 7 E | 70:02 2
Express Mail 2 2 756 B | 70:00
5. All Parcel Post over 2 Ibs. 23 E 790‘?00 10
E 9:50
2
6. Sequenced and Collated 5 B 9:48
23 E 9:48 7
Letter Size B | 947
E 9:47
75 7
B 9:46
450 27 E | 94 )
Other Size ¢ B 945
E 9:37
9. 2nd-Class Marked up (exclude Form 3579) 2 7b B 9:30 7
E 9:00
78 70
B 8:50
10. Mail with Form 3579 attached E 7:21
23 B | 717 70
E 717
12. Change of Address Recorded 5 B 7:08 3
E 7:08
23 7
B 7:07
13. Insured Receipts Turned In /\ 214 E 7:07 2
Enter Line Number DPS Volume Pieces: (7a) H/ B | 705
In Explanation Column LINE | To be added in line 7a on PS Form 18 3,762 79 E | 705 c
Registered-Certified-COD-Customs Comments Begin Here B 7:00
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts.
Withdrawal of mail 15 27a PLCk/ //if/ scanner Time Clock Rings
Sequencing and collating By-Pass Mail 16 i 2 E
Actual Strapping out time 17 2 75 I 7 ; t
Break (local option) 18 27c T/l/ OWbﬂCk/ case R
hicle i i 19 2 : f
B Vehicle inspection 2 7d/ WOV _ 3996 L
2 Office W_ork not covered by form (work_functions , , , B
B nocessary and of a contuing nature) 21 21e  Bring mail to window-caller
€ (use Comments Section) . /D E
[9]
é Waiting for mail (office) and other office activities 2 7f RWZA' ﬂrw R
t performed tinuing basis which .
(G sxcludsd In computing the st offce time (Use 214 Check DPS mail
1 Comment section) L
®
e Counting mail and filling out form 1838 worksheet B 07 00
g Signature of Carrier(or Examiner) Day of Week |Date (Reg.) Repl. Lunch
I8 4 | certify the above information From To
Q@ recorded by me is correct. f ﬂt 10/29/05
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18. RETRIEVE PARCEL TUB, WITHDRAW
SPRs AND COUNT PARCELS AND SPRs.
You leave your case at 11:06 to retrieve your par-
cel tub; you return to your case at 11:07.

You withdraw your SPRs from the parcel
tub and then proceed 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,
SPRs and mail from the distribution case. You
count 10 additional letters, 18 SPRs and 12 par-
cels and enter this information on the 1838-C
Worksheet.

New 1838-C Worksheet: Because you can-
not fit any more line items on this 1838-C Work-
sheet you need to continue your line item en-
tries on a second 1838-C Worksheet. In this ex-
ample you will use the second worksheet only
to continue your Line item/actual time entries.

= Actual time entry on the second work-
sheet —Line 21. You spent 1 minute re-
trieving the parcel tub, a Line 21 function.

Write 21h, 11:06 and 11:07, and 1 minute
under actual time entries.

=  Comment—Line 21. Write “21h Retrieving
parcel tub” in the Comments section.
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= Actual time entry on the second work-
sheet—Line 15. Withdrawing SPRs from
the parcel tub and mail from the distribu-
tion case is a Line 15 function. Write 15,
11:07 and 11:11, and 4 minutes under ac-
tual time entries.

. Mail count entries on the first work-
sheet. Enter the 10 additional letters from
the distribution case in Section 1, AM En-
tries, 18 other-size pieces under Section 2,
AM Entries, and the 12 parcels under Sec-
tion 5, AM Entries.

= Actual time entry—Line 23. Counting
mail, parcels and SPRs for recording on
Form 1838-C is a Line 23 function. The
time you spend filling out identifying in-
formation on a new 1838-C Worksheet is
included in this function. Write 23, 11:11
and 11:15, and 4 minutes under actual
time entries.

=  Casing—no entry. Again, you make no
time entry as you resume casing mail.



Form 1838-C

Signature of Carrier(or Examiner)

1-70
United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Worksheet  page 1
Post Office Delivery Unit Route No. =
Denwer, Colorado Sullivan Station 4713
2
. AM PM Carrier ors Actual Time Entries
1. Letter-Size 732 Marked-Up EXPLANATION (;I'LIJI\I/IEI)EE W?:Lﬁz IN EL%I:\’/ISEED
E .
200 75 77:06 7
450 reqmwed B | 77:05
91 E | 1105
10 /g 23 fateed s
2. Mail of All Other Sizes E | 77:50
632 219 8 1099 | !
70 E | 7049
7’;2 2 7f B | 047 | ?
E | 7047
8 21 g 1945 | 2
3. Accountable and Slgna\\fwvv\/ <> “"“ 23 E [ 70:22 7
XXX B | 7027
S8
Registered/Certified 6 0“‘0‘0‘ 14 E | 70271 6
COD/Customs 7 “""“ B | 70:75
Postage Dues 7 0:’:‘:‘:‘ A E | 70:02 2
Express Mail 2 XXX > 21 B | 70:00
5. All Parcel Post over 2 Ibs. E A
s [efeml o
E 9:50
6. Sequenced and Collated 5 B 9:48 2
E 9:48
7
Letter Size 23 B | 947
E 9:47
450 5 I8 |os | !
E 9:46
Other Size 21c B 9:45 7
E 9:37
9. 2nd-Class Marked up (exclude Form 3579) 2 75 B 9:30 7
E 9:00
8 B 8:50 70
10. Mail with Form 3579 attached E 7:21
23 B | 777 70
E 7:17
12. Change of Address Recorded & B 7:08 3
E 7:08
23 8707 | !
13. Insured Receipts Turned In 21, E 7:07 2
Enter Line Number DPS Volume Pieces: (7a) a B [ 705
In Explanation Column LINE | To be added in line 7a on PS Form 1838 3,762 79 E | 705 5
Registered-Certified-COD-Customs Comments Begin Here | B 7:00
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts.
Withdrawal of mail 15 21a Péck Mf/ scanner Time Clock Rings
Sequencing and collating By-Pass Mail 16
E
Actual Strapping out time 17 2 1b Iaj%g/ tﬂ%
Break (ocalopton) 18 21c  Throwback case R
Vehicle inspection 19
5 — : 214 Workload — 3996 -
Office Work not covered by form (work functions B
. ot ' . . .
B nocessary and of & contnuing nature) - 21 21e  Bring mail to window-caller
€ (use Comments Section) . h/ E
9]
§ Waiting for mail (office) and other office activities 2 7f R ﬁVW R
rformed inuing basis which .
G oxcluded i computing the netofice tme (Use | 22 21q Check DPS mail
1 Comment section) L
®
2 Counting mail and filling out form 1838 worksheet 23 B 07 00
c f
&
7]
o

Day of Week
Sat

I certify the above information
recorded by me is correct.

<4

Date (

10/29/05

Reg.)} Repl.

Lunch

From To
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1
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United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Works

Post Office

Denwver, Colorado

Delivery Unit

page 2

4713

Sullivan Station
M

AM P Carrier oFs Actual Time Entries
1. Letter-Size Marked-Up TIME WRITEIN ELAPSED
EXPLANATION GUIDH  TIME TIME
E
B
E
B
2. Mail of All Other Sizes E
B
E
B
E
B
3. Accountable and Signature Mail E
B
Registered/Certified E
COD/Customs B
Postage Dues E
Express Mail B
5. All Parcel Post over 2 Ibs. E
B
E
6. Sequenced and Collated B
E
Letter Size B
E
B
E
Other Size B
E
9. 2nd-Class Marked up (exclude Form 3579) B
E
B
10. Mail with Form 3579 attached E
B
E
12. Change of Address Recorded B
E 77:185
23 4
B 71:77
13. Insured Receipts Turned In 3 E 77:77 4
Enter Line Number DPS Volume Pieces: (7a) B | 77.07
In Explanation Column INE | To be added in line 7a on PS Form 1838 27h E | 77:07 7
Registered-Certified-COD-Customs < Comments Begin Here | B 17:06
Postage Due-Form 3868-signing for, TOTAL
returning funds and receipts. >
Withdrawal of mail T 2 7/1/ RWMWG&L t'lztb Time Clock Rings
Sequencing and collating By-Pass Mail 16 E
Actual Strapping out time 17
Break (local option) 18 R
. Vehicle inspection 19 L
g’_) Office Work not covered by form (work functions
+ must be identified and approved as being 21 B
g necessary and of a continuing nature)
£ (use Comments Section) E
g
O Waiting for mail (office) and other office activities
Z ot performed on a continuing basis which are 22 R
d excluded in computing the net office time (Use
1 Comment section) L
[-°]
(v
e Counting mail and filling out form 1838 worksheet 23 B
€
5 Signature of Carrier(or Examiner) Day of Week |Date ((Reg.} Repl. Lunch
I8 | certify the above information From To
2 ‘ recorded by me is correct. .fﬂzt 70/29/ 05
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19. CHANGES OF ADDRESS. You receive and
process 4 address changes. At 11:35 you record
the number of changes on the first Form 1838-C.
You also make a second visit to the restroom.

Mail count entry. Changes of address are
recorded in the mail count section of the
1838-C Worksheet. Write the number “4"
under Section 12, Change of Address, Re-
corded, AM Entries.

Change of address—no entry. You do not
make an actual time entry while processing
changes of address. You will receive two
minutes of office time credit for each
change of address.

Restroom visit—no entry. The M-39 pro-
vides for an automatic allowance of 5 min-
utes for personal needs.

Actual time entry—Line 23. Recording the
4 changes of address is an actual time entry

under Line 23. Write 23, 11:35 and 11:36,
and 1 minute elapsed time.
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United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Worksheet page 1

Post Office Delivery Unit Route No. =~
Denwver, Colorado Sullivan Station 4713
. AM PM Carrier ors Actual Time Entries
1. Letter-Size 700 Marked-Up EXPLANATION c;|—l|J|\|/|[;5E W?:&?N EL—ﬁi’ﬁ;ED
25
200 29 62 15 E | 7706
450 :equencwé B | 7108 7
91 E | 77.05
70 23 slwso|
2. Mail of All Other Sizes E | 77:50
632 219 8 1099 | !
70 E | 70:49
190 10 24 21 e T09r ] 2
76
E | 71047
78 21e g {1005 | 2
3. Accountable and Signature Mail E | 7022
23 B | 1027 !
Registered/Certified 6 2 14 E | 70:27 6
COD/Customs 7 B | 70:15
Postage Dues 7 E | 70:02
2
Express Mail 2 2 7¢ B | 70:00
5. All Parcel Post over 2 Ibs. 23 E 10:00 10
“ ? e o
6. Sequenced and Collated 5 B 9:48 2
E 9:48
7
Letter Size 23 B | 947
E 9:47
s B [ 946 7
450 21 E | 996 )
Other Size ¢ B 945
E 9:37
9. 2nd-Class Marked up (exclude Form 3579) 2 75 B 9:30 7
E 9:00
8 B 8:50 70
10. Mail with Form 3579 attached /\/\ E 7:21
@ Gl I
E 717
# 75 : 3
12. Change of Address Recorded B 7:08
E 7:08
23 B 7:07 7
13. Insured Receipts Turned In 214 E 7:07 2
Enter Line Number DPS Volume Pieces: (7a) B [ 705
In Explanation Column LiINE | To be added in line 7a on PS Form 1838 3,762 19 E | 705 <
Registered-Certified-COD-Customs Comments Begin Here B 7:00
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts.
Withdrawal of mail 15 21a PLCk/ Mf/ scanner Time Clock Rings
Sequencing and collating By-Pass Mail 16 2 7& f f ! 2 E
Actual Strapping out time 17
Break (ocalopton) 18 21c  Throwback case R
Vehicle i i 19
g ‘ehicle inspection 2 7¢ Wor( : ! _ 3996. L
?_7 Office Work not covered by form (work functions B
. be identified and d as bei ' ' '
B necsssary and ot s contmuing natre) - 21 21 Bring mail to window caller s
€ (use Comments Section) . /{/ E
[}
é Waiting for mail (office) and other office activities 2 7f RWM ﬁVW R
t performed tinuing basis which .
(5 xcludsd n computing he et offce me (Use | 22 214 Check DPS mail
1 Comment section) L
o
e Counting mail and filling out form 1838 worksheet 23 B 07 00
% Signature of Carrier(or Examiner) Day of Week |Date ((Reg.)} Repl. Lunch
- 4 I certify the above information From To
g recorded by me is correct. fﬂ,t 70/ 29/ 05
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Form 1838-C

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

Page 2

Post Office

Denwver, Colorado

Delivery Unit

Sullivan Station

Route No.

4713

AM

PM Carrier

1. Letter-Size

Marked-Up

CFS
EXPLANATION

TIME WRITE IN

GUIDH  TIME

Actual Time Entries

ELAPSED
TIME

m

2. Mail of All Other Sizes

3. Accountable and Signature Mail

Registered/Certified

COD/Customs

Postage Dues

Express Mail

5. All Parcel Post over 2 Ibs.

6. Sequenced and Collated

Letter Size

Other Size

9. 2nd-Class Marked up (exclude Form 3579)

10. Mail with Form 3579 attached

12. Change of Address Recorded

13. Insured Receipts Turned In

77:36

> 23

77:35

17:15

23

77:77

Enter Line Number
In Explanation Column

LINE

DPS Volume Pieces: (7a)

To be added in line 7a on PS Form 1838

77:77

N | A

15

17.07

21th

Registered-Certified-COD-Customs
Postage Due-Form 3868-signing for,
returning funds and receipts.

14

Withdrawal of mail

15

Sequencing and collating By-Pass Mail

16

Actual Strapping out time

17

Break (local option)

18

Vehicle inspection

19

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

(use Comments Section)

21

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)

22

Counting mail and filling out form 1838 worksheet

23

Comments

21h Retvieve parcel tub

11:07

Begin Here

W Mmiw|m|W|m|t|m|W|m|t|m 0|mgmjfg|(mjg m|fg(mjo(m|o/m|gmo|Mm|Mm|/Mm|wmom o

77:06

TOTAL

Time Clock Rings

E

R

| m| @

Signature of Carrier(or Examiner)

PS Form 1838-C, November 1997

4

| certify the above information
recorded by me is correct.

Day of Week

Sat

—\
Date ((Reg.} Repl.
10/29/05

From

Lunch
To
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20. MARK UP THE MAIL. Next you mark up
the mail.

Every piece of mail which the carrier is re-
quired to write on, or mark on, should be
counted and entered in the appropriate
Carrier Marked-Up Column. This is one
element of required work that has been sys-
tematically ignored by management in its
DOIS program.

No actual time entry is made for marking
up mail. You will receive one minute for
every ten pieces for separating mark-up
mail and one minute for every four pieces
of mail you actually mark up — rounding

up.

EXTRA INFORMATION

MARKED UP MAIL. Letter carriers are required to mark
up, at a minimum, the following, when received:

1. Endorse the top piece of each letter bundle, and
the top piece of each flat bundle, with an endorse-
ment, route number and initials for each of the fol-
lowing (M-41 Sections 242.63, 243.d, & 922.452):

Attempted Not Known mail
No Such Number
Insufficient Address

Return to Sender

Unclaimed
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Lottery Mail, Mail to this Address Returned by
Order of the PMG

In Dispute

Unable to Forward
Returned for Postage
Box Closed - No Order
Outside Delivery Limits

Undeliverable Bulk Business Mail (UBBM), which
is Standard Mail (A) not deliverable as addressed
and is not endorsed address correction requested,
return postage guaranteed, or forwarding and re-
turn postage guaranteed.

2. Endorse mail that is being held while the customer is
temporarily away.

3. Endorse each individual piece of mail with route num-
ber, endorsement and initials for the following (M-41
Sections 242.62, 243.e, & 922.451):

Occupant mail (address correction requested, re-
turn postage guaranteed, or forwarding and re-
turn postage guaranteed) only addressed to vacant
buildings

Mail addressed to customers who are Temporarily
Away and retention period for hold mail has ex-
pired

Mail addressed to customers who are Deceased,
and mail is not properly deliverable to another
person

Mail which is Refused; and
Mail for which there is No Mail Receptacle.

Vacant
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4. Black out the barcode of loop mail, which is incor-
rectly bar-coded DPS and/or incorrectly zip coded mail.

5. CFS mail, letters and flats. If required, endorse the top
piece of the bundle of letter and the bundle of flats that
go to CFS with your initials and route number.

6. CFS mail, letters and flats that may be considered
“Marked up”:

When the address has numbers transposed and
you must correct it,

When the last name is misspelled and you must
correct it,

When the first and last names would not be read-
ily apparent to CFS employees, and you are re-
quired to circle the last name, or correctly spell it,

When you otherwise must alert CFS to a needed
correction, or

When any mail returned from CFS can be for-
warded if a correction is made.
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21. COUNT MANUAL MARK-UP AND CFS
MAIL. At 11:48 you count the manual mark-ups
and CFS mail. You have manually marked up 29
letters and 10 pieces of other size mail, 2 certi-
fied (accountables), and 4 parcels.

You also count CFS mail that did not re-
quire correction, and those pieces not personally
marked up in the carrier-endorsed bundles of
undeliverable pieces. You count 62 letters and 24
flats.

=  Mail count section. When you finish
counting, write the totals for marked-up
and CFS mail on the mail count section at
the top of the Worksheet. The 29 marked
up letters and 62 CFS letters are recorded in
Section 1 under Carrier Marked Up and
CFS. The 10 marked up flats, and 24 CFS
flats are recorded in Section 2 under Carrier
Marked Up and CFS. The 2 marked up cer-
tifieds are recorded on the appropriate sub-
line in Section 3 under Carrier Marked Up.
The 4 marked up parcels are recorded in
Section 5 under Carrier Marked Up.

= Actual time entry - Line 23. Write 23, 11:48
and 11:50, and 2 minutes elapsed time.



Form 1838-C

1-79

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

page 1

Post Office Delivery Unit Route No. =
Denwver, Colovado Sullivan Station 4713
AM PM Carrier ors Actual Time Entries
1. Letter-Size Marked-Up TIME WRITEIN ELAPSED
722. EXPLANATION  clipg — TiME TIME
200 29 E | 1106
450 regumced/ B | 77:05 !
91 E | 77.05
10 B | 70:50 &
2. Mail of All Other Sizes E | 77:50 7
632 B | 70:49
70 E | 70:49
790 70 B | 70:47 2
76
E | 7047
78 27e B | 1045 2
3. Accountable and Signature Mail E | 70:22 7
» 23 B | 7021
Registered/Certified 6 ‘2 2 » E | 7027 P
COD/Customs 7 \/4\/ B | 1015
Postage Dues 7 A E | 70:02 2
Express Mail 2 21 B | 70:00
5. All Parcel Post over 2 Ibs. E X
23 alas] ™
6. Se 5 " 2
. Sequenced and Collated \/\/ B [ 948
E 9:48
7
Letter Size 23 B | 947
E 9:47
5 B 9:46 7
50 21 E | 946 ;
Other Size ¢ B[ 945
E 9:37
9. 2nd-Class Marked up (exclude Form 3579) 2 75 B 9:30 7
E 9:00
78 B | 250 70
10. Mail with Form 3579 attached E 7:21
23 B | 717 70
E 7:77
7 75 : 3
12. Change of Address Recorded B 7:08
E 7:08
23 B 7:07 7
13. Insured Receipts Turned In 214 E 7:07 2
Enter Line Number DPS Volume Pieces: (7a) B [ 705
In Explanation Column LINE | To be added in line 7a on PS Form 1838 3,762 79 E | 705 5
Registered-Certified-COD-Customs Comments Begin Here B 7:00
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts.
Withdrawal of mail 15 21a PLCk/ Mf/ scanner Time Clock Rings
Sequencing and collating By-Pass Mail 16
99 ) ta z& E
Actual Strapping out time 17 2 7b jq( t
Break (local option) 18 27c T/U’ OWéﬂ,Ck/ case R
Vehicle inspection 19
5 — : 21d, Workload — 3996 L
?_’ Office Work not covered by form (work functions B
= be identified and d as bei . ! !
B nocessary and of & contmuing nature) 21 21e  Bring mail to window-caller
€ (use Comments Section) . /D E
[}
é Waiting for mail (office) and other office activities 2 7f RM ﬁrw R
t performed tinuing basis which '
(5 xcluded n computing the et offce me (Use | 22 21g Check DPS mail
1 Comment section) L
o
2 Counting mail and filling out form 1838 worksheet 23 B 07 00
g Signature of Carrier(or Examiner) Day of Week |Date (Reg.} Repl. Lunch
I8 4 I certify the above information From To
2 recorded by me is correct. -f d/t 70/ 2.9/ 05




Form 1838-C

1-80
United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Worksheet  page 2
Post Office Delivery Unit Route No.
Denver, Colorado Sullivan Station 4713
AM PM Carrier Actual Time Entries

1. Letter-Size

Marked-Up

CFS

TIME WRITEIN ELAPSED

Signature of Carrier(or Examiner)

Day of Week
4 | certify the above information 5- (

Date

(Reg.} Repl. Lunch

From To

EXPLANATION \cuipg — TIME TIME
E
B
E
B
2. Mail of All Other Sizes E
B
E
B
E
B
3. Accountable and Signature Mail E
B
Registered/Certified E
COD/Customs B
Postage Dues E
Express Mail B
5. All Parcel Post over 2 Ibs. E
B
E
6. Sequenced and Collated B
E
Letter Size B
E
B
E
Other Size B
E
9. 2nd-Class Marked up (exclude Form 3579) B
E
B
10. Mail with Form 3579 attached E | 77:50
23 2
B [ 77:48
23 E 71:36 7
12. Change of Address Recorded B | 77:35
E | 77:7§
23 ¢
B 77:77
13. Insured Receipts Turned In 3 E 77:77 4
Enter Line Number DPS Volume Pieces: (7a) B | 77.07
In Explanation Column LINE | To be added in line 7a on PS Form 1838 27/b E | 77.07 7
Registered-Certified-COD-Customs Comments Begin Here | B 17:06
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts.
Withdrawal of mail 15 2 7/& RWWWG@L fbtb Time Clock Rings
Sequencing and collating By-Pass Mail 16 E
Actual Strapping out time 17
Break (local option) 18 R
5 Vehicle inspection 19 L
Q Office Work not covered by form (work functions
+ must be identified and approved as being 21 B
g necessary and of a continuing nature)
€ (use Comments Section) E
2
O Waiting for mail (office) and other office activities
Z ot performed on a continuing basis which are 22 R
d excluded in computing the net office time (Use
1 Comment section) L
-]
(]
?—) Counting mail and filling out form 1838 worksheet 23 B
€
8
[
o

recorded by me is correct.

10/29/05
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22. TRIP TO CFS AND THROWBACK CASE.
At 12:05 you take your CFS, UBBM, mis-throws,
and mark-ups and place them in their desig-
nated locations (M-41 Section 242, M-39 Section
242.331, M-01023).

= Actual time entry—Line 21. These func-
tions are an actual time entry under Line
21. Write 211, 12:05 and 12:06 and 1 minute
elapsed.

=  Comment—Line 21. Next, you explain the
activity in the Comments section: “21i trip
to CFES, throwback case, and waste loca-
tion.”



Form 1838-C

1-82
. . . y R .
United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Worksheet page 2
Post Office Delivery Unit Route No. =
Denver, Colorado Sullivan Station 4713
AM PM Carrier ors Actual Time Entries
1. Letter-Size Marked-Up TIME WRITEIN ELAPSED
EXPLANATION GUIDH TIME TIME
E
B
E
B
2. Mail of All Other Sizes E
B
E
B
E
B
3. Accountable and Signature Mail E
B
Registered/Certified E
COD/Customs B
Postage Dues E
Express Mail B
5. All Parcel Post over 2 Ibs. E
B
E
6. Sequenced and Collated B
E
Letter Size B
E
B
E
Other Size B
E
9. 2nd-Class Marked up (exclude Form 3579) B
. E 12:06
y 21t B 1205 | !
10. Mail with Form 3579 attached 23 E | 77:50 2
B 17:48
23 E 77:36 7
12. Change of Address Recorded B | 77:35
E 77:15
23 B 77:77 ¢
13. Insured Receipts Turned In 15 E 77:77 4
Enter Line Number DPS Volume Pieces: (7a) B | 77.07
In Explanation Column LINE | To be added in line 7a on PS Form 1838 27/1/ E | 77:07 7
Registered-Certified-COD-Customs Comments Begin Here | B 171:06
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts. ,
Withdrawal of mail 15 2 7/(/ Retrieve W C&L fb{/é Time Clock Rings
Sequencing and collating By-Pass Mail < ] « ]
_ 210 Tripto CES, thwowback case, waste location E
Actual Strapping out time \
Break (local option) \//\/ R
N Vehicle inspection 19 L
?_’ Office Work not covered by form (work functions
+. must be identified and approved as being B
3 necessary and of a continuing nature) 2
€ (use Comments Section) E
g
O  Waiting for mail (office) and other office activities
Z ot performed on a continuing basis which are 22 R
d excluded in computing the net office time (Use
1 Comment section) L
®
e Counting mail and filling out form 1838 worksheet 23 B
% Signature of Carrier(or Examiner) Day of Week |Date (Reg.} Repl. Lunch
[is | certify the above information From To
2 < recorded by me is correct. f ﬂt 70/ 29/ 05
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23. VERIFY HOLD MAIL. Your next function
is to separate and verify the hold mail at your
case. At 12:06 you handle your hold mail per lo-
cal procedure and verify that all your hold mail
is not being kept beyond the retention period
specified by the mailer.

Actual time entry—Line 21. This is also an
actual time entry under Line 21 —Write 21;j,
12:06 and 12:08 and 2 minutes elapsed.

Comment—Line 21. Next, you explain the
activity in the Comments section: “21j Ver-
ity hold mail.”

EXTRA INFORMATION

Verifying hold mail. M-41 Section 241.312 requires letter
carriers to verify hold mail held at the carrier case once
each week to ensure that no mail designated by the
mailer is kept beyond the retention period. Such mail is
endorsed “temporarily away.” This is counted as a man-
ual carrier mark-up.



Form 1838-C

1-84
United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Worksheet page 2
Post Office Delivery Unit Route No. =
Denwer, Colorado Sullivan Station 4713
AM PM Carrier ors Actual Time Entries
1. Letter-Size Marked-Up TIME WRITEIN ELAPSED
EXPLANATION  ciyipg — TiME TIME
E
B
E
B
2. Mail of All Other Sizes E
B
E
B
E
B
3. Accountable and Signature Mail E
B
Registered/Certified E
COD/Customs B
Postage Dues E
Express Mail B
5. All Parcel Post over 2 Ibs. E
B
E
6. Sequenced and Collated B
E
Letter Size B
E
B
E
Other Size B
. E 12:08
> 27 2
9. 2nd-Class Marked up (exclude Form 3579) ] B | 72:.06
21 E 12:06 7
v
B | 72:.05
10. Mail with Form 3579 attached 23 E 71:50 2
B 17:48
E 77:36
12. Change of Address Recorded 23 B | 77:35 7
23 E 77:15 P
B e
13. Insured Receipts Turned In 15 E 71:77 P
Enter Line Number DPS Volume Pieces: (7a) B | 77.07
In Explanation Column To be added in line 7a on PS Form 1838 E | 770
p LINE 21 4 7
Registered-Certified-COD-Customs Comments Begin Here B 17:06
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts.
Withdrawal of mail 15 2 7/1/ RWW&WC&L fl/té Time Clock Rings
Sequencing and collating By-Pass Mail ~ ~ «
B\ 270 Tripto CFS, throwback case, waste location E
Actual Strapping out time [ >
Break (local option) j T 2?] V@Vyﬁ/ /LOM W R
. Venhicle inspection 19 L
8:’ Office Work not covered by form (work functions
+must be identified and approved as being 21 B
8 necessary and of a continuing nature)
€ (use Comments Section) E
g
O  Waiting for mail (office) and other office activities
Z ot performed on a continuing basis which are 22 R
d excluded in computing the net office time (Use
1 Comment section) L
®
2 Counting mail and filling out form 1838 worksheet 23 B
—\
% Signature of Carrier(or Examiner) Day of Week |Date (Reg.) Repl. Lunch
I8 ‘ I certify the above information f From To
8 recorded by me is correct. a/t 70/ 29/ 05
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24. PULL DOWN AND STRAP OUT THE
MAIL. You pull down and strap out your mail.

No entry for pulling down and strapping
out. You make no entry on the 1838-C
Worksheet for pulling down and strapping
out your mail. Instead, you will receive
time credit of 1 minute for each 70 pieces of
mail strapped-out.

Actual time entry—Line 21. Because you
have a detached mailing you receive an ac-
tual time allowance for determining the
number of unaddressed flats needed for
each loop and placing them at the back of
each bundle (M-01288).

Write 21k, 12:23 and 12:26 and 3 minutes
elapsed.

Comment—Line 21. Next, you explain the
activity in the Comments section: “21k
Place unaddressed flats behind each
bundle.”



Form 1838-C

1-86
United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Worksheet page 2
Post Office Delivery Unit Route No. =
Denver, Colorado Sullivan Station 4713
AM PM Carrier s Actual Time Entries
1. Letter-Size Marked-Up TIME WRITEIN ELAPSED
EXPLANATION \ ciipg — TiME TIME
E
B
E
B
2. Mail of All Other Sizes E
B
E
B
E
B
3. Accountable and Signature Mail E
B
Registered/Certified E
COD/Customs B
Postage Dues E
Express Mail B
5. All Parcel Post over 2 Ibs. E
B
E
6. Sequenced and Collated B
E
Letter Size B
E
B
E 12:26
Other Size ‘7 21k B | 72:23 3
27i E 12:08
9. 2nd-Class Marked up (exclude Form 3579) ?] B | 72:.06 2
. E 12:06
210 B | 72:05 7
10. Mail with Form 3579 attached E 71:50
23 B2 ?
23 E 71:36 7
12. Change of Address Recorded B | 77:35
E 77:15
23 B 11:77 ¢
13. Insured Receipts Turned In 15 E 71:77 P
Enter Line Number DPS Volume Pieces: (7a) B | 711:07
In Explanation Column LINE | To be added in line 7a on PS Form 1838 27/0 E | 77.07 7
Registered-Certified-COD-Customs Comments Begin Here B 17:06
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts.
Withdrawal of mail 15 2 7h/ Retrieve W C&L fM/é Time Clock Rings
Sequencing and collating By-Pass Mail 16 ' ' '
210 Tripto CES, throwback case, waste location,  |E
Actual Strapping out time 17
Break (local option) 18 2 ?] V@ng/ /LOM W R
Vehicle inspection 19 f
5 21k  Place derafeoéﬂat; behind each bundle |-
$E Office Work not covered by form (work functions
L must be identified and approved as being 21 B
g necessary and of a continuing nature)
€ (use Comments Section) E
g
O  Waiting for mail (office) and other office activities
Z ot performed on a continuing basis which are 22 R
d excluded in computing the net office time (Use
1 Comment section) L
[+
[42]
2 Counting mail and filling out form 1838 worksheet 23 B
g Signature of Carrier(or Examiner) Day of Week |Date (Reg.} Repl. Lunch
s 4 I certify the above information f From To
‘& recorded by me is correct. df 70/ 29/ 05
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25. ON YOUR WAY OUT. With your hamper
loaded you travel to and scan the hot case, and
withdraw any mail. You then load the DPS mail
into your hamper and proceed to the time clock.
Before clocking out you retrieve items from
your locker. Today you clock onto street time at
12:30. You also record this time on your 1st
1838-C Worksheet in the clock rings section.

You are not finished with your 1838-C
Worksheets, you will have more entries when
you return from the street. So, leave your 1838-
C Worksheets at the designated location so you
can pick them up upon return from the street.

= Actual time entry—Iline 15. The time spent
traveling from your case to the hot case and
pulling the mail is an actual time entry.

Write 15, 12:26 and 12:27, and an elapsed
time of 1 minute.

= Actual time entry—Iline 21. The time spent
scanning the hot case, loading your DPS,
and traveling to the time clock, is an actual

time entry. Write 21L, 12:27 and 12:29, and
an elapsed time of 2 minutes.

=  Comment—Line 21. Explain the activity in
the Comments section: “21L Scan hot case,
load DPS.”
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=  Locker—no actual time entry. No actual
time entry is made for retrieving items
from your locker. It is considered personal
time.

= Clock out. Enter your leaving time on the
1838-C Worksheet at the bottom of the
Clock Ring section. If you have a mechani-
cal time clock, ring in the time on the work-
sheet. If you do not, write in your leaving
time of 12.50. When the clock ring is 12.50
in hundredths, it means the actual time is
12:30.



For
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1-89

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

page 2

Post Office Delivery Unit Route No.
Denwver, Colorado Sullivan Station 4713
. AM PM Carrier ors Actual Time Entries
1. Letter-Size Marked-Up EXPLANATION | TIME WRITE N ELAPSED
GUIDE  TIME TIME
E
B
E
B
2. Mail of All Other Sizes E
B
E
B
E
B
3. Accountable and Signature Mail :‘: E
> B
Registered/Certified
I
COD/Customs ‘0’ B
Postage Dues :‘:‘ E
Express Mail X B
5. All Parcel Post over 2 Ibs. E
B
E
6. Sequenced and Collated »g B
E 12:29
Letter Size 2 7L B | 71227 2
E 12:27
‘ & B | 1226 | !
E 12:26
Other Size 2 7k' B | 72:23 3
. E 12:08
9. 2nd-Cl 2 ?] R 2
E -Class Marked up (exclude Form 3579) B 12:06
. E 12:06
21 B | 12:05 7
10. Mail with Form 3579 attached E | 77:50
23 B | 77:48 z
E 77:36
23 7
12. Change of Address Recorded B | 77:35
E 77:15
23 B 77:771 ¢
13. Insured Receipts Turned In 15 E 77:77 P
Enter Line Number DPS Volume Pieces: (7a) B | 77.07
In Explanation Column LINE | To be added in line 7a on PS Form 1838 27/b E | 77:07 7
Registered-Certified-COD-Customs Comments Begin Here B 17:06
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts.
Withdrawal of mail 15 2 7/(/ Retreeve [%U’ cel tub Time Clock Rings
Sequencing and collating By-Pass Mail 16 . « .
e 210 Tripto CES, thwowback case, waste location E
pping out time 17
Break (local option) 18 2 ?] VWW /Wld/ W R
Vehicle inspection 19 .
5 21k  Place mddm;:eaéﬂats behind each bundle |-
?_’ Office Work not covered by form (work functions B
+. must be identified and approved as bein
5 ocosanyand o s cortvng ey 2 | 270 Scan hot case, load DPS
€ (use Comments Section) E
g
O Waiting for mail (office) and other office activities
Z“ not performed on a continuing basis which are 22 R
($) excluded in computing the net office time (Use
1 Comment section) L
®
2 Counting mail and filling out form 1838 worksheet 23 B
% Signature of Carrier(or Examiner) Day of Week |Date (Reg.) Repl. Lunch
Ie I certify the above information From To
&’ recorded by me is correct. fﬂ«t 70/ 29/ 05




%0 Form 1838-C

United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Worksheet page 1

Post Office Delivery Unit Route No.
Denver, Colorado Sullivan Station 4713
p)
. AM PM Carrier ors Actual Time Entries
1. Letter-Size 700 Marked-Up EXPLANATION gme W?:L?N EL-/F]':ASEED
25
200 29 62 15 E | 1106 7
450 :eqmwed/ B | 77:05
91 E | 77:05
10 23 B | 710:50 &
2. Mail of All Other Sizes E | 77:50
632 219 8 {1099 | "
70 E | 70:49
790 70 24 2 0( B | 7047 2
76
E | 7047
8 21 g 1095 | ?
3. Accountable and Signature Mail E | 710:22
23 B [ 70:271 7
Registered/Certified 6 2 14 E | 7027 6
COD/Customs 7 B | 70:75
Postage Dues 7 E | 70:02
Express Mail 2 21d B | 70:00 2
5. All Parcel Post over 2 Ibs. E 0:00
23 g 19-50 10
2 ¥ E 9'50
6. Sequenced and Collated 5 B 9:48 2
E 9:48
7
Letter Size 23 B | 947
E 9:47
5 [Blo% | !
50 2o |El276 ;
Other Size B 9:45
E 9:37
9. 2nd-Class Marked up (exclude Form 3579) 2 7b B 9:30 7
E 9:00
78 B | g0 70
10. Mail with Form 3579 attached E 721
23 B | 717 70
E 7:11
¢ 75 3
12. Change of Address Recorded B 7:08
E 7:08
23 B 7:07 7
13. Insured Receipts Turned In 212 E 7:07 2
Enter Line Number DPS Volume Pieces: (7a) B | 705
In Explanation Column LINE | To be added in line 7a on PS Form 1838 3,762 79 E | 705 5
Registered-Certified-COD-Customs Comments BeginHere | B | 7:00
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts.
Withdrawal of mail 15 21a Pick up scanner Time Clock Rings
Sequencing and collating By-Pass Mail 16 2 75 f t_ ! E E
Actual Strapping out time 17
Break (local option) 18 2 70 T/WOW&M case R
Vehicle i ti 19 E , ,
'0\) enicle inspection 2 7¢ WOV _ 3996. L
?_’ Office Work not covered by form (work functions B
= t be identified and d as bei ! ! '
§ mmeimmmes st | o | 270 ring mailto windowcaller
€ (use Comments Section) . h/ E
(9]
Zs Waiting for mail (office) and other office activities 2 7f Rm ﬂVW R
t performed tinuing basis which .
G excluded I computing th net office tme (Use | 22 214 Check DPS mail J\
g Comment section) L 72.50
E Counting mail and filling out form 1838 worksheet 23 I/ B 0700
g Signature of Carrier(or Examiner) Day of Week |Date ((Reg.)} Repl. Lunch
L 4 | certify the above information From To
2 recorded by me is correct. .f ﬂt 70/ 29/ 05
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26. STREET TIME: After clocking out you load
your vehicle—this is considered part of street
time even if additional trips are necessary, and
no entry is made on the 1838-C Worksheet.

The route examiner will only accompany
you on the street on the day of inspection.

We will skip street time at this point and
return to it later. First, let’s finish filling out the
1838-C Worksheet, beginning with your return
from the street.
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27. CLOCK IN. Upon return from the street
you park your vehicle, retrieve your hamper,
unload your vehicle, and go to the time clock.
You clock back in at 18.50. You transport your
collection mail and any undeliverable parcels to
a designated location and handle in accordance
with local procedures. In some offices these
functions are done prior to clocking in from the
street. You return to your case at 6:33.

=  Clock ring. You ring in as usual, and then
also ring, or write in, the time in the clock
ring section of the 1838-C Worksheet. Your
clock in time is 18.50, which is 6:30 p.m.

= Actual time entry—Line 21. The time spent
handling your collection mail and undeliv-
erable parcels is an actual time entry. Write
21m, 6:30 and 6:33 and an elapsed time of 3
minutes.

- Comment—Line 21. Explain the activity in
the Comments section: “21m handle collec-
tion mail and undeliverable parcels.”



Form 1838-C

1-93
United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Worksheet page 1
Post Office Delivery Unit Route No. =
Denwver, Colorado Sullivan Station 4713
b
AM PM Carrier ors Actual Time Entries
1. Letter-Size 700 Marked-Up EXPLANATION (;rl|J|\|/|[;5E W?:U?N EL-|/:\|':/|SEED
25
200 29 62 15 E | 71106
450 feqmced/ B | 717:08 7
971 E | 77.05
70 23 Blwso|
2. Mail of All Other Sizes E | 77:50
21 7
632 9 1B 1049
70 E | 70:49
790 170 24 2 7f B | 047 | ?
76 E | 1047
18 21e B | 1045 2
3. Accountable and Signature Mail 23 E | 70:22 7
B | 70:27
Registered/Certified 6 2 14 E | 70227 6
COD/Customs 7 B | 70:75
Postage Dues 7 E | 70:02 2
Express Mail 2 2 7¢ B | 70:00
5. All Parcel Post over 2 Ibs. 23 E 790?3 10
2 ¥ E 9.5 0
- 2
6. Sequenced and Collated 5 B 9:48
E 9:48
7
Letter Size 23 B | 947
E 9:47
s B [ 946 7
450 27 E | 996 7
Other Size ¢ B 9:45
E 9:37
9. 2nd-Class Marked up (exclude Form 3579) 2 7b B 9:30 7
E 9:00
78 B | 850 70
10. Mail with Form 3579 attached 23 E ;5; 10
4 E 7:17
12. Change of Address Recorded £ B | 708 3
E 7:08
23 B 7:07 7
13. Insured Receipts Turned In 214 E 7:07 2
Enter Line Number DPS Volume Pieces: (7a) B | 705
In Explanation Column LINE | To be added in line 7a on PS Form 1838 3,762 79 E | 705 I3
Registered-Certified-COD-Customs Comments BeginHere | B | 700
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts.
Withdrawal of mail 15 21a Pwk, Mf/ scanner Time Clock Rings
Sequencing and collating By-Pass Mail 16 2 7& f@[ f ! ( E
Actual Strapping out time 17 ;
Break (local option) 18 2 70 T/U"OW&M case R
N Vehicle inspection . 19 27¢ WOVE : f _ 3996 L
9_’ Office W_ork not covered by form (work_functlons , . . B
B nocessary and of a contuing nature) 21 21e  Bring mail to window- caller
€ (use Comments Section) . E
g ————— — 21f  Replenish forms
2 it pestommed on A contining basts whioh e~ | R 718.50
d excluded in computing the net office time (Use 22 2 Zq C/m DPI W ’
g Comment section) L 7250
2 Counting mail and filling out form 1838 worksheet 23 B 07 00
% Signature of Carrier(or Examiner) Day of Week |Date ((Reg.) Repl. Lunch
[in < | certify the above information From To
@ recorded by me is correct. Sat 10/29/05




Form 1838-C

1-94
United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Worksheet page 2
Post Office Delivery Unit Route No. ~
Denwer, Colorado Sullivan Station 4713
AM PM Carrier Actual Time Entries
: CFS
1. Letter-Size Marked-Up EXPLANATION GTLIJ’YIE:EE W?:LEIN EL%’:A?EED
E
B
E
B
2. Mail of All Other Sizes E
B
E
B
E
B
3. Accountable and Signature Mail ” "’ E
Registered/Certified Q‘ ‘0‘ E
KL
COD/Customs SIS B
KKK
Postage Dues 0“"‘0“ E
Express Mail ’ " B
5. All Parcel Post over 2 Ibs. E
B
B E | 633
6. Sequenced and Collated ‘7 2Tm B 630 3
E 12:29
Letter Size 2 7L B | 712.27 2
75 E 12:27 7
B | 72:26
E 12:26
Other Size 2 7k' B | 72:23 3
. E 72:08
9. 2nd-Class Marked up (exclude Form 3579) 2 7] B | 72:.06 2
. E 12:06
21 B | 12:05 7
10. Mail with Form 3579 attached E | 77:50
23 B | 77:48 z
E 77:36
12. Change of Address Recorded 23 B | 77:35 7
E 77:15
23 B e ¢
13. Insured Receipts Turned In 15 E 71:77 P
Enter Line Number DPS Volume Pieces: (7a) B | 77.07
In Explanation Column LINE | To be added in line 7a on PS Form 1838 27@ E | 7707 1
Registered-Certified-COD-Customs Comments Begm Here B 17:06
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts.
Withdrawal of mail 15 2 7/(/ Retreeve [%U’ cel tub Time Clock Rings
S i d collating By-Pass Mail 16 . . zﬁ é é ‘
equencing a.n col a.lng y-Pass Mai 27[/ Tr[f/to CF_‘; 0 &) t& lo Lon E
Actual Strapping out time 17
Break (local option) 18 2 ?] VWW /Wld/ W R
Vehicle i ti 19 .
py Lo nepet 27k Place wnaddressed flats behind each bundle |-
?_’ Office Work not covered by form (work functions B
- t be identified and d as bei
5 ocosanyand o s cortvng ey 2 | 270 Scan hot case, load DPS
€ (use Comments Section) . . .
g — — 21m Hmwdadwmwmmhmwwk<
O Waiting for mail (office) and other office activities
Z“ not performed on a continuing basis which are 22
($) excluded in computing the net office time (Use
1 Comment section) L
®
2 Counting mail and filling out form 1838 worksheet 23 B
.
% Signature of Carrier(or Examiner) Day of Week |Date (Reg.) Repl. Lunch
Ie ‘ I certify the above information From To
&’ recorded by me is correct. fﬂ«t 70/ 29/ 05
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28. TURN IN ACCOUNTABLE ITEMS. Your
next function is to go to the finance cage and
turn in your accountable items. Make sure to
obtain Form 3821, Clearance Receipt, after clear-
ing your accountables. You return to your case

at 6:36.

= Actual time entry—Line 14. Your trip to
the finance cage is a Line 14 function.

Write 14, 6:33 and 6:36 with an elapsed time
of 3 minutes.



For

m 1838-C

1-96
United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Worksheet page 2
Post Office Delivery Unit Route No. ~
Denwver, Colorado Sullivan Station 4713
AM PM Carrier Actual Time Entries
1. Letter-Size Marked-Up CFS TIME WRITEIN ELAPSED

EXPLANATION

GUIDE  TIME TIME
E
B
E
B
2. Mail of All Other Sizes E
B
E
B
E
B
3. Accountable and Signature Mail E
B
Registered/Certified E
COD/Customs B
Postage Dues E
Express Mail B
5. All Parcel Post over 2 Ibs. ‘ E 6:36
> 1 B | 633 3
) E 6:33
6. Sequenced and Collated 2Tm B 6:30 3
E 12:29
Letter Size 2 7L B | 71227 2
E 12:27
75 B | 72:26 7
E 12:26
Other Size 2 7k' B | 72:23 3
. E 72:08
9. 2nd-Class Marked up (exclude Form 3579) 2 7] B | 72:.06 2
. E 12:06
21 B | 12:05 7
10. Mail with Form 3579 attached E | 77:50
23 B | 7748 z
23 E 77:36 7
12. Change of Address Recorded B | 77:35
E 77:15
23 B e ¢
13. Insured Receipts Turned In 15 E 71:77 P
Enter Line Number DPS Volume Pieces: (7a) B | 77.07
In Explanation Column LINE | To be added in line 7a on PS Form 1838 27@ E | 7707 1
Registered-Certified-COD-Customs Comments Begm Here B 17:06
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts.
Withdrawal of mail 15 2 7/(/ Retreeve [%U’ cel tub Time Clock Rings
Sequencing and collating By-Pass Mail 16 . « .
e 210 Tripto CES, thwowback case, waste location E
pping out time 17
Break (local option) 18 2 ?] VWW /Wld/ W R
Vehicle inspection 19 .
5 21k  Place mddm;:eaéﬂats behind each bundle |-
?_’ Office Work not covered by form (work functions B
+ must be identified and approved as bein
5 ocosanyand o s cortvng ey 2 | 270 Scan hot case, load DPS
€ (use Comments Section) . . .
9 21w Handle collection mail and undeliv: parcels .
O Waiting for mail (office) and other office activities
Z“ not performed on a continuing basis which are 22 R
($) excluded in computing the net office time (Use
1 Comment section) L
[+
(v}
2 Counting mail and filling out form 1838 worksheet 23 B
.
% Signature of Carrier(or Examiner) Day of Week |Date (Reg.) Repl. Lunch
Ie ‘ I certify the above information From To
&’ recorded by me is correct. fﬂ«t 70/ 29/ 05
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29. RETURN YOUR EQUIPMENT/PROCESS
UNDELIVERED MAIL. Take your empty
equipment and scanner (depending on local
practice) to the designated locations. Place un-
delivered mail on case and complete Form 1571.

Note: Make sure you obtain a management ini-
tialed copy of Form 1571 (M-39 Section 111.2;).

You count all of your returned mail for
proper recording on the 1838-C Worksheet im-
mediately after completing the Form 1571. It
takes you one minute to count and record the
number of mail pieces.

= Actual time entry—Line 21. Returning
your equipment to its designated location
and completing Form 1571 are actual time

entries. Write 21n, 6:36 and 6:38 and an
elapsed time of 2 minutes.

=  Comment—Line 21. Explain the activity in
the Comments section: “21n return equip-
ment, complete Form 1571.”

=  Mail count section. When you finish
counting, write the total of 40 under Letter
Size, PM entries. Of those 40, you record
13 as Marked-Up letters and 15 pieces as
CFS in the proper columns.
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. Actual time entry—Line 23. Write 23, 6:38
and 6:39, and an elapsed time of 1 minute.

An accurate count and classification of all
undelivered mail in the afternoon will re-
sult in a “pull down” credit the next day
for your CFS and other cased mail.



Form 1838-C

1

-99

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

page 2

Post Office Delivery Unit Route No.
Denwer, Colorado Sullivan Station 4713
AM PM Carrier ors Actual Time Entries
T LeterSize Marked Up cxeuanon JHE WATEW | ELAPecD
E
B
E
B
2. Mail of All Other Sizes E
B
E
B
E
B
3. Accountable and Signature Mail E
B
Registered/Certified ’ 23 E 6:39 ,
COD/Customs B 6:38
Postage Dues E 6:38
2
Express Mail 2in B 6:36
5. All Parcel Post over 2 Ibs. E 6:36
74 3
B 6:33
E 6:33
6. Sequenced and Collated 2m B 6:30 3
E 12:29
Letter Size 2 7L B | 71227 2
E 12:27
75 B | 72:26 7
E 12:26
Other Size 2 7k' B | 72:23 3
. E 72:08
9. 2nd-Class Marked up (exclude Form 3579) 2 7] B | 72:.06 2
. E 12:06
21 B | 12:05 7
10. Mail with Form 3579 attached E | 77:50
23 B | 7748 z
E 77:36
23 - 7
12. Change of Address Recorded B | 77:35
E 77:15
23 B e ¢
13. Insured Receipts Turned In 15 E 71:77 P
Enter Line Number DPS Volume Pieces: (7a) B | 77.07
In Explanation Column LINE | To be added in line 7a on PS Form 1838 27/b E | 77:07 7
Registered-Certified-COD-Customs Comments Begin Here B 71:06
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts.
Withdrawal of mail 15 2 7/(/ Retreeve [%U’ cel tub Time Clock Rings
Sequencing and collating By-Pass Mail 16 . « .
- ki 210 Tripto CES, throwback case, waste location E
ctual Strapping out time 17
Break (local option) 18 2 ?] VWW /Wld/ W R
Vehicle i ti 19 .
py Lo nepet 27k Place wnaddressed flats behind each bundle |-
?_’ Office Work not covered by form (work functions B
- t be identified and d as bei
5 ocosanyand o s cortvng ey 2 | 270 Scan hot case, load DPS
€ (use Comments Section) . . . E
g — — 21w Handle collection mail and undeliv: parcels
§ W:;utlnrgf for mdall (office) te_md_ othber qfflc?‘_aﬁuvmes h R
not performed on a continuin asis which are '
d ech‘L)Jded in computing the negt office time (Us! 7 2 7’(/ kele’I/ %W COW& 7577
é Comment section) L
] \//Y
2 Counting mail and filling out form 1838 worksheet 2 B
.
% Signature of Carrier(or Examiner) Day of Week |Date (Reg.) Repl. Lunch
Ie ‘ I certify the above information From To
&’ recorded by me is correct. fﬂ«t 70/ 29/ 05
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United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Worksheet page 1

Post Office Delivery Unit Route No. =~
Denwer, Colovado Sullivan Station 4713
)
- AM PM Carrier oFs Actual Time Entries
1. Letter-Size 5, Marked-Up EXPLANATION GTLIJ’YIEFE wwﬂim EL_ﬁI;\’ASEED
25
200 29 62 15 E | 1706 7
450 seqmced/ 73 75 B | 77.05
91 E | 77:05
0 /\ 23 B | 70:50 5
2. Mail of All Other Sizes \/* 215 E | 77:50 7
632 B [ 70:49
70 E | 710:49
790 70 24 2 7]6 B | 7047 2
76
E | 7047
78 21e g 1945 | 2
3. Accountable and Signature Mail E | 7022 7
23 B | 1021
Registered/Certified 6 2 14 E | 7027 6
COD/Customs 7 B | 70:15
Postage Dues 7 E | 70:02
Express Mail 2 2 7d’ B | 70:00 2
5. All Parcel Post over 2 Ibs. E | 70:00
23 Tsles0o ]| "
2 ¥ E 9‘5 0
6. Sequenced and Collated 5 B | 948 2
E 9:48
7
Letter Size 23 B | 947
E | 947
5 I8 |os | !
50 27e |EL 276 ,
Other Size B | 945
E 9:37
9. 2nd-Class Marked up (exclude Form 3579) 2 75 B | 9:30 7
E 9:00
8 B 8:50 70
10. Mail with Form 3579 attached E 7:21
23 B | 777 70
E 7:11
7 75 3
12. Change of Address Recorded B 7:08
E 7:08
23 8707 | !
13. Insured Receipts Turned In 214 E 7:07
Enter Line Number DPS Volume Pieces: (7a) B | 705
In Explanation Column LINE | To be added in line 7a on PS Form 1838 3,762 79 E | 705 s
Registered-Certified-COD-Customs Comments Begin Here B 7:00
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts.
Withdrawal of mail 15 27a PLCk/ M«f/ scanner Time Clock Rings
Sequencing and collating By-Pass Mail 16 2 76 _f t ! 2 E
Actual Strapping out time 17
Break (local option) 18 2 70 T/WOM)&M CM& R
Vehicle i i 19 2 : ,
E enicle inspection 2 7¢ Wo;/ _ 3996. L
‘0_’ Office Work not covered by form (work functions B
. t be identified and d as bei ' ' '
§ nomamiemmennee | o | 270 Bring mail to windowcaller
€ (use Comments Section) . h/ E
9]
g Waiting for mail (office) and other office activities 2 7f RW ﬁ)VW R 78 5,0
t performed tinuing basis which . .
(G Sxcluded in computing the net offce tme (Uss | 22 214 Check DPS mail B S
g Comment section) L 7250
2 Counting mail and filling out form 1838 worksheet 23 B 02 00
% Signature of Carrier(or Examiner) Day of Week |Date (Reg.) Repl. Lunch
s ‘ I certify the above information From To
ﬁ recorded by me is correct. f mf’ 70/ 29/ 05
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30. THROWBACK CASE. After you have
cased and processed all of your undelivered
mail, you take your mark-ups and mis-sorts to
the throwback case.

= Actual time entry—Line 21. Placing mail
in the throwback case is an actual time en-

try. Write 210, 6:42 and 6:44 and an elapsed
time of 2 minutes.

=  Comment—Line 21. Explain the activity in
the Comments section: “21o throwback
case.”
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United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Worksheet

page 2

Post Office Delivery Unit Route No.
Denwer, Colorado Sullivan Station 4713
AM PM Carrier Actual Time Entries
- CFS
1. Letter-Size Marked-Up TIME WRITEIN ELAPSED
EXPLANATION by TiME TIME
E
B
E
B
2. Mail of All Other Sizes E
B
E
B
E
B
3. Accountable and Signature Mail E 6:44
210 2
B 6:42
Registered/Certified 23 E 6:39 7
COD/Customs B 6:38
Postage Dues E 6:38
2
Express Mail 2in B 6:36
5. All Parcel Post over 2 Ibs. E 6:36
74 3
B 6:33
E 6:33
6. Sequenced and Collated 2m B 6:30 3
E 12:29
Letter Size 2 7L B | 71227 2
E 12:27
75 B | 72:26 7
E 12:26
Other Size 2 7k' B | 72:23 3
. E 72:08
9. 2nd-Class Marked up (exclude Form 3579) 2 7] B | 72:.06 2
. E 12:06
21 B | 12:05 7
10. Mail with Form 3579 attached E | 77:50
23 B | 7748 z
23 E 77:36 7
12. Change of Address Recorded B | 77:35
E 77:15
23 B e ¢
13. Insured Receipts Turned In 15 E 71:77 P
Enter Line Number DPS Volume Pieces: (7a) B | 77.07
In Explanation Column LINE | To be added in line 7a on PS Form 1838 27/b E | 77:07 7
Registered-Certified-COD-Customs Comments Begin Here B 71:.06
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts.
Withdrawal of mail 15 2 7/(/ Retreeve [%U’ cel tub Time Clock Rings
Sequencing and collating By-Pass Mail 16 . « .
e 210 Tripto CES, thwowback case, waste location E
pping out time 17
Break (local option) 18 2 ?] VWW /Wld/ W R
Vehicle i ti 19 .
py Lo nepet 27k Place unaddvessed flats behind each bundle |-
?_’ Office Work not covered by form (work functions B
- t be identified and d as bei
5 ocosanyand o s cortvng ey 2 | 270 Scan hot case, load DPS
€ (use Comments Section) . . . E
g — — 21w Handle collection mail and undeliv: parcels
§ W:;utlnrgf for mdall (office) te_md_ othber qfflc?‘_aﬁuvmes R
not performed on a continuin asis which are
d ech‘L)Jded in computing the negt office time (Use 22 2 7’(/ kele’I/ (2 7577
é Comment section) L
3 210 Thwwback case
2 Counting mail and filling out form 1838 worksheet 23 B
.
% Signature of Carrier(or Examiner) Day of Week |Date (Reg.) Repl. Lunch
Ie ‘ I certify the above information From To
&’ recorded by me is correct. fﬂ«t 70/ 29/ 05
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Page Corrected 02-04-05

31. FINISH FILLING OUT THE 1838-C
WORKSHEET. Your last function before ending

your tour is to complete the last entries on the
1838-C Worksheet. You finish at 6:46.

Mail count section. Record the 3 insured
receipts you turned in at the finance cage
under Section 13 of the 1838-C Worksheet
(first sheet). You will receive one minute of
credit for returning one (1) or more insured
receipts.

Comments—unusual circumstances.
Then, in the comments section, you should
note any unusual circumstances on the tour
such as “light mail,” “vehicle breakdown”
or “bad weather.”

Total the columns in the mail count sec-
tion. Now add up the mail count numbers
on the first worksheet and write in the
totals.

Bottom of form. At the bottom of the first
worksheet, fill in your lunch period times.
Add your signature to both worksheets.

Total actual time entries. Now you add up
your total elapsed minutes at the bottom of
each worksheet’s actual time entries. Here
your totals are 83 and 34 minutes.
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= Actual time entry - Line 23. Filling out the
1838-C Worksheet is a Line 23 item. Write
23, 6:44 and 6:46, and 2 minutes elapsed

time.

On your way to the time clock you visit the
restroom and return items to your locker.
There is no actual time entry for this per-
sonal time.



Form 1838-C

1-105
United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Worksheet page 1
Post Office Delivery Unit Route No. .~
Denwver, Colorado Sullivan Station 4713
AM PM Carrier Actual Time Entries
Si i CFS
1. Letter-Size 700 Marked-Up EXPLANATION GTLIJ'\IADEE W?:IEN EL¢|’:/|8|5ED
25
200 40 29 62 15 E | 711.06 7
450 :eq 73 75 B | 7705
E | 77.05
@ 7 23 B | 70:50 5
2. Mail of All Other Sizes \/\/ d/ d/ 2 y E | 77:50 7
632 B | 70:49
170 < E | 70:49
792 2 7f B | 1047 2
7 66 E | 1047
78 @ 802 27 Fotioa] 2
3. Accountable and Signature Mail \/\/ 23 E | 70:22 7
B | 70:21
Registered/Certified 6 2 14 E | 70:27 6
COD/Customs 7 B | 70:15
Postage Dues 7 E | 70:02
Express Mail 2 2 764 B | 70:00 2
5. All Parcel Post over 2 Ibs. 23 E 70:00 10
fz ‘ =
6. Sequenced and Collated 5 B [ 948 2
E 9:48
7
Letter Size 23 B | 947
E 9:47
& B | 946 7
450 21 E | 946
Other Size ¢ B | 9:45 7
E 9:37
9. 2nd-Class Marked up (exclude Form 3579) 2 76 B 9:30 7
E 9:00
78 B | 850 70
10. Mail with Form 3579 attached 23 E ;i; 10
4 15 E 7:17 3
12. Change of Address Recorded [~ ,\ B 7:08
E 7:08
’ 3 23 B [ 707 7
13. Insured Receipts Turned In 270 E 7:07
Enter Line Number DPS Volume Pieces: (7a) B | 705
In Explanation Column LINE | To be added in line 7a on PS Form 1838 3,762 79 E | 705 s
Registered-Certified-COD-Customs Comments BeginHere | B | 700
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts. 83
Withdrawal of mail 15 27a P(/Ck/ MP scanner /Time Clock Rings
Sequencing and collating By-Pass Mail 16 2 7é f t’ C 2 E
Actual Strapping out time 17
Broak (ocalopton) 18 21c  Throwback case R
— - 19
g Vehicle inspection 27d/ Work[oa,d, _ 3996 L
?_’ Office Wprk np} covered by form (work'functions
B nocessary and of & contmuing nature) 21 21e  Bring mail to window-caller B
€ (use Comments Section) /D E
[]
é Waiting for mail (office) and other office activities 2 7f KWM ﬂrw R 78 50
rformed inuing basis which
G oxcluded incomputing the nerofice tme (Use | 22 214 Check DPS mail oY
1 Comment section)
@ L 72.50
2 Counting mail and filling out form 1838 worksheet B oz 00
g Signature of Carrier(or Examiner, Day of Week |Date (Reg.)} Repl. Lunch
I8 I certify the above information From
@ a M’ recorded by me is correct. Sat 10/29/05 74.00 74 50

L4




Form 1838-C

1-106
United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Worksheet page 2
Post Office Delivery Unit Route No. ~
Denwer, Colorado Sullivan Station 4713
AM PM Carrier Actual Time Entries
1. Letter-Size Marked-Up CFS EXPLANATION | TIME WRITE N ELAPSED
GUIDE  TIME TIME
E
B
E
B
2. Mail of All Other Sizes E
B
E
B
E 6:46
23 B 6w |
3. Accountable and Signature Mail E 6:44
210 2
B 6:42
Registered/Certified 23 E 6:39 7
COD/Customs B 6:38
Postage Dues E 6:38
Express Mail 2in B 6:36 2
5. All Parcel Post over 2 Ibs. E 6:36
74 3
B 6:33
E 6:33
6. Sequenced and Collated 2m B 6:30 3
E | 72:.29
Letter Size 2 7L B | 71227 2
E | 71227
75 B | 72:26 7
E | 712:26
Other Size 2 7k' B | 72:23 3
. E | 72:08
9. 2nd-Class Marked up (exclude Form 3579) 2 7] B | 72:.06 2
. E | 72:.06
21v B | 1205 7
10. Mail with Form 3579 attached E | 77:50
23 2
B | 7748
23 E | 77:36 7
12. Change of Address Recorded B | 77:35
E 77:15
23 B e ¢
13. Insured Receipts Turned In 15 E 77:77 P
Enter Line Number DPS Volume Pieces: (7a) B | 77.07
In Explanation Column LINE | To be added in line 7a on PS Form 1838 27/b E | 77:07 7
Registered-Certified-COD-Customs Comments Begin HerQ\ B 77:06
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts. 4 34
Withdrawal of mail 15 2 7/(/ Retreeve [%U’ cel tub Time Clock Rings
S i d collating By-Pass Mail . . .
Saueneiy and ooty By e T 2 270 Tripto CFS, throwback case, waste location |
Actual Strapping out time 17
Break (local option) 18 2 ?] VWW /Wld/ W R
Vehicle i ti 19 .
Vot npesin 27k Place unaddressed flats behind each bundle |-
?_’ Office Work not covered by form (work functions B
= t be identified and d as bei
5 ocosanyand o s cortvng ey 2 | 270 Scan hot case, load DPS
€ (use Comments Section) . . . E
g — — 21w Handle collection mail and undeliv: parcels
2 o1 peformed on & conining basi which are. R
not pe 0
d ech‘L)Jded in computing the negt office time (Use 22 2 7’(/ kele’I/ %W COW& 7577
é Comment section) L
3 210 Thwwback case
2 Counting mail and filling out form 1838 workshe?\} B
e
% Signature of Carrier(or Examine, Day of Week |Date (Reg.) Repl. Lunch
Ie I certify the above information From To
@ Q‘ M ‘ recorded by me is correct. -Qul; 10/29/05

Page Corrected 02-04-05
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32. END TOUR. You clock out at 18.80 (6:48 in
minutes).

=  Clock ring. You also ring or write in the
time of 18.80 in the clock rings section of
the 1838-C. Then leave the Worksheet in the

designated area.



\ 108 Form 1838-C

United States Postal Service Carrier’s Count Mail - Letter Carrier Routes Worksheet page 1

Post Office Delivery Unit Route No. =
Denver, Colorado Sullivan Station 4713
AM PM Carrier Actual Time Entries
- CFS
1. Letter-Size 700 Marked-Up EXPLANATION G‘|'l|J|\I/|DEE W?:H?N EL'ﬁi/ﬁ;ED
25
200 29 62 E | 77.06
0 75
450 5eqwenw&£ 4 7 6 7 73 75 B | 7705 !
91 1 E | 77:05
/ N
70 ﬂ 7/7 23 B | 70:50 &
2. Mail of All Other Sizes E | 77:50
632 219 81099 | !
70 E | 70:49
190 10 24 21 e Ti0er | 2
76
E | 70:47
18 866 2t a2
3. Accountable and Signature Mail 23 E | 70:22 7
B | 70:27
Registered/Certified 6 2 14 E | 70:271 6
COD/Customs 7 B | 70:75
Postage Dues 7 E | 70:02
Express Mail 2 21d B | 70:00 2
5. All Parcel Post over 2 Ibs. 23 E | 70:00 10
iz : i
6. Sequenced and Collated & B 9:48 2
E 9:48
7
Letter Size 23 B | 947
E 9:47
S Blos | !
50 21 E | 946 ;
Other Size ¢ B | 9:45
E 9:37
9. 2nd-Class Marked up (exclude Form 3579) 2 7b B 9:30 7
E 9:00
8 B 8:50 70
10. Mail with Form 3579 attached E 727
23 B | 717 70
4 15 E 7:17 3
12. Change of Address Recorded B 7:08
E 7:08
3 23 B 7:07 7
13. Insured Receipts Turned In 214 E 7:07 2
Enter Line Number DPS Volume Pieces: (7a) B | 705
In Explanation Column LINE | To be added in line 7a on PS Form 1838 3,762 79 E 7:08 I3
Registered-Certified-COD-Customs Comments BeginHere | B | 700
Postage Due-Form 3868-signing for, 14 TOTAL
returning funds and receipts. 83
Withdrawal of mail 15 21a PLCk/ M{ﬂ/ scanner Time Clock Rings
Sequencing and collating By-Pass Mail 16 2 7b _f Z,L ! 2 E
Actual Strapping out time 17 ;
Break (local option) 18 2 70 T/U’O[/Vém case R
Vehicle i ti 19 2 : ,
B enicle inspection 2 7¢ Wor _ 3996. L
‘Q Office W_ork n_o_t covered by form (work_functions B
B nocessary and of & contiuing nature) 21 21e  Bring mail to window-caller
€ (use Comments Section) . /D x 18.80
s .
é Waiting for mail (office) and other office activities 2 7f RW ﬂlfW R 78 50
t performed tinuing basis which .
G xcluded n computing he net offce tme (Uss | 22 214 Check DPS mail oY
1 Comment section)
* L 7250
e Counting mail and filling out form 1838 worksheet 23 B 07 00
g Signature of Carrier(or Examiner) Day of Week |Date ((Reg.)} Repl. Lunch
- | certify the above information From To
@ A W ‘ recorded by me is correct. Sat 10/29/05 14.00 | 14.50
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EPM OFFICES

In this exercise we have assumed that the
letter carrier works in a non-EPM office. Many
carriers work in EPM offices, which means they
case PM mail after returning from the street.

For the purpose of filling out the 1838-C
Worksheet, there is very little difference for a
carrier working in an EPM office. The major
change is that in addition to counting and cas-
ing the undelivered mail returned from the
street, the carrier makes entries on the 1838-C
Worksheet for casing, and processing PM mail.

These entries are made in the same manner
as the morning entries in our example—except

that mail count entries are under the “P.M.” sec-
tion of the 1838-C Worksheet.
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D. Street Time

INTRODUCTION

On the day of inspection you will carry
your route as usual—with one exception: The
route examiner, clipboard and pen in hand, will
follow you around the entire day and observe
every detail as you deliver your route. The ex-

aminer will also take notes on a special form,
the Form 3999.

Deliver the route as usual. The most im-
portant thing about the street inspection is this:
You should deliver your route in precisely the
same manner as you do throughout the rest of
the year.

There are a few additional things you
should know about the street portion of the
route inspection.

ROUTE EXAMINER CONDUCT

The route examiner must follow some rules
while observing you on the street (See Footnote

3).

=  Observe, not supervise. The examiner
must act as an observer and not a supervi-
sor. You should not be told to change the
way you usually deliver your route. For ex-
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Page Corrected 03-21-05

ample, if you are performing a dismount
delivery the examiner cannot instruct you
to leave the vehicle running to save time.

Another example would be an examiner in-
structing letter carriers to ignore the rules
regarding employees who perform curb-
side deliveries. USPS policy (M-00341, M-
00994) states that employees who perform
curbside deliveries shall adhere to the fol-
lowing procedures: While on a level street
or road place the vehicle in neutral and
place foot firmly on brake peddle while col-
lecting mail or placing mail in a mail recep-
tacle. And if on a hill, place the vehicle in
park, place foot firmly on brake peddle
while collecting mail or placing mail in a
mail receptacle.

No standard pace, no setting the pace.
NALC and the Postal Service have agreed
that there is no standard or minimum street
pace that a carrier is required to maintain.
Do not allow yourself to be intimidated
into speeding up on the day of inspection.
The examiner may not set the pace for you,
but should maintain a position to observe
only.

No discussion of route evaluation or mail
volume. The examiner may not discuss
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with you the mail volume or the evaluation
of the route.

If the route examiner exhibits any conduct
discussed above contact your shop steward
to report a potential grievance.

Here are a few things that you should

watch out for while delivering your route on
inspection day.

Fingering mail: Do not finger mail when
walking up or down steps or curbs, when
crossing streets, or at any time it would cre-
ate a safety hazard to yourself or to the
public (M-41 Section 133.2). You must not
finger mail while driving or hold mail in
your hands while the vehicle is in motion.
If the route examiner asks you to finger
mail in a manner not provided for above
contact your shop steward to report a po-
tential grievance.

Crossing lawns: You should cross lawns to
deliver mail only if there is, in your opin-
ion, no safety hazard, such as a dog, slip-
pery surface, snow, uneven terrain, or un-
usual obstacles, and only if there is no ob-
jection from the patron (National Agree-
ment Article 41.3.N). During the route in-
spection, the examiner may not instruct
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you to cross lawns that you do not cross
throughout the year.

Only during street supervision, apart from
the route examination, may a supervisor
order a carrier to cross a specific lawn that
the supervisor believes is an obvious short-
cut. If you are given an order by the route
examiner to cross a specific lawn you
should contact your shop steward to report
a potential grievance.

" Breaks: As mentioned earlier, carriers are
entitled to either one break in the office and
one break on the street or two breaks on
street time. Do not let the route examiner
intimidate you, or coerce you into skipping
or reducing your break, and if they attempt
to do so contact your shop steward to re-
port a potential grievance.

= Lunch: You should take your full 30 minute
lunch at one of the authorized locations re-
corded on the Form 1564-A in your route
book. When leaving the route for lunch,
lock the satchel containing undelivered reg-
istered and COD mail in a designated relay
box or the vehicle. Make a simple record of
the registered, COD, and other more-than-
ordinary-value items that are left. When
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returning from lunch, check to ensure that
no pieces are missing (M-41 Section 131.13).
Do not let the route examiner intimidate
you, or coerce you into skipping or reduc-
ing your lunch, and if they attempt to do so
contact your shop steward to report a po-
tential grievance.

=  Comfort stops: In addition to your lunch
period and break periods, you may take
any comfort stops reasonably necessary
during the course of performing your street
duties. Reasonable comfort stops will not
be deducted from your actual time (M-39
Section 242.341). In fact, the examiner may
not suggest or forbid any rest or comfort
stops (See Footnote 3). Do not let the route
examiner intimidate you, or coerce you into
skipping a comfort stop, and if they at-
tempt to do so contact your shop steward
to report a potential grievance.
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FORM 3999

As mentioned earlier, on the day of inspec-
tion the examiner uses a Form 3999 to record in-
formation about the street phase of your day. A
copy of the Form 3999 is found on pages 117-
118. It is a two-page form, front and back, called
“Inspection of Letter Carrier Route.”

We will briefly review the Form 3999.
Please look at the front page of the form, lower
half.

Yes and No Comments. You should see 26
questions that the route examiner answers by
checking a “Yes” or “No” box. The route exam-
iner may make recommendations to manage-
ment based on these comments. However, that
is the only purpose of these questions.

No discipline from Form 3999 comments.
The “Yes” and “No” check marks on this Form
are part of the route inspection and adjustment
process — they are not a valid basis for any disci-
pline. If management attempts to discipline you
based on the Form 3999, contact your shop
steward to report a potential grievance.

No deductions without specific documen-
tation. Management cannot use the Yes and No
check marks as a basis for making deductions
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United States Postal Service ]
Inspection of Letter Carrier Route

Office Delivery Unit Route No. No. of Trips Truck Type Capacity
Owo  OrHo
Vehicle No. Carrier's Name ID No. Age Length of Service Length of Service
on Route
- Type of Transportation
Type of Route Curb Park & | [J Non-EPM  [] EPM yp p S,
[] Business [] Delivery [ ] Res. []Mixed []Foot []Loop [ Bicycle [ Motorized [ Dismount |[_] Public [ ] Drive Out [] Vehicle [] Contract
Trip 1 Trip 2
X El El . El El
Description Time '?ilr)r?eed Odometer Gﬁ;:d Time .?i’:r?:d Odometer ';ﬁz:d
End Garage
End Office
Arrive Office
Trans- Leave

portation  [Board

Last Delivery

End Lunch

Start Lunch

First Delivery

EXEEXIEEIXEZXS
BRSQOBXEIN

Trans- Leave

I RRRARRN

portation  |Board s 353 BRI

R,

Leave Office

Report Office

R IRITRS
2R
KRS
et te oo

Report Garage

RRZS R RIRLIRRLS
QIS OOEREBAIRK
! %

ERRRRZS
B
R

s
B

RIS X3
o) RRRIRRKRE,

T t I P 0RRIHH e KX RIRH N
otals

BR800 2
R
0NN
R

Total All Trips * } BRI
Public Transportation Time Out } Time Out
Schedule Return
* Minus lunch period and time spent waiting for mail.
Yes | No Item Yes | No ltem
Does carrier wear regulation uniform and present a neat

appearance? Office Break Option

Does carrier perform work and conduct himself or herself

in & business-like manner? Is vehicle capacity adequate?

Is carrier’s book up to date? Does carrier operate the vehicle in a safe manner?

Are address changes properly maintained on Form 3982? Is the line of travel the safest possible?

Are Forms 1776 and 1778 (Hazard and Dog Warning Cards) used? Is the best mode of transportation used?

Are computerized case labels used (C.L.A.S.S.)? Are travel pattern, relay, and park points set up efficiently?

Is there compliance with postal regulations concerning

o -
Should case labels be replaced? mail receptacles?

Is the carrier case and drawer free of personal effects

and extraneous matter? Does carrier take enough mail at each relay or park point?

Does the carrier leave the case unnecessarily? Does carrier finger mail between deliveries?

Are collection receptacles properly maintained, anchored

Does the carrier talk unnecessarily with other employees? and schedules legible?

Does the carrier have a sufficient supply of forms? Does carrier take obvious short-cuts?

Does the carrier have a valid driver’s license? Can changes be made to reduce travel time and deadheading?

Is a last withdrawal of preferential mail made before

leaving the office? Is DPS mail taken directly to the street without casing?

Remarks

Route Inspected By (Signature and Title) Day and Date

PS Form 3999, November 1997
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Form 3999 (reverse)

Leave Office - Show Line of Travel

Line of Travel to and from Lunch Place 2

kel o Residential Business Det.

>8 Block Number = £ | Time [ Actual Delys. Delys. PO
09 and % 2 | Enter Time | Delys. |Delys. | Delys. Poss. |Delys. Delys. [Delys. | Delys. Poss. | Delys. | Box
T o Street Name E ® | Block | Used | Poss. |Poss. | Poss. oth- | Made Poss. |Poss. | Poss. oth- | Made or
A Other | Curb INDCBU | ~ - Other | Curb INDCBU| <. NPU

Load Time

Travel to Route

Return Office - Show Line of Travel
Totals

a Complete only if carrier is (1) reimbursed for driving his own vehicle; (2) furnished bus fare or its equivalent; (3) provided transportation in a Postal Service
Vehicle; or (4) assigned to a Postal Service or contract vehicle.

b P- Park, L-Loop; \*Vehicle; D-Dismount

c E-Even O-Odd X-Crisscross

PS Form 3999, November 1997 (Reverse)
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from a carrier’s street time. They are not spe-
cific enough to justify any deduction.

Reverse Side: The other important part of
the Form 3999 is on the reverse side (page 118).
Here, the route examiner makes notes on every
block delivered on the route. The examiner
makes entries for times, number of possible de-
liveries, and number of deliveries actually
made. The examiner also makes entries for
every vehicle movement, rest break, comfort
stop and so forth, and the time it occurs.

Purposes of Form 3999: The Form 3999 is
completed only during the route inspection and
later during the evaluation of adjustments (See
page 1-132) The Form 3999 serves a dual pur-
pose for the inspection/adjustment process:

= To observe street functions. The examiner
will look at a number of factors that may
affect your route and the functions you per-
form associated with your street duties.
The examiner may use the Form 3999 to re-
cord their observations.

=  Transfer of territory. Management also
uses the detailed information on the Form
3999 to figure out how much time will be
transferred when it transfers territory from
one route to another.
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E. After the
Count and Inspection

INTRODUCTION

The route examination and adjustment
process is not finished when the week of count
and inspection is done. There are several addi-
tional steps that take place before a route is actu-
ally adjusted to 8 hours.

Although we do not need to cover all of the
details, there are some things that every letter
carrier should know. First, you should know
that management uses several additional forms
to summarize all of the data it will use to evalu-
ate your route.

Second, there are some basic rules that
management follows when it measures your
route at a particular office time and particular
street time.

Third, every letter carrier must take respon-
sibility for what happens after the week of count
and inspection. The carrier will receive copies of
certain management forms, and must look them
over for mistakes or violations. The carrier also
will have “consultations”—special meetings
with management about the results of the count
and inspection. There are several things you can
do in this process to protect your route from an
unfair or incorrect evaluation.
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DATA ANALYSIS

Management takes information from the

route examination, plus information from other
sources, and engages in a great deal of number-
crunching. It compiles this information on cer-
tain forms:

Form 1838 Management Summary. Man-
agement takes the information from each
1838-C Worksheet and transfers it to a dif-
ferent form, the 1838 Management Sum-
mary. Actual office time, standard office
time and actual street time are calculated
on this form.

Form 1840-B Eight-Week Analysis. Man-
agement also performs an “eight-week
analysis” of your street and office time.
The average street time is calculated from
7 randomly selected weeks and the week
after the count and inspection.

Form 1840, Summary of Count and Inspec-
tion, provides for consolidating and com-
pleting the evaluation data recorded on
Forms 1838, 1840-B and 3999. The exam-
iner who inspected the route, or a designee,
analyzes the form and makes appropriate
comments and recommendations.

If your route is to receive any type of ad-

justment, addition or relief, it must be recorded
on the reverse side of Form 1840.

Page Corrected 02-04-05
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ADJUSTMENT

When management evaluates your route, it

does not simply average your actual times from
the route examination. Instead, management
must adhere to the following:

Office time—actual versus standard. Of-
fice time is calculated in two ways. First,
the regular carrier’s actual office time dur-
ing the examination period is averaged.
Second, for the regular carrier management
also calculates “standard office time,” using
the “18 & 8" casing standard and several
other time standards for handling account-
ables, for strapping-out and so forth.

If the regular carrier is “under standard”—
actual office time is less than standard of-
fice time—then management uses the
shorter actual time when adjusting the
route. If the regular carrier’s actual office
time meets or exceeds standard office
time—then management adjusts the route
using standard time.

Any office time calculations for the regular
carrier must include all auxiliary assistance
he or she received in the office.

Street time—inspection period average or
eight-week average. Management has a
choice between two possible street times
when adjusting a route—either the street
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time average for the regular carrier during
the route examination period, or the street
time average from the eight-week analysis.
Whichever choice it makes, management
must justify it. Management’s selection

of the street time allowance cannot be
based on the sole criterion that the partic-
ular time selected was the lower (M-39
Section 242.322).

Any street time calculations for the regular
carrier must include all auxiliary assistance he
or she received on the street.

After management determines office time
and street time, it adds them together to find the
evaluated length of the route. Once it comes up
with this final figure, it then adjusts the route to
8 hours—by taking away some work or by add-
Ing some.

THE CONSULTATION(S)

Postal regulations require management to
consult with the regular carrier regarding
evaluation and adjustment of his or her as-
signed route.

Carrier routes are evaluated and adjusted
using the complex data-gathering process de-
scribed in Chapter 2 of the M-39 and explained
in detail in this manual. However, while num-
bers and averages and data are useful in

Page Corrected 02-04-05
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evaluating times and adjustments, postal regu-
lations also implicitly recognize that the individ-
ual letter carrier assigned to a route is in the best
position to make these assessments.

These consultations are mandatory. Man-
agement is not allowed to simply meet with the
carrier and tell him or her what it came up with
and what adjustment management intends to
make. To consult means to seek an opinion as a
guide to one’s own judgment.

You, the regular carrier, have an important
role in determining the evaluated time of, and
adjustment to, your assigned route. Do not al-
low management to pretend to consult, with a
wink and nod, and simply go through the mo-
tions. Postal regulations are very explicit about
what is required regarding consultations.

Arm yourself with detailed knowledge of
those regulations. They require management to
do all of the following:

1. Consult within time constraints. Manage-
ment must place adjustments into effect
within 52 calendar days of the completion of
the count (M-39 Section 211.3). Management
must complete all consultations within that 52
day window in a manner that allows full con-
sideration of the carriers” comments and
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suggestions concerning the evaluation of the
route and any proposed adjustments.

2. Provide documents in advance. Management
must give the carrier the following documents
in advance of the consultation regarding the
evaluation of the route:

A. Completed copies of Form 1838 at least 5
calendar days prior to consultation (M-39
Section 241.4, M-41 Section 923.1).

B. Completed copy of front of Form 1840 at
least one day prior to consultation. This

completed copy must contain the following
(M-39 Section 241.4, M-41 Section 923.1):

1. Totals and averages from Forms 1838
Day of inspection data
Examiner’s comments

Analysis of office work functions

G = N

Time recordings

C. Partially completed copy of reverse of
Form 1840 or attachments thereto, at least
one day prior to consultation. It must con-
tain the following:

1.  All time disallowances (M-39 Section
242 .347)

2. Related comments (M-39 Section
242.345-.347)
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3. Discuss certain matters. Management is re-
quired to discuss certain matters at:

A. The evaluation consultation—including:

1.
2.

3.

Mail volume (M-39 Section 232.1¢)

Evaluation of route (M-39 Section
232.1¢)

Any time adjustment to evaluated
street time based on alleged improper

practices or operational changes (M-39
Section 242.345)

Any adjustment of evaluated street
time based on a claim that conditions
during 8 week timecard period or
week of count were not normal so as
to justify not including such day or
days in base street time computation
(M-39 Section 242.346)

B. The adjustment consultation (if manage-
ment proposes relief or addition to your
route)—including (M-39 Section 243.11):

1.
2.

3.

The proposed relief or addition

The reasons for the proposed adjust-
ment

Whether the carrier agrees or dis-
agrees

The reasons the carrier agrees or
disagrees

The comments and recommendations
of the carrier
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4. Record your recommendations and com-
ments. Management must enter the following
on the 1840 (M-39 Section 243.11):

A. Your comments
B. Your recommendations

C. Whether you agree or disagree with the
proposed adjustments

D. The reasons for your agreement or dis-
agreement

5. Refrain from requiring you to sign anything.
Management is not allowed to require you to
sign a statement during the consultation(s) (M-
39 Section 243.11a).

6. Consult with you a second time. Manage-
ment must hold a second consultation if adjust-
ments are proposed (M-39 Section 243.11a).

7. Consider your suggestions. Management is
required to consider the suggestions from the
carrier serving the route (M-39 Section 243.11c).

8. Permit notation of absence of documenta-
tion of street time disallowances. If manage-
ment attempts to adjust your street time due to
alleged improper practices, operational changes,
or claimed abnormal conditions during the 8
week analysis, management must document it
on the reverse of the 1840 and discuss it with
you during the consultation regarding the route
evaluation. If management fails to so document,



NALC ROUTE PROTECTION PROGRAM - CHAPTER 1: ROUTE EXAMINATION AND THE LETTER CARRIER 1-129

you have the right, during the consultation, to
note the absence of such documentation by writ-
ing a notation on, and initialing and dating, the
1840 (M-39 Sections 242.345 & .346).

9. Disallow street time adjustments if docu-
mentation is not provided to carrier within 1
week of notation by carrier. If you make a nota-
tion on the 1840, as noted above, about the ab-
sence of documentation supporting a manage-
ment time disallowance, management has 1
week to supply such documentation to you. If
management fails to do so within 1 week, the
time adjustment shall be disallowed (M-39 Sec-
tions 242.345 & .346).

10. Provide completed copy of reverse of 1840
promptly after consultation. Promptly after
consultation, if the carrier requests that the re-
verse of his or her copy of form 1840 be com-
pleted, the carrier must immediately give the
copy to the manager for completion and return
no later than 7 calendar days (M-39 Section
243.11a).

You should make every effort to show your
Forms 1838-C, 1838, and Form 1840 to your
NALC representative prior to the consultation.
Your union representatives can help identify
any problems or mistakes on the forms. You will
thereby be in a better position to protect your
rights at the consultation. If you cannot obtain
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an NALC review in advance, don’t panic. There
will be time afterwards to address any prob-
lems.

Remember:

=  Completed Forms 1838 five (5) days in ad-
vance

= Completed front Form 1840 one (1) day in
advance

=  Partially completed reverse Form 1840 one
(1) day in advance

= Full discussion at consultation

. Management writes your comments on the
Form 1840

= No requirement for you to sign

. You write on Form 1840 absence of docu-
mentation

= You request completed copy Form 1840

=  Management has 7 days to return docu-
mentation and 1840

AFTER THE CONSULTATION

You should contact your shop steward for
grievance investigation and processing if man-
agement violates any of the procedures ex-
plained above.
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In addition, you should contact your shop
steward for grievance investigation and process-
ing in the following circumstances:

1. Unfair or incorrect adjustment. If you believe
the adjustment to your route is incorrect or un-
fair;

2. Management use of COR. If management
uses the Carrier Optimal Routing (COR) pro-
gram to adjust, or aide in adjusting, your route;
or

3. No adjustment in 52 days. If management
fails to implement any needed adjustment
within 52 days after the count and inspection
period concludes.

Management must implement adjustments
within 52 days unless an exception is granted by
the district manager. Exceptions may only be
made when warranted by valid operational cir-
cumstances, substantiated by a detailed written
statement, and submitted to the local union
within seven days of the grant of the exception.
The union has the right to grieve any exception

(M-39 Section 211.3, M-01072).

It is important to note that the evaluation
process does not end with the implementation
of an adjustment. Management is required to
evaluate the adjustment. The evaluation in-
cludes analysis of data generated after
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implementation of the adjustment, including
volume data, time records, etc. In addition,
management is required to complete a new
Form 3999 after adjustments are implemented to

reflect the new authorized route travel pattern
and schedule (M-39 Section 243.613).
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F. Conclusion

Please keep the following points in mind.

First, during the week of the route exami-
nation you should perform your job as usual,
the same way you do during the rest of the year.
Each letter carrier is a unique individual, and
management can expect only your individual
best efforts.

Second, NALC has offered you some ad-
vice on how to protect your route from any un-
fair or improper adjustment. To get a fair shake
in the route examination process, know your
rights, stay on your toes and monitor the proc-
ess carefully.

Finally, remember that NALC is here to as-
sist you. Your local union representatives can
give you information, review your forms, pro-
vide advice and, if necessary, file grievances to
ensure that you receive a fair and accurate ad-
justment and a true 8-hour route.
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Appendix—Chapter 1

The following pages are excerpts from hand-
books and manuals, as well as national-level set-
tlements, mentioned in the footnotes of this

chapter.
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Mail Counts and Route Inspections
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214 Review of Operating Procedures

All operations at the delivery units should be reviewed and any unsatisfactory
conditions should be corrected before the count is commenced. The review
should include at least:

a. Letter Routes

(1)

)

@)

(4)
(5)

(6)

@)

(8)

Scheduled reporting and leaving times in relation to arrival time of
mail at the unit and public transportation schedules.

Adequacy of carrier case equipment and condition of carrier case
labels (see exhibit 126.5, Review of Carrier Case and Work
Area).

Volume of preferential mail received on each dispatch prior to the
carrier’s leaving time.

Amount of missent/misthrown mail distributed to carriers.

Whether all approved segmentations of mail are being made up
in the most efficient manner practicable.

Handling of accountable and signature mail by carriers at central
markup offices. At the largest installations receiving a large
volume of accountable and signature mail for delivery, local
managers may make an exception allowing carriers to mark up
this mail if accountable clerks are unable to expedite rehandling
of the pieces in clearing carriers of proper responsibility.

Review of Carrier Route Book to determine if:
(a) Form 1564A — all items completed.

(b) Forms 1564-B and 3982 — posted on a current basis (see
exhibit 126.5).

(c) Edit Book and/or Form 1621 — completed to show current
number of deliveries (see exhibit 128.21, Delivery
Management Report).

Review DPS Handling Procedures.

b. Parcel Post and Combination Services Routes

(1)

)
©)
(4)

(%)
(6)

Scheduled reporting and leaving time of carriers in relation to
scheduled receipts and distribution of incoming mail.

Adequacy and efficiency of relay service.
Adequacy of sack rack equipment and rack labels.

Whether intra- and inter-city trips to carrier-based stations are
scheduled to provide dispatch of maximum volume of all
preferential mail on the first trip.

Whether excessive errors in distribution are made.
Observation of office and street procedures, such as:

(a) Loading vehicles at dock. (If sack routing is used, the first
sack separation only will be dumped.)

(b) Line of travel in serving route. (Managers should be very
familiar with the routes and the territory they cover.)

Handbook M-39, TL-13, 03-01-98
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215

215.1

215.2

216
216.1

216.2

216.3

216.4

c. Collection Routes

(1)  Whether collector is maintaining identity of customer-separated
mail.

(2) Problems at platform; i.e., congestion, lack of equipment, etc.

(8) Vehicles — procedures used to obtain, return, and to report
malfunctions. (See Handbook M-41, parts 831, 841, and 842.)

(4) Issuance of special instructions to collector.
(5) Collectors’ duties. (See Handbook M-41.)

Posting Notice of Scheduled Mail Count and
Inspection

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 inspection. 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.

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
mail.

Managers’ Assignments and Responsibilities

Any member of the management team may be used for the inspection of
routes. They must be thoroughly familiar with the inspection procedures and
shall be held responsible for the accuracy and completeness of all data
assembled by them and for its proper evaluation.

Each manager who will be engaged in conducting mail counts and route
inspections should be furnished in advance of the start of the count:

a. List of the numbers of the routes assigned to the examiner.

Day and date selected for the inspection of each route.

Reporting times of the carriers on the routes scheduled for inspection.
Transportation information.

Arrangements for lunch on the routes to be inspected.

-~ 0 oo o

Copy of Standard Operating Procedures (flow charts, special
instructions) for the unit.

All available city delivery managers must be assigned to participate in this
work so that the counts and inspections may be completed at each unit in the
shortest possible time.

In stations and branches, managers and/or their assistants and delivery
supervisors must be included as members of the route inspection team.
However, when their unit is being inspected they should conduct normal
office and street management activities, and analyze route inspection data
and correct any deficiencies noted.

Handbook M-39, TL-13, 03-01-98 85
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Vehicle Operations

Exhibit 832.1

U.S. POSTAL SERVICE
EXPANDED VEHICLE SAFETY CHECK

Look under body for oil and water leaks.

Inspect two front tires for inflation and wear.

Check hood latches.

Check front for body damage.

Check left side for body damage.

Check left door lock.

Check for rear end leaks.

Check all rear tires for inflation and wear.

Check rear for body damage.

10. Check rear door lock.

11. Check right side for body damage.

12. Check right door lock.

13. Open door and move into driving position.

14. Start engine. (If in enclosed area, wait until after step 21.)

15.  With assistance - adjust pot-lid and left front mirror.

16. With assistance - check headlights, tail lights, brake lights,
4-way flashers, and directional signals, front and rear.

17. Adjust right side rear view mirror.

18. Adjust center rear view mirror.

19. Check steering wheel play.

20. Check accident report kit.

21. Check window locks.

22. Check windshield wipers and washers.

23. Check horn.

24. Check gages (gas gage requires 30 seconds for “warm-up”).

25. Check foot brake (no more than 2 inches free play).

26. Check hand brake.

27. Check seat belt and fasten.

©CoOoNoO AWM~

NOTE: This check list has been programmed to take the driver in a logical sequence
around the RHD vehicle with a minimum of lost motion. For LHD vehicles - work from
right side to rear to left side beginning at Item 5. Items 15 and 16 - if no assistance
readily available, handle personally.

SEE ADDITIONAL INSTRUCTIONS ON REVERSE
Notice 76
Feb. 1975

84
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Mr.

’ M-01106

UNITED STATES POSTAL SERVICE
475 L'ENFANT PLAZA SW
WASHINGTON DC 20260

RECEIVED

Lawrence G. Hutchins NOV 2 5 1992

Vice President

National Association of
Letter Carriers, AFL-CIO

CONTRACT ADMIRISTRATION yriv
NALC. WASHIHSTON, 0.6

100 Indiana Avenue, N.W.
Washington, DC 20001-2197

Dear Mr.

RE: H7IN-1IN-C 34068/34114
CLASS ACTION/M. CHASEN -
SPOTSWOOD, NJ 08884

Hutchins:

On November 5, 1992 we met in prearbitration discussion of the
above-referenced cases, which are currently pending national
level arbitration.

The issue in these cases is whether management violated the
National Agreement by requiring a carrier who was not on the
overtime desired list to work overtime during the week of count
and inspection.

During our discussions, we mutually agreed to the following:

1)

2)

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:

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.

On the other days during the week of inspection when
the carrier counts mail, 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 mail.

The grievance is remanded to Step 3 for the determination
of remedy.




M-01106

Please sign and return the enclosed copy of this letter as your
acknowledgment of agreement to settle these cases and to

withdraw the above captioned cases from the pending national
arbitration listing.

Sincerely,

@vgw\ R rrine LA

Steph-n W. Furgeson Lawrence G. Hutchins
General Manager Vice President
Grievance and Arbitration National Association of Letter
Pivision Carriers, AFL-CIO
/) 24/8 25—
Date’

Enclosure



Mail Counts and Route Inspections 232.1

23 Conducting the Route Inspection

231 General

231.1  The inspection of a route is the observation by a manager of the carrier’s
office and street work for one or more days and includes counting and
recording the mail handled and the time used for each function.

231.2 If examiner rides in the same vehicle as the postal driver, he/she must
inspect and determine that any temporary seat to be used during the route
inspection is secure and safe and has seatbelts. Seatbelts must be worn and
vehicle doors kept closed at all times the vehicle is in motion. Only authorized
passengers are permitted to ride in postal-owned, GSA-owned, rental, or
contract vehicles (including employees’ privately owned vehicles when used
in postal operations). All passengers must use seatbelts. Where conventional
passenger seats have not been provided in the vehicle, an approved auxiliary
seat, facing forward, and equipped with a backrest and seatbelts must be
used. Sitting in other than an approved seat or standing in a postal vehicle
while such vehicle is in motion is prohibited. The examiner must see that any
temporary seat is removed at end of inspection.

231.3 The examiner must report before the carrier’s scheduled reporting time on
letter routes. Sufficient mail must be counted before the carrier reports to
avoid interfering with the carrier’s normal routine.

231.4 The examiner must consult the delivery unit map for the location of the
assigned route; develop a mental picture of the route location in relation to
delivery unit boundaries, delivery limits, and other routes; and obtain an
adequate supply of all required forms and needed supplies.

231.5 The route examiner must inform the carrier that he/she intends to make a fair
and reasonable evaluation of the workload on the route and that in order to
do so the carrier must perform duties and travel the route in precisely the
same manner as he/she does throughout the year. The examiner should
impress the carrier with the fact that management is just as anxious and
desirous of obtaining an accurate count of mail and inspection of the route as
the carrier is, so that a fair and equitable evaluation of the workload on the
route may be made.

232 Conduct of Route Examiner

232.1 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.

Handbook M-39, TL-13, 03-01-98 115
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Mail Counts and Route Inspections

116

232.2

233
233.1

233.2

233.3

234

2341

234.11

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.

See 222.214b regarding evaluation by route examiner as to representative
time required for the carrier to perform those office activities for which actual
time is recorded.

Cancelling Inspection

When the continuation of any inspection would serve no useful purpose, the
inspection may be cancelled at management’s discretion. A cancellation may
apply to an entire delivery unit or to one or more routes of a group of routes
being inspected.

Following are some items which could bring about consideration for
cancellation:
a. Natural disasters or extreme weather conditions.

b.  Unscheduled extended absence of the full-time carrier coupled with the
absence of a qualified replacement. (To the extent reasonable and
practicable, the regular carrier assigned to the route shall undergo the
inspection.)

C. Unrealistic mail volume, either abnormal or subnormal, which could
prohibit a fair evaluation of the route.

d.  Unavailability of public transportation where normally used by carriers.

Any cancellation made must be discussed with the carrier concerned, giving
the reasons. When the cancellation is for the entire unit, the discussion must
be with the unit steward.

Record and Evaluation

Letter Routes
(See exhibit 234.1 (p. 1, 2, and 3).)

Describing Forms Used

The route examiner will use Form 3999 to record all pertinent information
concerning the carrier’s office and street performance. Form 3999-A is an
optional worksheet that is provided to tally the deliveries that must be
recorded on Form 3999. (On day of inspection, examiner also completes
Form 1838 and 1838-C in duplicate.)

Handbook M-39, TL-13, 03-01-98
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Accident Prevention

1-7

1-7 Safety Talk Requirements

May 2001

Scheduled safety talks are intended to promote safety awareness. All line
supervisors are required to conduct safety talks at least once a week with
their employee groups, including temporary, casual, and relief personnel.

It is important to make the topics of safety talks relevant to your work
situation and interesting to your employees. Involve them in developing
topics, and provide an opportunity for discussion and demonstration when
applicable. Publication 129, Safety Talks, is an excellent resource.

Your talk can be an effective method of maintaining interest in safety. Review
these keys to making a good safety talk:

a. Prepare your talk completely.

b.  Try to confine each talk to one major subject and avoid rambling.

C. Choose a general or specific safety policy or subject, but keep the talk
interesting and targeted.

d. Be specific whenever possible. For example, if you discuss
housekeeping, highlight the danger of loose objects on the floor.

e. Use visual aids or actual demonstrations to make your talk more
interesting.

You must maintain all safety talk records on file for 3 years, including the
following:

a. The date, time, and unit where the safety talk was given.
b The name of the person giving the talk.

C. The subject of the talk.
d

The names of employees attending the safety talk. An annotated unit
roster or other automated attendance document is acceptable.

17



M-00605
SETTLEMENT AGREEMENT
BETWEEN THE
UNITED STATES POSTAL SERVICE
AND THE
NATIONAL ASSOCIATION OF LETTER CARRIERS, AFL-CIO

This will serve as full and complete settlement of the
disputes between the U. S. Postal Service and the National
Association of Letter Carriers, AFL-CIO, regarding the issue
of appropriate items which may be included for credit on line
21 of Form 1838-C, Carrier's Count of Mail-letter Carrier
Routes Worksheet, during the week of count and inspection.

The parties mutually agree that the following listed work
activities may be appropriate for inclusion by the letter
carrier for actual time credit on line 21 of the Form 1838-C
when such activities are determined to be recurring and
necessary in the performance of the carrier's office
routines: '

1. Performing window caller service,.

2. Weekly safety talks and other appropriate unit
&iscussionst

3. Travel to and from the throwback case or to other
designated locations to return mark-up mail and
mis-throws.

4, Replenishing the forms pouch.

5. Wash-up time, in excess of personal time provided for
on line 20, if such additional or longer wash-up time
is provided for during office time in a Local
Memorandum of Understanding negotiated pursuant to
Article XXX or, if pursuant to local past practice,
additional or longer wash-up time had been granted
and included on line 21.

6. Official communications inc¢luding, but not limited
to, general delivery; CMU Clerk inquiries;
and responding to inquiries from supervisors.

7. Pacing or separating collection mail upon return
to office.

8. Verifying hold mail.

9. Union steward activities (grievance handling), when
necessary and if occurring weekly or more often.
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The following guidelines will be applied in implementing this
settlement.

a. The appropriateness for granting credit for the listed
items on line 21 of Form 1838-C is dependent on a
determination that the incident is (1) recurring; (2)
necessary to the successful completion of the activity;
and (3) not otherwise properly included as part of
another established time credit on lines 1 through 20,

b. Additional work activities determined to be recurring
and necessary in the performance of letter carrier
office routines also may be appropriate for inclusion
for actual time credit on line 2]. This may include a
recognition of activities peculiar to local circum-
stances. For example, if carriers are required to
travel from one floor to ancother when going from the
time clock to the case in the morning, credit for such
time may be granted on line 21, It may also include
reading the official U. S. Postal Service bulletin board
in those offices where carriers are specifically
instructed to refer to the bulletin board on a recurring
basis in order to be informed as to frequently changing
information for which they are responsible. Ancther
example would be when it is required on a recurring
basis to obtain mail sacks or other necessary supplies
to successfully complete the activity.

c. Entries for time spent referring to Forms 3982 are not
ordinarily appropriate items for inclusion on line 21 of
the Form 1838-C, However, in exceptional situations
where, due to unusual local conditions, the number and
frequency of removals makes it necessary for a letter
carrier to make recurring references to the Form 3982,

a line 21 entry may be appropriate,

An instruction setting forth these principles will be issued
to all city delivery offices.

The parties agree to cooperate to resolve any future dis-
agreements on local management determinations of the appro-
priateness of line 21 entries for work activities peculiar to
a local office at the lowest possible level.

This settlement resolves those issues raised in the January
4, 1980, letter from Bruce Simon to Richard Levin,

The outstanding cases which involve issues as to the denial
of credit on line 21, including any such cases listed in
paragraph 3 of the January 4, 1980 letter shall be jointly
reviewed by the parties at the Step 3 level for disposition
consistent with the terms of this agreement.



In witness whereof the
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parties hereto affix their signatures

» 1980,

below this 26th ' day of Aupust

For the
United States Postal Service:

‘4 fz :;.g

ames €., Glldea
ssistant Postmaster General
Labor Relations Department

UWceu C %ap ZMO

Eugeng C. Hagburgb( /
Assigtant Postmastér Genefal

Delivery Services Department

For the Union:

Jlncent k. Sombrotto

President
National Association of

Letter Carriers, AF1-CIO



Form 1838-C

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

Post Office

Delivery Unit

Route No.

AM

PM

-

. Letter-Size

Carrier
Marked-Up

CFS

Actual Time Entries

TIME WRITE IN
GUIDH TIME

ELAPSED

EXPLANATION TIME

m

. Mail of All Other Sizes

. Accountable and Signature Mail

Registered/Certified

COD/Customs

Postage Dues

Express Mail

LRI

Ro%

. All Parcel Post over 2 Ibs.

. Sequenced and Collated

Letter Size

Other Size

9. 2nd-Class Marked up (exclude Form 3579)

10. Mail with Form 3579 attached

12. Change of Address Recorded

13. Insured Receipts Turned In

Enter Line Number
In Explanation Column

LINE

DPS Volume Pieces: (7a)

To be added in line 7a on PS Form 1838

Registered-Certified-COD-Customs
Postage Due-Form 3868-signing for,
returning funds and receipts.

14

Withdrawal of mail

15

Sequencing and collating By-Pass Mail

16

Actual Strapping out time

17

Break (local option)

18

Vehicle inspection

19

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

(use Comments Section)

21

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)

22

Counting mail and filling out form 1838 worksheet

23

Comments

Begin Here

WmMW MW m(wWm|w|m|Wm|® m|® Mm|®|mM||W|Mm|G|m|0|Mm|d|m|d(m|f.d(m|fo(mfo|m|o|m|w|m|d

TOTAL

Time Clock Rings

E
R
L
B
E
R

L

Signature of Carrier(or Examiner)

PS Form 1838-C, November 1997

I certify the above information
recorded by me is correct.

<4

Day of Week

Date

Reg. - Repl.

From

Lunch




Form 1838-C

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

Post Office

Delivery Unit

Route No.

AM

PM

-

. Letter-Size

Carrier
Marked-Up

CFS

Actual Time Entries

TIME WRITE IN
GUIDH TIME

ELAPSED

EXPLANATION TIME

m

. Mail of All Other Sizes

. Accountable and Signature Mail

Registered/Certified

COD/Customs

Postage Dues

Express Mail

LRI

Ro%

. All Parcel Post over 2 Ibs.

. Sequenced and Collated

Letter Size

Other Size

9. 2nd-Class Marked up (exclude Form 3579)

10. Mail with Form 3579 attached

12. Change of Address Recorded

13. Insured Receipts Turned In

Enter Line Number
In Explanation Column

LINE

DPS Volume Pieces: (7a)

To be added in line 7a on PS Form 1838

Registered-Certified-COD-Customs
Postage Due-Form 3868-signing for,
returning funds and receipts.

14

Withdrawal of mail

15

Sequencing and collating By-Pass Mail

16

Actual Strapping out time

17

Break (local option)

18

Vehicle inspection

19

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

(use Comments Section)

21

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)

22

Counting mail and filling out form 1838 worksheet

23

Comments

Begin Here

WmMW MW m(wWm|w|m|Wm|® m|® Mm|®|mM||W|Mm|G|m|0|Mm|d|m|d(m|f.d(m|fo(mfo|m|o|m|w|m|d

TOTAL

Time Clock Rings

E
R
L
B
E
R

L

Signature of Carrier(or Examiner)

PS Form 1838-C, November 1997

I certify the above information
recorded by me is correct.

<4

Day of Week

Date

Reg. - Repl.

From

Lunch




Form 1838-C

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

Post Office

Delivery Unit

Route No.

AM

PM

-

. Letter-Size

Carrier
Marked-Up

CFS

Actual Time Entries

TIME WRITE IN
GUIDH TIME

ELAPSED

EXPLANATION TIME

m

. Mail of All Other Sizes

. Accountable and Signature Mail

Registered/Certified

COD/Customs

Postage Dues

Express Mail

LRI

Ro%

. All Parcel Post over 2 Ibs.

. Sequenced and Collated

Letter Size

Other Size

9. 2nd-Class Marked up (exclude Form 3579)

10. Mail with Form 3579 attached

12. Change of Address Recorded

13. Insured Receipts Turned In

Enter Line Number
In Explanation Column

LINE

DPS Volume Pieces: (7a)

To be added in line 7a on PS Form 1838

Registered-Certified-COD-Customs
Postage Due-Form 3868-signing for,
returning funds and receipts.

14

Withdrawal of mail

15

Sequencing and collating By-Pass Mail

16

Actual Strapping out time

17

Break (local option)

18

Vehicle inspection

19

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

(use Comments Section)

21

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)

22

Counting mail and filling out form 1838 worksheet

23

Comments

Begin Here
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TOTAL

Time Clock Rings

E
R
L
B
E
R

L

Signature of Carrier(or Examiner)

PS Form 1838-C, November 1997

I certify the above information
recorded by me is correct.

<4

Day of Week

Date

Reg. - Repl.

From

Lunch




Form 1838-C

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

Post Office

Delivery Unit

Route No.

AM

PM

-

. Letter-Size

Carrier
Marked-Up

CFS

Actual Time Entries

TIME WRITE IN
GUIDH TIME

ELAPSED

EXPLANATION TIME

m

. Mail of All Other Sizes

. Accountable and Signature Mail

Registered/Certified

COD/Customs

Postage Dues

Express Mail

LRI

Ro%

. All Parcel Post over 2 Ibs.

. Sequenced and Collated

Letter Size

Other Size

9. 2nd-Class Marked up (exclude Form 3579)

10. Mail with Form 3579 attached

12. Change of Address Recorded

13. Insured Receipts Turned In

Enter Line Number
In Explanation Column

LINE

DPS Volume Pieces: (7a)

To be added in line 7a on PS Form 1838

Registered-Certified-COD-Customs
Postage Due-Form 3868-signing for,
returning funds and receipts.

14

Withdrawal of mail

15

Sequencing and collating By-Pass Mail

16

Actual Strapping out time

17

Break (local option)

18

Vehicle inspection

19

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

(use Comments Section)

21

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)

22

Counting mail and filling out form 1838 worksheet

23

Comments

Begin Here
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TOTAL

Time Clock Rings

E
R
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E
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L

Signature of Carrier(or Examiner)

PS Form 1838-C, November 1997

I certify the above information
recorded by me is correct.

<4

Day of Week

Date

Reg. - Repl.

From

Lunch
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Errata - NALC Route Protection Program
Chapter 1 - Route Examination and the Letter Carrier

These are corrections to the printed version issued in January, 2005. All February 4 and

March 21, 2005 corrections have been printed on new pages and mailed to branches
along with Chapters 2 and 3 in late March, 2005.

Strikestut/redlie = deleted
Underlined = added

Corrections - February 4, 2005

Page & Location Correction

1-1,second entry .................... Annual Route and Unit Review

|1-5, tirst paragraph, last sentence . .. ... in the delivery ml

1-10, first paragraph, last sentence . . ... on the day preeeeding preceding

|1—59, lastsentence ................... You make take time under Line 14 |

|1-103, lastsentence .................. totals are 83 and 38 34 minutes. |

1-106, actual time entries ............. final Line 23 entry - 6 2 minutes
Elapsed Time Total - 38 34 minutes

1-122, third paragraph ............... “eight-week random analysis” . . .

1840-B- The average street time is calculated
from 7 randomly selected weeks and the week
after the count and inspection.

1-124, first paragraph ................ the eight-week random analysis.

Corrections - March 21, 2005

1-17,lastsentence ................... out to ek street, return from hareh street . . .

1-112, second paragraph .............. WEGO944r M-00994) . . .
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