NATIONAL ASSOCIATION OF POSTAL SUPERVISORS

National Headguarters
1727 KING STREET, SUITE 400
ALEXANDRIA, VA 22314-2753

Phone (703) 836-9660

Aprii 14, 2017

Mr. Bruce Nicholson

Manager, Labor Relations Policy Administration
United States Postal Service

475 L’Enfant Plaza SW Room 9426
Washington DC 20260-4101

RE: Sales Retention Team (SRT) Center - Information Received

Dear Bruce,

The National Association of Postal Supervisors (NAPS) is in receipt of your April 13, 2017 email with
the requested information from our March 15, 2017 letter. As you are aware NAPS discussed and
received the requested briefing during our April 2017 NAPS/USPS Consultative meeting.

Thank you for providing the attached information and notifying NAPS that the respective clerk jobs
have been posted as well as the EAS-19 AD-HOC positions. We appreciate the ongoing
professional business relationship NAPS has with the USPS HQ Labor Relations office and the entire

Postal Service Headquarters® leadership team.

Best regards,

Briag].
National President

Representing supervisors, managers and postmasters in the United States Postal Service
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NATIONAL ASSOCIATION OF POSTAL SUPERVISORS

National Headguarters
1727 KING STREET, SUITE 400
ATFEXANDRIA, VA 22314-2753

Phone (703) 836-9660

March 15, 2017

Mr. Bruce Nicholson

Manager, Labor Relations Policy Administration
United States Postal Service

475 L’Enfant Plaza SW Room 9426
Washington DC 20260-4101

RE: Sales Retention Team (SRT) Center Briefing Request
Dear Bruce,

The National Association of Postal Supervisors (NAPS) is in receipt of a March 13, 2017 letter, received
via fax at NAPS headquarters at 12:30 p.m. on March 13 from Alan Moore, regarding a national
arbitration award related to the Sales Retention Team (SRT) Centers. NAPS appreciates receiving this
letter in advance of being delivered in the mail to have more time to review.

NAPS is pleased that the USPS considered the Sales Retention Team (SRT) Centers an important
initiative to enhance the customer experience and that the Customer Retention Agents in the SRT Centers

were of great value. As such, since Arbitrator Goldberg ruled the SRT positions are to be assigned to the
clerk craft, NAPS is requesting a briefing on this arbitration decision on the following issues:

1. How many clerk craft SRT positions will be posted?
2. Where will these clerk craft SRT position be domiciled?

3. How many new EAS positions will the USPS post to manage the new clerk craft SRT
positions and their operation?

4. What is the timeframe of the USPS to post the new EAS positions relative to the new clerk
craft SRT positions and their operation?

Thank you for your time, We look forward to a scheduled briefing.

Best regards,

Brian J. Wagner
National President

Hepresenting supervisors, managers and postmasters in the United States Postal Service
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March 13, 2017

Mr. Brlan J, Wagher

Prasident

Natlonal Assosiation of Pastal Supervisars
1727 King Sirest, Sulte 400

Alexandria, VA 22314-2763

Dear Brian:

As a matter of general interest, the Postal Servica plans to send lstters to smployses who are
currantly working |n the Sales Retention Team (SRT) Centars.

As you likely know, SRT steffing will be impacted by a December 8, 2018, natlona! arbltration
award (Arbltrator Stephan B. Goldberg). The subject letters are Intended to provide current SRT
smiployass with Information regarding the Impact of that award.

Wa have anclosed sampie af the lettar to SRT employsss and a Reasanable Accommodation
notice,

Plaase contact Bruce Nicholson at extension 7773 If you have questions concerning this matter.

Alan 8. Moore
Manzager
Labor Ralations Policy and Programs

Enclosures

478 L'ENpANT PLaza SW
Wasiinaron 0C 20260-4101
VWAL USPE, COM
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March 10, 2017

Sales Retentlon Team:

Approximatsly four years ago, the Postal Sarvice implementad a temporary operation to enhance
the customer exverience by proactively contacting small bustheas customers, asslating with
service issues and educating on new products and services. '

Your wark as & Customer Retention Agent Is of great value to the Postal Service in the followlng
ways:

« Helplng build the Customer Retentlon Program and making it a huge success,
Asslsting the Gustomer Retention Program retain more than $1.5 billion over the past five
years.

» Proactively contacting over one milfion small-business customers.

+ Supporting the Customer Care Centers at peak season from FY14 through FY17.

v« Providing a better understanding of why our customers are dissatisfied through effective

customer engsgement,

On November 3, 2013, a national dispute chalienging the Postal Service's fallure to assign Sales
Retention Team (SRT) jobs to the clark craft and to post those jobs for clerk-craft bidding was
Initlated. The matter was arbitrated before an impartial arbitrator, Stephen B. Goldbery, who
lssued g decision on Dacember 8, 2016.

The arbltration decisicn requires, in part, thatthe Postal Servica “[plost SRT work assignments
for bid by clerks without delay.” As the timeline for the arbitration-ordered transition becomes
more definite, Human Resources wil be reaching out to you to begin evaiuating your abllity to
perform alternative work. If you believe you may be a qualified individual with a disabifity, and
that a reasonable accommodation may allow you to perform alternative work, the Reasonable
Accommodation Committee is avallakle to evaluate your request. You will be recsiving a letter
that will provide detalls regarding the Reasonable Accommodation Committee process and how

to get started.

“Thark you for your work and attention to detall while supporting this very important initiative.
Your performance in recent years has been Integral n retaining revenus and providing gxcellent
information for the Sales Team to continue to evaluate and address the needs of our customers,

With Warm Regerds,
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The Postal Saervice provides rezzonable accommadation to qualified Individuals with disabilities in
accordance with the Rehabllitation Act of 1973 (Rehabilitation Act) and the Agency's reasonable
accommodation policy contained In Handbook EL-307, Reasonable Accommodatlon, An
Interactive Procass. Ressonabla accommodation Is a modification or adjustment to a job or the
work environment that will enable a qualified appllcant or employee with & dlsabliity to participate
In the application process or to perform gssentlal job functions of a vacant funded position. A
“disability" is any physical or mental Impairment that substantlally Iimits one or more major life

actlvitieg,

A qualified Indlvidual with a disability s a person who masts the legitimate skill, experience,
aducation, or other requirements of a Postal Service posttion that he or she holde or seeks, and

- who can perform the essential functions of the position with or without reasonable
accommodation.

To asslst in evaluating requests, the district has a Reasonable Accommodation Committes
(RAC). Each RAC is & multifunctional task force that helps management:

« Determine the eligibility of employess and applicants for reasonable accommodation; and

o Assess the availability and feasibllity of spscific accommodations.

“The RAC examines whether an applicant or employse qualifies for accormmodation under the
Rehabliitation Act. Working with the Individual and management, the RAC also examines
potentlal accommadations, including transfers or reassignments.

To request a reasonable accommodation, an individual may use plaln language and nead not
mention the Rehabllitation Act or uss the phrase “reasonable accommodation.” An employse can
make a request for accommodation to hls or her supervisor or manager; the Manager, Human
Resourses (Distrlct); or the RAC Chair. Employees who are deaf or hard of hearing and seek @
communication accommadation can aiso make a requast for accommodation to the Distrlet

DisabHity Coordinator.

If you have questions concerning the reasonable accommodation process, please consult EL-
307. in additlon, you imay contact any of the above-referenced Individuals, or atternatively you
may contact the Manager, Disabllity Pragrams at Headquarters, Lisa Williams, at 202-268-2628,
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March 8, 2017 e
Mr. Brian J. Wagner Certified Mail Tracking Number:
President . 7016 1370 0002 3014 1361

National Association of Postal Supervisors
1727 King Street, Suite 400
Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest the Postal Service has developed the enclosed training materials for the
Clerk Craft duty assignments to be posted af the Sales Retention Team sites pursuant to the December
8, 2016 Goldberg arbitration decision.

Enclosed for your review are the following materials/documents:

s DVD containing the training materials develop for the SRT Program
o 10 medules for the SRT agents training
o 13 separate job aids

+ Managers Memo requasting Article 19 consideration

The training will be two weeks and will be facilitator lead. Additionally, there will be onsite suppert for
an additional week after the training. If there are any questions, please contact Shannon Richardson at
extension 5842,

Sincerely,

Rickey R. Pean
Manager
Contract Administration (APWU)

Enclosures

475 L'Enrant PLaza SW
WastingTon DG 20260-4101
WY, USPS.COM

(CA2017-112)
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2 YEAR NTE DETAIL ASSIGNMENT

Posting Number: 1-17

Issue Date:  03/13/2017
Closing Date: 03/23/2017 (COB)

LOCATION:

Fox Valley (Sales Retention Call Center)
3900 Gabrielle Lane

Aurora, IL 60598

TITLE: Supv. Customer Care Center (HQ Customer Retention) (2 positions)

GRADE: EAS-19

NON-SCHEDULED DAYS: Saturday/Sunday (1) and Sunday/Monday (1)

HOURS: (vary) 8:00-4:30

FINANCE NUMBER: 168-0501

PERSONS ELIGIBLE TO APPLY: All qualified career postal employees (EAS and Craft) within the Central lllinois District, Great Lakes
Area EAS and HOQ/HQ Related EAS with at least one year of current continuous career setvice are eligible to apply.

FUNCTIONAL PURPOSE:; Supervises bargaining unit staff responsible for a wide range of USPS Customer Care Center activities including,
but not limited to, standard, complex, and escalated customer contacts. Collaborates with quality, training support and other Customer Care
Center staff to promote quality contacts and high customer satisfaction.

REQUIREMENTS:
1. Ability to use Microsoft Word, PowerPoint and Excel and Postal Service Applications.

2. Ability to use a computer, keyboard and a mouse to retrieve information to respond to customer inquiries and complaints.

3. Ability to work cooperatively with customers and co-workers and adapt to varying personalities, situations and perform under pressure
of the position.

4. Ability to use written and electronic reference tools, manuals, and the internetfintranet to search and retrieve information on a
computer.

5.  Ability to manage the work performance of staff, including evaluating performance against goals, providing technical guidance and
feedback, identifying training needs, and establishing individual development plans.

6. Ability to oversee research for the purpose of developing responses to inquiries, or resolving problems.

7. Ability to oversee and coordinate the work of others in order to meet service standards and quality goals, including planning,
organizing and assigning work activities, and facilitating the flow of work-related information.

8. Ability to communicate orally sufficient to express ideas or facts clearly and logically when answering questions, giving instructions or
explaining Postal products and setvices,

MAIL TO:

Atin: Chris Simmons
HQ Customer Retention
P O Box 260222

Plano, Texas 75075

HOW TO APPLY: Employees must complete and submit your application from your eCareer profile to include the summary of
accomplishments addressing each knowledge, skill, or ability (KSA). Submit to the application address for receipt on or before the closing
date. Applicants for EAS positions will now be required to provide an information copy of their eCareer application to their current manager.
Employees are encouraged to include the ZIP + 4 in their mailing address. The United States Postal Service is an equal opportunity employer.
The United States Postal Service provides reasonable accommodation to qualified individuals with disabilities. If you need a reasonable
accommodation for any part of the application, bidding, interview, and/or selection process, please contact the office identified on the vacancy
announcement. The decision on granting reasonable accommodation will be on a case-by-case basis. DO NOT SUBMIT VIA eCareer.




F

RECEIVED

LABOR RELATIONS

| APR 17 2017
UNITED STATES Pef
POSTAL SERVICE e
April 10, 2017

Mr. Brian J. Wagner

President

National Association of Postal Superviscrs
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

This is in further reference to our September 16, 2016, notice concerning the Expected Delivery
Window (ExDW) pilot test.

We plan to expand testing in early May. A list of the new sites is enclosed.

Please contact Bruce Nicholson at extension 7773 if you have guestions concerning this matter.

Alan S. Moore
Manager
Labor Relations Policy and Programs

Enclosure

475 'ENFANT PLAZA SW
WasHingToN DG 20260-4101
WWW.USPS.COM




Delivery | Delivery | Delivery | Delivery | Delivery
Area District Delivery Unit Name City State | Unit ZIP | Unit ZIP | Unit ZIP | Unit ZI? | Unit ZIP
1 2 3 4 5
Capital Metro |Capital Biamond Farms Gaithersburg MDD 20878
Capital Metro |Northern Virginia Fairfax Fairfax VA 22030 22039
Northeast Albany Albany Albany NY 12203 12205
Northeast Albany Teall Station Syracuse NY 13206 13210 13203 13224
Eastern Western PA McKnight Station Pittsburg PA 15237 15229 15208
Eastern Western PA Coraopolis Coraopolis PA 15108
Western Colorado/MWyoming {Loveland Main Loveland CcO 80538
Western Arizona Sierra Adobe Phoenix AZ 85027
Great Lakes |[Lakeland Menomonee Falls Menomonee Falls Wi 53051
Great Lakes |Gateway Town & Country Branch |Chesterfield MO 63017
Southern Oklahoma Westside OKC . |Oklahoma City QK 73107 73127 73128
Southern Rio Grande Harligen MPO ' |Harligen X 78550 | 78552
Pacific San Diego La Mesa Main Spring Valley CA 91941 91977 91978
Pacific Sterra Coastal Santa Clarita Main Office | Santa Clarita CA 91350 91351 91354 91355 91380
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April 7, 2017

Mr. Brian J. Wagner

President :

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service intends to initiate a new program called Safety
Time Out (STO). '

STO focuses on safety awareness and accident reduction during identified peak accident times.
Specific times each day will be used to identify workplace hazards.

Prior to beginning the program, supervisors will give an introductory safety talk. Once the
program is initiated, a supervisor will announce “Safety Time Out™ at a predetermined time.
Employees will then inspect their work area and identify potential unsafe conditions or hazards.

if possible, identified deficiencies will be corrected immediately. Other matters will be reported on
PS Form 1767, Report of Hazard, Unsafe Condition or Practice. The supervisor will follow
existing PS Form 1787 procedures to address the reported unsafe condition or hazard.

The 8TQ initiative will be disseminated to the field in May.
We have enclosed copies of the following:;

Safety Time Out Launch Announcement

Safety Time Qut Program Overview

Standup Talk entitled Safety Time Out (§TO) Communication for Employees
Safety Time Out poster.

® & o 8

Please contact Mera Cole at extension 4870 if you have any questions concerning this matter.

Manager
Labor Relations Policy and Programs

Enclosures

475 L'ENFANT PLAZA SW
WasHingTon DG 20260-4101
WWAN.LUSPS.COM




Safety Time Out (STO) Launch Announcement

Safety and OSHA Compliance Programs is pleased to announce the launch of a new effort,
Safety Time Out (STO), to engage our employees in safety.

Each day, at a designated time, employees will stop what they’re doing and identify an unsafe condition,
hazard or practice in their work area. Whatever can be fixed at that moment should be corrected - such
as a blocked exit, housekeeping issues or ‘pulling’ rolling stock. Anything that will take a little more time
{o abate, should be recorded on a PS 1767 form, Report of Hazard, Unsafe Condition or Practice and
turned into a supervisor. The supervisor will then follow-up to make arrangements for abatement of the
hazard.

This is a great way to get everyone involved and make everyone more aware of their surroundings.
The hazards we correct today, are the accidents we prevent tomorrow.

Who doesn’t have time to take a Safety Time Out?




Safety Time Out (STO) Communication for Employees

The Postal Service has a new initiative for employees to get engaged in their local office and it
only requires you to stop what you are doing and focus on your surroundings.

The Safety and OSHA Compliance Programs proudly present Safety Time Out (STO). This simple
activity prompts employees to identify, communicate and abate hazards in their work area
which could contribute to an accident or injury.

Here’s how it works:

At a pre-determined time, your supervisor will announce it is ‘Safety Time Out’. You are to stop
what you are doing to inspect your work area for potential hazards, unsafe conditions or
practices. If you are able to correct the hazard on the spot, do so. Any deficiency that cannot
be fixed immediately is to be reported on PS Form 1767 (Report of Hazard, Unsafe Condition or
Practice), then turned into your supervisor. The supervisor will follow-up on the hazard to
initiate abatement. The existing PS 1767 policy remains the same.

As an employee, you have the right to a safe and healthful workplace and to become actively
involved in the Postal Service’s safety and health program. This comes along with the
responsibility for good housekeeping, reporting recognized safety hazards and working safely.
Safety Time Out is a great opportunity to exercise your rights/responsibilities and to make the
workplace safer for your fellow co-workers too.

Get engaged. Make a difference. It doesn’t take that much time to perform a check of your
work area to ensure it is free of hazards; that is all it takes to prevent an injury - or to have one.
Grab an opportunity to take a “time-out” for Safety.




It doesn’t take much time fo prevent

an accident from happening.

Inspect - your work area for potential hazards or
unsafe conditions

Correct - the hazard, whenever possible

Track -  the deficiency corrected

Report - any deficiencies that cannot be fixed
immediately using the PS 1767, Report

of Hazards, Unsafe Conditions or
Practices form. Submit form fo your supervisor.

Become more aware of your surroundings and make the
workplace safer for you and your fellow co-workers.




Safety Time Out (STO} is a safely program initiative focusing on safety awareness and
accident reduction during peak accident times. STO prompis emplioyees fo identify,
communicate and abate hazards in their work area which could contribute to an accident
or injury.
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Program Overview:

Safety Time Qut (STO) is a safety program initiative focusing on safety awareness and accident
reduction during peak accident times. The focus of this simple activity is to set aside a specific time
each day to look for workplace hazards that could contribute to an accident or injury. Attention to
effective identification and communication of safe and unsafe workplace hazards before an accident or
near miss is critical to a successful program.

Roles and Responsibilities:

A supervisor will give an office-wide safety talk introducing STO. At a pre-determined time a supervisor
will announce to the employees it is Safety Time Out, (known as STO). Time will be determined from
Enterprise Data Warehouse (EDW) data analysis or a review of the time recorded on the accident
reports when most accidents occur. Employees will immediately inspect their work area for possible
unsafe conditions or hazards to ensure their area is free from potential risks. This should not take
much time to abate an unsafe condition.

Deficiencies that cannot be fixed immediately will be reported on PS Form 1767 (Report of Hazard,
Unsafe Condition or Practice). The supervisor will follow the existing PS 1767 policies to eliminate
and/or minimize the hazard through appropriate channels and document the results. All PS Form
1767s must be entered in the Safety Toolkit (STK) Hazard Log (Form 1767) by the supervisor. The
supervisor, employee and/or safety ambassador should discuss examples of STO findings during daily
safety discussions. A safety ambassador can assist with tracking STO findings.

Milestones/Key Deliverables:

Increase safety awareness and communication

Reduce accidents during peak times

Engage employees in personal safety

Create safety consciousness into daily production schedule

Improve employee observation skills

Improve housekeeping in employee work area

Increase hazard recognition and abatement process

Train employee to remove potential hazards immediately and/or complete a PS Form 1767
Report of Hazard, Unsafe Condition or Practice to initiate corrective action

Reduce employee communications to OSHA

Return On Investment (ROI): reduce potential accidents for minimal initiation costs and time

Program Evaluation:

« Using current accident data for time of day, STO, (Safety Time Out) will be implemented on each
tour at the time of day when the highest number of accidents occur (time will be determined
locally). For STO the tours will be defined as: Tour 1 2300-0700, Tour 2 0700-1500 and Tour 3
1500-2300. Once the peak time of day is determined and agreed to, employees at the direction
of their immediate supervisor will stop work, conduct a 360 degree visual scan of their work area
looking for hazards to correct on-the-spot.

s Employee will fix/abate what is within their control and report any fac:lllty hazards that are outside
of their control using the PS Form 1767.

Page 2



with STO implementation.

¢ Each month the STK National All Hazard Log {PS Form 1767 Report of Hazard, Unsafe
Condition or Practice) will determine if there are an increased number of hazards identified and
abated.

¢ STK OSHA Phone and Fax monthly reports will verify if OSHA Pheone and Fax activity has
decreased after STO was started.

Existing ELM Chapter 8 Processes:

Content from ELM Chapter 8 processes to support Safety Time Out (STO):
Employees have the right to:

« Become actively involved in the Postal Service’s safety and health program and be provided a
safe and healthful work environment.

« Report unsafe and unhealthful working conditions using PS Form 1767, Report of Hazard,
Unsafe Condition, or Practice.

» Consult with management through appropriate employee representatives on safety and health
matters such as program effectiveness.

+ Participate in inspection activities where permissible.

Employees are responsible for:

« Complying with all OSHA and Postal Service safety and health regulations, procedures, and
practices, including the use of approved personal protective equipment.

e Keeping the work area in a safe and healthful condition through good housekeeping and proper
maintenance of property and equipment.

e Reporting recognized safety hazards and unsafe working conditions immediately.

¢ Performing all duties in a safe manner.

» Filing a report of an unsafe or unhealthful condition on PS Form 1767 with the immediate
supervisor and request an inspection of the alleged condition.

Supervisors/Managers are responsible for:

s Investigating alleged hazards and unsafe conditions.

o Initiate immediate corrective action or make appropriate recommendations.

¢ Record actions or recommendations on PS Form 1767.

» Forward the original PS Form 1767 and one copy to the next appropriate level of management
{approving official).

e Give the employee a copy sighed by the supervisor as a receipt.

o Immediately forward the third copy to the facility safety coordinator. It is the supervisor's
responsibility to monitor the status of the report at all times until the hazard is abated. If the
hazard remains unabated longer than 7 calendar days, the supetvisor must verbally inform the
employee as to abatement status at the end of each 7-day interval.

Page 3




Examples of Potential Safety Hazards:

Straps, packages, debris on the floor

Flat tubs/equipment stacked in the line of travel
Uneven loads

Faulty/defective equipment

Tripping hazards

Moving/damaged equipment

Overloaded hampers and material handling equipment
Blocked egresses

Employee Housekeeping

High stacking

Possible falling hazards

Lighting

Extension cords

Deficiencies identified during daily motor vehicle inspection

Failure to STOP working for allotted time to focus on general workplace safety
Interruption in daily routine

Inconsistency in implementation

Supervisor or employee non-compliance

Failure to correct hazards

Failure to document hazards

Communication gaps between employees and management

Lack of buy-in, need 100% participation

Failure to communicate recognized hazards

All offices are expected to participate. Area Safety in conjunction with District Safety will set the
expectations for compliance and tracking. The key is to engage and empower employees in their
personal safety. When an employee is aware of their surroundings, can identify and abate hazards,
they become active in their safety program. This in turn will reduce accidents. Fewer accidents mean -
employees return home safely to their family and friends each day.

Engaging the safety ambassadors and local safety committees are a perfect place to generate ideas
on how to implement STO successfully. A best practice is to recognize an empioyee who abates a
deficiency no matter how large or small. It could be as simple as a gold star for moving a tub or
tracking the number of PS Form 1767s submitted. Displaying the results of the daily fixes and/or
numbers of PS Form 1767 submitted helps promote employee engagement, camaraderie, and
competiveness. This is a great way to get everyone involved and make everyone more aware of their
surroundings.




Success Criteria:

STO, (Safety Time Out) will improve employee safety awareness through daily repetition and positive
communication. Employees will become more engaged if their voices and actions are heard and
appreciated. This creates an engaged workforce when employees can contribute and make a
difference in their well-being. Engagement questions influencing this are Q5 “My supervisor or
someone at work, seems to care about me as a person; Q-8: “There is someone at work who
encourages my development”; and Q-7: “At work, my opinions seem to count”.

A check of the work area to make sure it is hazard-free is all it takes to prevent an injury or to have one.
Grab an opportunity to take a “time-out” for Safety.

Resources:

Safety Time Qut {(STO) Supervisor's Instructions

The Postal Service has announced a new effort to engage employees at all levels in the local facility.

Safety Time Out (STO) is a safety program initiative that focuses on safety awareness and accident
reduction during peak accident times. This simple activity prompts employees to identify, communicate
and abate hazards in their work area which could contribute to an accident or injury.

Instructions —

A supervisor will give an office-wide safety talk introducing Safety Time Out. At a pre-determined time
{based on Enterprise Data Warehouse (EDW) data analysis), a supervisor will announce that it is
‘Safety Time Qut’. Employees will stop what they are doing and inspect their work area for potential
unsafe conditions or hazards. (This should be a visual scan of your immediate work area to ensure any
hazards are removed.) Deficiencies are to be corrected on the spot. Any deficiency that cannot be
fixed immediately will be reported on PS Form 1767 (Report of Hazard, Unsafe Condition or Practice).
The supervisor will follow the existing PS 1767 policies to eliminate and/or minimize the hazard through
appropriate channels and document the results. All PS Form 1767s must be entered in the Safety
Toolkit (STK) Hazard Log (Form 1767} by the supervisor.

The supervisor, employee and/or safety ambassador should discuss STO findings during daily safety
huddles. A safety ambassador can assist with tracking STO findings. This is a great time to be
creative and recognize the number of potential close calls or accidents by letting your employees track
their efforts through an office-wide awareness campaign.

Reference. ELM Chapter 8

Employees are responsible for -

« Complying with all OSHA and Postal Service safety and health regulations, procedures, and
practices, including the use of approved personal protective equipment.

Puge 5




maintenance of property and equipment.

Reporting recognized safety hazards and unsafe working conditions immediately.
Performing all duties in a safe manner.

Filing a report of an unsafe or unhealthful condition on PS Form 1767 with the immediate
supervisor and request an inspection of the alleged condition. ‘

Supervisors/Managers are responsible for -

Investigating alleged hazards and unsafe conditions.

Initiate immediate corrective action or make appropriate recommendations.

Record actions or recommendations on PS Form 1767.

Forward the original PS Form 1767 and one copy to the next appropriate level of management
{approving official).

Give the employee a copy signed by the supervisor as a receipt.

Immediately forward the third copy to the facility safety coordinator. It is the supervisor's
responsibility to monitor the status of the report at all times until the hazard is abated. If the
hazard remains unabated longer than 7 calendar days, the supervisor must verbally inform the
employee as to abatement status at the end of each 7-day interval.

Examples of Potential Safety Hazards —

s 9 @ 3 & & & &% & O & O 9

Straps, packages, debris on the floor

Flat tubsfequipment stacked in the line of travel
Uneven loads

Faulty/defective equipment

Tripping hazards

Moving/damaged equipment

Overloaded hampers and material handling equipment
Blocked egresses

Employee Housekeeping

High stacking

Possible falling hazards

Lighting

Extension cords

Deficiencies identified during daily motor vehicle inspection

Success criteria -

STO, (Safety Time Out) will improve employee safety awareness through daily repetition and positive
communication.

Employees will become more engaged if their voices and actions are heard and appreciated. This
creates an engaged workforce when employees can contribute and make a difference to their well-
being. Engagement questions influencing this are:

Q5:  “My supervisor or someone at work, seems to care about me as a person”




Q6: “There is someone at work who encourages my development”
Q7. “At work, my opinions seem to count”

A visual check around your area is all it takes to prevent an injury or to have one. Grab an opportunity
to take a “time-out” for Safety.

Employee Service Talk:

Safety Time Out {STO) Communication for Employvees

The Postal Service has a new initiative for employees to get engaged in their local office and it only
requires you to stop what you are doing and focus on your surroundings.

The Safety and OSHA Compliance Programs proudly present Safefy Time Out (STO). This simple
activity prompts employees to identify, communicate and abate hazards in their work area which could
contribute to an accident or injury.

Here's how it works:

At a pre-determined time, your supervisor will announce it is ‘Safety Time Out’. You are to stop what
you are doing to inspect your work area for potential hazards, unsafe conditions or practices. If you are
able to correct the hazard on the spot, do so. Any deficiency that cannot be fixed immediately is to be
reported on PS Form 1767 (Report of Hazard, Unsafe Condition or Practice), then turned into your
supervisor. The supervisor will follow-up on the hazard to initiate abatement. The existing PS 1767
policy remains the same.

As an employee, you have the right to a safe and healthful workplace and to become actively involved
in the Postal Service's safety and health program. This comes along with the responsibility for good
housekeeping, reporting recognized safety hazards and working safely. Safety Time Out is a great
opportunity to exercise your rights/responsibilities and to make the workplace safer for your fellow co-
workers too.

Get engaged. Make a difference. It doesn't take that much time to perform a check of your work area
to ensure it is free of hazards; that is all it takes to prevent an injury - or to have one. Grab an
opportunity to take a “time-out” for Safety.

Page 7
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April 10, 2017

Brian J. Wagner

Praesident

National Association of Posial
Supervisors

1727 King Street, Suite 400
Alexandria, VA 22314.2753

Gregory S. Acord

Anthony . Leonardi

Co-Presidents

United Postmasters and Managers of America
8 Herhert St

Alexandria, VA 22308-2600

Gew ,757/3&%%,

As a matier of information, the Postal Service plans to simplify several customer experience
surveys. These changes are intended to better identify what matters most to postat customers
and increase response rates.

The Postal Service is standardizing the first three questions in the following surveys:

Retail Point of Sale
Delivery

Customer Care Canter
Business Services Network
Enterprise Customer Care

USPS.COMm
Business Mall Entry Unit

g @ ¢ & B ¢ &

There will be no changes to the current National Performance Assessment (NPA) Custormer
Insight indicator. Responses from the revised surveys will be evaluated to improve the overall
customer experience survey pragram starting in FY 2018, which begins Oct 1.

Please contact Phong Quang at extension 2857 if you have questions conceming this matter,
Sincerely,

Bl

Bruce A. Nicholson
Manager
Labor Relations Policy Administration

475 L'ENFANT PLaza SW
WastINGTON DC 20260-4101
WWW, LISPS,GOM
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Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian;

As a matter of general interest, the Postal Service is revising the Postal Operations Manual
(POM), Chapter 6, Delivery Services, Section 631.2.

This revision changes the order in which modes of delivery descriptions appear in the POM. This
change does not alter the manner of assigning new delivery or extending delivery service, and it
does not alter the current modes of delivery.

We have enclosed copies of the final draft with and without changes identified.

These changes are scheduled for publication in the April 27 Postal Bulletin.

If you have any questions concerning this matter, please contact Bruce Nicholson at extension
7773,

Alan S. Moore
Manager

Labor Relations Policy and Programs

Enclosures

476 UENFANT PLaza SW
WasHinaToN DC 20260-4101
WINW.LISPS, COM




63 Modes of Delivery, Mail Receptacles, and Keys

631 Modes of Delivery

631.1 General

The Postal Service-approved modes of delivery available for all existing delivery points, hewly established
and extensions of delivery points, are described in 631.24. The characteristics of the area to be served
and the methods deemed necessary to providing adequate service by the Postal Service are described in
greater detail below,

631.2 Centralized Delivery

Centralized delivery service may be provided to call windows, horizontal locked mail receptacles, cluster
box units (CBUs), wall-mounted receptacles, or mechanical conveyors {mechanical conveyors are only
for high-rise and multiple tenant buildings, and only if certain conditions are met; consult your Postmaster
for details).

a.  Delivery requirerents: CBUs and USPS STD 4C equipment may be approved for use at one or
more centralized delivery points in a residential housing community or business location. The local
postal manager must approve the mailbox sites and type of equipment. Boxes must be safely
located so that cusiomers are not reguired to travel an unreasonable distance to obtain their mail
and to provide sufficient access to mailbox locations, Normally, it is appropriate for the receptacle to
be within one block of the residence.

b.  Ceniralized delivery addresses: Centralized delivery mail receptacles (including USPS STD 4C
equipment and CBUs, delivery centers, and postal centers) must be identified by the same
addresses as the dwellings for which they serve as mail receptacles. The respective, conforming
addresses should be displayed inside the boxes and visible only to the carrier and customer when
accessing that receptacle. USPS does not assign addresses; however, the sequential ordering of
any centralized delivery equipment is subject to USPS approval for operational efficiency and to
accommodate special circumstances or requests for hardship delivery. For security or privacy,
mailer associations or customer groups may use another alphanumeric identification system on the
outside of receptacles that is not part of, or used in, the mailing address.

631.21 Curbside Delivery

Delivery may only be provided to boxes at the curb with prior approval from the Postal Service, and so
long as they can be efficiently, safely, and conveniently served by the carrier from the carrier’s vehicle,
and so that customers have reasonable and safe access. Mail receptacles may be grouped two to a
property line, where possible. :

631.22 Sidewalk Delivery
Sidewalk delivery may be provided to boxes located near the public sidewalk. Options and requirements
for sidewalk delivery, as directed by the Postal Service, are as follows:

a. If the sidewalk abuts the curb or if other unusual conditions exist (e.q., excessive street parking) that
make it difficult or impractical to install or serve boxes at the curbline, customers with these

July 2002 1
Updated With Revisions Through July 7, 2016




631.93 Postal Operations Manual

situations may be permitted to install all their hoxes at the edge of the public sidewalk nearest the
residence, where they can all be served by a carrier from the sidewalk.

b. ___If the average lot frontage is 50 feet or less, the boxes must be located so that the carrier can serve
them from the sidewalk. The boxes are not required to be grouped together.

C. If the average lot frontage is over 50 feet and does not exceed 75 feet, the boxes must be installed
in groups of at least two.

d. _If the average lot frontage exceeds 75 feet, CBUs must be installed.

63422 631.23 Door Delivery

Door delivery may be provided to boxes located at or near the door of a business or residential delivery
point, or through a door slot, with prior approval fram the local Postmaster, only if the box or mail slot can
be efficiently, safely, and conveniently served by the carrier.

Door delivery will generally not be available for new delivery points.

2 POM Issue 8




63 Modes of Delivery, Mail Receptacles, and Keys

631 Modes of Delivery

631.1 General

The Postal Service-approved modes of delivery available for all existing delivery points, newly established
and extensions of delivery points, are described in 631.24. The characteristics of the area to be served
and the methods deemed necessary to providing adequate service by the Postal Service are described in
greater detail below.

631.2 Centralized Delivery

Centralized delivery service may be provided to call windows, horizontal locked mail receptacles, cluster
box units {CBUs), wall-mounted receptacles, or mechanical conveyars {mechanical conveyors are only
for high-rise and multiple tenant buildings, and only if certain conditions are met; consult your Postmaster
for details).

a.  Delivery requirements: GBUs and USPS STD 4C equipment may be approved for use af one or
more centralized defivery points in a residential housing community or business location. The local
postal manager must approve the mailbox sites and type of equipment. Boxes must be safely
located so that customers are not required to travel an unreasonable distance to obtain their mail
and to provide sufficient access to mailbox locafions. Normally, it is appropriate for the receptacle to
be within one block of the residence.

b, Ceniralized delivery addresses: Centralized delivery mall receptacles (including USPS STD 4C
equipment and CBUs, delivery centers, and postal centers) must be identified by the same
addresses as the dwellings for which they serve as mail receptacles. The respective, conforming
addresses should be displayed inside the boxes and visible only to the carrier and customer when
accessing that receptacle. USPS does not assign addresses; however, the sequential ordering of
any centralized delivery equipment is subject to USPS approval for operational efficiency and to
accommoadate special circumstances or requests for hardship delivery. For security or privacy,
mailer associations or customer groups may use another alphanumeric identification system on the
outside of receptacles that is not part of, or used in, the mailing address,

631.21 Curbside Delivery

Delivery may only be provided to hoxes at the curb with prior approval from the Postal Service, and so
long as they can be efficiently, safely, and conveniently served by the carrier from the carrier’s vehicle,
and so that customers have reasonable and safe access. Mail receptacles may be grouped two to a
property fine, where possible.

631.22 Sidewalk Delivery

Sidewalk delivery may be provided to boxes located near the public sidewalk. Options and requiremerts
for sidewalk delivery, as directed by the Postal Service, are as follows:

a. If the sidewalk abuts the curb or if other unusual conditions exist (e.g., excessive street parking) that
make it difficult or impractical to install or serve boxes at the curbline, customers with these
situations may be permitted to install all their boxes at the edge of the public sidewalk nearest the
residence, where they can all be served by a carrier from the sidewalk.

July 2002 1
Updated With Revisions Through July 7, 2016




631.93 Postal Operations Manual

b.  If the average lot frontage is 50 feet or less, the boxes must be located so that the carrier can serve
them from the sidewalk. The boxes are not required to be grouped together.

c. If the average lot frontage is over 50 feet and does not exceed 75 feet, the boxes must be installed
in groups of at least two,
d.  If the average lot frontage exceeds 75 feet, CBUs must be installed.

631.23 Door Delivery

Door delivery may be provided to boxes located at or near the door of a business or residential delivery
point, or through a door slot, with prior approval from the local Postmaster, only if the box or mail slot can
be efficiently, safely, and conveniently served by the carrier.

Door delivery will generally not be available for new delivery points.

2 POM Issue 9




NATIONAL ASSOCIATION OF POSTAL SUPERVISORS

National Headquarters
1727 KING STREET, SUITE 400
ALEXANDRIA, VA 22314-2753

Phone (703) 836-9680

April 17, 2017

Mr, Bruce Nicholson
Manager, Labor Relations Policy Administration
United States Postal Service

e 475 1.2 Enfant Plaza SW-Room 9426

Washington DC 20260-4101
RE: Change in ELM Section 354.27 and PS Form 999
Dear Bruce,

The National Association of Postal Supervisors (NAPS) is in receipt of an April 7, 2017 letter
from Alan Moore, Manager Labor Relations Policy and Programs, regarding an ELM change to
Section 354.27, Establishing a Reinstatement List and PS Form 999, Application for

- Reinstatement List. Thank you for providing NAPS with advanced notice of this proposed
change and the opportunity to provide input and recommendations.

However, to ensure NAPS provides due diligence in reviewing this respective ELM and PS
Form 999 change and a possible recommendation to the USPS, we would like to know the
reason(s) for the respective changes. Therefore, NAPS is requesting the Postal Service’s
rationale behind the proposed change in ELM Section 354.27, Establishing a Reinstatement List
and PS Form 999, Application for Reinstatement List.

We look forward to the USPS response. Thank you for yout time.

Best regards,

National President

Representing supervisors, managers and postmasters in the United States Postal Service
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LaBOR RELATIONS EXEC VP RE2I .
SECY. L go Lo ,*;7 APR Tp 2017
UNITED STATES '
POSTAL SERVICE Per
April 7, 2017 o Fllo certified mail tracking number
70101870000230856051

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

The Postal Service proposes revisions to Employee and Labor Relations Manual (ELM), Section
354.27, Establishing a Reinstatement List and PS Form 999, Application for Reinstatement List.

The purpose of the revisions is to establish that only preference eligible employees may apply to
be on the reinstatement list during a reduction in force,

Pursuant to Title 39, U.S. Code, Section 1004{d) we have enclosed:

»  Two copies of the proposed ELM, Section 354.27 final draft, one with and one without
revisions identified.

*  Two copies of the proposed PS Form 999, one with and one without revisions identified.

Please contact Bruce: Nicholson at extension 7773 if you have questions concerning this matter.

MarrS. Mioore
Manager
Labor Relations Pclicy and Programs

Enclosures

476 LENFANT PLAZA SW
WasHingToN DC 202680-4101
WINW.LISPS.COM




354.27 Establishing a Reinstatement List
354.271 Providing Priority Consideration to Employees

A reinstatement list (RL) identifies career preference-eligible employees who are
11g1b1e for pr10r1ty c0n51derat10n for reinstatement to the Postal Service because they
e-eligib pin whe-have been separated as a result of

dﬁe—te a reductlon—m—force ( RIF)

Human Resources The establishes an RL the day after is-established-en-the 31st-day
followingethe RIF effective date; if the Postal Service finds previded one or more
employees have beenfound eligible for placement on the RL. The RL remains in effect
for 2two years following its establishment; or until no eligible employees remain on the
RI, whichever is earlier.

Llfrt—aﬂéﬁ}aeemeﬁt—en—tl&e%lJ—The followmg ac’uons does not guarantee femaef an
employee’s reinstatement to the Postal Service.

a. Acceptance of an employee’s PS Form 999, Application for Reinstatement
List; and
b. Placement on the RL.,
354.272 Determining Employee Eligibility
A career Eemployees areis eligible te-befor placedment on an RL if all the
followingconditions below occurs:
a. The emplovee is preference eligible for RIF purposes, as defined in 354.2135.

b. _They employee received a specific RIF notice indicating that he or shethey will
be separated from the Postal Service, and that notice has not been canceled or
rescinded. are-subsequentlyseparated-on-their R effective-date— An
BEemployees who retires on or beforeafter their RIF effective date areis eligible
for placement on the RL, provided they or she meets all other eligibility
requirements,

¢. The emplovee does not refuse an offer of a position under 5 C.F.R. part 351,
subpart G, with the same type of work schedule and with a representative rate at
{east as high as that of the position from which the employee was or will be

__emﬂ

abeve—H&aeeep%&b}e_better than a non-contributor for RIF purposes or its
equivalent.

b.¢. They employee submits theita PS Form 999 no later than 30-days-after their RIF
effective date.

ef. They employee is-are-found at least minimally qualified by-the-prizaary
placement administrator for one or more of the positions identified on their PS
Form 999.




354.273 Considering Employees on a Reinstatement List
Provisions for reinstatement list consideration are as follows:

a. Before external advertisement, the Postal Service provides initial consideration
to ehglble RL appllcants for a vacant p_osﬂion Ehgi—b}e—RL—&ppheams—afe
provided-initial-eonsideration-before-ady 1 ion-within

thelr compe’u‘uve area and all other competltwe areas w1th1n commuting distance

not undergoing an organizational change/a-RIF action, -(thereinstatementlist
area-of consideration (REAC))-Consideration is limited to those applicants who
have-beenfoundare at least minimally qualified for the vacant position.-by-the

Note: A vacant position does not include positions that are filled

through-otherspecial- programs-such as one of the following:
e Tthe restoration of individuals who served in the uniformed
services, and
e__-tThe reemployment or reassignment of employees injured
on duty who recover within one year.
b. Human Resources maintains the RL and checks the list beforg publishing
external job postings. ,
b:c. Positions identified by eligible RL applicants on their Form 999 for which they

have been found at least minimally qualified by-the-primary-placement
administrater-must be:

1. Authorized positions, within-and the-REAC:

2. At the same or lower grade level (or representative rate-for PCES
employees) as the positions held before separation due to a RIF action.

&d. Mwmﬁmﬂmm
ehglble RL applicants may-e

ﬁemkﬁed—v&eaﬁt—p—neneempemwe—baﬁm-e%ﬂeﬁo be

been—feﬁnéehg}ble%—befeﬂadefed—ferﬂa%%hmlnlmally guahﬁed for a
position identified on his or her PS Form 999. the Postal Service must offer the

applicant the positon before considering external applicants-.




354.274 Removing Former Employees Ffrom a Reinstatement List

Human Resources removes an former employee’s name from the RL in the following
gituations:

l—a The former employee aAccepts a career appointment w1th the Postal Service or
other federal agency=;

2.b.The former employee v¥oluntarily requests, in writing to Human Resources, to
have his or hertheir names removed from the RL:;

3.c.The employee fails to provide Human Resources with any changes in his or her
address or telephone number, preventing Human Resources from contacting the

employee about potential employment opgortumtles, or Beelm&er—ﬁaﬂ—te—reply—te

yportunity-to-a

speefﬁe«-pesme&ideﬁtiﬁed—eﬁ—the—%
d. Human Resources trics to contact the former employee about a position with a

representative rate at least as high as the representative rate of the position from
which the former emplovee was separated, and the employee does one of the

following:
1. Declines the position an-interview-of
2. Fails to respond, or

43 £Fails to appear for an seheduled interview, provided-they-arenetified-in
advance-of the-interview-and-do-netwithout takeing reasonable steps aetien

to reschedule the interview.




ELM Issue 39 - Employee and Labor Relations Manual

354.27 Establishing a Reinstatement List

354.271 Providing Priority Consideraticn to Employees

A reinstatement list (RL) identifies career preference-eligible employees who are eligible for priority
cohsideration for reinstatement to the Postal Service because they have been separated as a result of a
reduction-in-force (RIF).

Human Resources establishes an RL the day after the RIF effective date if the Postal Service finds one or
more employees eligible for placement on the RL. The RL remains in effect for two years following its
establishment or untif no eligible employees remain on the RL, whichever is earlier.

Note: The following actions do not guarantee an employee’s reinstatement to the Postal Service:

a. Acceptance of an employee’s PS Form 999, Application for Reinstatement List, and
b. Placement of the employee on the RL.

354,272 Determining Employee Eligibility

Acarearemployeeis eligible for placementonranRI-ifallthe-conditions listed-below-ocour:

a. The employee is preference eligible for RIF purposes, as defined in 354.215.

b. The employee received a specific RIF notice indicating that he or she will be separated from the
Postal Service, and that notice has not been canceled or rescinded. An employee who retires on
or before the RIF effective date is eligible for placement on the RL, provided he or she meets all
other eligibility requirements.

c. The employee does not refuse an offer of a position under § C.F.R. part 351, subpart G, with the
same type of work schedule and with a representative rate at least as high as that of the position
from which the employee was or will be separated.

d. The employee’s last merit performance rating of record before separation was better than a non-
contributor for RIF purposes or its equivalent.

e. The employee submits a PS Form 999 no later than the RIF effective date.

f. The employee is at least minimally qualified for one or more of the positions identified on the PS
Form 899.
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354.273 Considering Employees on a Reinstatement List

Provisions for reinstatement list consideration are as follows:

a.

Before external advertisement, the Postal Service provides initial consideration to eligible RL
applicants for a vacant position within their competitive area and all other competitive areas within
commuting distance not undergoing an organizational change/RIF action. Consideration is limited
to those applicants who are at least minimally qualified for the vacant position.
Note: A vacant position does not include positions that the Postal Service fills through
other special programs, such as one of the following:
*  The restoration of individuals who sefved in the uniformed services, and

»  The reemployment or reassignment of employees injured on duty who recover
within one year.

Human Resources maintains the RL and checks the list before publishing external job postings.

Positions identified by eligible RL applicants on their PS Form 998, for which they are at least
minimally qualified, must be:

1. Authorized positions; and.
2. Atthe same or lower grade level (or representative rate) as the position held before
separaticn due to a RIF action.

Human Resources determines if an otherwise eligible RL applicant is found to be at least
minimally qualified for a position identified on his or her PS Form 999, the Postal Service must
offer the applicant the position before considering external applicants.

354.274 Removing Employees From a Reinstatement List
Human Resources removes an employee’s name from the RL in the following situations:

a.
b.

C.

The employee accepts a career appointment with the Postal Service or another federal agency;,
The employee voluntarily requests, in writing to Human Resources, to have his or her name
removed from the RL;
The employee fails to provide Human Resources with any changes in his or her address or
telephone number, preventing Human Resources from contacting the employee about potential
employment opportunities; or
Human Resources tries to contact the employee about a position with a representative rate at
least as high as the representative rate of the position from which the employee was separated,
and the employee does one of the following:

(1) Declines the position,

(2) Fails to respond, or

{3} Fails to appear for an interview without faking reasonable steps to reschedule the

interview.




UNITED STATES Application for Reinstatement List
F POSTAL SERVICE (See Instructions on Reverse)

Applicant information (Please update any missing or incorrect information.)

! Name (Last, First, Mi} Social-Security-No-:Employee {D Finance No. (ror to F)
Home Mailing Address (include ZIP + 4) Name and Location of Employing Office (Prior to RIF)
Home Phone No. {Include Area Code) | Position and Grade (Prior to RIF) RIF Effective Date

Position Information

To Be Completed By

! Placement-Authorized
Administrator

E =Eligible | | =Ineligible{ Initial

Position Title Grade Ocoupation Code

Gau#en——YewmusHetumth;&appﬂea#e&aleng—wﬁhﬂageHend—zePFeHﬂQQMppkea&enfeFPmmetmneFAss;gnmem-teyequiasement
administrator-within-30-days-following your-RiF-effective-date-
NOTE: You must mail this application with vour eCareer profile to HQ USPS,Human Resources, 475 L'Enfant Plaza SW Room 8431, Washington, DC

20260 with a postmark no later than your RIF effective date. You must report changes of address and telephone number to HR via address above or

email Orq Change (GFVBCO@usps.qgov).

Certification

| hereby certify that the foregoing information is frue, complete, and accurate, to the best of my knowledge and belief.

Signature of Applicant Date

PS Form 999, Application for Reinstatement List, Novermber1998January 2017 (Page 1 of 2)




Instructions

Completingon ef-this application and submissien-
maiiing it to Human Resourcesyourplacement-
administrator with a postmark no later than the within-30
days-following-your reductienReduction-inin-feree-Force
(RIF) effective date (including the 30- day extension in a
non-duty/non-pay status, if any), indicates your interest
in being givea-consideredation for reinstatement with
the U.S. Postal Service.

You must meet all of the eligibility requirements below to
be placed on the Reinstatement List (RL) in your
competitive area:

1. You are a career non-bargaining unit employee who

can-also-provide the-position-fifles.-grades;-and-
accupation-codes for these positiens-that-you-wish-te-
be-considered-foron-yourapplication:

Even though you are placed on the RL forCensideration
for-reinstaterentineludes your competitive area, the

area of consideration for reinstatement only covers

Postal organizations in your competitive area in
approximately a 50-mile radius around the location

where you were domiciledfrem-whish-you-were-
separated-and-those-competitive-areas-within-
commuting-distance-that-are-not-undergoinga-RIE._

Postal organizations that are in RIF_or RIF avoidance
are excluded.

is veterans’ preference eligible as defined in seclion

354.215 of the Employee and Labor Relations
Manual {EL M)was-separated-due-to-aredusctien-in-
foree-on-yourRIF-effectivedate (Note: veterans

preference eligible Eemployees who retire on or after
their RIF effective date continue to be eligible to
participate on the RL.).;

2. Your last merit performance rating/designation of
record before separation was abeve-
Unacceptablebetter than a Non-Contribufor (NC
for RIF purposes or its equivalent.;

3. Your_completed application is mailed and
postmarkedreceived——by—your—placement
administrator-within-30-daysfollowing no later
than theyeour RIF effective date,; and

4— You—arefound—minimally—qualified—for—the

interested-in-obtaining—You will be considered for
autherized-positions you list at the same or lower grade

{orrepresentative rate-for-RPCES-employees}-as the
position you held prior to your RIF separation date. ¥eur
placementadministratorwill-assist-you-in-identifying-
positions-and-determining-whetheryou-meet-the-

L ifications_Y. |  admini

If you meet the eligibility requirements for placement on
the Reinstatement-ListRL, you will remain on the list for
two years from the date the list was established or until
you are disqualified, whichever is earlier. You can be
disqualified from continuing on the list for_any of the
following reasons:

1. You request, in writing to Human Resources,
removal of your name from the list.;

2. You receive a career appointment with the U.8-
Postal Service or a permanent position with another
federal agency.;

3. You decline or fail to reply to an inquiry concerning a
specific position you idenfified on your RL application
within 10 calendar days of receipt.;

4. You decline an interview or fail to appear for a
scheduled interview;; provided you are notified
reasgnably in advance of the interview and you
did not take any action to reschedule your
interview,:

5. You fail to provide your-placement-administrator-
Human Resources with any changes in your address
or telephone number that prevents reasonable
contact with you concerning potential employment
opportunities.

You must attach to your eCareer Profileapplication;-pages-t-and-2-of Form-991-Application-forPromotion-or-
Assigament._ From any computer, type www.liteblue.usps.qov into address bar. Use Employee ID and USPS
PIN to login. Under Employee Resources Click on eCareer on the right side; Click on Apply for EAS Jobs;

Click on Candidate Profile. Be sure o complete this before your RIF effective date.

PRIVACY ACT STATEMENT: The information provided may be used by Postal Service selecting officials for decision-
making purposes when former employees apply for consideration for reinstatement after being separated due to a

reduction-in-force. Collection is authorized by 39 U.S.C. 401, 410, 1001, 1005, and 1206. Providing the information
is voluntary, but if not provided, we may not be able to process your application. We may disclose your information as
follows: in relevant legal proceedings: to law enforcement when the U.S. Postal Service (USPS) or requesting agency

becomes aware of a violation of Iaw to a conqressnonal offlce at your request to entities gr individuals under

PS Form 999, Application for Reinstatement List, Nevember1898January 2017 (Page 2 of 2}




law: to federal, state, local or foreign government agencies regarding personnel matters; to the Equal Employment
Opportunity Commission; the Merit Systems Protection Board or Office of Special Counsel, and to the Seleciive
Service System. For more information regarding our privacy policies, visit www.usps.com/privacypelicy. The-collestion-of-
this-information-is-authorized-by-Public Law 82 261, 39-USG-404-and—1001—This-information-may-be-used-io-provide-Postal-Servies(USRSE)-
selecting-officials-and appointing-official with-decisien-making information-to-considerformeremployees-separated-due-te-a-reduction-in-force-for-
reinstatement-As-a-routine-usethe-information-may be disclosed-to-an-appropriate-government-agency-domestic-orforeighfor-law-enforcement
purpeses-where-pertinent-in-a-legal-proceeding to-which-the- USRS-is-a-party-or-has-an-interest-to-a-government-ageney-in-ordor-te-obtain-
information-relevant-to-a USPS-decision-concerning-omployment-sacurity-clearances,contrasislicenses-granis,permils—or—otherbenefits-to—a—
government-agency-upon-—-its—reguest-when—relevantto-lisdecision—concerning—-empleyment—sesurity-clearances, security-or-suitability-
investigatiens-ceontractslicenses-grants-or-otherbenefils: to-a-congressienal-effise-at-yeurrequest-to-an-expertconsultani-—oretherpersen-under
cobtractwith-the USPS-te-fulfil-an-agency-function-to-the Federal- Recerds-Center for storage;-to-the Office-of Management-and-Budget-forreview-
of-private—relief-legislation:-to-an-independent-cerlified-public-accountant during-an-official-audit- o USPS-finances:to-aninvestigaton-
adminstrative-judge-er-complainis-examiner-appeinted by the Equal Employment Opportunity-Commission-for-investigation-ef-aformal EEO-
cemplaint-under28-CER-1614-to-the- Merit Systerns-Protection-Board-or-Office-of-Special-CounseHor proceedings-or-investigationsiavelving-
petsonnelpractices-and-othermalters-within-theirjurisdiction-and-te-a-laber-organization-asrequired-by-the-NatiehalH-abor-Relations-Act-{this-
routine-use does-not apply-fe-PoestmasterSelection-Program-Records)- Completion-of this-form-is-voluntary-hewever i this-information-is-net-
providedyou-willnet-be-eligibleforplacement on-your competitive area’s Reinstatement-List:

COMPUTER MATCHING: Limited information may be disclosed to a Federal, state, or local government administering benefits or other programs
pursuant to statute for the purpose of conducting computer matching programs under the Act. These programs include, but are not limited to,
matches performed to verify an individual’'s initial or continuing eligibility for, indebtedness to, or compliance with requirements of a benefit pregram.

WARNING: ANY PERSON WHO KNOWINGLY SUBMITS A FALSE STATEMENT TO THE POSTAL SERVICE MAY BE SUBJECT TO

CRIMINAL AND/OR CIVIL. PENALTIES.

PS Form 999, Application for Reinstatement List, November1998January 2017 (Page 3 of 2)




»

UNITED STATES Application for Reinstatement List
’ POSTAL SERVICE (See Instructions on Reverse)

Applicant Information (Please update any missing or incorréct infortation.)

Name (Last, First, Mi) Employee ID | Finance No. {Prior to RIF)
Home Mailing Address (include ZIP + 4} Name and Location of Employing Office (Prior to RIF)
Home Phone No. (Include Area Code) | Position and Grade (Prior to RIF) RIF Effective Date

Position information N _ _ L L
o be considered on the reinstatement list you must complete the following fields: Position Tifle, Grade and Occupation Code. The
ollowing web address (htips:/fjdonline.usps.gov/jdonline/y can be used to identify positions at the same or lower grade to the position
you held prior to your separation. Incomplete applications will not be processed.

To Be Completed By

Authorized Adminisirator

Position Title Grade Occupation Code
E =Eligible | { =1neligible| Inittal

NOTE: You must mail this application with your eCareer profile to HQ USPS, Human Resources, 475 L'Enfant Plaza SW Room 9431, Washington, DC
20260 with a postmark no later than your RIF effective date. You must report changes of address and telephone number to HR vio address above or
email Org Change (GFVECO@usps.gov).

| hereby certify that the foregoing information is true, complete, and accurate, to the best of my knowledge and belief.

Signature of Applicant Date

PS Form 999, Application for Reinstatement List, January 2017 (Page 1 of 2)




Instructions

Completing this application and mailing it to Human
Resources with a postmark no later than the
Reduction-In-Force (RIF) effective date (including the
30- day extension in a non-duty/non-pay status, if any),
indicates your interest in being considered for
reinstatement with the U.S. Postal Service.

You must meet all of the eligibility requirements below to
be placed on the Reinstatement List (RL) in your
competitive area:

1. You are a career non-bargaining unit employee who
is veterans' preference eligible as defined in section
354.215 of the Employee and Labor Relations
Manual {(ELM) (Note: veterans preference eligible

Even though you are placed on the RL for your
competitive area, the area of consideration for
reinstatement only covers Postal organizations in your
competitive area in approximately a 50-mile radius
around the location where you were domiciled. Postal
organizations that are in RIF or RIF avoidance are
excluded.

If you meet the eligibility reguirements for placement on
the RL, you will remain on the list for two years from the
date the list was established or until you are disqualified,
whichever is earlier. You can be disqualified from
continuing on the list for any of the following reasons:

1. You request, in writing to Human Resources,

employees who Tetire on or after their RIF effective
date continue to be eligible to participate on the RL.).
2. Your last merit performance rating/designation of
record before separation was better than a Non-
Contributor (NC) for RIF purposes or its
equivalent.
3. Your completed application is mailed and
postmarked no later than the RIF effective
date.

You will be considered for positions you list at the same
or lower grade as the position you held prior to your RIF
separation date.

removal-ofyourname-from-the-list:

2, You receive a career appointment with the
Postal Service or a permanent position with another
federal agency.

3. You decline or fail to reply to an inquiry concerning a
specific position you identified on your RL application
within 10 calendar days of receipt.

4, You decfine an interview or fail to appear for a
scheduled interview; provided you are notified
reasonably in advance of the interview and you
did not take any action to reschedule your
interview.

5. You fail to provide Human Rescurces with any
changes in your address or telephone number that
prevents reasonable contact with you concerning
potential employment opportunities.

You must attach to your eCareer Profile. From any computer, type www.liteblue.usps.gov into address bar.
Use Employee ID and USPS PIN tc login. Under Employee Resources Click on eCareer on the right side; Click
on Apply for EAS Jobs; Click on Candidate Profile. Be sure to complete this before your RIF effective date.

PRIVACY ACT STATEMENT: The information provided may be used by Postal Service selecting officials for decision-
making purposes when former employees apply for consideration for reinstatement after being separated due to a
reduction-in-force. Collection is authorized by 39 U.S.C. 401, 410, 1001, 1005, and 1206. Providing the information
is voluntary, but if not provided, we may not be able to process your application. We may disclose your information as
follows: in relevant legal proceedings; to law enforcement when the U.S. Postal Service (USPS) or requesting agency
becomes aware of a violation of law; to a congressional office at your request; to entities or individuals under
contract with USPS (service providers); to entities authorized to perferm audits; to labor organizations as required by
law; to federal, state, local or fereign government agencies regarding personnel matters; to the Equal Employment
Opportunity Commission; the Merit Systems Protection Board or Office of Special Counsel, and to the Selective
Service System. For more infoermation regarding our privacy policies, visit www._usps.com/privacypolicy,

COMPUTER MATCHING: Limited information may be disclosed to a Federal, state, or local government administering benefits or other programs
pursuant to statute for the purpose of conducting computer matching programs under the Act. These programs include, but are not limited to,
matches. performed to verify an individual’s initial or continufng efigititity for, indebtedness to, or compliance with requirements of a benefit program.

WARNING: ANY PERSON WHO KNOWINGLY SUBMITS A FALSE STATEMENT TO THE POSTAL SERVICE MAY BE SUBJECT TO
CRIMINAL AND/OR CIVIL PENALTIES.

PS Form 999, Application for Reinstatement List, January 2017 (Page 2 of 2)
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April 14, 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service has changed the method by which barcoded
PS Form 3811, Domestic Return Receipt is received by delivery units from mail processing
plants.

Currently, barcoded return receipts are included in Delivery Point Sequencing (DPS) trays
received from our plants. As a result of upgraded systems, barcoded return receipts (bearing
service type code (STC) 809) is now included with Certified Mail “working” trays.

We anticipate this change will make it easier for delivery employees to ensure proper handling of
PS Forms 3811 and improve scanning performance at the point of delivery.

We have enclosed a copy of the following:

* PS8 form 3811, Domestic Refurn Receipt Mail Processing Hold-Out Employee Service Talk

» Standard Operating Procedures (Delivery) PS Form 3811, Domestic Return Receipt

» Standard Work Insfructions Retail Systems Software (RSS) Acceptance PS Form 3811,
Domestic Return Receipt Service Talk for distribution, retail and bulk mail unit clerks

» Standard Work Instructions Manual Retail Office Acceptance PS Form 3811 Domestic Return
Receipt for clerks in manual retail offices

Please contact Bruce Nicholson at 7773 if you have any questions concerning this matter.

Alar'S. Moore
Manager
Labor Relations Policy and Programs

Enclosures

475 LfENFANT PLaza SW
WastinaTon DC 20260-4101
WINW.USPS.COM




UNITED STATES
POSTAL SERVICE »

PS Form 3811, Domestic Return Receipt
Mail Processing Hold-Out
Employee Service Talk

How do barcoded Return Receipts work?

In 2015, the Postal Service introduced the barcoded Return Receipt form to allow tracking
visibility for customers using this service. The barcode on the PS Form 3811, Domestic Return
Receipt, is linked to the host extra service for the mailpiece when purchased at a USPS Retall
location, or by mailers who affix postage or purchase the service online.

When the host mailpiece bearing the Return Receipt is being delivered to the recipient, the
carrier does not scan the Return Receipt af that time. Following normal procedures, the Refurn

Receipt is completed and detached from the host mailpiece and is placed into the mailstream
when it is brought back to the office. Note: There are no changes to the process for handling
the host mailpiece based on the Extra Service purchased. Once the completed Return Receipt
is being returned to the sender’s address for delivery, the USPS Tracking barcode located
near the “Sender's” address block is scanned as “Delivered” prior to placing PS Form 3811 in
the sender's mail receptacle or P.O. Box.

PS Form 3811, Domestic Return Receipt, July 2016 PS Form 3811, Domestic Return Receipt, April 2015
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What’s new?

January 2017 through March 2017, deployment of new Wide Field of View computer systems

' for mail-processing equipment and related updated software to our plants is occurring. As part
of this initiative, an enhancement is included in the software updates that will now direct the
barcoded Return Receipts (bearing service type code (STC) 909) into the Certified Mail
“Working” trays destined for the delivery units. Currently, the barcoded Return Receipts are
received in the delivery units mixed within the delivery point sequence (DPS) mail trays. This
makes it more difficult for employees to segregate them before delivery in order to provide the
required “Delivered” scan when the receipt is being delivered back to the sender.

It is expected that this change will provide a new focus in the field on the proper handling of
barcoded Return Receipts to improve our scanning performance on these Return Receipts
being delivered back to the sender, which our customers rely on. Internal Standard Work
Instructions and Service Talks related to domestic Return Receipts are posted as follows:

hitp://blue.usps.govidelret/L 3CityDelvry.htm
http:/blue.usps.gov/marketing/newproducis-innovation/extra-services.htm

http://blue.usps.qov/customerservicesoperationsandretail/policyandprocedures/home.shtml?

FEBRUARY 2017
INTERNAL USE ONLY




1 UNITED STATES

1 POSTAL SERVICE »

Standard erting Procedures
Delivery
PS Form 3811, Domestic Return Receipt

How do barcoded Return Receipts work?

In 2015, the Postal Service introduced the barcoded Return Receipt form to allow tracking visibility for
customers using this service. The barcode con the Return Receipt form is linked tc the host extra service
for the mailpiece when purchased at a USPS Retail location, or by mailers who affix postage or
purchase the service online. Delivery employees must scan the USPS Tracking barcode on the front of
the completed Return Receipt form when it is being delivered back to the sender.

Below is the process for scanning PS Form 3811, Domestic Return Receipt, at delivery.

I

— . Whenthe host mailpiece bearing the Retarn Receipt isbeing delivered-to-therecipient; the
carrier does not scan the Return Receipt at that time. Following normal procedures, the Return
Receipt is completed and detached from the host mailpiece and is placed into the mailstream
when it is brought back to the office.

2. Once the completed Return Receipt is being returned to the sender’s address for delivery,
scan the USPS Tracking barcode located near the “Sender’s” address block as “Delivered” prior
to placing PS Form 3811 in the sender's mail receptacle or P.O. Box.

NOTE: Scan the barcode above {or below if the April 2015 version) the sender’s address block
as “Delivered” prior to placing the Returh Receipt in the mail receptacle,
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PS Form 3811, Domestic Return Recelpt, July 2015 PS Form 3811, Domestic Return Recelpt, April 2015

What’s new?

-January 2017 through March 2017, deployment of new Wide-Field of View computer systems for mail- -
processing equipment and related updated software to our plants is occurring. As part of this initiative,
an enhancement is included in the software updates that will change how offices receive the barcoded
Return Receipts from the plants for delivery back to the sender. Instead of being in Delivery Point
Sequence (DPS) trays, barcoded Return Receipts {bearing service type code (STC) 909) will be sent to
the delivery units within Certified Mail “Working” trays. It is expected that by adding the ability for clerks
to case Return Receipts by carrier route, it will be easier for delivery employees to ensure proper
handling of barcoded Return Receipts to improve the scanning performance that our customers rely on.

FEBRUARY 2017
INTERNAL. USE ONLY
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Stndard Wok Instructions
Retail Systems Software (RSS) Acceptance
PS Form 3811, Domestic Return Receipt

How do barcoded Return Receipts work?

In 2015, the Postal Service introduced the barcoded Return Receipt form to allow tracking
visibility for customers using this service. The barcode on the PS Form 3811, Domestic Return
Receipt, is linked to the host extra service for the mailpiece when purchased at a USPS Retail
location, or by mailers who affix postage or purchase the service online.

Sales and Services Associates (SSAs) must scan the barcode as 'Accept’ during the Retail

Systems-Software-(RSS)-acceptance-process—The-barcoded-PS-Form-3811,Domestic-Return
Receipt, or any USPS approved facsimile, will be linked to the barcode for the extra service on
the mailpiece at the time of acceptance, when both are scanned. The scanning steps also apply
to pre-paid mailpieces.

SSAs must ensure the barcoded Return Receipt is applied to the mailpiece and that the
appropriate sections on both sides of the form have been completed by the sender and will
follow the RSS prompts and acceptance procedures for domestic mail.

PS Form 3811, Domestic Return Recelpt, July 2015
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What’s new?

January 2017 through March 2017, deployment of new Wide Field of View computer systems
for mail-processing equipment and related updated software to our plants is occurring. As part
of this initiative, an enhancement is included in the software updates that will change how
offices receive the barcoded Return Receipts from the plants for delivery back to the sender.

Instead of being in Delivery Point Sequence (DPS) frays, barcoded Retum Receipts (bearing.

service type code (STC) 909) will be sent to delivery units within Certified Mail “Working” trays.
It is expected that by adding the ability for clerks to case the Return Receipts by carrier route, it
will be easier for delivery employees to ensure the proper handling of barcoded Return Receipts
to improve the scanning performance that our customers rely on.

FEBRUARY 2017
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POSTAL SERVICE»

Standard Work Instructions
Retail Systems Software (RSS) Acceptance
PS Form 3811, Domestic Return Receipt

1. Confirm that the Domestic Return Receipt is completed by the mailer where appropriate
(front and back). If a non-barcoded form is attached, the customer must replace it with
a barcoded Return Receipt.

2. Select the applicable extra service option (i.e. Certified Mail, etc.) for the mailpiece type
presented, and then-select the “More” button.

3. Select the (PS Form 3811) “Return Receipt” option, then follow the system prompts and
select the “More” button.

FEBRUARY 2017
INTERNAL USE ONLY




Stan d Work Instructions
Manual Retail Office Acceptance
PS Form 3811, Domestic Return Receipt

How do barcoded Return Receipts work?

In 2015, the Postal Service introduced the barcoded Return Receipt to allow tracking visibility
for customers using this service. The barcode on the PS Form 3811, Domestic Return Receipt,
is linked to the host extra service for the mailpiece when purchased at a USPS Retail location,
or by mailers who affix postage or purchase the service online.

Manual offices must scan both the extra service and Return Receipt barcode as 'Accept’ during
the acceptance process using the Intelligent Mail Device (IMD) scanner. The scanning steps
also apply to pre-paid mailpieces. -

Manual offices must ensure the barcoded Return Receipt is applied to the mailpiece and that
the appropriate sections on both sides of the form have been completed by the sender before
mailing.

PS Form 3811, Domestic Return Receipt, July 2015
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What's new?

January 2017 through March 2017, deployment of new Wide Field of View computer systems

for mail-processing equipment and related updated software to our plants is occurring. As part

of this initiative, an enhancement is included in the software updates that will change how

offices receive the barcoded Return Receipts from the plants for delivery back to the sender.

Instead of being in Delivery Point Sequence (DPS) trays, barcoded Return Receipts (bearing

service type code (STC) 909) will be sent to delivery units within Certified Mail “Working” trays.
~_ltis expected that by adding the ability for clerks to case the Return Receipts by carrier route, it

will be easier for delivery employees to ensure the proper handling of barcoded Return Receipts

to improve the scanning performance that our customers rely on.

FEBRUARY 2017
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Standard Work Instructions
Manual Retail Office Acceptance

PS Form 3811, Domestic Return Receipt
Acceptance Steps:

1. Confirm that the Domestic Return Receipt is completed by the mailer where appropriate
(front and back). If a non-barcoded form is attached, the customer must replace it
with a barcoded Return Receipt.

2. Weigh/rate the mailpiece and apply the correct postage (e.g. stamps or meter strip).

3. Scan the Extra Service (i.e. Certified Mail, Registered Mail, etc.) barcode as “Accept’
using the IMD scanner.

4. Scan PS Form 3811, Domestic Return Receipt, barcode, “Accept”.

NOTE: Scan the Return Receipt barcode in section “1. Article Addressed To:” during
the acceptance process.

Unjiinith Reriwii poclpi.

5. Take payment and complete transaction.

FEBRUARY 2017
INTERNAL USE ONLY
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" Standard Work Instructions
Retail Systems Software (RSS) Acceptance
PS Form 3811, Domestic Return Receipt

4. Scan the extra service barcode or manually enter the label number, and then touch the
green check button to “Accept’”.

Tatch t soeept fha

velus sntered.
b

4. Scan the PS Form 3811, Domestic Return Receipt barcode, or manua!ly enter the form
number, and touch the green check button to proceed.

NOTE: Scan the barcode in section 1. “Article Addressed to:” (of either the April 20156
or July 20156 version of the receipt) as “Accept” during the acceptance process.
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Standar Work Instructions
Retail Systems Software (RSS) Acceptance
PS Form 3811, Domestic Return Receipt

6. Take payment. Complete transaction.

FEBRUARY 2017
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April 13, 2017

Mr. Brian J. Wagner Certified Mail Tracking Number:
President 7016 1370 0002 3014 5302

National Associaticn of Postal Supervisors
1727 King Street
Alexandria, Virginia 22314-2753

Rickey R/Dean

Dear Brian;

As a matter of general interest, the Postal Service plans to conduct a proof of concept regarding a
retall pick-up system (RPS). The system is intended to improve the customer experience by
providing the lobby assistant the ability to notify the back office via a visual display board that a
customer is requesting a pick-up and have the mail/package brought o the customer without
requiring the lobby assistant to leave the retail floor.

The proaf of concept will be conducted in two locations; Lakeland Main Post Office in Lakeland,
Florida, and North Charleston Post Office in North Charleston, South Carolina. Prior to beginning
the pilot, the Postal Service will be conducing on-site observations of the operation in each
location to establish baseline data on the current procedure regarding customer pick-ups. The
observations are scheduled to take place as follows:;

+ North Charleston Post Office — Monday, April 24 — Saturday, April 29

» Lakeland Main Post Office — Monday, May 1 — Saturday, May 6

it is anticipated the necessary hardware (i.e., iPad, visual display board, and 2-way radio and
headsets) will be installed the beginning of May. Employee training on the hardware, software,
and recommended process for pick-ups will take place at the same time. Approximately one
month following the start of the proof of concept, another on-site observation will take place at
each location to collect data for comparison to the baseline.

Enclosed is a proof of concept PowerPoint that further explains the initiative.

Please contact Shannon Richardson at extension 5842 if you have any guestions concerning this
maitter.

V

Managg
Contract Administration (APWU)

Enclosure

475 ZEnFaNT PLaza SW
WasHingToN DC 20260-4101
WWW.LSPS,.COM

(CA2017-178)
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LABOR RELATIONS

’—/s, UNITED STATES I-m E “v E lﬁ\

POSTAL SERVICE pt !
‘ l,“ APR 17 2017 U

Aprib 12, 2017

Brian J. Wagner
President
Nationai Association of Postal

Supervisors
1727 King Street, Suite 400
Alexandria, VA 22305-2600

Dear Brian:

As a matter of information, the Postal Service plans to implement a Reduction-in-Force (RIE) of
non-bargaining employees impacted by the closing of the Long Beach, CA, Vehicle Maintenance
Facility (VM.

There are three (3) impacted EAS emplovees who are currently in non-authorized jobs. These

employees will receive Specific RIF notices of reassignment or separation, along with hard copy
information to their address of record to assist them with exercising their options during the RIF

period. The impacted positions are:

o (1) EAS.20 Mgr. Vehicle Maintenance Facility
{(2) BEAS-17 Supv. Vehicle Maintenance

Impacted employees may request for non-competitive lateral or downgrade assignments and
apply for promaotions throughout the RIF timeline. Enclosed is a copy of the RIF timeline.

Please contact Phong Quang at extension 2857 if you have guestions concerning this matier,

Bruce A, Nichmm T

Manager
-~ .~ .. Labor Relations Policy Administration.

Enclosure

475 LENranT Praza SW
WasHInGTON DC 202680-4101
WWW.LSPS,0OM




2017 FLEET MANAGEMENT PACIFIC REGION
ORGANIZATIONAL CHANGE MANAGEMENT TIMELINE

EVENTS

downgrade assignments and apply for promotions throughout RIF
timeline in eCareer.

Fleet Operations Pacific Region notifies impacted employees. 41212017
HQ holds Announcement Telecon with VMF Pacific Region to include
. ) 41132017
impacted employees.
Issue Specific RIF Notice 411472017
Specific RIF Notice Period 4/14/2017 |-| 6/23/2017
Impacted employees can request hon-competitive lateral or

4/14/2017 |-| 6/23/2017

Fleet Management or Los Angeles Disfrict submits assignment
worksheets or RIF separation to HRSSC before RIF effective date.

411412017 |-{ 6/23/2017

RIF effective date (effective date of RIF separations)

6/23/2017

Effective date of RIF demotions and reassignments

6/24/2017

CONFIDENTIAL ' Human Resources

4/5/2017
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POSTAL SERVICE
April 13, 2017
Mr. Brian J. Wagner Certified Mail Tracking Number:
President 7016 1370 0002 3014 5326

National Association of Postal Supervisors

1727 King Street
Alexandria, Virginia 22314-2753

Dear Brian:
As a matter of general interest, the Postal Service is planning to implement a passport center
strategy. The strategy plans to leverage existing retail facilities where there are opportunities

for revenue growth with passport acceptance.

The intent of this initiative is to evaluate the potential for creating a national passport center
model within existing retail facilities and provide recommendations regarding implementation.

' Beginning in June, the Postal Service plans to implement this strategy in four Areas. Each

Sincerely,

Area will have a lead passport office with three associated satellite offices. The lead office
will primarily offer walk-in passport services, with possible appointments during the tast hour
the retail window is open. The satellite offices will provide passpart services by appointment
only during the current retail hours.

Enclosed is a list of lead offices with associated satellite offices.

If you have any questions about this matter, please contact Shannon Richardson at
extension 5842,

Manager
Contract Administration (APWU)

Enclosure

475 LENFANT PLaza SW
WasHNGTON DG 20260-4101 (CA2017-180)

WWW.USPS,COM
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RECEIVED

APR 20 2017
LABOR RELATIONS
Per
UNITED STATES
F POSTAL SERVICE
April 18, 2017
Mr. Brian J. Wagner Certified Mail Tracking Number:
President 7016 1370 3014 5154

National Association of Postal Supervisors
1727 King Street
Alexandria, Virginia 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service intends to test a lower cost version of the
Intelligent Parcel Induction Unit (IPIU) at four retail locations beginning in June. This version
will use the existing Self-Service Kiosk (SSK) in-wall parcel drop, but will have a scanner,
label printer, and receipt printer located next to the drop.

The selected test sites are:

Reston Post Office Oshkosh Post Office
11110 Sunset Hills Rd 1025 W. 20" Ave
Reston, VA 20190 Oshkosh, WI| 54902
Chimney Corner Post Office Miamisburg Post Office
3575 Far West Blvd 240 S. Heincke Rd
Austin, TX 78731 Miamisburg, OH 45342

If you have any questions, please contact Shannon Richardson at extension 5842,

Contract Administration (APWU)

(CA2017-186)
475 UENFANT PLAZA SW

WasHinaToN DC 20260-4101
WL USPS.COM
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POSTAL SERVICE

April 17, 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

The Postal Service propeses to revise Employee and Labor Relations Manual (ELM), Section
422.3, Mail Handlers Schedule.

Under the proposed revisions, the promotion pay rules for mail handlers in Rate Schedule Code
(RSC) M7 will state that Grade 4 mail handlers who receive a one-grade prometion within RSC
M7 will receive a promotional increase that brings their salary to the same step in Grade 5.

Additionally, in order to correct salary overpayments while minimizing the impact on employees,
mail handler employees who were assigned to a Grade 4 position in RSC M7 and subsequently
placed in a Grade & position prior to the implementation date of the proposed rule, and remain in
Grade §, will be held in place in the salary schedule as follows:

» Employees who were promoted to either step AA or A will have a one-time additional
step waiting period of 52 weeks.

» Employees who were promoted to steps B through O of the salary schedule will have a
one-time additional step waiting period of 104 weeks.

We have enclosed;
» Two copies of the proposed ravisions to ELM Section 422.3, with and without changes
identified.

* A memo from Pamela Grooman, Manager, Pay and Performance, which explains the
changes.

Please contact Bruce Nicholson at extension 7773 if you have questions concermning this matter.

Singerely;

Z

Alan S. Moore
Manager
Labor Relations Policy and Programs

Enclosures
475 LENFANT PLaza SW

WasHINGTON DG 20260-4101
WWAY.USPS.C0M




Human RESOURCES

UNITEDSTATES
F POSTAL SERVICE

March 13, 2017

ALAN S, MOORE

SUBJECT: Proposed Revisions to Employee and Labor Relations Manual (ELM), Section 422.3,
Mail Handlars Schedule

Compensation proposes to revise language in ELM Section 422.3, Mail Handlers Schedule,
specifically Section 422.323, Promotion Rules.

The following is an overview of the changes we are proposing for ELM, Section 422.323:

1. ELM Section 422,311 — Clarify that the Mail Handlers Schedule has two separate Rate
Schedule Codes (RSC) — RSC M and RSC M7.

2. ELM Section 422,323a1 — Clarify that promotions within Schedule RSC M will continue to
occur under the “two times the most prevalent step” promotion rule.

3. ELM Section 422.323a2 — Create a new promotion rule for Schedule RSC M7. This rule
places an employee who receives a promotion into the same step in Grade 5 that they
were in Grade 4. Employees promoted under this rule will begin a new step waiting
period.

4. Move promotion anomaly reference to ELM 422.323a5

5. Modernize outdated references throughout of ELM 422.3

Background

Prior to 2013, there was one rate schedule for Mail Handler employees — RSC M. One-grade
promotions within RSC M were dictated by the “two times the most prevalent step” rule or, more
specifically:

“To the current full-time salary, add two times the most prevalent step increment of the
current grade (add three times for a promotion of three or more grades). Advance this
amount to the next higher salary step in the new grade if the calculated amount to the next
higher step in the new grade if the calculated amount falls between two steps.”

The issuance of the 2013 Fishgold Arbitration award created a second RSC for Mail Handlers,
RSC M7, which applies only to Mail Handlers with a career appointment date after February 15,
2013, and has uniform step waiting periods and uniform step increases.

The structure of the newly created RSC M7 in large part mimicked the structure of RSC P3, which
was created for APWU-represented employees as part of the 1998 collective bargaining process.

A75 L'ENFANT PLAZA SW
WASHINGTON DC 20260-4001
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in 1998, as the APWU and the Postal Service were developing RSC P3, the parties recognized
the need to amend the promotton rule for the new rate schedule. The parties replaced the “two
times the most prevalent step” rule with one that, for one-grade level promotions, slotted the
employee into the higher grade at the same step. The promotion pay rules for APWU-
representad employees ih the original RSC P2 remained the same.

However, unlike what was done after the establishment of the new APWU rate schedule in 1898,
the promotion rule for the RSC M7 was not revised; and has led to pay inequities for Mail
Handlers receiving promotions in the new M7 pay schedule. It is these inequities which are the
subject of this proposed revision.

Inequities in Current RSC M7

The existence of uniform step increases in RSC M7 makes the application of the above-
referenced “two times the most prevalent step” rule inequitable. RSC M has a *most prevalent
step” in Grade 4 of $329; while in RSC M7, the most prevalent step for Grade 4 is $1,434.
Because of this, application of the “two times the most prevalent step” promotion pay rule in RSC
M7 results in much {arger and unwarranted promotional pay increases.

Furthermore, the above-referenced "windfall” also creates an inequity that does not exist in RSC
M. The following example illustrates this:

e Two Mail Handlers are converied to career status on the same day and placed into RSC
M7. Mail Handler “X" is hired into a Grade 4 position, and Mail Handier "Y” is hired into a
‘Grade 5 position. Both Mait Handlers are place in Step BB of the salary schedule.

+ Shortly thereafter, while both are still in Step BB of the salary schedule, Mail Handler X
bids into a Grade 5 position.

» By doing so, Mail Handier X earns a promotional increase of $2,903 and gets slotted into
Step AA of the salary schedule.

In the example above, Mail Handler X, who has the same seniority as Mail Handler Y, eams a
significantly larger salary by $1,410 and is one step ahead on the salary schedule than Mail
Handler Y.

The issue is exacerbated if you apply the example above to later steps of the salary schedule.
For example, a Mail handler who is in Step B of RSC M7 weuld be siotted two steps ahead, into
Step D, of the RSC M7 through the application of the “two times the most prevalent step” rule.

These are inequities made possible by the operation of the current promotion pay rules for
schedule M7.

Based on the information we currently have available, we believe that since 2013 approximately
700 Mail Handlers were converted to Grade 4 and subsequently bid to Grade 5, and therefore
have received the unintended, inequitable benefit .described above.

Recommended Mail Handler Promotion Rules

Using the example outlined above, under the new promotion pay rules, Mail Handler X would
receive a salary increase of approximately $1,493 upon his promotion. This increase still
incentivizes him to seek a promotion, but does not result in the employee “jumping” steps within
the salary schedule. It also keeps his salary relatively close to that of Mail Handler Y, who shares

-.—the same seniority date along with the same.grade Yevel. _ _ . ___ ...
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The proposed ravisions attached to this letter align the promotion pay rules applicable to Mail
Handler promotions to those currently applicable to one-grade promotions of APWU-represented
employees, and to proposed revisions to the promotion pay rules for City Carriers in RSC Q7%

We have attached a copy of the proposed revisions. Please let me know if you wish to discuss.

. Sincerely’ %M

Pam S. Grooman
Manager, Pay and Performance Programs

1 These revisions are currently in the Article 19 process.




4 Pay Administration

422.3

422.31
422,311

422.312

422313

422.314

422.315

422,32
422.321

422.322

422.323

March 2016

Mail Handlers Schedule

The provisions of 422.1 and 422.2 cited below are made applicable o
this satary schedule by reference.

Salary System

Salary Schedule

The Mail Handler (MH) Schedule consists of two rate schedules. Schedule 1
(RSC M) has Grades 4 through 8, and is applicable to mail handlers with a
career appointment date (CAD) before February 15, 2013. Schedule 2 (RSC
M7) has Grades 4 and 5, and is applicable to mail handlers with a CAD on or
after February 15, 2013,

Basis of Rates

See 422.112.
Cost-of-Living Adjustments
See422.113.

Setting Wages
See422.114.

Employee Classifications
See 422,115,

Change Action Pay Rules
Career Appointment
See 422.121.

Additional Appointment

See 422.122.

Promotion Rules

Note: See 421.43a and 421.44i for definition of promotion, and consult

Exhibit 418.1, Equivalent Grades, to determine whether or not a
personnel action represents a promotion,

Rules are as follows:
a. Basic Rules. The basic rules are as follows:
(1) Promotion Within Schedule 1. For this promotion:

The employee receives a promofional increase equal to two times
. the most prevalent step in the former grade for a promotion of
one or two grades (three times for a promotion of three or more
grades). Add this increase to the employee’s former basic wage
and slot the employee to the closest step in the new grade. If the
increased salary falls between two steps of the new grade, place
the employee at the next higher step. A new step waiting period
begins unless the employee is promoted to a bargaining unit
grade previously held (i.e., repromotion), in which case see
422 123a4, '

(2) Promotion Within Schedule 2. For this promotion:

__The Grade 4 employee receives a promotional increase that =

brings. the salary to the same step in Grade 5. A new step
waiting period begins unless the employee is promoted to a
1




bargaining unit grade previously held (i.e., repromotion), in which
casa see 422.123a4.




Pay Administration 422 323

(3) Promotion To Schedule 2 From Other Rate Schedules. For this
promotion:

{a) From PS{RSC P} Schedule 2, see 422.123a2.

{b) From EAS (RSC E) and Part-Time Postmasters (RSC F), to
the current full-time salary, add 5 percent. Advance this
amount to the next higher salary step in the new grade of
Schedule 2 if the calculated amount falis between two
steps. A new step waiting period begins unless the
employee is promoted to a bargaining unit grade previously
held (i.e., repromotion), in which case see 422.123a4.

(¢) From PNS (RSC G}, OSD(RSCK), , IT/ASC (RSC N}, PS
(RSC P)or MESC (RSC C), RC {(RSC R)and PPO (RSC Y},
to the current full-time salary, add two times the most
prevalent step increment of the current grade (add three
times for a promotion of three or more grades). Advance
this amount to the next higher salary step in the new grade
of Scheduie 2 if the caiculated amount falls between the
two steps. A new step waiting period begins unless the
employee is promoted fo a bargaining unit grade previously
held (i.e., repromotion), in which case
see 422.123a4.

(4) Promotion From This Schedule To Other Rate Schedules. For this
promaotion:

(@) ToPNS (RSC G), 0SD(RSC K}, CC (RSC Q), IT/ASC
(RSC N), and PPO(RSCY), to the current full- time salary,
add two times the most prevalent step increment of the
current grade (add three times for a promotion of three or
more grades). Advance this amount
to the next higher salary step in the new grade if the
calculated amount falls between the two steps. A new step
waiting period begins unless the employee is promoted to
a bargaining unit grade previously held (i.e., repromofion),
in which case see 422.123a4.

(b) To EAS (RSC E), Pay Band {(RSC V} and Attorney (RSC U) to
the current full-time salary, see 413.22.

(¢) ToPS(RSCP)or MESC (RSC C) Schedule 2, assign the
proper step by referring to Exhibit 422.123a. A new step
waiting period begins on the effective date of the
promotion,

(d) ToRC{RSCR), see422.422a2.

Note: See also Exhibit
421.82.

(5) Promotion Pay Anomaly. No employee is at any time
compensated less as a consequence of a promotion than that

s e em o e - e - - o= amployee would have been if the employee had not-been: -

promoted but, instead, advanced in step increments in the lower

March 20186 3




grade by fulfilling the waiting time requirements necessary for
step increases. This rule includes employees who were
promoted to a higher grade and subseguently reassigned to
their former grade. If, during any pay period following the
promotion, the employee’s basic wage is less than the employee
would have received for that pay period if the employee had not
been promoted, the difference is paid to the employee in a lump
sum payment.

b.  Supplemental Rules. See 422.123b.

ELM 40




422,324

March 2016

Pay Administration

422324 Reassignment Rules
See 422.124.
422.325 Reductions in Grade
"The following provisions apply.

a.

General. Reductions in grade include:

(1} Voluntary changes to a lower level,

(2) Management-initiated changes fo a lower level; and
(3) Demotions.

Step and Next Step Date Assignment for Bargaining Unit to Bargaining
Unit Reductions in Grade Within or Into the Mail Handler Rate
Schedufe (RSC M and M7). Assignments are made as follows:

(1} To Former Lower Grade. The employee is assigned fo the step
and next step date as if service had been uninterrupted in the
lower grade since the last time held.

(2) To New Lower Grade. The employee is assigned to the step and

next step date in the lower grade as if all career Postal Service
had been in the lower grade.

Step and Next Step Date Assignment for Nonbargaining Unit to

Bargaining Unit Reductions in Grade. For all nonbargaining reductions
in grade to the Rural Carrier schedule, consult 422.423 and 422.424 fo
determine the proper step and next step date. For all other
nenbargaining-to-bargaining reductions in grade, determine the
employee’s salary, step, and next step date as if the service had
continued uninterrupted from the level/step in effect at the time of the
nonbargaining promotion.

(1)  Forreductions in grade to the same Rate Schedule occupied
immediately before a promotion to a nonbargaining position, the
following provisions apply:

(@) When an employee returns to the same level as that
occupied immediately before the nonbargaining promotion,
assign the salary, step, and next step date as if the service
had continued uninterrupted from the level/step in effect at
the time of the nonbargaining promotion.

{b} When an employee changes to a higher level than that
occupied immediately before the nonbargaining promotion,
apply the promotion ruies for the appropriate salary
schedule in 422 to determine the employee’s hew salary,
step, and next step date.

(c) When an employee changes to a lower level than that
occupied immediately before the nonbargaining promotion,
apply the reduction in grade rulesin 422.125b to determine
the employee's new salary, step, and next step date.

(2) Forreductions in grade to a different Rate Schedule occupied
immediately before a promofion to a nonbargaining position, use
the Equivalent Grades chart (Exhibit 418.1) and apply the

"appropriafe rule as foliows: -~ 7
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422.33
422,331

422.332

(3)

422.332

(@) When an employee changes to an equivalent level, apply
the reassignment rules in 422.124c to determine the
employee’s new salary, step, and next step date.

(b) When an employee changes fo a higher level, apply the
promotion rules for the appropriate salary schedule in 422
to determine the employee's new salary, step, and next
step date.

(¢} When an employee changes to a lower level, foliow the
reduction in grade rules in 422.125b fo determine the
employee’s new salary, step, and next step date.

For reductions in grade when there is no prior bargaining unit
service, the employee is assigned to the step and next step date
in the lower grade as if ail career Postal Service had been in the
lower grade.

Rate Retention. Rate retention provisions do not apply to changes to a
lower grade that are voluntary or disciplinary. However, they do apply
in nondisciplinary management reductions, as follows (also see
421.511 and 421.512 for application):

)

)

(3)

Protecfed Rate. The employee continues fo receive the wage he
or she received in the higher grade for 2 calendar years (g} if the
grade of the position is reduced due to a management action
such as a change in job ranking criteria that affects the grade of
only one position and (b} if the employee occupied the position at
the higher grade for 2 consecutive years before the effective date
of the reduction. (See also 421.51.)

Saved Rate. For saved rate:

@ Anemployee has a saved rate resulting in a red-circle
amount if the grade of his or her position is reduced due to
a management action such as a change in job ranking
criteria that affects the grade of more than one position
under the same job description.

(b) If an employee who receives a red-circle amount is
subsequently promoted and later refurned to the former
position through no fault of his or her own, the red-circle
amount is restored. (See also 421.52.) ‘

Saved Grade. A bargaining unit employee is entitled to saved
grade if he or she is assigned to a lower grade position because
of a management action that eliminates the position {e.g., job
elimination due to technological and mechanization changes).
(See also 421.53.)

Step Increases

Eligibility Requirements

See 422.131 and_Exhibit 422.13.
Creditable Service

See 422.132,

ELM 40
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290

422,333

422.334

422 .34
422.341
422.342
422.343
422.344

422.345
422.35

42236

Leave Without Pay

See 422.133.

Simultaneous Personnel Actions
See 422,134,

Higher Level Assignments
See 422.14.

Definitions

See 422.141.

Written Management Order
See 422.142.

Rate of Pay

See 422.143.

Adjustments and Increases
See 422.144.

Benefits

See 422.145,

‘Dual {Muitiple) Employment

[Reserved)

Change From Rural Carrier Schedules
See 422.16.

Pay Administration
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422.3

422.31
422.311

422.312

422,313

422,314

422.315

422.32
422,321

422.322

422,323

March 2016

Mail Handlers Schedule

The provisions of 422.1 and 422.2 cited below are made applicable to
this salary schedule by reference.

Salary System

Salary Schedule

The Mail Handler (MH) Schedule consists of two rate schedules. Grades-4-
through-8._Schedule 1 (RSC M) has Grades 4 through 6, and is applicable to

mail handlers with a career appointment date (CAD) before February 15,
2013. Schedule 2 (RSC M7) has Grades 4 and 5, and is applicable to mail

handlers with & CAD on or after February 15, 2013.
Basis of Rates

See 422.112.

Cost-of-Living Adjustments

See422.113.

Setting Wages

See 422.114.

Employee Classifications

See 422.115.

Change Action Pay Rules
Career Appointment

See 422.121.

Additional Appointment

See 422.122.

Promiotion Rules

Note: See 421.43a and 421.44i for definition of promotion, and consult
Exhibit 418.1, Equivalent Grades, to determine whether or not a
perscnnel action represents a promotion.

Rules are as follows:
a. Basic Rules. The basic rules are as follows:;
(1)  Promotion Within This-Schedule_{. For this promotion:

ta} The employee receives a promotional increase equal to two times
the most prevalent siep in the former grade for a promotion of
one or two grades (three times for a promotion of three or more
grades). Add this increase to the employee’s former basic wage
and slot the employee to the closest step in the new grade. If the
increased salary falls between two steps of the new grade, place
the employee af the next higher step. A new step wailing period
begins uniess the employee is promoted to a bargaining unit
grade previously held (i.e., repromotion), in which case see
422.123a4.

{2} Promotion Within Schedule 2. For this promotion:

__The Grade 4 employee receives a prometional increase that

brings the salary to the same step in Grade 5. A new step
waiting period begins unless the employee is promoted to a




bargaining unit grade previously held (i.e., repromotion
case see 422.123a4.

in which

ELM 40
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422.323

(32) Promotion To This-Schedule 2 From Other Rate Schedules. For
this promotion:

(@)
(b)

From PS (RSC PB) Schedule 2, see 422.123a2.

From EAS (RSC E)_and Part-Time ;- A-E-Postmasters (RSC
F), and-TRS-RSC-F); to the current full-time salary, add 5
percent. Advance this amount to the next higher salary
step in the new grade of Schedulg 2 if the calculated
amount falls between two steps. A new step waiting period
begins unless the employee is promoted to a bargaining
unit grade previously held (i.e., repromotion), in which case
see 422.123a4.

From PNS (RSC G), 08D {RSC K), G6{RSG-Q3, IT/ASC
(RSC N), PS {RSC P) or MESC (RSC C)Seheduie-t, RC
(RSC R) and PPO (RSC Y), to the current full-time salary,
add two times the most prevalent step increment of the
current grade {(add three fimes for a promotion of three or
more grades). Advance this amount to the next higher
salary step in the new grade of Schedule 2 if the calculated
amount falls between the two steps. A new step waiting
period begins unless the employee is promoted tc a
bargaining unit grade previously held (i.e., repromotion), in
which case

see 422,123a4.

(43) Promotion From This Schedule To Other Rate Schedules. For this
promotion:

(a)

(b)

To PNS {RSC G), OSD{RSC K), CC (RSC Q}, IT/ASC

(RSC N), TOs-RSc¥}-and PPO (RSC Y), to the current full-
fime salary, add two times the most prevalent step
increment of the current grade {add three times for a
promotion of three or more grades). Advance this amount
to the next higher salary step in the new grade if the
calculated amount falls between the two steps. A new step
waiting period begins unless the employee is promoted to
a bargaining unit grade previously held (i.e., repromotion),
in which case see 422.123a4.

To EAS (RSC E), Pay Band {RSC V) and Attorney (RSC U) to
the current full-time salary, see 413.22.

. add

&pefeent—lﬂhe—resmﬂs—beiewme-mmmwabevethe—

(d)

To PS (RSC PB) or MESC (RSC CB) Schedule 2, assign
the proper step by referring to Exhibit 422.123a. A new

step waiting period begins on the effective date of the
promotion.

To RC (RSC R), see 422.422a2.

_Note: See also Exhibit




421.82.

(5)__ Promotion Pay Anomaly. No employee is at any time
compensated less as a consequence of a promotion than that
employee would have been if the employee had not been
promoted but, instead, advanced in step increments in the lower
arade by fulfilling the waiting time requirements necessary for
step.increases, This rule includes employees who were
promeoted_to a higher grade and subsequently reassigned fo
their former grade. If, during any pay period following the
promotion, the employee’s basic wage is less than the employee
would have received for that pay period if the employee had not
been promoted, the difference is paid to the employee in a lump
sum payment,

b.  Supplemental Rules. See 422.123b.

ELM 40
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422.324

422.325

Paly Administration

Reassignment Rules

See 422.124.

Reductions in Grade

The following provisions apply.

a.

General. Reductions in grade include:

(1) Voluntary changes to a lower level;

(2) Management-initiated changes to a lower level, and
(3) Demotions.

Step and Next Step Date Assignment for Bargaining Unit o Bargaining
Unit Reductions in Grade Within or Info the Mail Handler Rate
Schedule (RSC M and M7). Assignments are made as follows:

(1) ToFormer Lower Grade. The employee is assigned to the step
and next step date as if service had been uninterrupted in the
lower grade since the last time held.

{2) To New Lower Grade. The employee is assigned to the step and
next step date in the lower grade as if all career Postal Service
had been in the lower grade.

Step and Next Step Date Assignment for Nonbargaining Unif to
Bargaining Unit Reductions in Grade. For all nonbargaining reductions
in grade to the Rural Carrier schedule, consuit 422.423 and 422.424 to
determine the proper step and next step date. For all other
nonbargaining-to-bargaining reductions in grade, defermine the
employee's salary, step, and next step date as if the service had
continued uninterrupted from the level/step in effect at the time of the
honbargaining promotion.

(1)  For reductions in grade to the same Rate Schedule occupied
immediately before a promotion to a nonbargaining position, the
following provisions apply:

(a) VWWhen an employee retums to the same level as that
occupied immediately before the nonbargaining promotion,
assign the salary, step, and next step date as If the service
had continued uninterrupted from the level/step in effect at
the time of the nonbargaining promotion.

(b) When an employee changes to a higher level than that
occupied immediately before the nonbargaining promotion,
apply the promotion rules for the approptiate salary
scheduie in 422 to determine the employee’s new salary,
step, and next step date.

{c) When an employee changes to a lower level than that
occupied immediately before the nonbargaining promotion,
apply the reduction in grade rules in 422.125b to determine
the employee's new salary, step, and next step date.

() Forreductions in grade to a different Rate Schedule occupied
immediately before a promotion to a nonbargaining position, use
the Equivalent Grades chart (Exhibit 418.1) and apply the
appropriate rule as follows: '
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422.326331

422.332

(a) When an employee changes to an equivalent level, apply
the reassignment rules in 422.124¢ to determine the
employee’s new salary, step, and next step date.

(b} When an employee changes to a higher level, apply the
promotion rules for the appropriate salary schedule in 422
to determine the employee’s new salary, step, and next
step date.

(c) When an employee changes to a lower level, follow the
reduction in grade rules in 422.125b to determine the
employee’s new salary, step, and next step date.

For reductions in grade when there is no prior bargaining unit
service, the employee is assigned to the step and next step date
in the lower grade as if all career Postal Service had been in the
lower grade.

Rate Retention. Rate retention provisions do not apply to changes tc a
lower grade that are voluntary or disciplinary. However, they do apply
in nondisciplinary management reductions, as follows (also see
421.511 and 421.512 for application):

(1)

Profected Rate. The employee continues o receive the wage he
or she received in the higher grade for 2 calendar years (g) if the
grade of the position is reduced due to a management action
such as a change in job ranking criteria that affects the grade of
only one position and (b} if the employee occupied the position at
the higher grade for 2 consecutive years before the effective date
of the reduction. (See also 421.51.)

Saved Rafe. For saved rate;

(8} Anemployee has a saved rate resulting in a red-circle
amount if the grade of his or her position is reduced due to
a management action such as a change in job ranking
criteria that affects the grade of more than one position
under the same job description.

(b) If an employee who receives a red-circle amount is
subsequently promoted and later returned to the former
position through no fault of his or her own, the red-circle
amount is restored. {See aiso 421.52.)

Saved Grade. A bargaining unit employee is entitled to saved
grade if he or she is assigned {o a lower grade position because
of a management action that eliminates the position (e.g., job
elfimination due to technofogical and mechanization changes).

{See also 421.53.)

42233 _Step Increases
Eligibility Requirements
See 422 131 and_Exhibit 422,13,

422.3272332 Creditable Service

See 422.132.
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4222328333 Leave Without Pay
See422.133.

422328334 Simultaneous Personnel Actions
See 422.134.

422 3334 Higher Level Assignments
See 422.14.
422 334341 Definitions
See 422.141.
422.332342 Written Management Order
See 422,142
422333343 Rate of Pay

See 422.143.

422334344 Adjustments and Increases
See 422.144.

422,335345 Benefits
See 422,145,

422.23435 Dual (Multiple} Employment
[Reserved]

422 3536 Change From Rural Carrier Schedules

See 422.186.

Pay Administration
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RECEIVED

LABOR RELATIONS APR 71 2007
UNITED STATES Per..

P 'POSTAL SERVICE ——
April 19, 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service is updating the Mobile Delivery Device (MDD)
to enhance its functionality.

Update (6.0) includes: Warning Message upon applying “Business Closed” event at residential
locations, Rotate Signature Capture/Sign-on Glass Screen, Warning Message when Battery
Uptime Less than 7 hours, Battery Survival Mode, Additional Battery Reserve when Cellular
Strength Low, Enable Battery Calibration.

This update will be tested beginning the week of April 24, with national release scheduled for May
8.

Enclosed is the final draft copy of the MDD Release 6.0 Service Talk.
Please contact Bruce Nicholson at extension 7773 if you have guestions concerning this matter,

Singeftely,

Alan S. Moore
Manager
Labor Relations Policy and Programs

Enclosure

475 'ENraNT PLaza SW
WasHiNaToN DG 20260-4101
WWW.USPS,COM
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UNITED STATES Por

POSTAL SERVICE

Aprit 13, 2017

Mr. Brian J. Wagner Certified Mail Tracking Number:
President 7016 1370 0002 3014 5871

National Association of American Postal Workers
1727 King Street, Suite 400
Alexandria, Virginia 22314-2753

Dear Brian:

This letter is in further reference to the Postal Service's notice dated February 10 regarding
notification of revisions to the Standard Job Description for the Customer Care Agent — Tier 1
{P7-06). As previously informed, the revision was done to comply with the December 8, 20186,
Goldberg Arbitration Award which ordered the Postal Service to post Clerk Craft duty
assignments at the 12 current Sales Retention Team (SRT) sites.

The Postal Service used the subject revised Standard Job Description and posted 386 duty
assignments at the SRT sites during the March and April bid cycles. However, based upon
feedback received from the American Postal Workers Unlon (APWU), it has been decided to
create a new Standard Job Description titled Customer Retention Agent (P7-06) (enclosed) for
use at SRT sites. The Postal Service rescinds its February 10 notice concerning this matter and
will restore the Customer Care Agent — Tier 1 (P7-06) Standard Job Description to its pre-
February 10 form.

The Customer Retention Agent (P7-08) Standard Job Description will be effective April 29 and
used for future duty assignment postings. As of that date, employees who hold bid duty
assignments at the SRT sites will have their job title and occupational code changed to reflect the
new job title and description,

Employees at the Customer Care Centers (CCCs) who were successful bidders on postings that
used the revised job description will have their job description restored to the pre-February 10
version of the Customer Care Agent — Tier 1 {P7-06) Standard Job Description.

These changes will not result in the reposting of positions or have any impact on the work being
performed at either the SRT sites or CCCs.

If you have any questions about this matter, please contact Shannon Richardson at extension
5842,

Contract Administration {(APWU)

Enclosure

475 L'EnFanT Praza SW "y
WASHINGTON DG 20260-4101 (CA2017-181)
WWW,USPS.COM




CUSTOMER RETENTION AGENT (P7-06) -
OCCUPATION CODE: 2320-XXXX

FUNCTIONAL PURPOSE

Makes outbound small business customer contacts over the phone and through email in order
to inform existing business customers of current, new and enhanced USPS products, features
and services offerings and campaigns in an effort to retain the current customer base.

DUTIES AND RESPONSIBILITIES

1.

Using a computer and headset or telephone, makes outbound courtesy calls to existing
small business customers. Demonstrates courtesy, patience and professionalism while
providing scripted information to customers about USPS products, services and
campaigns.

Accesses client phone numbers and information using a computer software application.
Logs call information into the software database.

Creates records of the contacts in a software application for referral and historical
purposes. :

Listens actively to determine customer needs and answers questions using electronic
and hardcopy job aids, scripts, checklists and other information sources. Emails the
customer with product or service information when requested.

Logs and escalates additional revenue opportunities stemming for customer contacts to
the appropriate sales team.

Solicits customers for feedback and opinions and enters their responses into an
electronic survey.

Perform phone number and email lookups for missing customer information and logs
information into the software database.

Identifies and reports unusual or repetitive customer inquiries or issues affecting smail
business customers to Supervisors,

Assists Customer Care Centers and performs other customer retention and contact
duties-as determined by operational needs.

SUPERVISION
Supervisor of unit to which assigned

SELECTION METHOD
Senior Qualified

BARGAINING UNIT
CLERK




FUNCTION

Makes outbound small business customer contacts over the phone and through email in order
to inform existing business customers of current, new and enhanced USPS products, features
and services offerings and campaigns in an effort to retain the current customer base.

DESCRIPTION OF WORK .
See the Standard Position Description for the Occupation Code given above.
REQUIREMENTS

This section is composed of Knowledge, Skills, and Abilities (KSAs) which are required to
satisfactorily perform the tasks of the position. Applicants must demonstrate that they possess a
sufficient level of each KSA, to include at least minimum competency for senior-qualified
positions to enable them to perform these tasks satisfactorily. Applicants demonstrate these
levels by describing examples of experience, education, or training, any of which may be non-
postal. Ratings are based on the demonstration of the level of possession of each of the KSAs,
Failure to demonstrate any KSA is disqualifying.

1. Ability to work with USPS customers in a polite, courteous, and professional manner
while listening attentively to the needs of the customer and documenting collected
information.

2. Ability to communicate orally sufficient to express ideas or facts clearly and logically
when answering questions, giving instructions or explaining Postal products and
services.

3. Ability to listen attentively, comprehend, capture as well as interpret customer
information.

4. Ability to use a telephone/headset, email and related equipment to communicate to
customers by phone and email.

5. Skill using a computer to compile and summarize collected customer information into a
software application.

B. Ability to use written and electronic reference tools, manuals, scripts and the
internetfintranet to search and retrieve information on a-computer.

7. Abifity to evaluate information provided by customers to determine the nature of the
inquiry or concern and identify an appropriate solution within established setvice
standards and guidelines.

PHYSICAL REQUIREMENTS

Applicants must be physically able to efficiently perform the duties of the position with or without
reasonable accommodation.
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April 12, 2017 APR 17 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

This is in further reference to our June 29, 2018, notice concerning testing the discontinuance of
color coded Extra Service Postal Service (PS) forms in our retail lobbies. We intend to expand
the testing locations as indicated below.

As previously advised, information normally obtained through the subject forims will be provided
by the Intelligent Mail package barcode (IMpb) and human readable Extra Service text on labels
generafed by Retail System Software (RSS) printers at the point of sale.

The following PS Forms will not be used in the test sites during testing:

PS Form 3813 - Insured Mail Receipt Domestic Only $500 and Under
PS Form 3813-P - Insured Mail Domestic Only Qver $500

PS Form 3804 - Return Receipt for Merchandise

PS Form 153 - Signature Confirmation Receipt

The expanded test is scheduled to begin May 5 and run through August 31 in all RSS offices in
the Capital and Northern Virginia Districts. Other offices will not participate in the test.

We have also enclosed copies of the following:

Servige Talk — Postrasters /Station and Branch Managers
Briefing Sheet — Pilot Test: Elimination of Extra Services Forms
Frequently Asked Questions (FAQs)

Survey Monkey — Consumer Survey Questions

Standard Operating Frocedures — Rilot Sites Only

e @ 9 & @

Please contact Bruce Nicholson at extension 7773 if you have questions concerning this matter,

Alan S. Moore
Manager
Labor Relations Policy and Programs

Enclosures
476 L'EnFANT PLaza SW

WASHINGTON DC 20280-41C1
WIWAW.USPS,COM




Seivice Talk

Postmasters/Station and Branch Managers
Pilot Test: Elimination of Extra Services Forms
Capital and Northern VA Districts

In an effort to leverage current barcode technology and to continue studying the feasibility of removing hardcopy
forms from our Retail Systems Software (RSS) locations, there will be a pilot test conducted in two districts in the
Capital Metro Area; Capital and Northern Virginia at RSS locations only from May 5, 2017 through August 31, 2017.
This expanded study is a result of a successful pilot test conducted Oct 2016 — February 2017 with eight offices in
Capital (4) and Northern Virginia {4) districts.

Listed below are the four Extra Services forms that will be removed from the pilot sites during the test. RSS will be
used to generate an Intelligent Mail package barcode ({Mpb) label that will provide the same services as the manual
Exira Services forms.

Insured Mall Recelpt
Domestic Only

4500 and Under

P8 Form AR15

Sitinature Gonfirmation™ Reoal
P$ Form 183

Insurad Mali Receipt
Domgstie Qnly
Over$60o

PS Form 3813-F

| RewrnRecelptior Marchandise
i PS Form3nes

Sales and Service Associates (SSAs) will affix the required IMpb that contains a service type code with the
appropriate product and Extra Service label that is printed using RSS (NOTE: 8SAs have the option of selecting
either large or small labels depending on the size of the items). Below is a sample of each size label that will be
generated from the Toshiba printer with an iMpb included:

R SRR Retail
x US POSTAGE PAID
' vOID $11.24

Clgin: FOBO1
Dupbination: 22014
Lk B.OD-OH

3‘5‘\:%%5%2:15-:4 1002
USPS RETAIL GROUND ™

Return f

[cooa _ VOID USPS TRACKING NUMBER
USPS SIGNATURE TRACKING NUMBER |’|Iml I I|II I I I | I || || |||
9539 8100 0011 6202 0002 36 95134100 0011 6202 0002 87

The expectation is that these mailpieces will be treated in the same manner in which you treat mailpieces that
previously had the Extra Services forms attached to them.




UNITED STATE - .
E POSTAL SERVICE » _ Briefing Sheet

Pilot Test: Elimination of Extra Services Forms
Retail Systems Software Offices
Capital and Northern Virginia Districts

OVERVIEW:

The Postal Service will conduct an expanded pilot test in two districts in the Capital Metro Area: Capital
and Northern Virginia at Retail System Software (RSS) sites. The pilot test involves the removal of the
below four color-coded Extra Services forms from the retail lobby:.

NI
R Sitdd undar

. : : i ; st |
sz | ‘ % -
gignature Conflrmation®™ Raceipt : %ﬁé E%‘ﬁ ?3 ixs%ﬁ

Insured Malt Racelpt 1

Romestle Only i g
$800 and Under P8 Rorm 152 -
PS Form 3813

Inaured Maii Recaipt ! :

Domagtic Only . i Return Recelpt for Merchandise |,

Over$800 Biglmsicn 8 s | Py PormaB0d
P§ Form 3813-P ) ‘ :

As a result of the ability to print human readable and Intelligent Mail package barcode (IMpb) labels at
RSS sites, the need for the color-coded Extra Services forms is being eliminated. The removal of the
four Extra Services hardcopy forms at RSS sites is necessary to eliminate extra cost associated with
printing and stocking these forms as well as to leverage the existing advanced technology capabhility to
print an Intelligent Mail package barcode (IMpb) label with the appropriate service type code that
represent the product and service sold to the customer. As a positive consequence of discontinuing
use of the hardcopy forms at RSS sites, one barcode will be affixed to maiipieces, thereby reducing
employee confusion, scanning issues, unnecessary refunds, and claims processing.

BENEFITS:

» Increased customer satisfaction through improved scanning performance

o Increased scanning accuracy as a result of having only one Intelligent Mail package
barcode (IMpb)

+ Reduced claims for Extra Services failures as a result of improved scanning due to only one
IMpb per mailpiece
Reduced costs as a result of elimination of Extra Services forms

» Increased sustainability efforts as a result of reducing paper production

» Reduced confusion by Delivery personnel due to one barcoded label on the mailpiece

CURRENT STATUS:
» Conducted pilot test in eight Post Offices in the Capital (4) and Northern Virginia (4) Districts
QOctober 2016 through February 2017

IMPLEMENTATION DATE:
» Expanded Pilot Test to begin May 5, 2017 to August 31, 2017




UNITED STATES : .
| POSTAL SERVICE» o Frequently Asked Questions (FAQs)

Elimination of Extra Services Forms at Retail Offices Pilot Test

1. Why is the Postal Service eliminating the color-coded Extra Services forms at Retail Systems Software
(RSS) Retail sites?

The Postal Setvice is continually looking for ways to reduce costs and leverage technology to grow revenue and
enhance the customer experience. The advances in printer technology have enabled the printing of an Intelligent
Mail package barcode (IMpb) label with the service type code for the product and Extra Service, thereby eliminating
the need for affixing a color-coded, barcoded Extra Service label. ‘

2. What color-coded Extra Services forms have been eliminated as part of this Pilot Test?
The following Extra Services forms will be eliminated:

PS Form 153 — Signature Confirmation (Magenta)

PS Form 3804 — Return Receipt For Merchandise (Brown)

PS Form 3813 - Insured Mail Receipt {$500 and under) (Black)

PS Form 3813-P — Insured Mail Receipt (over $500) (Blue)

3. Will the green PS Form 3811, Domestic Return Receipt remain available at retail test sites?
Yes. The green PS Form 3811, Domestic Refurn Receipt, will remain for customers who want an actual sighature
when their item is delivered.

4. Will the Extra Services themselves change?
No. The customer will receive the same Extra Services that they do when using color-coded forms.

5. If there is no designated color to identify the Extra Services, how will the Exira Services be identified?
The label will include human readable text above the IMpb and the Service Type Code (STC) in the barcode
provides notifications related to the Extra Setvice to hand held devices and the Retail System Software (RSS). This
is consistent with the shipping industry whereas shipping iabels are black and white — not colored.

6. Will there be any changes to the scanning of these new labels?
No. The IMpb included in the label will still prompt the employee for the appropriate service.

7. The color-coded Extra Services forms also include a receipt portion for the customer. How will &
customer obtain a receipt for the Extra Services purchased? ‘

The RSS retail receipt will serve as the customer's receipt for the Extra Services purchased and includes the
tracking number and destination ZIP Code.

8. Can customers still request a round date/postmark for thelr Extra Services?
Yes. The retail receipt will have the date printed. A round datefpostmark can be placed at the top or bottom of
receipt by the SSA for those customers requesting it.

9. How many Extra Services can be displayed on the retail receipt?
The Retail receipt has no specified limit of how many Extra Services can be displayed.

10. Is there an opportunity to provide feedback during the Pilot Test?
Yes. A link to an online survey has been established to gather feedback from both our customers purchasing Extra
Services and Sales & Service Associates completing Extra Services transactions during the pilot test.

11. Are Retail Customer Experience {(RCE) offices shopped during the Pilot Test?

Yes. During the initial pilot test conducted October 2016 — February 2017 there were no significant impacts on
customer wait times. In fact, feedback from surveys indicated faster processing times. RCE locations will not be
excluded for the expanded pilot test.

Page 1 0f2




o UNITED STATE. i ;
?’ po;;gf SERVICE Frequently Asked Questions (FAQs)

12. Why are a limited amount of PS Forms 3813 and PS Forms 3813-P placed behind the retail counter
during the pilot testing?

The system will not print an IMpb label when insurance is purchased with First-Class Mail letters, large envelopes
and parcels. These forms are to be used only for these two mail classes when insurance is acdded.

13. Are manual retail sites within the district participating in this pilot test?
No. Manual sites do not have the technology to support this initiative.

Page 2 of 2




] UNITED STATES

POSTAL SERVICE ' Survey Monkey

Elimination of Extra Services Forms at Retail Offices
Consumer Survey Questions

Dear Valued Customer,

Thank you for taking the time to provide your feedback on the Extra Service(s) you purchased today.
Your feedback will help us to improve our service to our customers. You can either go to the website at
hitps://www.research.net/r/726XP2Y or fill out the card and mail it back (no postage necessary to
complete the survey. The survey should take roughly 2 minutes to complete. '

Thank You!
The United States Postal Service

1. Which Extra Service did you purchase today? Please select all that apply.
« Insured Mait — for an amount less than $500
¢ Insured Mail — for an amount more than $500
¢ Return Receipt for Merchandise
» Signature Confirmation

2. Which of these Extra Services have you purchased in the past 12 months? Please select all

that apply.
¢ Insured Mail - for an amount less than $500
* Insured Mail — for an amount more than $500)
¢ Return Receipt for Merchandise
« Signature Confirmation
¢ | have not purchased any of these Extra Services in the past 12 months

3. How satisfied were you with the experience of purchasing Extra Services without a form(s)?
Please select one.

Very satisfied

Somewhat satisfied

Somewhat unsatisfied

Very unsatisfied

4. How easy or difficult was it to provide the information needed to the Sales & Service Associate
for the Exira Services you purchased? Please select one.
s  Very easy
Somewhat easy
Somewhat difficult
Very Difficult

5. Which method of purchasing Extra Services do you prefer? Please select one.
*  With individual/separate color-coded Forms
« At checkout/ Sales & Service Associate with one receipt

6. Which method takes less time to complete your purchase of Extra Services? Please select one.
» Using color-coded Forms
e At checkout with a Sales & Service Associate




f}/ SER _ .. . Survey Monkey

7. Eliminating the printing of forms for Extra Services helps preserve the environment. What
impact does this have on your opinion of the United States Postal Service? Please select one.

¢ Positive impact
¢ Noimpact
¢ Negative impact

8. Please let us know if you have any other suggestions on processing the Extra Services you
purchased today. Please write your answer below.

9. Do you have any other suggested improvements for the Extra Services you purchased? Please
write your response next to the Extra Service you purchased.

+ Insured Mail - for an amount less than $500 -
e Insured Mail - for an amount more than $500 -
¢ Return Receipt for Merchandise -
s Signature Confirmation -
10. What is the ZIP Code of the post office where you purchased the Extra Services at today?

Please write your answer below.

. ZIP Code;

. | don't know the ZIP Code of the post office that | purchased the Extra Services
at today :

Thank you for your time in completing the survey! Your opinion matters!




/‘ POSTAL gE,r}V,- _ Standard Operating Procedures. (SOPs) |

Processing Extra Services Forms at Retail System Software (RSS)
PILOT TEST SITES ONLY

*

The purpose of this SOP is to provide instructions on processing the following four Exira Services forms
using Retail System Software (RSS) terminals:

Insured Mal Recaipt
Romestic Only i
§600 and Undar
PS Form 3813

Slgnature Confirmation Renaipt
P8 Farm 182

i
q
i
g

Insured Mail Recelpt |
DomestioOnly
Qver 800

P8 Form 3813-P

Raturn Receipt for Marchandise
P8 Farmaged

The elimination of the four Extra Services forms is a result of enhanced printer capabilities with RSS.
The enhanced printer capabilities allow the Sales and Setvice Associate (SSA) to include the Service
Type Code for the product and impacted Exira Services in the intelligent Mail package barcode (IMph)
that is applied to the mailpiece. This eliminates the need to also affix the above hardcopy Extra Setvices
color-coded forms to the mailpiece. Discontinuing use of the hardcopy forms at RSS sites will result in
reducing employee confusion, cost reduction for the forms, scanning issues, unnecessary refunds, and
claims processing.

How to process Extra Services forms at RSS sites:

1. Place the item on the scale

Page 1 of 5




Standard Operating Procedures (SOPs)

2. Scan the USPS Expedited Packaging Supply UPC barcode if available

R AT Prone s
i
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Standard Operating Procedures (S0Ps)

If an article is presented that is not in USPS packaging, select mail class. You may he asked
to enter dimensions based on the mail class chosen.

a. Note: If the customer has already applied an Extra Services label, you can scan it here by
pressing the scan button at the bottom of the screen.

ke peas  tefokinn]

Select Extra Service

Select Continue

Page 3 of §




Standard Operating Procedures (SOPs)

Note: If the customer requests to add Return Receipt service, you will need to include the article
number of the host Extra Service in Section 2 (pictured above) of the PS Form 3811. Inform the
customer of Extra Service number and the number from the PS Form 3811 are linked during
scanning and that they can track their package by entering either number.

ON DELVERY
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|G e
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UNITED STATES
I POSTAL SERVICE

Standard Operating Procedures (SOPs)

10. Verify the transaction and select Print Labels

Page 5 of §
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April 20, 2017
Mr. Brian J. Wagner Certified Mail Tracking Number:
President 7016 1370 0002 3014 6038

National Association of Postal Supervisors
1727 King Street
Alexandria, Virginia 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service intends to implement a nationwide
decentralization of Computerized Forwarding Services (CFS) units by incorporating the unit into
mail processing operations. The intent of this initiative is to improve the customer experience
regarding mail forwarding services.

The Postal Service plans to pilot this concept beginning with the CFS unit located in the
Merrifield, Virginia Processing & Distribution Center (P&DC). Currently, the Merrifield P&DC CFS
unit processes forwarding mail for ten facilities that use the Postal Automated Redirection System
{PARS). As part of the pilot, the CFS processing operations, currently processed at the Merrifield
CF3 Unit, will be relocated to the following nine PARS sites: Baltimore MD, Charleston WV,
Charlotte NC, Dominic V Daniels NJ, Greensboro NG, Greenville SC, Pittsburgh PA, Raleigh NC,
and Richmond VA. The CFS Operations for the tenth PARS site, Scuthern MD P&DC, will
remain in Merrifield P&DC CFS Unit.

Additionally, the PARS/Flat Postal Automated Redirection System (FPARS) processing operation
currently performed in the Southern Maryland P&DC, will be relocated to the Merrifield P&DC and
forwarding mail processed by this operation will be conducted at the Menrifield P&DC.

This initiative will involve movement of equipment from the Southern MD P&DC and Human
Resources (HR) complement impacts. Any impact ors bargaining unit employees will be done in
accordance with the collective bargaining agreements.

If you have any questions, please contact Judith Reeder of my staff at (202) 268-3577.

ontract Administration (APWU)

475 L'ENFANT PLAZA SWY
WasHingTon DG 20280-4101
WINW.USPS.COM (CA2017-190)
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April 20, 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service is creating two form letters for use when
hotifying injured-on-duty employees of determinations on available work.

The purpose of the letters is to provide standard notice o employees of their appeal rights if there
is a determination of no work available or reduced work hours.

We have enclosed copies of the letters.
Please contact Bruce Nicholson at extension 7773 if you have guestions concerning this matter.

Singgrely,

Alan S, Moore
Manager
Labor Relations Policy and Programs

Enclosures

A75 L’ENFANT PLAzZA SW
WasHINGTON DG 20260-4101
WAWWLUSPE.COM




(Date)

(Name)
(Address)
(City, State, Zip+4)

Subject: No Work Available; Notice of Appeal Rights

This is notification that the Postai Service determined that there is no operationally
necessary work available for you in the agreed-upon search area within your current
medical restrictions. The Postal Service met with you (insert the following if
representative was present) and your representative, (hame of representatlve),
to discuss the situation and any available options.

In reaching this decision, the Postal Service considered your current medical
restrictions and current operational needs. It also attempted to locate adequate
available work within the designated search area that would meet your current
medical restrictions. However, the Postal Service was still unable to locate adequate
available work that you could perform with or without an accommodation,

This is not a disciplinary action, but rather an administrative action based on the
above-referenced circumstances and is taken in accordance with the provisions of
the Employee and Labor Relations Manual (ELM), the Federal Employees’
Compensation Act (FECA), and other applicable rules and regulations.

Notice of Restoration Rights

Although there is currently no work available meeting your current medical
restrictions, you will retain your restoration rights for your compensable injury.
Depending upon the extent of any further recovery and in accordance with 5 U.S.C.
§ 8151, 5 C,F.R. part 353, and section 546 of the ELM, you will have additional
opportunities to return to work with the Postal Service. If your medical restrictions
improve and you are able to perform additional duties other than those that were set
by your physician of record and were relied upon by the Postal Service, you should
immediately notify (insert name of Manager, Human Resources), so that new
efforts will be made to locate available, adequate work meeting your |mproved
medical restrictions.

Notice of Appeal Rights

You have the right to appeal this decision directly to the Merit Systems Protection
Board (“MSPB"). You must submit your appeal to the MSPB no later than 30 days
after the effective date of this decision or 30 days from your receipt of this decision,
whichever is later. Your appeal must be filed with the MSPB at its office located at:

[Appropriate MSPB Regional Office and address]

Letter of Decision — LD Injured Employees-FECA with appeal rights.doc
01/27/2017




You may also file an appeal electronically through the MSPB’s website. If you do not
submit your appeal on time, the MSPB will give you an opportunity to explain why it
was filed late, but your appeal will be dismissed by the MSPB unless you have a
good reason for missing the deadline. Attached is a copy of the MSPB appeal form.
If you would like to review the MSPB regulations, they can be found at
http://mww.mspb.gov or you can request a hard copy of the MSPB regutations from
[local area HR or LR contact]. If you decide to appeal directly to the MSPB, the
name and contact information of the Postal Service representative to whom the
MSPB should send its Acknowledgment Order and a copy of your appeal is:

United States Postal Service
[Area Law Office address]

If you believe that this decision was (&) based on discrimination because of race,
sex, religion, color, national origin, age, disability, or genetic information; or (b) made
in retaliation for your complaining or opposing discrimination or your participation in
any process designed to remedy discrimination, you have the option of raising those
claims either in a MSPB appeal that includes your claim of discrimination, or by filing
an EEO complaint of discrimination with the Postal Service. If you choose to file an
EEO complaint of discrimination with the Postal Service, you must notify the Postal
Service of your claim within 45 days of the effective date of this decision by calling
888-336-8777, TTY: 888-325-2914 and first participate in informal counseling with
an EEQ Counselor. If counseling does not resolve your claim, to continue the EEO
complaint process you must file a formal EEQ complaint within 15 days after you
receive notice from your counselor of your right to file.

Please note: Filing an informal EEO complaint or participating in informal EEOQ
counseling regarding this decision does not affect your ability to choose to appeal
this decision directly to the MSPB as described above. However, once you have
filed a formal EEO complaint with the Postal Service concerning this decision, you
will no longer be entitled to file a challenge to this decision directly with the MSPB
right away. Instead, you will have to wait until your formal EEO complaint is
investigated and the Postal Service issues a final decision (or after 120 days from
the day you filed a formal EEO complaint, whichever is sooner). At that point, you
will then have the right to appeal to the MSPB, if you wish to do so. On the other
hand, if you first file a direct appeal with the MSPB before you file a formal EEO
complaint with the Postal Service, you will not be able to file a formal EEO complaint
as part of the Postal Service's EEO process unless the MSPB dismisses your
appeal without deciding your claim of discrimination (although you are always able
to engage in informal EEQ counseling).

Letter of Decision - LD Injured Emplovees-FEGA with appeal rights.doc
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As an alternative to the above procedures, you may bypass the administrative
complaint process and file a civil action directly in an appropriate federal district
court if your challenge to this decision is based on a claim of age discrimination.
However, you must first provide the Equal Employment Opportunity Commission
(EEOC) with a written notice of intent to sue under the Age Discrimination in
Employment Act (ADEA). The notice of intent to sue must be filed with the EEOC
within 180 calendar days of the alleged discriminatory action. If you file a timely
notice of intent to sue with the EEOC, you must wait at least 30 calendar days
before filing a civil action.

Finally, you may file a grievance under the procedures set out in Article 15 of the
National Agreement. You must file your grievance within 14 calendar days of your
receipt of this decision. Whether you file a grievance will not affect your right to
appeal to the MSPB or the time in which you have to do so.

This decision will become effective , 20

THIS NOTICE IS BEING SENT TO YOU BY BOTH PRIORITY MAIL WITH
DELIVERY CONFIRMATION AND REGULAR FIRST CLASS MAIL.,

(Name of Operations Manager)
(title)
(city, state, zip+4)

cc: Operations Manager
Manager, Human Resources _
Manager, Health and Resource Management
OWCP S
(Union/Association copy)
[C File

ATTACHMENTS MUST INCLUDE:

MSPB APPEAL FORM

Letter of Declsion — LD Injured Employees-FECA with appeal rights.doc
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(Date)

(Name)
(Address)
(City, State, Zip+4)

Subject: Limited Duty Work Available- Reduced Hours; Notice of Appeal
Rights

This is notification that the Postal Service determined that there is operationally
necessary work available for you in the agreed-upon search area within your current
medical restrictions; however, the limited duty work that is currently available entails
a reduction in your working hours. The Postal Service met with you (insert the
following if representative was present) and your representative, (name of
representative), to discuss the situation and any available options.

In reaching this decision, the Postal Service considered your current medical
restrictions and current operational needs. [t also attempted to locate adequate
available work within the designated search area that would meet your current
medical restrictions, without any reduction in hours. However, the Postal Service
was still unable to locate adequate available work that you could perform with or
without an accommodation, and without a reduction in hours.

Your assignment to work reduced hours is not a disciplinary action, but rather an
administrative action based on the above-referenced circumstances and is taken in
accordance with the provisions of the Employee and Labor Relations Manual (ELM),
the Federal Employees’ Compensation Act (FECA), and other applicable rules and
regulations.

Notice of Restoration Rights

You will retain your restoration rights for your compensable injury, and a reduction in
work hours may implicate those rights,

Depending upon the extent of any further recovery and in accordance with 5 U.S.C.
§ 8151, 5 C.F.R. part 353, and section 546 of the ELM, you will have additional
opportunities to obtain work with the Postal Service, within your medical capabilities.
If your medical restrictions improve and you are able to perform additional duties
other than those that were set by your physician of record and were relied upon by
the Postal Service, you should immediately notify (insert name of Manager,
Human Resources), so that new efforts will be made to locate available, adequate
work meeting your improved medical restrictions.

Notice of Appeal Rights

You have the fight to appeal this decision directly to the Merit Systems Protection
Board (“MSPB”). You must submit your appeal to the MSPB no later than 30 days
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after the effective date of this decision or 30 days from your receipt of this decision,
whichever is later, Your appeal must be filed with the MSPB at its office located at:

[Appropriate MSPB Regional Office and address]

If you do not submit your appeal on time, the MSPB will give you an opportunity to
explain why it was filed late, but your appeal will be dismissed by the MSPB unless
you have a good reason for missing the deadline. Attached is a copy of the MGPB
appeal form. If you would like to review the MSPB regulations, they can be found at
http://www.mspb.gov or you can request a hard copy of the MSPB regulations from
[local area HR or LR contacti]. If you decide to appeal directly to the MSPB, the
name and contact information of the Postal Service representative to whom the
MSPB should send its Acknowledgment Order and a copy of your appeal is:

[Area Law Office address]

If you believe that this decision was (a) based on discrimination because of race,
sex, religion, color, national origin, age, disability, or genetic information; or (b) made
in retaliation for your comptaining or opposing discrimination or your participation in
any process designed to remedy discrimination, you have the option of raising those
claims either in a MSPB appeal that includes your claim of discrimination, or by filing
an EEO complaint of discrimination with the Postal Service. If you choose to file an
EEO complaint of discrimination with the Postal Service, you must notify the Postal
Service of your claim within 45 days of the effective date of this decision by calling
888-336-8777, TTY: 888-325-2914 and first participate in informal counseling with
an EEO Counselor. If counseling does not resolve your claim, to continue the EEO
complaint process you must file a formal EEOQ complaint within 15 days after you
receive notice from your counselor of your right to file.

Please note: Filing an informal EEO complaint or participating in informal EEO
counseling regarding this decision does not affect your ability to choose to appeal
this decision directly to the MSPB as described above. However, once you have
filed a formal EEQ complaint with the Postal Service concerning this decision, you
will no longer be entitled to file a challenge to this decision directly with the MSPB
right away. Instead, you will have to wait until your formal EEO complaint is
investigated and the Postal Service issues a final decision (or after 120 days from
the day you filed a formal EEQ complaint, whichever is sooner). At that point, you
will then have the right to appeal to the MSPB, if you wish to do so. On the other
hand, if you first file a direct appeal with the MSPB before you file a formal EEO
complaint with the Postal Service, you will not be able to file a formal EEO complaint
as part of the Postal Service’s EEO process unless the MSPB dismisses your
appeal without deciding your claim of discrimination (although you are always able
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012712017




to engage in informal EEO counseling).

As an alternative to the above procedures, you may bypass the administrative
complaint process and file a civil action directly in an appropriate federal district
court if your challenge to this decision is based on a claim of age discrimination.
However, you must first provide the Equal Employment Opportunity Commission
(EEQC) with a written notice of intent to sue under the Age Discrimination in
Employment Act (ADEA). The notice of intent to sue must be filed with the EEOC
within 180 calendar days of the alleged discriminatory action. If you file a timely
notice of intent to sue with the EEQC, you must wait at least 30 calendar days
before filing a civil action.

Finally, you may file a grievance under the procedures set out in Article 15 of the
National Agreement. You must file your grievance within 14 calendar days of your
receipt of this decision. Whether you file a grievance will not affect your right to
appeal to the MSPB or the time in which you have to do so.

This decision will become effective , 20

THIS NOTICE IS BEING SENT TO YOU BY BOTH PRIORITY MAIL WITH
DELIVERY CONFIRMATION AND REGULAR FIRST CLASS MAIL.

(Name of Operations Manager)
(title)
(city, state, zip+4)

cc: Operations Manager
Manager, Human Resources
Manager, Health and Resource Management
OWCP
(Union/Association copy)
IC File

ATTACHMENTS MUST INCLUDE:

MSPB APPEAL FORM
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RECEIVED

LABOR RELATIONS APR 21 2017
= UNITED STATES Per__
B posTAL SERVICE
April 21, 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

The Postal Service proposes revisions to Management Instruction (MI) EL-430-2015-4, Back Pay.
Under the proposed revisions, any break in service of more than three days, including five-day
breaks in service between appeintments for certain non-career employees, will be considered a

Qualifying Life Event (QLE} for enrollment purposes in the United States Health Benefits Plan.

We have enclosed:

*  Two copies of the proposed revisions to Handbook EL-520, one with and one without
changes identified

*  Acopy of a narrative explanation of the purpose and effect of the proposed changes from
Erica Hayton, Manager, Benefits and Wellness

Please contact Bruce Nicholson at extension 7773 if you have questions concerning this matter.

Alan 5. Moore
Manager
Labor Relations Policy and Programs

475 |ENFANT PLaza SW
WasHineTon DG 20260-4101
WWW.LUSPS,.COM




Compensation and Benefits

Aprf 19, 2017

ALAN MOORE

‘Re: Revigions to Handbook EL-820, Gulde o USPS Health Benefits Plan

We propose to revise Hendbook EL-B20, Guide to USPS Health Bensfits Plan, to provide that
any break in service of more than thrée days will be considered a gualifying Me event (QLE) for
UBPS Health Benafits Plan (USPSHE) plan enroliment purposes. Current policy states that 2
break inservice mustbe more than five days to be considered a GLE.

This will align our policies with those applicable to FEHMB, which provides for any break in service
of more than three days 1o be considered a QLE for purpuses of enrolling in & health plan, This
ohange will also provide our non-sareer workforce with additional opportunities to-enroll in the
UBPSHB plan if not currently enrolled,

‘Wa have attached a copy of the draft revisions. Please contact me if you wish to discuss.

[éi»ﬁ“ 8

Erloa Hayton
Manager, Benefits and W&ﬂa@s%
Compengation & Benefits

5;“ L Envany Poads B9 R 0R70
WrsncsTre [0 BRSGLE08T
M DR




Enroliment, Change, and Cancellation
Opportunities

Opportunities to Enroll

All gligible employees may enroll (begin coverage) in the USPS Health
Benefits Plan as follows:

During the Open Season that begins each November.

When certain qualifying life events cccur. An election must be made
within the time limits as specified in the Qualifying Life and Permitting
Events Change Matrix found in this Guide.

New Hires — CCAs, MHAs, PSEs, non-career rural carriers (except
ARCs), and non-bargaining non-career employees (except casuals and
Holiday Clerk Assistants (HCAs)) may elect USPS Health Benefits Flan
coverage within 60 days of the date they were hired. Casuals may elact
coverage within 60 days of the date they become eligible for coverage.
Reappointment — Eligible employees de-ret have an opportunity to elect
coverage if they are reappomted after a break in service of morg than 3
p%&ﬁ-eﬁreHmeﬁt-eenﬂﬁuea—dtﬂag-a-E-éay—break— In the uﬁhke}y event that
an eligible employee is reappointed after a break in service of more than 3
days 6-ceys-or-mere-aRc-ess-than-ta-weeks; then the employee has an
opportunity to elect coverage within 60 days of the reappointment date.
For those currently participating, plan enrollment continues during a break
in service of 5 days or less. If ar Casual employee is reappointed after a
break of more than 13 weeks, then the employee will be-treated-as-anew
kire begin a new measurement peried. See page 3 for details regarding
the measurement period used to determine full-time staius for Casuals.

Opportunities to Change or Cancel Your Enrollment

Once you have enrolled, you have an oppoertunity to change your enroliment
{from Self Only to Self Plus One or Self and Family or vice versa) or cancel
your enroliment as follows:"

Handbook EL-520, October 2016

During a subseguent Open Season (Open Seasons begin each
November and last approximately 4 weeks).
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Guide to USPS Health Benefits Plan

] Other than Open Season, you may only change your enrcliment from
Self Only to Self Plus One or Self and Family when ceitain qualifying life
events occur. You must make these elections within the time limits as
specified in the Qualifying Life and Permitting Events Change Matrix
found on page 28.

—  For non-career employees premiums are defaulted to being paid
on an after-tax basis. Therefore, unless you elect the pre-tax
payment of premiums, your premiums will be paid on an after-tax
basis, and you can reduce your coverage tier from Self and Family
or Self Plus One to Self Only or cancel your enrollment at any
time — you do not have to have a qualifying life event.

- Ifyou elect the pre-tax payment of premiums, you may only reduce -
your coverage tier from Self and Family or Self Plus One to Self
Only or cancel your enrollment as specified in the Qualifying Life
and Permitting Events Change Matrix found on page 28.

How to Enroll, Change or Cancel Your Enroliment

14

~ The United States Postal Service uses PostafEASE to enter USPS Health

Benefits Plan Open Season enrollments, changes, and cancellations and to
enter New Hire enrollments. All the information you need for using
PostalEASE is found on PS Form 3117, PostalEASE USPS Health Benefits
Plan Worksheet, which you use to prepare to:

Enroll

Change Enrollment

Cancel Enrollment

Review or change your pending Open Season transaction
Review or update your dependent information

Review your current enrollment information

Receive a copy of a health benefits election that was processed using
PostalEASE

Open Season dates will be posted each year on the Open Season LiteBlue
website at htip://lifeblue.usps.goviopenseason. Do not wait until late in the
Open Season to enter your choice via PostalEASE. If you are already enrolled
and you do nothing during Open Season, then your enrollment will continue.

All Open Season Self Only enrollments, changes to Self Only coverage, and
cancellations should be entered as employee self-service transactions using
PostalEASE. Since dependent information is not required for Self Only
coverage, such transactions are simple. Most Self Plus One and Self and
Family enrollments can also be completed as employee self-service
transactions, although they require additional information about your eligible
farnily members. The easiest way to enroll is via the PostalEASE Employse
Web, which is available through the LiteBlue page, Blue page, or on a kiosk.
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Enrolliment, Change, and Canceliation Oppottunities

PostalEASE provides the enrollment date, processing date, and effective
date of your coverage when you complste your transaction. You may delete
or change a pending transaction until it is processed. To prepare, first
complete PS Form 3117, PostalEASE USPS Health Benefits Plan Worksheet,
and follow the instructions carefully. All online, self-service transactions
enable you to print a confirmation page for your records.

Handbaok EL-520, October 2016 15




Qualifying Life and Permitting Events
Change Matrix

For consistency, since employees may be simultaneously eligible for the
USPS Health Benefits Plan and FEHB, the USPS Heaith Benefits Plan
Qualifying Life and Permitting Events Change Matrix is similar to the Table of
Permissible Changes for FEHB. Benefit events are used to define and record
anh occurrence in an employee’s life or job that relates to benefits, or an event
in the USPS Health Benefits Plan’s administration in benefit terms. Benefit
events may have an effect on.an employee’s eligibility and/or his or her
dependent’s sligibility, coverage, or contribution deduction amount. Benefit
events can be classified as employee driven changes, employer driven
changes, or system generatad changes. When an employee experiences a
qualifying life event (QLE) as described in the Qualifying Life and Permitting
Events Change Matrix, changes to the employee’s USPS Health Benefits
Plan coverage (including a change to Self Only and cancellation) and pre-tax
payment of premium contribution elections may be permitted so long as they
are because of and consistent with the QLEs. Be aware that time limits apply
for regquesting changes.

Note: An employee who is enrolled in FEHB and has a Qualifying Life
Event may then have an opportunity to elect coverage under the USPS
Health Benefits Plan.

For non-career employees premiums are defaulted to be paid on an
after-tax basis. Therefore, unless you elect the pre-tax payment of
premiums, your premiums will be paid on an after-tax basis, and you
can change your enrollment from Self and Family to Self Only, Self and
Family to Self Plus One, Self Plus One to Self Only, or cancel your
enrollment at any time — you do not have to have a qualifying life event.

If you elect the pre-tax payment of premiums, you may only make a change
in your enrollment in accordance with the Qualifying Life and Permitting
Events Change Maitrix.

If you have questions, contact the HRSSC by calling 877-477-3273, option 5;
TTY 866-260-7507.
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Qualifying Life and Permitting Events Change Matrix

Guide to USPS Health Benefits Plan

Qualifying Life
Events (GLEs) That
May Permit Change
in Enrollment or
Election of Pre-Tax
vs. After-Tax
Payment of
Premiums

Permitted Enrollment Change

Permitted Election of Pre-
Tax vs. After-Tax Payment
of Premiums

Time Limits in Which
Change May Be
Permitted

Event
Code

Event

From
Not
Enrolled
fo
Enrolled

Increase
Coverage
Tier

Cancel or
Reduce
Coverage

Tier!

Participate

Waive

When You Must File
Health Benefits
Election with HRSSC

1A

initial Opportunity to
Enroll - New
employee

Yes

N/A

N/A

Yes

Automatic
unless you
electpre-tax
payment of
premiums

Within 60 days after
becoming eligible
PostalFASE
Employee Self-
Service is preferred
way for you to make
your election, not
HRSSC

1B

Open Season

Yes

Yes

Yes

Yes

Yes

As announced by
USPS PostalEASE
Employee Self-
Service is preferred
way for you to make
your election, not
HRSSC

1C1

Birth, adoption,
acquiring foster child
or stepchild

Yes

Yes

Yes

Yes

Yes

May enrall or change
beginning 31 days
before the event and
within 80 days after
the change in family
status

1G2

Death of spouse

Yos

Yes

Yes

Yes

Yes

May enroll or change
within 60 days after
the change in family
status

1G3

Death of an eligible
dependent child

Yes

Yes

Yes

Yes

Yes

May enroll or change
within 60 days after
the change in family
status

1C4

Dependent child now

ineligible, for

example:

M Child reaches age
26

M Disabled child
becomes capable (
of self-support

Yes

Yes

Yes

Yes

Yes

May enrcli or change
beginning 31 days
before the event and
within 60 days after
the change in family
status

1C5

Marriage

Yes

Yes

Yes

Yes

Yes

May enroli or change
beginning 31 days
before the event and
within 60 days after
the change in family
status

1C6

Divorce or annulment

Yes

Yes

Yes

Yes

Yes

May enroll or change
beginning 31 days
before the event and
within 60 days after
the change in family
status

28
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Qualifying Life and Permitting Events Change Matrix

Qualifying Life
Events (QLEs) That
May Permit Change
in Enrollment or
Election of Pre-Tax

vs. After-Tax Permitted Election of Pre- Time Limits in Which
Payment of Tax vs. After-Tax Payment | Change May Be
Premiums Permitted Enrollment Change of Premiums Permitted
From
Not Cancelor
Enrolled | Increase Reduce When You Must File
Event to Coverage | Coverage Health Benefits
Code | Event Enrolled | Tier Tier! Participate | Waive Election with HRSSC
1C7 QMSCO Add Yes Yes Yes Yes Yes May enroll or change
beginning 31 days
before the event and
within 60 days after
the change in family
status
1C8 QMSCO Revoked Yes Yes Yes Yes Yes May enroll or change
beginning 31 days
before the svent and
within 60 days after
the change in family
status
1D Any change in Yes N/A N/A Yes Automatic Within 60 days after
employee's unless employment status
employment status . waived change
that could result to
entitlement to
coverage, for
example:
B Reemployment
after a break in
service of more
than & 3 days
| Return to pay
status from nonpay
status, or return to
receiving pay
sufficient to cover
premium
withholdings, if
coverage
terminated (If
coverage did not
terminate, see 1G)
1E Any change in Yes Yes Yes Yes Yes Within 60 days after
employee’s employment status
employment status change
that could affect the
cost of insurance,
including:
¥ Change from
temporary
appointment with
eligibility for
coverage under
5 USGC 8906z to
appointment that
permits receipt of
govemnment
contribution
B Change from full
time to part time or
the reverse
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Guide to USPS Health Benefits Plan

Qualifying Life
Events {QLEs) That
May Permit Change
in Enrollment or
Election of Pre-Tax
vs. After-Tax

Permitted Election of Pre-

Time Limits in Which

Payment of Tax vs. After-Tax Payment | Change May Be
Premiums Permitted Enrollment Change of Premiums Permitted
From
Not Cancelor
Enrolled | Increase Reduce When You Must File
Event to Coverage | Coverage Health Benaefits
Code | Event Enrolled | Tier Tier! Participate | Waive Election with HRS3C
1F Employee restored to | Yes Yes Yes Yes Yes Within 60 days after
civilian position after return to civilian
serving In uniformed position
services 2
1G Employee, spouss or Neo Ne Yes Yes Yes Within 80 days after
dependent: aemployment status
W Begins nonpay change
status or
insufficient pay 2-or
B Ends nonpay
status or
insufficient pay if
coverage
continued
M (If employee’s
coverage
terminated, see
1D)
B (If spouse's or
dependent’s
coverage
terminated, see
1M}
1H Salary of temporary N/A No Yes Yes Yes Within 60 days after
employee insufficient receiving notice from
to make withhcldings employing office
for plan
1l Employee {or covered | N/A Yes N/A (see No (see 1M) | No{see 1M} | Upon notifying
family member) 1M) HRSSG of move
enrolled in FEHB
health maintenance
organization (HMO)
moves or hecomes
employed outside the
geographic area from
which the FEHB
carrier accepts
enroliments or, If
already outside the
area, moves further
from this area.?
1J Transfer from post of Yes Yes Yes Yes Yes Within 60 days after
duty within a state of arriving at new post.
the United States or Employees may enrol!
the District of or change beginning
Columbia to post of 31 days before
duty outside a State leaving the old post of
of the United States duly.
or District of
Celumbia, or reverse.

30
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Qualifying Life and Permitting Events Change Matrix

Qualifying Life
Events {QLEs) That
May Permit Change
in Enrollment or
Election of Pre-Tax

vs. After-Tax Permitted Election of Pre- Time Limits in Which
Payment of Tax vs. After-Tax Payment | Change May Be
Premiums Permitted Enroliment Change of Premiums Permitted
From
Not Cancel or
Enrolled | Increase Reduce When You Must File
Event to Coverage | Coverage Health Benefits
Code Event Enrclled | Tier Tier? Participate Waive Election with HRSSC
1K Separation from Yes Yes N/A N/A N/A During the
employment when employee's final pay
the employee or period
employee’s spouse is
pregnant.
1L Employee becomes No No N/A N/A N/A Any time beginning
entitled to Medicare {see 1P) {seo 1P) {see 1P) on the 30th day
and wants o change before becoming
to another plan or eligible for Medicare.
option, 8 [Change may be
made only once.]
1M Employee or eligible Yes Yes Yes Yes Yes Within 60 days after
family member loses loss of coverage,
coverage under FEHB Emp[oyees may enroll
or anather group or change beginning

insurance plan

including the

following:

M | oss of coverage
under another
FEHB enroliment
due to termination,
cancellation, or
change to Self
Only of the
covering
enroliment

W | oss of coverage
due to termination
of membership in
employee
organization
sponsoring the
FEHB plan

W Loss of coverage
under another
federally-
sponsored health
benefits program,
including:
TRICARE,
Medicare, Indian
Health Service

W Loss of coverage
under Medicaid or
similar State-
sponsored
program of
medical assistance
for the needy

31 days before the
event.

Handbook EL-520, October 2016
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Guide to USPS Health Benefits Plan

Qualifying Life
Events (QLEs) That
May Permit Change
in Enroliment or
Election of Pre-Tax

vs, After-Tax Permitted Election of Pre- TFime Limits in Which
Payment of Tax vs. After-Tax Payment | Change May Be
Premiums Permitted Enroliment Change of Premiums Permitted

From

Not Cancel or

Enrolled | Increase Reduce When You Must File

Event to Coverage | Coverage Health Benefits

Code Event Enrolled | Tier Tier! Participate Waive Election with HRSSC

1M Employee or eligible Yes Yes Yes Yes Yes Within 60 days after
family member loses loss of coverage.
coverage under FEHB Employees may enroil
or another group or change beginning
insurance plan 31 days before the
including the event.
following (cont.);

M Loss of coverage
under a non-
Federal health
plan, including
foreign, state or
local government,
private sector

B | oss of coverage
due to change in
worksite or
residence
{Employees in an
FEHB HMO, also
see 11y

1N Loss of coverage Yes Yes Yes Yes Yeos From 31 days before
under a non-Federal the employee leaves
group heatth plan the commuting area
because an employee to 180 days after
moves out of the arriving in the new
commuting area to commuting area.
accept another
position and the
employee's non-

Federally employed
spouse terminates
employment to
accompany the
employee.

10 Employee or ¢ligible Yes Yes Yes Yes Yeos During Open Season,
family member loses unless OPM sets a
coverage due to different time
discontinuation in
whole or part of FEHB
plan 7

32
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Qualifying Life and Permitting Events Change Matrix

Qualifying Life
Events {QLEs) That
May Permit Change
in Enrollment or
Election of Pre-Tax

vs. After-Tax Permitted Election of Pre- Time Limits in Which
Payment of Tax vs. After-Tax Payment | Change May Be
Premiums Permitted Enroliment Change of Premiums Permitted
From
Not Cancelor
Enrolled | Increase | Reduce When You Must File
Event to Coverage | Goverage Health Bensfits
Code Event Enrclled | Tier Tier! Participate Waive Election with HRSSC
1P Enrolled employee or | No No Yes ? Yes Yes Within 60 days after
eligible family QLE
member gains
coverage under FEHB
or another group
insurance plan,
inclucing the
following:
B Medicare

{Employees who
become eligible for
Medicare and want
to change plans or
options, see 1L)

B TRICARE for Life,
due to enrcllmerit
in Medicare

B TRICARE due to
change in
employment
status, including:
{1) entry into active
military service, {2}
retirement from
reserve military
service under
chapter 67, title 10

B Health insurance
acquired due fo
change of worksite
or residence that
affects sligibility for
coverage

® Health insurance
acquired due to
spoUSe’s of
dependent’s
change in
employment status
{includes state,
local or foreign
government or
private sector

employment) ®
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Guide to USPS Health Benefits Plan

Qualifying Life
Events (QLEs) That
May Permit Change
in Enrollment or
Election of Pre-Tax

vs. After-Tax Permitted Election of Pre- Time Limits in Which
Payment of Tax vs. After-Tax Payment | Change May Be
Premiums Permitted Enrollment Change of Premiums Permitted
From
Not Cancelor
Enrofled | Increase | Reduce When You Must File
Event to Coverage | Coverage Health Benefits
Code | Event Enrolled | Tier Tier! Participate | Waive Election with HRSSC
1Q Change in spouse’s No No Yes ? Yes Yes Within 60 days after
or dependent’s QLE

coverage options

under health plan

other than the USPS

Health Plan, for

example:

W Employer starts or
stops offering a
different type of
coverage (if no
other coverage is
available, also see
1M)

M Change in cost of
coverage

B HMO adds a
geographic service
area that now
makes spouse
eligible to enroll in
that HMO

B HMO removes a
geographic area
that makes spouse
ineligible for
coverage under
that HMO, but
other plans or
options are
available (If no
other coverage s
available, see 1M}

34
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Qualifying Life and Permitting Events Change Matrix

Qualifying Life
Events (QLEs) That “
May Permit Change
in Enroflment or
Election of Pre-Tax
vs, After-Tax Permitted Election of Pre- Time Limits in Which
Payment of Tax vs. After-Tax Payment | Change May Be
Premiums Permitted Enroliment Change of Premiums Permitted
From
Not Cancelor
Enrolled | Increase Reduce When You Must File
Event to Coverage | Coverage Health Benefits
Code | Event Enrolled | Tier Tier! Participate | Waive Election with HRSSC
1R Employee or eligible Yes Yes Yes ® Yes Yes Within 60 days after
family member the date employee or
becomes eligible for family member
assistance under becomes sligible for
Medicaid or a State assistance.
Children's Health
Insurance Program
(CHIP).

Employees may change to Self Oniy outside of Open Season only if the QLE caused the enroffee to be the last oligible family member
under the enroliment. Employees may cancel enroflment outside of Open Season only if the QLE caused the envollee and all the
eligible family members to acquire other heaith insurance coverage. Employees paying premiums post-tax may cancel enroilment or
change from Self and Family to Self Only at any fime.

Employees who enter active military service are given the opportunity to terminate coverage. Additional information on the coverage of
employees who return frorm active military service Is available from the H.R. Shared Service Center, 877-477-3278, option 5;TTY
866-260-7507.

Emplovees who begin nonpay status or insufficient pay must be given an opportunily fo elect to continue or terminale coverage.

This code reflects the FEHE regulation that gives employees enrofled in an FEHB HMO who change from Self Only to Self and
Family or from one plan or option to another a different time frame than that allowed under 1M. For change to Self Only,
canceillation, or change In premitim conversion status see TM.

This code reflacts the FEHB regulation that gives employees enrolied in FEHB a ane-time opportunity fo change plans or aptions under
a different timeframe than. that allowed by 1P. For change to Self Only, cancellation, or change in premium conversion stalus, see TP.

If employee’s membership terminates, (e.g., for failure to pay membership dues), the employee organization will notify the agency to
terminate the enroliment.

Employee’s failure to select another FEHB plan is deemed a cancelfation.
Under IRS rules, this includes start/stop of employment or nonpay status, strike or lockout, and change in worksite.

If pre-tax payment of premiums Is elected, a decraase to Seif Plus One coverage may be made only if the QLE leaves one eligible family
member covered in addition fo the snrollee. Employesas may change to Self Only outside of Open Seascn only if the QLE caused all
efigibfe family members to acquire other health insurance coverage. Employees may cancef enroliment outside of Open Season only if
the QLE caused the enrcifee and ail eligible family members to acquire other health insurance coverage.
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Enroliment, Change, and Cancellation
Opportunities

Opportunities to Enroll

All eligible employees may shroll {begin coverage) in the USPS Health
Benefits Plan as follows:

During the Open Season that begins each November.

When certain qualifying life events occur. An election must be made
within the time limits as specified in the Qualifying Life and Permitting
Events Change Matrix found in this Guide.

New Hires — CCAs, MHAs, PSEs, non-career rural carriers (except

ARGCs}), and non-bargaining non-career employees (except casuals and
Holiday Clerk Assistants (HCAs)) may elect USPS Health Benefits Plan
coverage within 60 days of the date they were hired. Casuals may elect
coverage within 60 days of the date they become eligible for coverage.

Reappointment — Eligible employees have an opportunity to elect
coverage if they are reappointed after a break in service of more than
3 days. In the event that an eligible employee is reappointed aftera
break in service of more than 3 days, then the employee has an
opportunity to elect coverage within 60 days of the reappointment date.
For those currently participating, plan enrollment continues during a
break in service of 5 days or less. [f a Casual employee is reappointed
after a break of more than 13 weeks, then the employee will begin a
new measurement period. See page 3 for details regarding the
measurement periods used to determine full-time status for Casuals,

Opportunities to Change or Cancel Your Enrollment

Once you have enrolled, you have an opportunity to change your enrollment
(from Self Only to Self Plus One or Self and Family or vice versa) or cancel
your enrollment as follows:
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During a subsequent Open Season {Open Seasons begin each
November and last approximately 4 weeks).
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Guide to USPS Health Benefits Plan

| Other than Open Season, you may only change your enroliment from
Self Only to Self Plus One or Self and Family when certain qualifying life
events occur. You must make these slecticns within the time limits as
specified in the Qualifying Life and Permitting Events Change Matrix
found on page 28.

~  For non-career employees premiums are defaulted to being paid
on an after-tax basis. Therefore, untess you elect the pre-tax
payment of premiums, your premiums will be paid on an after-tax
basis, and you can reduce your coverage tier from Self and Family
or Self Plus One to Self Only or cancel your enroliment at any
time — you do not have to have a qualifying life event.

- If you elect the pre-tax payment of premiums, you may only reduce
your coverage tier from Self and Family or Self Plus One to Self
Only or cancel your enroliment as specified in the Qualifying Life
and Permitting Events Change Matrix found on page 28.

How to Enroll, Change or Cancel Your Enrollment

14

The United States Postal Service uses PostalEASE to enter USPS Health
Benefits Plan Open Season enroliments, changes, and cancellations and to
enter New Hire enrollments. All the information you need for using
PostalEASE is found on PS Form 3117, PostalEASE USPS Health Benefits
Plan Worksheet, which you use to prepare to:

Enroll
Change Enrollment
"~ Cancel Enrollment
Review or change your pending Open Season transaction
Review or update your dependent information
Review your current enrollment information

Receive a copy of a health benefits election that was processed using
PostalEASE

Open Season dates will be posted each year on the Open Season LiteBlue
website at http://liteblue.usps.gov/openseason. Do not wait until late in the
Open Season to enter your choice via PostalEASE. If you are already enrolled
and you do nothing during Open Season, then your enroliment will continue.

All Open Season Self Only enroliments, changes to Self Only coverage, and
cancellations should be entered as employee self-service transactions using
PostalEASE. Since dependent information is not required for Self Only
coverage, such transactions are simple. Most Self Plus One and Self and
Family enrollments can also be completed as employee self-service
transactions, although they require additional information about your eligible
family members. The easiest way to enroll is via the PostalEASE Employee
Web, which is available through the LiteBlue page, Blue page, or on a kiosk.
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Enrollment, Change, and Cancellation Qpportunities

PostalEASE provides the enrollment date, processing date, and effective
date of your coverage when you complete your transaction. You may delete
or change a pending transaction until it is processed. To prepare, first
complete PS Form 3117, PostalEASE USPS Health Benefits Plan Worksheet,
and follow the instructions carefully. All online, self-service transactions
snable you to print a confirmation page for your records.
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Qualifying Life and Permlttlng Events
Change Matrix

For consistency, since employees may be simultaneously eligible for the
USPS Health Benefits Plan and FEHB, the USPS Health Benefits Plan
Qualifying Life and Permitting Events Change Matrix is similar to the Table of
Permissible Changes for FEHB. Benefit events are used to define and record
an occurrence in an employee’s life or job that relates to benefits, or an event
in the USPS Health Benefits Plan’s administration in benefit terms. Benefit
events may have an effect on an employee’s eligibility and/or his or her
dependent’s eligibility, coverage, or contribution deduction amount. Benefit
events can be classified as employee driven changes, employer driven
changes, or system generated changes. When an employee experiences a
gualifying life event (QLE) as described in the Qualifying Life and Permitting
Events Change Matrix, changes to the employee’s USPS Health Benefits
Plan coverage (including a change to Seif Only and cancellation) and pre-tax
payment of premium contribution elections may be permitted so long as they
are because of and consistent with the QLEs. Be aware that time limits apply
for requesting changes.

Note: An employee who is enrolled in FEHB and has a Qualifying Life
Event may then have an opportunity to elect coverage under the USPS
Health Benefits Plan.

For non-career employees premiums are defaulted to be paid on an
after-tax basis. Therefore, unless you elect the pre-tax payment of
premiums, your premiums will be paid on an after-tax basis, and you
can change your enroliment from Self and Family to Self Only, Self and
Family to Self Plus One, Seif Plus One io Self Only, or cancel your
enroliment at any time — you do not have to have a qualifying life event.

If you elect the pre-tax payment of premiums, you may only make a change
in your enroliment in accordance with the Qualifying Life and Permitting
Events Change Matrix.

If you have guestions, contact the HRSSC by calling 877-477-3273, option 5;
TTY 866-260-7507.
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Qualifying Life and Permitting Events Change Matrix

Guide to USPS Health Benefits Plan

Qualifying Life
Events {QQLEs) That
May Permit Change
in Enrollment or
Election of Pre-Tax
vs, After-Tax
Payment of
Premiums

Permitted Enroliment Change

Permitted Election of Pre-
Tax vs. After-Tax Payment
of Premiums

Time Limits in Which
Change May Be
Permitted

Event
Code

Event

From
Not
Enrofled | Increase
to Coverage
Enrclled | Tier

Cancelor
Reduce
Coverage

Tier!

Participate

Waive

When You Must File
Health Bensfits
Election with HRSSC

1A

Initial Opportunity to
Enroll - New
employee

Yes N/A N/A

Yes

Automatic
unless you
elect pre-tax
payment of
premiums

Within 60 days after
becoming eligible
PostalEASE
Employee Self-
Service Is preferred
way for you to make
your election, not
HRSSC

1B

Open Season

Yes Yes Yes

Yes

Yes

As announced by
USPS Posta/lEASE
Employee Self-
Service is preferred
way for you to make
your election, not
HRSSC

1C1

Birth, adoption,
acquiting foster child
or stepehild

Yes Yes Yes

Yes

Yes

May enroll or change
beginning 31 days
before the event and
within 60 days after
the change in famity
status

1C2

Death of spouse

Yes Yes Yes

Yes

Yes

May enrcli or change
within 60 days after
the change in family
status

1C3

Death of an eligible
dependent child

Yes Yes Yes

Yes

Yes

May enroll or change
within 60 days after
the change in family
status

1C4

Dependent child now

ineligible, for

example:

m Child reaches age
26

B Disabled child
becomes capable
of self-support

Yes Yes Yes

Yes

Yes

May enroll or change
beginning 31 days
before the event and
within 60 days after
the change in family
status

1G5

Marriage

Yes Yes Yes

Yes

Yes

May enroll or change
beginning 31 days
before the event and
within 60 days after
the change in family
status

1C6

Divorce or annulment

Yas Yes Yes

Yes

Yes

May enroll or change
beginning 31 days
before the avent and
within 60 days after
the change in family
status

28
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Qualifying Life and Permitting Events Change Matrix

Qualifying Life
Events (QLEs) That
May Permit Change
in Enrollment or
Election of Pre-Tax
vs. After-Tax

Permitted Election of Pre-

Time Limits in Which

Payment of Tax vs. After-Tax Payment | Change May Be
Premiums Permitted Enrcliment Change of Premiums Permitted
From
Not Cancelor
Enrolled | increase | Reduce When You Must File
Event to Coverage | Coverage Health Benefits
Code Event Enrolled | Tier Tier! Participate Waive Election with HRSSC
1C7 QMSCO Add Yes Yes Yes Yes Yes May enroll or change
beginning 31 days
before the event and
within 60 days after
the change in family
status
1C8 QMSCO Revoked Yes Yes Yes Yes Yes May etroll. or change
beginning 31 days
before the event and
within 60 days after
the change in family
status
1D Any change in Yes N/A N/A Yes Automatic Within 60 days after
employee’s unless employment status
employment status waived change
that could result to
entitlement to
coverage, for
example:
M Reemployment
after a break in
service of more
than 3 days
M Return to pay
status from nonpay
status, or return to
receiving pay
sufficient to cover
premium
withholdings, if
coverage
terminated (If
coverage did not
terminate, see 1G)
1E Any change in Yes Yes Yes Yes Yes Within 80 days after

employee's

employment status

that could affect the
cost of insurance,
including:

B Change from
temporary
appointment with
eligibility for
coverage under
5 USC 8906a to
appointment that
permits receipt of
government
contribution

B Change from full
time to part time or
the reverse

employment status
change
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Guide to USPS Health Benefits Plan

Qualifying Life
Events (QLEs) That
May Permit Change
in Enrollment or
Election of Pre-Tax
vs. After-Tax

Permitted Election of Pre-

Time Limits in Which

Payment of Tax vs. After-Tax Payment | Change May Be
Premiums Permitted Enrcllment Change of Premiums Permitted
From
Not Cancel or .
Enrolled | Increase | Reduce When You Must File
Event to Coverage | Coverage Health Benefits
Code | Event Enrclled | Tier Tier! Participate | Waive Election with HRSSC
1F Employee restored to | Yes Yes Yes Yes Yes Within 60 days after
civilian position after return to civillan
serving in uniformed position
services 2
1G Employee, spouse or No No Yes Yes Yes Within 60 days after
dependent: employment status
B Begins nonpay change
status or
insufficient pay % or
M Ends nonpay
status or
insufficient pay if
coverage
continued
B (If employee’s
coverage
terminated, see
1D}
M (If spouse’s or
dependent’s
coverage
terminated, ses
1M}
1H Salary of temporary N/A No Yes Yes Yes Within 60 days after
amployee insufficient receiving notice from
to make withholdings employing office
for plan
11 Employee (or covered | N/A Yes N/A (see No (see 1M} | No(see 1M} | Upon notifying
family member) ) 1M) HRSSC of move
enrolled in FEHB
health maintenance
organization (HMO)
moves or becomes
employed outside the
geagraphic area from
which the FEHB
carrier accepts
enrollments or, if
already outside the
area, moves further
from this area.?
1J Transfer from post of Yes Yes Yes Yes Yes Within 60 days after
duty within a state of arriving at new post.
the United States or Employees may enroll
the District of or change beginning
Columbia to post of 31 days before
duty outside a State leaving the old post of
of the United States duty.
or District of
Columbia, or reverse.

30
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Qualifying Life and Permitting Events Change Matrix

Qualifying Life
Events (QLEs) That
May Permit Change
in Enrollment or
Election of Pre-Tax

vs, After-Tax Permitted Election of Pre- Time Limits in Which
Payment of Tax vs. After-Tax Payment | Change May Be
Premiums Permitted Enrollment Change of Premiums Parmitted
From
Not GCancel or
Entolled | Increase | Reduce When You Must File
Event to Coverage | Coverage Health Benefits
Code | Event Enrolled | Tier Tier! Participate Waive Election with HRSSC
1K Separation from Yes Yes N/A N/A N/A During the
employmant when employee’s final pay
the employee or period
employee's spouses is
pregnant.
1L Employee becomes No No N/A N/A N/A Any time beginning
entitled to Medicare (see 1P) (see 1P} {see 1P) on the 30th day
and wants to change before becoming
to another plan or eligible for Medicars.
option. ® {Change may be
made only once.]
1M Employee or eligible Yes Yes Yes Yes Yes Within 60 days after
family member loses loss of coverage.
coverage under FEHB Employees may enroll
or another group or change beginning
Insurance plan 371 days before the
including the event.
following:

B [oss of coverage
under another
FEHB enrollment
due to termination,
cancelation, or
change to Self
Only of the
covering
enrollment

B |oss of coverage
due to termination
of membership in
employee
organization
sponsoring the
FEHB plan

B Loss of coverage
under another
federally-
sponsored health
benefits program,
including:
TRICARE,
Medicare, Indian
Health Service

M Loss of coverage
under Medicaid or
similar State-
sponsored
program of
medical assistance
for the needy
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Guide to USPS Health Benefits Plan

Qualifying Life
Events (QLEs) That
May Permit Change
in Enrollment or
Election of Pre-Tax

vs. After-Tax Permitted Election of Pre- Time Limits in Which
Payment of Tax vs. After-Tax Payment | Change May Be
Premiums Permitted Enroliment Change of Premiums Permitted

From

Not Cancelor

Enrolled | Increase Reduce When You Must File

Event to Coverage | Coverage Health Benefits

GCode Event Enrolled | Tier Tier! Participate Waive Election with HRSSC

1M Employee or eligible Yes Yes Yes Yes _ Yes Within 60 days after
family member loses loss of coverage.
coverage under FEHB Employees may enioll
or ancther group or change beginning
insurance plan 31 days before the
including the event.
following {cont.):

M Loss of coverage
under a non-
Federal health
plan, including
foreign, state or
local government,
private sector

W Loss of coverage
due to change in
worksite or
residence
(Employees in an
FEHB HMO, also
see 10)

1N Loss of coverage Yes Yes Yes Yes Yes From 31 days before
under a non-Federal the employee leaves
group health plan the commuting area
because an employee to 180 days after
moves out of the arriving in the new
commuting area to commuting area.
accept another
position and the
employee's non-

Federally employed
spouse terminates
employment o
accompany the
employes.

10 Employee or eligible Yes Yes Yes Yes Yes During Open Season,
family member loses unless OPM sets a
coverage due to different time
discontinuation in
whole or part of FEHB
plan 7
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Quallifying Life and Permitting Events Change Matrix

Qualifying Life
Events (QLEs) That
May Parmit Change
in Enroliment or
Election of Pre-Tax

vs. After-Tax

Payment of
Premiums

Permitied Enroliment Change

Permitted Election of Pre-
Tax vs. After-Tax Payment

of Premiums

Titne Limits in Which
Change May Be
Permitted

Event
Code

Event

From
Not
Enrolled
to
Enrolled

[ncrease
Coverage
Tier

Cancelor
Reduce
Coverage

Tier!

Participate

Waive

When You Must File
Health Benefits
Election with HRS5C

1P

Enrolled employee or

eligible family

member gains

coverage under FEHB
or another group

insurance plan,
including the

following:
B Medicare

(Employees who
become eligible for
Medicare and want
to change plans or
options, see 1L}

B TRICARE for Life,
due to enroliment
in Medicare

B TRICARE due to
change in
employment
status, including:
{1) entry into active
military service, {2}
retirement from
reserve military
service under
chapter 87, title 10

B Health insurance
acquired due to
change of worksite
of residence that

affects eligibility for

coverage

W Health insurance
acquired due to
spouse’s or
dependent’s
change in
employment status
{includes state,
local or foreign
government or
private sector

employment) &

No

No

Yes ?

Yes

Yes

Within 60 days after
QLE i
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Guide to USPS Health Benefits Plan

Qualifying Life
Events (QLEs) That
May Permit Change
in Enroliment or
Election of Pre-Tax

vs. After-Tax Permitted Election of Pre- Time Limits in Which
Payment of Tax vs. After-Tax Payment | Change May Be
Premiums Permitted Enrollment Change of Premiums Permitted
From
Not Cancel or ‘
Enrolled | Increase Reduce When You Must File
Event to Coverage | Coverage Health Benefits
Code Event Enrolled | Tier Tier! Participate Waive Election with HRSSC
1Q Change in spouse’s No Neo Yes 2 Yes Yes Within 80 days after

or dependent’s

coverage options

under health plan
other than the USPS

Health Plan, for

example:

B Employer starts or
stops offering a
different type of
coverage {if no
other coverage is
available, also see
M)

M Change in cost of
coverage

M HMO adds a
geographic service
area that now
makes spouse
efigible to enroll in
that HMO

B HMO removes a
geographic area
thai makes spouse
ineligible for
coverage under
that HMO, but
other plans or
options are
available {If no
other coverage is
availabie, see 1M)

QLE

34
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NATIONAL ASSOCIATION OF POSTAL SUPERVISORS

National Headquarters
1727 KING STREET, SUITE 400
ALEXANDRIA, VA 22314-2753

Phone (703) 836-9660

May 5, 2017

Mr. Bruce Nicholson

Manager, Labor Relations Policy Administration
United States Postal Service

475 L’Enfant Plaza SW Room 9426
Washington DC 20260-4101

RE: Change in ELM Section 354.27 and PS Form 999
Dear Bruce,

The National Association of Postal Supervisors (NAPS) is in receipt of your April 27, 2017 letter in
response to our April 17 correspondence regarding the proposed ELM change to Section 354.27,
Establishing a Reinstatement List and PS Form 999, Application for Reinstatement List. After review of
the US Postal Service’s rationale for these respective changes, NAPS is not in agreement with such
changes.

The Postal Service claims the rationale for the change is that the program is under-utilized, not cost-
effective and has not delivered the intended benefits. NAPS does not agree with the USPS’ rationale for
the following reasons:

e The Postal Service does not conduct a Reduction-in-Force (RIF) on a regular basis. Therefore, the

reinstatement list program will not be used on a regular basis and will appear to be under-utilized:

e Because of the cooperation between NAPS and the USPS, past RIF impacted EAS have been
placed in other EAS positions to avoid being RIF’d. Therefore, the number of EAS that would be
notified of the opportunity to be placed on a reinstatement list is minimal as would be the cost.

e Though the reinstatement list is not achieving the US Postal Service’s intended benefit, it is not
only the benefit that matters but also the results. If the USPS can reinstate RIF’d EAS, the result
is a benefit for the USPS in returning qualified and experienced EAS employees to wotk. As
such, it eliminates the need fo externally hire inexperienced people without USPS customer
service or operational knowledge. Maintaining a reinstatement list of preference and non-
preference eligible nonbargaining career employees is the ultimate benefit for the USPS.

Furthermore, NAPS does not agree with the Postal Service to only allowing nonbargaining career
preference eligible employees, separated due to a Reduction-in-Force (RIF), to apply for the
Reinstatement List (RL). Denying non-preference eligible career employees, including veterans, from
applying for the RL may negatively impact the morale of currently employed EAS. It may also disengage
current EAS from providing discretionary effort and detrimentally impact current continuous
improvement efforts, especially if these respective EAS are informed they will no longer have the
opportunity to apply for the reinstatement list if they are RIF’d.

Representing supervisors, monagers and postmasters in the United Stotes Postal Service




As proposed, the USPS respective ELM Section 354.27 and PS Form 999 changes will allow the USPS to
keep a smaller reinstatement (specific) list. NAPS is not in agreement with this decision. The newly
proposed reinstatement list will now allow the USPS to hire externally at a lower salary rate if they do not
have a sufficient number of qualified nonbargaining career preference eligible employees on the
reinstatement list. Therefore, with the restricted reinstatement list, the USPS won’t have a pool of
qualified non-preference eligible nonbargaining employees to be considered for reinstatement. NAPS
contends that such a change would be detrimental cost to the USPS in the form of training and operational
efficiency by not maintaining a RL of nonbargaining career eligible employees who were RIF"d.

NAPS is also not in agreement with the Postal Service changing the timeline for requesting reinstatement
from “no later than 30 days after the RIF effective date” to the “no later than the RIF effective date.”
Being separated due to a RIF can be an emotional time for a preference and non-preference eligible
nonbargaining employee. Such employees need time to consider their options and discuss the matter with
their families.

Therefore, NAPS recommends the Postal Service continue to allow all preference cligible and non-
preference cligible nonbargaining unit employees to apply for the Reinstatement List (RL). In addition,
the Postal Service keep the original timeline to apply for the RL to 30 days after the RIF effective date.

Finally, the Postal Service is seeking legislation for postal reform to address various financial and
operational issues, including adjustments to the prefunding of future retiree health benefits and Medicare
Integration for all current postal employees and annuitants. In the event postal reform is not achieved,
NAPS is concerned that the Postal Service may make major reductions in postal operations resulting in
the near future that may include a Reduction-Tn-Force (RIF) of EAS positions. Therefore, NAPS does not
consider it prudent at this time for the Postal Service to make any changes related to ELM Section 354.27,
Establishing a Reinstatement List and PS Form 999, Application for Reinstatement List.

Please-contact-me-if you should have any questions regarding the above. I look forward to your response

to our NAPS recommendations to this respective ELM Section 354.27, Establishing a Reinstatement List
and PS Form 999, Application for Reinstatement List issue.

Best regards,

J. Wagner
National President
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April 27, 2017

Brian J. Wagner

President

National Association of Postal
Supervisors

1727 King Sireet Suite 400
Alexandria, VA 22314-2753

Dear Brian:

This is in response to your April 17 corespondence concerning the Postal Service’s proposed
revisions to Employee and Labor Relations Manual (ELM), Section 354,27, Establishing a
Reinstatement List and PS Form 999, Application for Reinstaterment List. The managemert
associations were provided notice of the proposad revisions pursuant to Tile 39, U.S. Code, §
1004(d), by letter dated April 7, 2017.

The rationale for the proposed revisions is dua to the under-utilization of the program. The
program has not been cost-sfféctive and has not delivered the intended benefits. The
reinstatemaent list will continue fo be available to preference eligible employees during a
reduction-in-force.

Please contact me if you wish to discuss or if you have questions concerning this matter.

Bruce A. Nichalson
Managear
Labor Relations Policy Administration

475 L'ENFANT PLaza SW
WasHNGTON DC 20280-4101
WWWLLSPS.COM




NATIONAL ASSOCIATION OF POSTAL SUPERVISORS

National Headgquarters
1727 KING STREET, SUITE 400
ALEXANDRIA, VA 22314-2753

Phone (703) 836-9660

April 17,2017

Mr. Bruce Nicholson
Manager, Labor Relations Policy Administration
United States Postal Service

475 1 Enfant Plaza- SW-Room- 9426

Washington DC 20260-4101
RE: Change in ELM Section 354.27 and PS Form 999
Dear Bruce,

The National Association of Postal Supervisors (NAPS) is in receipt of an April 7, 2017 letter
from Alan Moore, Manager Labor Relations Policy and Programs, regarding an ELM change to
Section 354.27, Establishing a Reinstatement List and PS Form 999, Application for
Reinstatement List. Thank you for providing NAPS with advanced notice of this proposed
change and the opportunity to provide input and recommendations.

However, to ensure NAPS provides due diligence in reviewing this respective ELM and PS
Form 999 change and a possible recommendation to the USPS, we would like to know the

reason(s) for the respective changes. Therefore, NAPS is requesting the Postal Service’s
rationale behind the proposed change in ELM Section 354.27, Establishing a Reinstatement List
and PS Form 999, dpplication for Reinstatement List.

We look forward to the USPS response. Thank you for your time.

Best regards,

L. Wagné?/y'

National President

Representing supervisors, managers and postmasters in the United States Postal Service
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70101870000230856051

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

The Postal Service proposes revisions to Employee and Labor Relations Manual (ELM), Section
354.27, Establishing a Reinstatement List and PS Form 999, Application for Reinstatement List.

The purpose of the revisions is to establish that only preference eligible employees may apply to
be on the reinstatement list during a reduction in force.

Pursuant to Title 39, U.S. Code, Section 1004{d) we have enclosed:

+  Two copies of the proposed ELM, Section 354.27 final draft, one with and one without
revisions identified.

¢  Two copies of the proposed PS Form 999, one with and one without revisions identified.

Please contact Bruce Nicholson at extension 7773 if you have questions concerning this matter,

an-$. Moore
Manager
Labor Relations Policy and Programs

Enclosures

475 L'ENEANT PLaza, SW
WasHivaTon DG 20260-4101
WIAW.LSPS, COM




354.27 Establishing a Reinstatement List
354.271 Providing Priority Consideration to Employees

A reinstatement list (RL) identifies career preference-eligible employees who are
l1g1ble for prlorlty c0n31derat1on for reinstatement to the Postal Service because they
e-ehigible b no-employees-whe-have been separated as a result of

due—te a reducuon-m-force ( RIF]

Human Resources The establishes an RL the day after is-established-on-the 31st-day
following-the RIF effective date; if the Postal Service finds previded one or more

employees have-beenfound eligible for placement on the RL. The RL remains in effect
for 2two years following its establishment; or until no eligible employees remain on the
RL, whichever is eatlier.

L}st—&ﬁd—pl-aeemeﬂt—mrﬂ&e%erhe followmg actlons does not guarantee feﬂ-ﬁei-‘ an

employee’s reinstatement to the Postal Service.
a. Acceptance of an emplovee’s PS Form 999, dpplication for Reinstatement
List; and
b. Placement on the RL.
354.272 Determining Employee Eligibility
A career Eemployees areis eligible to-befor placedment on an RL if all the
follewingconditions below occurs:

a. The employee is preference eligible for RIF purposes, as defined in 354.215.
b. They employee received a specific RIF notice indicating that he or shethey will
be separated from the Postal Service, and that notice has not been canceled or

rescinded. are-subsequentlyseparated-ontheir RIE effective-date— An

Eemployees who retires on or beforeafter their RIF effective date areis eligible
for placement on the RL, provided they or she meets all other eligibility
requirements.

¢. The emplovee does not refuse an offer of a position under 5 C.F.R, part 351,
subpart G, with the same type of work schedule and with a representative rate at
least as high as that of the position from which the employee was or will be
separated.

a:d. Their employee’s last merit performance rating of record before separation was
above Unaceeptable beiter than a non-contributor for RIF purposes or its
equivalent.

b.e. They employee submits theira PS Form 999 no later than 30-days-after their RIF
effective date.

ef. They emplovee is-are-found at least minimally qualified by-the-primary

placement-administrater for one or more of the positions identified on their PS
Form 999.




354.273 Considering Employees on a Reinstatement List
Provisions for reinstatement list consideration are as follows:
a. Before external advertisement, the Postal Service provides initial consideration

to ehglble RL apphcants for a vacant posmon E}tgfble—PcIrappheaﬂ%s—&re

their competl‘uve area and all other competltlve areas w1th1n commutlng distance

not undergoing an organizational change/a-RIF action. -(thereinstatementlist
area-ofconsideration-(REACY)-Consideration is limited to those applicants who
have-beenfoundare at least minimally qualified for the vacant position-by-the
i | Iin '
Note: A vacant position does not include positions that are filled
through other special programs such as one of the following:

® _Tthe restoration of individuals who served in the uniformed
services, and

o -tThe reemployment or reassignment of employees injured
on duty who recover within one year.

b. Human Resources maintains the RT, and checks the list before publishing
external job postings. !
b.¢c.Positions identified by eligible RL applicants on their Form 999 for which they

have been found at least minimally qualified by-the-primary-placement
administrater-must be:

1. Authorized positions, within-and the REAC:

2. At the same or lower grade level (or representative rateferPCES
employees) as the positions held before separation due to a RIF action.

ed.  Human Resources determines if an otherwise Afterinitial-consideration;

ehglble RIL apphcants fnayhetﬂ&er—be—gweﬁ—fuﬂhef—eeﬂs*defa&en—feﬁhe

$ S O HPeRtrve- o RoRcompe B 5 Obe

posmon 1den1,1ﬁed on hls or her PS Form 999, the Postal Service must offer the
applicant the positon before conmder;ng external applicants-.




354.274 Removing Former Employees Ffrom a Reinstatement List

Human Resources removes an former employee’s name from the RL in the following
situations: ‘

1.a.The former employee aAccepts a carcer appointment with the Postal Service or

other federal agency=;

2:b.The former employee v¥oluntarily requests, in writing to Human Resources, to

have his or hertheir names removed from the Rlz;

3.¢.The employee fails to provide Human Resources with any changes in his or her

d.

address or telephone number, preventing Human Resources from contacting the
mployee about potentlal emploment opportumtles, or Deehﬂ&eﬁfaﬂ—te—feph'—te

Human Resources tries to contact the former employee about a position with a

representative rate at least as high as the representative rate of the position from
which the former employee was separated, and the employee does one of the
following:

1. Declineg the position.an-interviewor

2. Fails to respond, or

43 £Fails to appear for an scheduled interview, provided-they-are-notified-in
advance-oftheinterview;and-de-netwithout takeing reasonable steps aetion

to reschedule the interview.




ELM Issue 39 - Employee and Labor Relations Manual

354.27 Establishing a Reinstatement List
354.271 Providing Priority Consideration to Employees
A reinstatement list (RL) identifies career preference-eligible employees who are eligible for priority
consideration for reinstatement to the Postal Service because they have been separated as a result of a
reduction-in-force (RIF).
Human Resources establishes an RL the day after the RIF effective date if the Postal Service finds one or
more employeas eligible for placement on the RL. The RL remains in effect for two years following its
establishment or until no eligible employees remain on the RL, whichever is earlier.
Note: The following actions do not guarantee an employee's reinstatement to the Postal Service:

a. Acceptance of an employee’s PS Form 999, Application for Reinstatement List; and

b. Placement of the employee on the RL.
354.272 Determining Employee Eligibility

A career employee is eligible for placement on an RL if all the conditions listed below ocour:

a. The employee is preference eligible for RIF purposes, as defined in 354.215.

b. The employee received a specific RIF notice indicating that he or she will be separated from the
Postal Service, and that notice has not been canceled or rescinded. An employee who retires on
or before the RIF effective date is eligible for placement on the RL, provided he or she meets all
other eligibility requirements.

c. The employee does not refuse an offer of a position under 5 C.F.R. part 351, subpart G, with the
same type of work schedule and with a representative rate at least as high as that of the position
from which the employee was or will be separated.

d. The employee's last merit performance rating of record before separation was better than a non-
contributor for RIF purposes or its eguivatent.

The employee submits a PS Form 999 no later than the RIF effective date.

f.  The employee is at least minimally qualified for one or more of the positions identified on the PS
Form 999.




ELM Issue 39 - Employee and Labor Relations Manual

354.273 Considering Employees on a Reinstatement List
Provisions for reinstatement list consideration are as follows:

a. Before external advertisement, the Postal Service provides initial consideration io eligible RL
applicants for a vacant position within their competitive area and all other competitive areas within
commuting distance not undergoing an organizational change/RIF action. Consideration is limited
to those applicants who are at least minimally qualified for the vacant position.

Note: A vacant position does not include positions that the Postal Service fills through
other special programs, such as one of the following:

» The restoration of individuals who served in the uniformed services, and
= The reemployment or reassignment of employees injured on duty who recaover
within one year.

b. Human Resources maintains the RL and checks the list before publishing external job postings.

c. Positions identified by eligible RL applicants on their PS Form 999, for which they are at feast
minimally qualified, must be:

1. Authorized positions; and,

2. Atthe same or lower grade level (or representative rate} as the position held before
separation due to a RIF action.

d. Human Resources determines if an otherwise eligible RL applicant is found to be at least
minimally qualified for a position identified on his or her PS Form 999, the Postal Service must
offer the appiicant the position before considering external applicants.

354.274 Removing Employees From a Reinstatement List
Human Resources removes an employee’s hame from the RL in the following situations:

a. The employee accepts a career appointment with the Postal Service or another federal agency;

b. The employee voluntarily requests, in writing to Human Resources, to have his or her name
removed from the RL;

c. The employee fails to provide Human Resources with any changes in his or her address or
telephone number, preventing Human Resources from contacting the employee about potential
employment opportunities; or

d. Human Resources tries to contact the employee about a position with a representative rate at

least as high as the representative rate of the position from which the employee was separated,
and the employee does one of the following:
(1) Declines the position,
(2) Fails to respond, or
(3) Fails to appear for an interview without taking reasonable steps to reschedule the
interview.




UNITED STATES Application for Reinstatement List
’ POSTAL SERVICE (See Instructions on Reverse)
Applicant Information (Please update any missing or incorrect information.) ‘ '
Name (Last, First, M) Soclal-Security-Ne-Employee ID

Finance No. {Prior to IF)

Home Mailing Address flnclude ZIP + 4) Name and Location of Employing Office (Prior fo RIF)

Home Phone No. (Include Arga Code) | Position and Grade {Prior to RIF) RIF Effective Date

_Positien Information

To Be Completed By
Placement Authorized
Administrator

E=Eligible | 1 =Ineligible| Initial

Position Titie Grade QOccupation Code

Caution:—Youmustroturn-this-application-along-with-pages--and-2-of Form-994-Application-for Premotion-or-Assignment-lo-yeurplacement-
administrator within 30 days following-youwr-RIF-effective-date-
NOTE: You must mail this application with your eCareer profile to HQ USPS, Human Resources, 475 L'Enfant Plaza SW Room 9431, Washingion, DC
20260 with @ postmark ng later than your RIF effective date, You must report changes of address and tefephone number to HR via address above or

email Org Change (GFVE8CO@usps.gov).

| Certification

| hereby certify that the foregoing information is true, complete, and accurate, to the best of my knowledge and belief.

Signature of Applicant Date

PS Form 999, Application for Reinstatement List, Nevember-1998January 2017 (Page 7 of 2)




Instructions

Completingon etthis application and submission-
maziling it to Human Resourcesysurplacement-
administrator with a postmark no later than the within-30
daysfellewing-your redustionReduction-inln-ferse-Force
(RIF) effective date (including the 30- day extension in a
non-duty/non-pay status, if any), indicates your interest
in being given-consideredation for reinstatement with
the U.8. Postal Service.

You must meet all of the eligibility requirements below to
be placed on the Reinstatement List (RL} in your
competitive area:

1. You are a career noh-bargaining unit employee who

is veterans’ preference eligible as defined in section
354.215 of the Employee and Labor Relations
Manual {ELM)was-separated-due-te-a-redustion-in-

force-on-yourRIF-effective-date (Note: veterans

preference eligible Eemployees who retire on or after
their RIF effective date continue to be eligible to
participate on the RL.}.5

2. Your last merit performance rating/designation of
record before separation was above-
Unaceeptablebetter than a Non-Contributor (NC)

for RIF purposes or its equivalent.:
3. Your_completed application is mailed and
postmarkedreceived—by—your—placement

administrator-within-30-days—following no later
than theyeur RIF effectwe date.; and

I ide-tt ition titles. _and
occupation-codes-for-those-positions-that-yeu-wish-to-

Even though you are placed on the RI forCensideration
forreinstatementincludes your competitive area, the_
area of consideration for reinstatement only covers
Postal organizations in your competitive area in
approximately a 50-mile radius around the location
where you were domiciledfrom-which-you-were-
separated-and-those-competitive-areas-within-
commuting-distance-that are-not-undergoing-a RIF_

Postal organizations that are in RIF or RIF avoidance
are exciuded.

If you meet the eligibility requirements for placement on
the Reinstatement-ListRL, you will remain on the list for
two years from the date the list was established or until
you are disqualified, whichever is earlier. You can be
disqualified from continuing on the list for any of the
following reasons:

1. You request, in writing_to Human Resources,
removal of your name from the list.;

2. You receive a career appointment with the U.S:
Postal Service or a permanent position with another
federal agency.;

3. You decline or fail to reply to an inquiry concerning a
specific position you identified on your RL application
within 10 calendar days of receipt.;

interested-in-oblaining--You will be considered for
autharized-positions you list at the same or lower grade

{orrepresentiative rate-for RCES-employees}-as the

position you held priotr to your RIF separation_date. Yeur
| rinistrator willassi i identifi

” Lo - hett {4
L Wications Y. | t admini

You must attach to your eCareer Profil

4. You decline an interview or fail to appear for a
scheduled interview;; provided you are notified
reasonably in advance of the interview and you
did not take any action to reschedule your
interview.:

5. You fail to provide your-plasement-administrator-
Human Resources with any changes in your address
or telephone number that prevents reasonable
contact with you concerning potential employment
opporttunities.

rPromotion-or-

capplicationpages-1-and 2 of Form-991-Applicationfo
Assignment. From any computer, type www.liteblue.usps.gov into address bar. Use Employee ID and USPS
PIN to login. Under Employee Resources Click on eCareer on the right side; Click on Apply for EAS Jobs;

Click on Candidate Profile. Be sure to complete this before your RIF effective date.

PRIVACY ACT STATEMENT: The information provided may be used by Postal Service selecting officials for decision-
making purposes when former employees apply for consideration for reinstatement after being separated due o a
reduction-in-force. Collection is authorized by 3% U.S.C. 401, 410, 1001, 1005, and 1206. Providing the information
is voluntary, but if not provided, we may hot be able to process your application. We may disclose your information as
follows: in relevant legal proceedings; to law enforcement when the U.S. Postal Service {USPS8) or requesting agency
becomes aware of a violation of law: to a congressiona) office at your reguest: to eniities or individuals under
contract with USPS (service providers); to entities authorized to perform audits; to labor organizationg as_required by

PS Form 999, Application for Reinstatement List, November1998January 2017 (Page 2 of 2}




law: to federal,_state, local or foreign government agencies regarding personnel matters: to the Equal Employment
Opportunity Commigsion: the Merit Systems Protection Board or Office of Spegial Counsel, and to the Selective
Service System. For mare information regarding our privacy poligies, visit www.usps.com/privacypolicy. Fhe-collection-of
this-information-is-authorized-by-Rublic Law-92-261,-39- USC-404-and-1004—This-information-may be-used-fo-provide Postal Senvice (USPS)-
selecting-offisials-and-appeinting-official with-decisien-making-information-to-considerformer-employees-separated-due-te-a-reduction-in-foree for-
reinstatement-As-a-routine use the information-may-be-disclosed-to-an-apprepriate-government agency;- domestic-or-forsignfor-law-enforcement-
purpeses;where-perinent-in-alegal-procceding- to-which-the USPS-is-a-party or-has-an-interest-to-a government-agency in-ordertoobtain-
information-relevantto-a ISP S-decision-concerning-empleyment-security-clearances, contraets, licenses—grants,pemmits—or—other—benefits —to—a—
government-agency—upon—s—request-when—relevant-to—its-decision—concerning—employment—security-clearances,sesurity-or-suitability-
investigations,contracis licenses grants-or-other benefits; to-a congressional-office-at-yourroquest-to-an-experconsultant;-or-other persen-under-
contractwith-the USPS{o-fulfill-an-agency-function;-to the Federal-Records-Center-for-storage - to-the-Office-of Management-and-Budget-for-review-
of-private—relieflegislation;-to-an-independent-cerified—public-ascountant-during-an—official-audit-of USRS finances;-to-an-investigater-
adminstrative judge-or complaints-examinerappointed-by-the Equal Employment- Opportunity Commission-for-investigation-of-aformal EEO-
complaintunder29-CER-1644:to-the-Merit-Systems Protection-Beard-or-Office-of Special-CeunselHfor proceedings-er-investigationsinvelving-
personpelpractices-and-other-matiors-within-theirjurisdiction;-and-fo-alabororganization-as required-by-the Natienal Labor Relations-Act-{this-
routine-use-does-not-apply-to-Postmaster-Selection-Program-Records)-Completion-of this-form-is-veluntary-however-i-this-informationdsnet
provided, you will not be eligible for-piacerment-or-your-competitive-area’s Reinstatement-ist:

COMPUTER MATCHING: Limited information may be disclosed to a Federal, state, or local government administering benefits or other programs
pursuant to statute for the purpose of conducting computer matching programs under the Act. These programs include, but are not limited to,
matches performed to verify an individual’s initial or continuing eligibility for, indebtedness to, or compliance with requirements of a benefit program.

WARNING: ANY PERSON WHO KNOWINGLY SUBMITS A FALSE STATEMENT TO THE POSTAL SERVICE MAY BE SUBJECT TO
CRIMINAL AND/OR CIVIL. PENALTIES.

PS Form 999, Application for Reinstatement List, November1898January 2017 (Page 3 of 2)




1

UNITED STATES Application for Reinstatement List
p POSTAL SERVICE ¢ (See Instructions on Reverse)

Applicait Information (Please update any missing or incorrect information.)

Name (Last, First, Mi) Employee 1D Finance No. (Prior fo RIF)
Home Mailing Address {incfude ZIP + 4) Name and Location of Employing Office (Prior to RIF)
Home Phone No. {Include Area Code) | Position and Grade (Prior to RIF) RIF Effective Date

Position Information L R y y _ ‘ R

To be considered on the reinstatement list you must complete the following fields: Position Title, Grade and Occupation Cede. The
following web address (https://jdonline.usps.govi/jdonline/) can be used to identify positions at the same or lower grade to the position
you held prior to your separation. Incomplete applications will not be processed.

To Be Completed By
Authorized Administrator

Position Title Grade Occupation Code
E =Eligible | 1 =Ineligible| Initial

NOTE: You must mail this application with your eCareer profile to HQ USPS,Human Resources, 475 L'Enfant Plazo SW Room 5431, Washington, DC
20260 with a postmark no later than your RIF effective date. You must report changes of address and tefephone number to HR via address above or
email Org Change (GFVECO@usps.gov).

I hereby certify that the foregoing information is true, complete, and accurate, to the best of my knowledge and belief.

Signature of Applicant Date

PS Form 989, Application for Reinstatement List, January 2017 (Page 1 of 2)




Instructions

Completing this application and mailing it to Human
Resources with a postmark no later than the
Reduction-In-Force (RIF) effective date (including the
30- day extension in a non-duty/non-pay status, if any),
indicates your interest in being considered for
reinstatemnent with the U.S. Postal Service,

You must meet all of the eligibility requirements befow to
be placed on the Reinstatement List (RL) in your
competitive area:

1. You are a career non-bargaining unit employee who
is veterans’ preference eligible as defined in section
354,215 of the Employee and Labor Relations
Manual {ELM) (Note: veterans preference eligible
employees who retire on or after their RIF effeciive
date continue to be eligible to participate on the RL.).

2. Your last merit performance rating/designation of
record before separation was better than a Non-
Contributor (NC) for RIF purposes or ifs
equivalent.

3. Your completed application is mailed and
postmarked no later than the RIF effective
date.

You will be considerad for positions you list at the same
or fower grade as the position you held prior to your RIF
separation date.

Even though you are placed on the RL for your
competitive area, the area of consideration for
reinstatement only covers Postal organizations in your
competitive area in approximately a 50-mile radius
around the location where you were demiciled. Postal
organizations that are in RIF or RIF avoidance are
excluded.

If you meet the eligibility requirements for placement on
the RL, you will remain on the list for two years from the
date the list was established or until you are disqualified,
whichever is earlier. You can be disqualified from
continuing on the list for any of the following reasons;

1. You request, in writing to Human Resources,
removal of your name from the list.

2. You receive a career appointment with the
Postal Service or a permanent position with another
federal agency.

3. You decline or fail to reply to an inguiry concerning a
specific position you identified on your RL application
within 10 calendar days of receipt.

4, You decline an interview or fail to appear for a
scheduled interview, provided you are notified
reasonably in advance of the interview and you
did not take any action to reschedule your
interview.

5. You fail to provide Human Resources with any
changes in your address or telephone number that
prevents reasonable contact with you concerning
potential employment opportunities.

You must atfach to your eCareer Profile. From any computer, type www.liteblue.usps.gov into address bar.
Use Employee ID} and USPS PIN to login. Under Employee Resources Click on eCareer on the right side; Click
on Apply for EAS Jobs; Click on Candidate Prefile. Be sure fo complete this before your RIF effective date.

PRIVACY ACT STATEMENT: The information provided may be used by Postal Service selecting officials for decision-
making purposes when former employees apply for consideration for reinstatement after being separated due to a
reduction-in-force. Collection is authorized by 39 U.S.C. 401, 410, 1001, 1005, and 1206. Providing the infermation
is voluntary, but If not provided, we may not be able to process your application. We may disclose your information as
follows: in relevant legal proceedings; to law enforcement when the U.S. Postal Service (USFS) or requesting agenay
becomes aware of a vielation of law; to a congressional office at your request; to entities or individuals under
contract with USPS (service providers); to entities authorized to perform audits; to labor organizations as required by
law; to federal, stale, local or foreign government agencies regarding personnel matiers; to the Equal Employment
Oppertunity Commission; the Merit Systems Protection Board or Office of Special Counsel, and to the Selective
Service System. For more information regarding our privacy policies, visit www.usps.com/privacypolicy.

COMPUTER MATCHING: Limited information may be disclosed to a Federal, state, or local government administering benefits or other programs
pursuant to statute for the purpose of conducting computer matching programs under the Act. These programs include, but are not limited to,
matches performed to verify an individual's initial or continuing eligibility for, indebtedness to, or compliance with requirements of a benefit program.

WARNING: ANY PERSON WHO KNOWINGLY SUBMITS A FALSE STATEMENT TO THE POSTAL SERVICE MAY BE SUBJECT TO
CRIMINAL AND/OR CIVIL. PENALTIES.

PS Form 999, Application for Reinstatement List, January 2017 (Page 2 of 2}
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May 1, 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service has created several promotional resources
related to its Retiree e-Newsletter,

These promotional materials will be distributed saveral ways, including through social media,
AARP publications, and advertisements in local newspapers,

Woe have enclosed an electronic dis¢c which contains a copy of each resource, and a memo from
Erica Hayton, Manager, Benefits and Wellness, that discusses these resources. Additionally,
each employee organization is weicome io disfribute copies of the subject resources to its
membership.

If you have any questions concerning the foregoing, please contact Bruce Nicholson at extension
7773

Sincerely,

Alan 8. Moore
Manager
Labor Relations Pcolicy & Programs

Enclosures

NOTE: A copy of the resources from the electronic disc are attached.

475 LZENFANT PLAZA SW
WasHinaTon DG 20260-4101
WWW.LISPS,COM




Benetits and Wellness

LRITED STATES
o PLISTAL SERVEE

May 1, 2047

Employee Organization Stakeholders,

Last fall we announced the introduction of our Retires E-Newslelter. The goal of this newsletter is fo
share timely and valuable benefits and wellness information with our Postal retiress. Since launching the
newsletter last fall we've covered topics Including making the most of Open Season, ways 1o maintain 2
haalthy haart, and how 1o avoid scams aimet at older adults,

We have ap';;mxirriaialy 10,000 people signad up for our newslettor to date. We'd like to see ten times
that sumber, if not more. To increase our subscriber base, averihe next several months we will be
axploring the following aveniues to promote our Retlree E-Newsletter;

« Sockal media

» Postal news sites (e.g. Postal Employes Network)

s Audio news releases for radio

« AARP websitesipublications

« Articlos, lotters to the sditor and/or advertisgmerts in local pewspapers

However, we continue to neod your support rmaking this newsletter a success!

First, if you have suggestions for potential arficies, please let us know. We want to ansure our content is
maaningiul for ouf retinces. '

Second, we need your help promoting the newsletter to vour retired members, To assist, 've enclosed a
flyer, soclal media graphic, PowerPolint presentation slide {which can be added to ainy PowerPoint
presentation), and sample eomunications, all of whith you are welcome fo use during mestings, In
newsletters, on your website or sooial medl channels, or in any other way you reach your members,

| belisve with your help we can better support our Postal retirses In making decisions thisl protect their
financial and physical heatth and imiprove their overall wellbeing. | look forward to hearing from your

organization. )
({;Z{ééfiﬁ : ( Cgi M o

Erica Hayton Iy,
Manager, Benefits & Wellidss
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UNITED STATES
’ POSTAL SERVICE o

WELLNESS COMMUNICATIONS
KeepingPosted.org & Retiree E-Newsletter

Use the sample communications below to encourage Postal Service soon-to-be retirees or current
retirees to sign up for the USPS Retiree E-Newsletter and visit keepingposted.org! Content is
provided in a variety of character fengths to support multiple communication channels.

Less than 140 characters

Did you know that there is a website and e-newsletter just for USPS retirees? Sign up today at
www.keepingposted.org.

Less than 250 characters

Just for USPS retirees: Did you know that there is a website and e-newsletter with information on
benefits and resources that may be valuable to you as a retiree? Visit www.keepingposted.org today
and sign up for the Retiree E- Newsletter!

Less than 500 characters

Did you know there is a website just for USPS retirees? It's called KeepingPosted.org and includes
important information on your health and retirement benefits, as well as resources that may be valuable
to you as a retiree. This site has all the information you need to stay current with what's happening at
the Postal Service. Even better, you can sign up and receive the USPS Retiree E-Newsletter and get
monthly updates on current hot topics. Check out www.keepingposted.org today!

Less than 750 characters

Did you know there is a website just for USPS retirees? It's called KeepingPosted.org and includes
important information on your health and retirement benefits, as well as resources that may be valuable
to you as a retiree. This site has all the information you need to stay current with what's happening at
the Postal Service. Even better, you can sign up for the USPS Retiree E-Newsletter to get monthly
updates on current hot topics. You can enjoy retirement and still stay up to date with
KeepingPosted.org. Check it out today at www.keepingposted.org.

Less than 1,000 characters

Did you know there is a website just for USPS retirees? It's called KeepingPosted.org and includes
important information on your health and retirement benefits, as well as resources that may be valuable
to you as a retiree. This site has all the information you need to stay current with what's happening at
the Postal Service. KeepingPosted.org even has Office of Personal Management, Thrift Savings Plan
and Social Security information — this way you don't have to search around the internet. It's a one-stop
shop!

Even better, you can sign up for the new USPS Retiree E-Newsletter and get monthly updates on
current hot topics. The newsletter features articles that pertain fo your everyday life, and the spotlight is
different every month! You can enjoy retirement and still stay up to date with KeepingPosted. Check it
out today at www.keepingposted.org

38/2017
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Announcing the

/slett

Subscribe to the new

to receive the latest |
your postal benefits!

Dear Postal Retiree,

The Postal Service™ is introducing a Retiree E-Newsletter. The
electronic newsletter will include important information to keep you
informed of benefits updates and to provide resources that may be
important to you as a retiree.

To receive the Retiree E-Newsletter, please complete the registration
form at the link below. Please share this with other USPS® retirees so
they may benefit from receiving this information as well.

This is a free service to you as a former Postal Service employee.

Thank you for your time and service to the United States Postal
Service®,

To register, visit www.keepingposted.org

™ UNITED STATES
7 POSTAL SERVICE &
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Brian J. Wagner

President

National Association of Postal
Supervisors

1727 King Street Suite 400
Alexandria, VA 22314-2753

Diear Brism:

This is in response to your April 17 correspondence concerning the Postal Service’s proposed
revisions to Employee and Labor Relations Manual (ELM), Bection 354.27, Establishing a
Reinstatement List and PS Form 999, Application for Reinstatement List. The management
associations were provided notice of the proposed revisions pursuant to Title 39, U.S. Code, §
1004(d), by letter dated Aptil 7, 2017.

The rationale for the proposed revisions is due to the under-utilization of the program. The
program has not been cost-effective and has not delivered the intended benefits. The
reinstatement list will continue fo be avaliable fo preference eligible employees during a
reduction-in-force.

Please contact me if you wish to discuss or if you have questions concerning this matier,

Sincerely,

iz

Bruce A. Nicholson
Manager
Lahor Relations Polley Administration

a

475 L'ENFANT PLazA SW
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April 26, 2017

Mr. Brian J. Wagner Certified Mall Tracking Number
President 70416 2670 0000 1715 5260

National Assaciation of Postal Supervisors
1727 King Street, Suite 400
Alexandiia, VA 22314-2753

Dear Brian:

The Postal Service proposes to revise Administrative Support Manual (ASM), Section 383, Social
Medig.

The main purpose of the proposed revisions is to implement a framework of centralized oversight
of the Postal Service's official social media program. Additionally, the proposed revisions expand
the range of individuals who are covered by the policy to include Postal Service contractors,

update the procedures and requirements concerning the use of social media in a professional or

oificialcapacity, and provide rules and recammendéd guiticlines for employeesto follow when
using social media in a personal capacity.

Pursuant to Title 39, 1.5, Code, Sectich 1004({d) we have enclosed.
We have enclosed;

= Acopy ofthe proposed ASM, Section 383 final draft
e Acapy of an explanation of the purpose and effect of the proposed changes

Please contact Bruce Nicholson at extenston 7773 if you have guestions congernirig this matter.

Alan S. Moore
Manager
Labor Relations Policy and Frograms

Enclosures
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363 Social Media Policy
363.1 Backqround & Policy

This policy applies to:

1. All USPS employees; and
2. All USPS contractors, consultants, agents and other Related Parties (as defined in
Section 363.7 below).

Capitalized terms, unless otherwise defined hersln, have the meaning set forth in Section 363.7
below, Unless otherwise specified, referances to “you” and “your” in this policy refer to all
Postal Service employees and Related Parties.

This Section 363 of the Administrative Support Manual (ASM) sets forth official policies
regarding (i) the use of Social Media on Postal Service issued equipment (see Section 363.3),
(ii) the creation and oversight of official Postal Service Social Media accounts {see Section
383.4), (i} Professional and Official Use of Social Madia an behalf of the Postal Service,
including the creation of Official and Sponsored Content (see Section 363.5), and (iv) Personal
Use of Soclal Media by USPS employees and Related Parties (see Section 363.6).

If you use Social Media in an Official or Professional Capacity, or if you create, obtain, share or

post Official Content or Sponsored Content, you must adhere to the requirements set forth in
this policy, and use sound judgment and discretion in your messaging. if you use Social Media
in & Personal Capacity, this policy sets forth both rules and recommended guidelines for such
use.

363.2 Compliance

Compliance Measurement

Failure to follow this policy, except for the guidelines set forth in Secticn 363.6(1)
(Recommended Guidelines), could result in corrective action up to, and including, removal from
the Postal Service, Any Related Party that does not comply with the requirements of this policy
may be required to post a remedial disclosure, correction or retraction at USPS's request,
and/or have its USPS sponsorship and/or contract terminated.

Compliance with Legal Requirements

This Segtion 363 of the ASM (Social Media) replaces the former Section 383, but otherwiss is
not intended to and does not nullify or modify any existing Legal Requirements (as defined in
Section 363.7) that apply to Posta! Service employses and/or Related Parties, including, but not
limited to, Postal Service policies that govern conduct, ethics, privacy and the use of Postal
Service equipment. Notwithstanding the foregoing, while other Postal Service policies may
impose additional and/or stricter requirements regarding Social Media use, In the event of a
direct conflict between the terms of this policy and the terms of ancther Postal Service policy
regarding Official, Professional or Personal Uss of Social Media, the terms of this pelicy shall
control.
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363.3 Soclal Media Access on Postal Service Issued Equipment

Employee use of Postal Service equipment for the purpose of participating in Social Media may
subject the Postal Service to legal and Information security risks. The Postal Service resiricts
access through certain equipment to Restricted Social Media Sites.

i you require access to one or more Restricted Social Media Sites on your Postal Service
issued equipment for work-related purpcses, you must submit an application through eAccess.
When submitting an application, you must include:

1.

ok oW

& business case justification for your access that describes the work-related purpose
to be served,;

a list of the Social Media sites you intend to use or visit;

the average amount of time per week that you intend to use Social Media;

the approximate length of time during which you require Social Media access; and
an affirmation that you have reviewed and will comply with this Social Media Folicy,

The Postal Service may, in its sole discration, deny your request for access for any business
reason, including, without limitation, if it determines that:

1.

your application is incomplete;

2 youFjob-responsipilities -do -notrequire you-to-have-access to-Secial-Media; — - |
3, granting you access t¢ Social Media is not an efficient use of Postal Service

resources,; or

4, the potential legal and information security risks assooi.ated'with granting you access

outweigh the benefits to the Postal Service of granting such access.

If your request for access is granted, you shouid only use Postal Setvice equipment for
accessing Restricted Social Media Sites for the purpose of fulfilling Official Duties and furthering
organizational goals and objectives. The Postal Service.in its scle discretion may revoke your

" access at any time and for any reason whatsoaver. '

If you are a designated sAccess approver, when you approve & request for access to Restricted
Social Media Sites, you are confirming that the employee’s Official Duties require that the
employee have access to ohe or more Restricted Sociat Media Sites.

363.4 Social Media Accouni Management

1.

Account Establishment,

a. Platform Terms. When you open a Social Media account for the Postal Service,
you are entering into a contract on behalf of the Postal Service and subjecting
the Postal Service fo legal risks and responsibilities, such as indemnification
obligations. Therefore, subject to the below requirements including approval of
the Social Media Management Team, each official Social Media account must be
established by {i) an “Authorized Officer” of the Pestal Service, meaning
someone with authority to bind the Postal Setvice pursuant to a written
delegation of authority prepared by the Law Department and signed by the
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Postmaster General, or (ii} another USPS employee te whom the Authorized
Officer has re-delegated his or her authority in writing (an Authorized Delegate).
All other individuats are prohibited from establishing accounts on behalf of the
Postal Service. Before establishing a new Social Media account, an Authorized
Officer (or his or her Authorized Delegate) must: .
i. establish {or ensure the existence of) Social Media Guidelines for the
account,

ii. review the platform’s terms of use (the Platform Terms) and determine
that they do not expose the Postal Service to undue risk,

ili. obtain the written approval from a representative of the Soclal Media
Management Team and the authorized Vice President managing USPS's
social media activities, and

iv. coordinate with the Law Department and the Privacy and Records Office
irv order to minimize risks and ensure compliance with laws,

The Social Media Management Team and/or the authorized Vice President, at
their discretion, may deny a request to open a new Social Media account for any
business reason. All decisions made regarding a request to epen a new Social
Medla account are final. The Social Media Management Team will maintain a ligt
of the Postal Service's official Social Media accounts, Each Authorized Officer

(orhis or Her-Autiiorized Delegate) shall maintain a listof all Social Media
accounts that he or she has astablished on behalf of tha Postal Service, as well
as the user names, passwords and Account Administrators (defined below) for
each account, and shall be responsible for safeguarding such information (such
as by storing it in a locked drawer or Ih an encrypted file that is password-
protected). In addition, the Authorized Officer (or his or her Authorized Delegate)
shail provide to the Social Media Management Team upon request the password
and user name for any account established by such Authorized Officer. The
Authorized Officer for an account is respansible for registering that account with
the Soclal Media Registry at hitps://www.digitalgov.gov/services/u-s-digital-
registry/.

. Appointment and Oversight of Account Administrators. When seeking to open a
new official account, the Authorized Officer must select one or more Postal
Service employees, or, subject to the requirements aspecified below, Related
Parties, to administer and monitor the account (the Account Administrators).
The Social Media Management Team &long with the Authorized Officer is
responsible for supervising the Account Admiinistrators-to ensure that they
perform their responsibilities under this policy. Related Parties may be
desighated as Account Administratars by the Authorized Officer only with the
approval of the Social Media Management Team and under the supervision of
both the Authorized Officer and the Soclal Media Management Team,.
Contractors, consultants, or agents would operate under the authority of the
Social Media Management Team and Authorized Officar as well as possess
agreaments in their confracts with Supply Management that cover this area of
business.
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c. Community Guidelines and Account Notices. Before a new official account is

established, the Account Administrators must coordinate with the Law
Department to ensure that Community Guidslines, a statement of purposs, a link
to the Postal Service's Privacy Policy, and other important information will be
displayed on the account or made clearly available through a link on the account
(collectively, Account Notices). The Account Notices are intended to protect the
Postal Service by governing the activity of individuals who visit official Postal
Service accounts,

d. Grandfathered Official Accounts. The requirements set forth in Section 363.4(1)
shall not apply to Social Media accounts that were established by USPS
Headquarters employees (including, without limitation, members of the U.S.
Postal Inspection Bervice) for the purpose of conducting official USPS business
prior to the adoption of these raquirements (collectively, Grandfathered Official
Accounts), The UBPS employee responsible for administering the
Grandfathered Official Accounts (which are subject to review by the Social Media
Management Team), pursuant to his or her Official Duties, shall be deemed to be
the Account Administrator for such accounts for purposes of this policy. The
employee is required to display Account Notices on, and adopt Social Media
Guidelines for, the Grandfathered Official Accounts that he or she oversees to

ensure compliance with all USPS social media policies. Additionally, the Account
Administrators for each Grandfathered Official Account must submit to the Social -
Media Management Team (i} the url for the account, (i) the name and contact
informafion of each Account Administrator, and (iil) such other information related

to the account as the Social Media Management Team shall request.

2. Account Administration.
a. Lega!l Compliance. The Account Administrators, supervised by the Social Media
Management Team, for a particular account are responsible for:
l. ensuring that the account and all Official Content for that account comply
with (A} all Legal Requirements, (B) the Account Notices, (C) the Social
Media Guidelines, and (D)} the Platform Terms;
il. maintaining the look and feel of the USPS account branding; and,
iil. coordinating with the Law Department to ensure that the Account Notices
are up-to-date and tha current version is on file or posted.

If the Social Media Management Team and the Authorized Officer (or desighee)
have a disagreement on account activity, the Social Media Advisory Panel will
have the opportunity to review and issue a fina! decision.

The Account Administrators shall periodically (and promptly upon receipt of any
notice from the platform that the Platform Terms have changed) review the
Platform Terms. In addition, the USPS Account Administrators are required to
monitor the use of that account and to. notify the Law Department if the account
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becomes a major entry point for usps.com. If you are not sure whether an
Official Account is & major entry point for usps.com, consult the Law Department.

b. Content and Comments. Except as otherwise provided in this clause (b) of
Section 363.4(2), only the Account Administrators for an account may post
Official Content to that account on behalf of the Postal Service, Before adding
any Official Content to an account (or instructing ancthet employee or Related
Party to do so), the Account Administrators must ensure that all approvals and
clearances required hereunder have been obtained. Notwithstanding the
foregoing, another USPS employee or a Related Party may post Official Content
to an Official Account If an Account Administrator has approved that Content in
writing and specifically instructed the employee or Related Party to post that
Content te that account. However, in order for a Related Party or another USPS
employee to post Official Content to an Official Account, he or she must first be
properly trained through the official Social Media Training Program as definad in
the L.earning Management System (LMS) and receive written permission from a
member of the Social Media Management Team. In addition, employees and
Related Parties may respond to user comments on Official Accounts in
accordance with Section 363.5 below. The Account Administrators and/or the
Social Media Management Team must monitor user posts and comments and

shdesivor 1o hifds commarits that include infringing materials, disclose Persomnally
Identifiable Information (PI1), or otherwise violate the Community Guidelines.

363.5 Official and Professional Use of Social Media; Official Content; Sponsored Content

The foliowing rules apply to USP3 Account Administrators and all other Postal Service
employees and Related Parties when using Soclal Media in an Official or Professional Capacity,
and when creating, obtaining, sharing or posting Official Content or Sponsored Content.

Except as otherwise specifically provided in this policy, Related Parties and other third parties
are prohibited from {i) establishing or maintaining Official Accounts or posting Official Content
on behalf of the Postal Service, or (i) representing, or communicating on behaif of or for, the
Postal Service through Social Media. Related Parties may (i) post Official Content in
accordance with clause (b) of Section 363.4(2), (ii) serve as Account Administrators in
accordance with Seclion 363.4(1), and {iii) monitor and/or respond to user comments, create or
obtain Official Content, and create or post Sponsored Content, on behalf of the Postal Service, If
expressly authorized pursuant to a supply-management or other agreement with USPS and if
such action is approved by the Social Media Management Team. Related Partles must comply
with all official instructions, guidelines, contract tarms, scripts and training materials provided by
the Postal Service with respect to such conduct in addition to the terms of this policy.

Except as provided in Section 363.4, USPS employeas are prohibited from establishing or
maintaining Official Accounts. Furthermore, USPS employees (i) must obtain prier authorization
from an Account Administrator, an Authorized Officer or the Social Media Management Team,
as applicable, before using Social Media in an Official or Professional Capacity, creating,
obtaining, shating or posting Official Content or Sponsored Content, or authorizing other
employees or Related Parties to do so, and (i} must comply with all official instructions,
guidelines, scripts and training materials provided by the Authorized Officer, Account
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Administrator or the Social Media Management Team, as applicable, with respect to such
conduct in addition te the terms of this policy.

The rules under this Section 363.5 do not apply to, and do not restrict, your Personal Use
of Social Media (for rules and guidelines that apply to employees’ Personal Use of Soclal
Media, see Section 363.6 below).

1, Goals. Official Accounts are to be used to promote the Postal Service's brand,
products, and services, to create a community of Postal Service customers and fans;
to further the Postal Service's mission of providing efficient, reliable, and universal
postal products and services; to provide useful notices and informatlon to the public
in accordance with the Postal Service’s governmental authority; and for law
enforcement purposes by the U.S, Postal Inspection Service. Use of an Official
Account for any other purpose Is prohibited, unless permitted by the Soclal Media
Management Team and the Law Department expressly In wriling.

2. Protoct the Postal Service and your reputation, The web is not anonymous.
Generally, everything that you post Is accessible to anyons with a browser. Assume
that everything you post can be traced back fo the Postal Service and to you
personally. Avoid any ‘statement or comment that might harm the Postal Service's
reputation or brand, When using Social Media in a Professional Capacity, be
transparant about your role at the Postal Service and disclose that your views are
your own and do not necessarily represent the views of the Postal Service.

3. Refer any madia inquiries to Corporate Communications. If your official blog or
other Cfficial Aceount receives a media inquiry about the Postal Service or its
products, setvices, or.employees, you must call Corporate Communications at (202)
268-2155, Do not respond to any inguiries from the media.

4. Intellectual Property. Comply with intellectual property laws. Before you post, share,
display, or otherwise make publicly avaitable any Content that contains any lego,
slogan, name, likeness, stamp image, design, idea, art, photo, video, application,
sound, music, software, functionality, or other intellectual property, submit the Content
to the Ad Review Team at KN8ZD0@usa.dce.Usps.gov, unless (i) such use is allowed
by U.S. law for criminal law enforcement purposes or (ii} the Ad Review Team has
advised that such Content need not be reviewed. Do not assume that materials
used in other USPS publications, online channels, events, or other
communications venues are available for use on Social Media; the Postal
Service may not have permission to use those materials elsewhere.

5. Accessibility. Section 508 of the Rehabilitation Act of 1973 requires that electronic
and informaticn technologies purchased, maintained, or used by the Federal
Government meet certain accessibility standards, !f you are responsible for creating,
procuring, or posting any Official Gontent, you should endeavor to ensure that such
content satisfies the requirements set forth in Section 508. For multimedia content,
use the following checklist to ensure it is accessible:

hitp:/iwww. hhs.goviweb/808/accessiblefilesfchecklistmulti. htmi

6. Sponsored Content {such as testimonials, celebrity or tastemaker blogs and
tweets, and brand ambassador posts). If you are a celebrity, blogger, tastemaker,
brand ambassador, or other party preparing, posting, or contributing to any
Sponsorad Content at the direction or for the benefit of the Postal Service or
pursuant to a Postal Service sponsored initiative, you must:
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a. Prominently disclose in each post any Material Connaction that you have with
USPS, such as an employment or contractual relatlonship or any consideration
you have received directly or indirectly from USPS or a Related Party acting on
USPS's behalf,

b. Currently use any product or seivice discussed in any Sponsored Content;

¢. Ensure that all Sponsored Content is truthful and based on your actual
expetience, does not contain any misleading or unsubstantiated claims about
USPS products or services or those of any USPS competitor, and does not make
any claims about achieving untyplcal results;

d. Disclose that the Content constitutes your own views and opinions and not those
of the Postal Service, and

e. Fully comply with all the terms of this pelicy and any releases, contracts,
instructions or guidelines governing such Content or Initiative.

If you work with third-party bloggers, celebrities, tastemakers, brand ambassadors or
others on Sponsored Content initigtives as part of your Official Duties, you must {j)
require such third parties who prepare, contribute to, and/or post Sponsored Content
to fully comply with the terms of this policy, (i) revisw their Sponsored Content fo
‘ensure compliance, and (ili) ensure that the Sponsored Content is submitied to the
Ad Review Team at KNBZDO@usa.dee.usps.gov before it is posied, unless the Ad
Review Team has advised that such Content need not be reviewed. For instance, if
you are working on an initiative that involves sending free merchandise to bloggers as

an incentive to get them to blog about USPS, require the bloggers to disclose that

they have a Material Conneetion with USPS and monitor their blog for compliance,
Consult with the Law Department before initiating or engaging in a Sponsored
Content initiative.

7. Promotional Content.
a. Claims. All clalms about the Postal Service and the Postal Service's services,
products, brand, customers, and competitors must be:
i, truthful and not misleading,;
i. substantiated by reliable evidence; and
ii. not likely to cause harm to consumers,
Before you post any Confent that includes such a claim, submit such Content to
the Ad Review Team at KN82D0@usa.dee, usps.gov, unless the Ad Review
Team has advised that such Content need not be reviewed.

b. Endorsements by the Postal Service, Do not post any Officlal Content or share
any other information that could give the impression that the Postal Service
endorses any product, service, private interest, or enterprise unless the Content
has been reviewed by the Ad Review Team and the Ethics Office. See also
Section 333.6 of the Administrative Services Manual (ASM), "Endorsement of
Nonpostal Products, Services or Businesses.”

¢. Surveys, Contests Sweepstakes, Chain Letters, and Promotions. Do not use
Social Media to conduct any survey, contest, sweepstakes, chain letter, or
promotion unless it has basn approved by the Law Department, Labor Relations
and the Privacy ahd Records Office. Notwithstanding the foregoing, you may
conduct a survey or guiz providad that:

i.  you do not collect, capture, store, or disseminate any information
provided by participants (including, without limitation, the name of any
participant),

ii.  you donot award a prize,
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8.

_the Law Department and the Ethics Office. ) :

ill.  the survey is conducted in-house,

iv.  you do not in any way use or reference names, logos, or other intellectual
property owned by a party other than the Postal Service, and

v.  the purpose of the poll is not to gauge employees’ support for their union.

Responding to Customer Inquiries and Complaints on Official USPS Social
Media Accounts; Service Announcements. When responding to comments by
and/or questlons from customers, or issuing a simple hiring, service disruption or
similar operational announcement, whether as a Postal empioyee or Related Party
on Postal Service social channels, strictly follow any guides, instructions, scripts,
training materials or other materials that have been provided to you by the Social
Media Management Team, the Account Administrator or an Authorized Officer. Such
guides, instructions, scripts and training materials must be reviewed by the Law
Department prior to use.

Linking. Only the applicable Account Administrators may post external links on an
Official Account. In order to post an external link on an Official Account, Account
Administrators must comply with the rules and standards that apply to links on
usps.com as set forth In the Management Instruction on the Wab Site Affiliation
Program (AS-610-2012-3 or any update thereto or replacement thereof). If the link
and the surrounding text constitute an endorsement, then, in addition to complying
with the Management Instruction, you must get approval for the endorsement from

10.

Privacy Policy and Requirements. The Postal Service has an official Privacy Policy
(available at www, usps/com/privacy) and a handbook of regulations (Handbook AS-
353, Guide to Privacy, the FOIA, and Records Management). Employees must be
familiar and comply with these policies when engaging with customars via Social
Media, Additionally:

3. Respsct privacy; never ask for personal social networking passwords.
While making a “friend” request to an employee or coworker is permitted, a
request to obtain his or her password is not. To ensure that the privacy of
smployees’ and applicants’ personal blogs and social networking sites Is
preserved, do not ask employees, coworkers, or Postal Service job applicants for
their personal login passwords. However, if you manage an Official Account for
the Postal Service and leave your job, you must provide your manager with the
login information to that Official Account before leaving the Postal Service or that
role,

b. Modifications. Before adding any new application or functionality to & Social
Media account, site, or presence, consult with the Law Department and the
Privacy and Records Office in order to minimize risks and ensure legal
compliance, :

¢. Confidentiality. Maintain confidentiality of filas and materials that are marked
“confidential,” “internal only,” "restricted information,” “sensitive” or “sensitive-
enhanced information.” Do not publicly share any information marked “For
Internal Use Only.”

d. Personally ldentifiable Information (Pll). Notwithstanding gnything to the
contrary set forth herein, do not creats, post, share, disclose, display, or
otherwise make publicly available Personally Identifiable Information (Pil), unless
an exception is cbtained. All requests for potential exceptions sought for external
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disciosurs of Personally ldentifiable information (Pil) through Soclal Media must
be vetted through the Ad Review process to ensure compliance with the Privacy
Act of 1974, USPS Privacy Policy and other applicable Federal laws, and are

subject to final approval by the Chief Privacy and Records Management Officer.

11, Legal Requirements. You must comply with all Legal Requirements and Platform
Terms. Do not commit the Postal Service to any action unless you have
authority to do sc and the Postal Service is legally able to comply with such
commiiment,

12. Content Restrictions. Do not create, post, share, disclose, display, or otherwlse
make publicly available any sontent included in the below-listed categories:

a.

Content that violates another individual's rights, such as privacy or publicity
rights, including but not limited to an individual's name, likeness, or voice, except
as allowed by U.S. law for criminal law enforcement purposes.

Personal attacks, libelous statements, hate speech, defamation, fraugd,
accusations, threats, harassment, discriminatory comments targeting specific
individuals or groups or other unlawful or legally actionable material.

Content about the Postal Service, USPS products or services, USPS
management, coworkers, customers, vendors, or ofhers that is vulgar, obscene,
disparaging, threatening, intimidating, defamatory, discriminatory, harassing, or a
violation of the Postai Service's policies.

Endorsements of political parties, candidates, or groups.

Discugsions of topics unrelated to the Postal Service's mission or the goals listed

above.

Content that is generally considered obscene, violent, profane, deceptive, or
defamatory or that could be harmfut to minors.

Content advecating unlawful action.

Content that violates copyright, trademark, trade secret, patent, or other
inteflectual-propearty laws. '

Content that violates or is inconsistent with the applicable Platform Terms,

- Confent that is inaccurate, unsubstantiated, misleading, deceptive, or dishonest,

Confent that could subjact USPS to liability or & security risk.
Any software, program or flile that could damage the operation of another
person’s computer, such as a file containing a virus.

If you are unsure whethér certain Content falls info one of the categories listed
above, consult with the Law Department and the Privacy and Records Office before
posting the Content.

13. Third-Party Content; Brand Ambassadors.

a.

Use. Before posting, sharing or otherwise using third-party Content (such as
Sponsored Content, a statement endorsing USPS's brand or products, user-
generated Content or Content craated by another USPS employee or customer)
unless you are using such Content for eriminal law enforcement purposes and
permission to use such Content is not required under U.8, law:

1.Obtain written permission from the individual who created the Content to
use the Content, which permission should include a cerlification from the
individual that: (1) he or she independently created the Content and did
not use any third-party logos, names, slogans, images, text or designs,
and (2) if applicable, the Content is truthful, honest, and reflects the
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speaker’s current opinion based on his or her personal experience (the
Law Department can help you prepare the permission and can advise as
to whether an executed release is advisable or whether a less formal
permission is sufficient); ‘

2.Submit the Content to the Ad Review Team at
KN8ZD0@usa, dee.usps.qov for review, unless the Ad Review Team has
advised that such Content need not be reviewed; :

3.If the Postal Service has paid for of sponsored the Content or there is a
Material Connection between the Postal Servica and the third party who
creafad the Content, disclose that information, such as through a
statement that the Content has been “Sponsored by USPS;" and

4.Comply with, and ensure the Content complies with, the requirements set
forth in this Section 363.5. :

b. Solicitation. Consult with the Law Department before engaging in & campalgn or
initiative to solicit Content from third parties {(inciuding, but not limited to, Postal
Service employees).

363.6 Personal Use of Social Media

The following rules and recommended guidelines apply to all Postal Setvice employees and
Relatad Parties who use Social Media in an unofficial or Personal Capacity. As an independent

—______establishmentof the-Exeoutive Branch-of the-United-States Government; the-Postal Service ig-— —————-
responsible for ensuring that the public has access to accurate and trustworthy information
regarding the Posta! Service and the services that it provides. In addition, in certain instances,
the Postal Service may be held liable for the conduct of its employees and Related Parties even
if the employees and Related Parties were not acting in their Official Capacities. The purpose of
this section is to protect the public, promote transparency, and protect the Postal Service from
liability, :

1. Recommended guidelines

a. Transparency. The Federal Trade Commission (FTC), the agency responsible
for interpreting and enforcing the Federal Trade Commission Act (FTCA) (15
USC § 45), which prohibits deceptive acts and practices in or affecting
commerce, has issued Guides Goneerning the Use of Endorsements and
Testimonials in Advertising (the Guides) to shed light on how the FTC interprets
the FTCA in the context of endorsements. The Guides state that when there is a
relationship between an individual and the brand or product the individual is
endorsing, the individual must disclose his or her relationship:with the brand or
product if the retationship might materially affect the weight or credibility of the
endorsement. [f the individual fails to disclose the relationship, both the
individual and the company being endorsed could be subject to liability under the
FTCA. For iliustrative purposes, the Guides explain that an employee who
promotes his employer’s product on an online message board should disclose
his relationship with the manufacturer if knowledge of the relationship would
materially affect the weight or credibility of the employee's statement.
Accordingly, when promoting USPS products or services, please disclose your
refationship with the Postal Service if that information would materially affect the
weight or credibility of your statement from the perspective of a consumer. Also,
to avoid any implication that your statement reflects the official views of the
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Postal Service, please disclose that your views are your own and do not
necessarily represent the views of the Postal Service.

b. USPS Marks, Do not use USPS trademarks and logos when using Social Media
in a Personal Capacity if such use is likely to confuse consumers as to whether
your personal use is sanctioned by or affiliated with the Postal Service. For
example, do not place the USPS logo on your personal vehicle and post a picture
of that vehicle if others will assuma that your vehicle is an official USPS vehicle
when it is not being used as a USPS vehicle. Further, for the Postal Service's
protection as well as your own, please respect the laws that govern copyrights,
trademarks, and other intellectual property.

2. Rules

a. Unofficial Use. Unless you are an Account Administrator or have received prior
authorization from an Account Administrator or the Social Media Management
Team, do not use Social Media to speak for or act on behalf of the Postal Service
or suggest that you have the autherity to do so. In addition, do not create,
malntain, or administer any Social Media account that purports to be an official
Postal Service account unless the account has been approved by the Social
Media Management Team and is established and administered in accordance
with Segtion 363.4.

b. Behavior and Personal Conduct - Employees. Harassment, bullying,

discrimination, or retaliation on Social Media: (1) between coworkers; or (2) by
employees wha identify themselves as Postal Service employees on Social
Media that would be impermissible in the workplace is not permissible online,
even if it is done after hours, from home, and on a personal computer,
smartphone, laptop or tablet device. Employees are expected to conduct
themselves duting and outside of working hours in a manner that reflects
favorably upon the Postal Service. Although it is not the policy of the Postal
Service to interfere with the private lives of employees, it does require that Postal
Selvice employees be honest, reliable, trustworthy, courtecus, and of good
character and reputation. The Federal Standards of Ethical Conduct referenced
in Section 662.1 of the Employee and Labor Relations Manual also contain
regulafions governing the off~duty behavior of Postal Service employees.
Employees must not engage in criminal, dishonest, notoriously disgraceful,
immoral, or other conduct prejudicial to the Postal Saervics, whether done online
using a personal computer, smartphone, laptop or tablet device or otherwise,
Conviction for a violation of any criminal statute may be grounds for disciplinary
action against an employee, including removal of the employes, in addition to
any other penalty imposed pursuant to statute. This rule does not in any way
restrict or prohibit Postal Service employees from engaging in concerted
protected activity as provided for in the National Labor Relations Act (29 U.S.C.
151 et seq.), including the right to discuss wages, hours, benefits, and other
terms and conditions of employment.

¢. Behavior and Personal Conduct — Related Parties. Related Parties are expected
to conduct themselves during and outside of working hours in @ manner that
reflects favorably upon the Postal Service. Although it is not the policy ofthe
Postal Service to interfere with the private lives of Related Parties, it does require
that Related Parties who represent the Postal Service brand be honest, roliable,
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trustworthy, courteous, and of good character and reputation. Related Parties
must not engage in criminal, dishonest, notorlously disgraceful, immoral, or other
conduct prejudicial to the Postal Service, whether done online using a persohal
computer, smartphone, laptop or tablet device or otherwise. Conviction for a
violation of any criminal statute may be grounds for action against a Related
Party, including termination of the Related Party’s contract, in addition to any
other penalty imposed pursuant to statuie or contract, as applicable.

363.7 Definitions

The following definitions apply to this Social Media Policy:
1. “Account Administrators” is defined in Section 363 .4,
2. "Account Notices” is defined in Section 363.4.

3. “Ad Review Team” is the cross-functional group of USPS employees who review
advertisements. Gontent can be submitted by email to KNBZDO@usps.gov.

4. “Authorized Delegate” is defined in Section 363.4

. =B, ~4Authorized Offieer” Is definod-in Section 3884 - — -~ mem o - o

6. “Content” is all content, including, without limitation, all information, text, comments,
logos, slogans, designs, ideas, art, photos, videos, applications, sounds, music,
software, functionality, contests, sweepstakes, promotions and simitar materials that
is or will be posted, displayed, shared or otherwise made available on Social Media.

7. “Community Guidelines” are guidelines drafted by the USPS Law Department that
govern users’ use of an Official Account. Gommunity Guidelines are individually
tailorad for each account.

8. “Endorse” is the act of giving one’s public approval or suppori to someone or
something, such as a brand, product or service.

9. “Grandfathered Official Accounts” is defined in Section 363.4(1).

10. “Legal Requirements” are all laws, rules, regulations, guidance (including but not
limited to guidance issued by the FTC under the FTCA), and Postal Service policies,
enacted or adopted from time to time. ‘

11. "Material Connection” is, in accordance with 16 CFR § 255.5, a connection
between a company or individual and the USPS, which if disclosed, might materially
affect the weight or credibility of a statement made by the company or individual {i.e.,
the connection is not reasonably expected by the audience). For example, if the
USPS were to pay a celebrity to tweet about the USPS, there would be a Material
Connection between the USPS and the celebrity, as the weight of the tweet may be
materially affected by the unexpected relationship between the USPS and the

April 25, 2017 Page | 12




celebrity. In addition, an employment or contractual refationship could be considered
a Material Connhection.

12. “Official Account” is any Sccial Media account, site, or presence that (1) was
established on behalf of the USPS in accordance with Section 363.4 (or was
established on behalf of the USPS prior to the adoption of this policy and is a
Grandfathered Official Account), and (2) Is currently administered by cne or more
Account Administrators in accordance with this policy.

13, “Official Content” is all Content that is or will be posted, displayed, shared or
otherwise made publicly available for, by or on behalf of the Postal Service on any
Official Account or any Unofficial Account by any USPS employee or Related Party
in accordance with that employee's or Related Party’s Official Duties, Official
Content expresses the Postai Service's official volce. Unless you are acting
pursuant to your Official Duties and with prior approval as specified hersin, any
Content that you creats, post, display, or share is not Officlal Content.

14, “Official Duties” are those actions and/or responsibilities that have been
sponsored, fostered, approved or authorized (whether by law, policy, contract, or
otherwise) by a Postal Service manager with the authority to sponsor, foster,
approve or authorize such actions and/or responsibilities.

Social Media for the purpose of communicating (internally or externally) the official
views of the USPS as part of the employee’s or Related Party’s Official Duties.
Supetrvisors and contracting officers, when instructing an employee or Related Party
to use Social Media in an Official Capacity, must clearly explain the scope of the
assignment and authority and what Social Media tools can be used. Official Use can
include commurications on the USPS's Official Accounts as well as communications
on Unofficial Accounts. Official Use also includes the creation, procurement, and
posting of Official Content for or on behalf of the Postal Service. As a general
matter, when an employee or Related Party uses Social Media for an “Official Use,”
he or she is expressing the official voice of the USPS pursuant to his or her Official
Duties.

__15. *Official Use” or “Official Capacity” is an employee’s or Related Party’s use of

16, “Personal Use” or “Personal Capagity” is-an employee's or Related Party’s use of
Soclal Media to express his or har own views and excludes any use that constitutes
Professional Use or Official Use. Unless you are acting pursuant fo your Official
Duties and with prior approval as specified herein, you are using Social Media in a
Perscnal Capacity.

17. “Personally Identifiable Information” or “(Pll)” ig, in accordance with the definition
of “PII” get forth in OMB Memorandum M-07-16186, any infermation that can be used
to distinguish or trace an individual's identity, either alene or when combined with
other personal or identifying information that is linked or linkable to a speciflc
individual, The definition of Pl is not anchored to any single category of information
or technology. Rather, it requires a case-by-case assessment of the specific risk that
an individual can be identified. In performing this assessment, it is important for an
agency to recognize that non-Pll can become Pl whenever additional information is
made publicly avaliable — in any madium and from any source — that, when
combined with other available information, could be used to identify an individual.
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18.

19.

20.

21.

" current USPS employees are subject to this policy pursuant to clause (1) of Section

22,

23,

24,

25,

“Platform Terms” is defined in Section 363.4.

“Privacy and Records Office” is the USPS office that provides guidance on the
proper and consistent collection, processing, communication, use, and disposition of
sengitive information, such as private information about individuals and confidential
business information, along with sensitive-enhanced information, including P1)
throughout its lifecycle.

“Professional Use” or “Professional Capacity” is an employee’s or Related
Party’s use of Social Media for the purpose of performing his or her Official Duties
but excludes any use that constitutes an Official Use. An employee or Related Party
who is using Social Media for a Professional Use is not acting as the official voice of
the Postal Service. For example, an employee who uses Social Media to
communicate his or her own views on of to conduct research for an officlal USPS
initiative as part of that employee's Official Duties and with prior approval as
specifiad herein is using Social Media in a Professional Capacity.

“Related Parties” are all USPS contractors, consultants, and agents, as well as
other companies and individuals with a Material Connection to the USPS or who are
otherwise acting at the direction, on behalf, or for the benefit of the USPS, but
excludes all USPS employees, labor unions, management organizations, and the
representatives of such labor unions or management organizations {though all

363.1). For example, the term “Related Parties” includes advertising agencies acting
on the Postal Service’s behalf and third-party bloggers who have been compensated
to blog about the Postal Service,

“Restricted Social Media Site” is any Sccial Media platform or site that is not freely
accessible from Postal Service equipment because the Postal Service generally
blocks access to such platform or site.

“Social Media” is any form of electronic communication (i.e., websites for social
hetworking and microblogging) through which users create online communities to
share information, ideas, messages, and other content. Social Media includes,
without limitation: blogs, wikis, YouTube, podcasts, social-networking sites (e.g.
Facebook, Twitter, Pinterest, Instagram, and Linkedin}, microblogs, and Web 2.0 and
Gov 2.0 sites. Notwithstanding the foregoing, *Social Media" does not include
nonpublic online communities established for law-enforcement purposes,

“Social Media Management Team” is the Social Media Director and his/her team
that runs the day-to-day operations of the USPS Social Media function. The Social
Media Management Team shall recommend and review content for Official

Accounts, approve any changes andfor additions to current Official Accounts, review

and approve reguests to open new accounts or to terminate or consolidate existing
accounts, and provide timely responses.

“Social Media Advisory Panel” is the panel responsible for governance and major
overall strategic decisions. It consists of USPS employees from the following
stakeholder groups: Corporate Communications, Consumer and Industry Affairs,
Marksting, the L.aw Department, Human Resources, Information Technology,
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Government Relations, and Operations and works with the Soclal Media
Management Team for input, feedback, social media account actions, crisis advisory
processes, and policy decisions. The Panel members include an officer or the
officer's designes. '

26. “Social Media Guidelines” are guidelines established and maintained by the Social
Media Management Team, which govern the use and depiction of the Postal Service
brand, voice and logos on Social Media accounts. The Social Media Guidelines may
also be referred to as a "Playbook”.

27. “Sponsored Content” is Content prepared and/or posted by a Related Party or a
USPS employee pursuant to his or her Official Duties that promotes the Postal
Service, or Postal Servics products, sarvices, or customers, or discusses the USPS's
competitors. Sponsored Cortent expresses the personal views of the Related Party
or USPS employee, and not the official views of the USPS, For example, if an
influential person received consideration in exchange for endorsing a USPS preduct
on his or her personal Soclal Media account, that endorsement would constitute.
Sponsored Content. [n addition, if a USPS officer or brand ambassador in his or her
Professional Capacity and with prior approval as specified herein communicates
about the Postal Service on his or her personal account, those communications
would constitute Sponsored Content.

_ 28, “Unofficial Account” is any Social Media account, site, or presence thatisnotan _ _ .
Official Account.

29. “USPS" or "Postal Service” is the Unifed States Postal Service.

363.8 Additional Resources

For information on pre-negotiated amendments to Platform Terms, go to:
hitp:fwww.howto.gevisocial-medialterms-of-service-aqreements.

To learn more about Section 508 and web content go to:

hitp: /e, howto. goviweb-content/accessibility.

For more information regarding the USPS Privacy Policy, go to:
hitp:/hwww. Usps, com/privacypolicy.

To obtain guidance on issues related fo ethical conduct, the Hatch Act, endorsements, and the
limited use of government office equipment and information technology, contact the USPS
Ethics Office at Ethics.Help@usps.gov or 202-268-6348,

To obtain guidance and clearance on content through the Ad Review process, email.
KN8ZD0@usps.gov,
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RECEIVED
LABOR RELATIONS MAY U ‘ 20”

UNITED STATES

| )
POSTAL SERVICE rer

April 27, 2017

CORRECTED COPY

Mr. Brian J. Wagner Certified Mail Tracking Number;
President 7016 2070 0000 1715 5284

National Association of Postal Supervisors
1727 King Street, Suite 400
Alexandria, VA 22314-2753

Dear Brian:
The Postal Service proposes to revise Handbook EL-520, Guide fo USFPS Health Benefits Plan.

Under the proposed revisions, any break in service of more than three days, including five-day
breaks in service between appointments for certain non-career employees, will be considered a
Qualifying Life Event (QLE) for enroliment purposes in the United States Health Benefits Plan.

We have enclosed;

»  Two copies of the proposed revisions to Handbook EL-520, one with and cne without
changes identified

o Acopy of anarrative explanation of the purpese and effect of the proposed changes from
Erica Hayton, Manager, Benefits and Wellness

Please contact Bruce Nicholson at extension 7773 if you have guestions concerning this matter.

Alan 8. Moore

Manager
Labor Relations Policy and Programs

Enclosures

475 L'ENFANT PLaza SW
WasHingToN DG 20260-4101
WWW.USPS.COM
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LABOR RELATIONS

UNITED STATES

POSTAL SERVICE

April 21, 2017

Mr, Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Sulte 400

Alexandria, VA 22314-2753

Dear Brian:
The Postal Service proposes revisions to Managsment Instruction (M!) EL-430-2015-4, Back Pay.

Under the proposed revisions, any break in servié,e of more than three days, including five-day
breaks in service between appointments for certain non-career employees, will be considered a
Qualifying Life Event (QLE) for enrofiment purposes in the United States Health Benefits Plan.

We have enclosed.

«  Two copies of the proposed revisions to Handbook EL-520, one with and one without
changes identified

«  Acopy of a narrative explanation of the purpose and effect of the proposed changes from
Erica Hayton, Manager, Benefits and Wellness

Please contact Bruce Nicholson at extension 7773 if you have questions concerning this matter.

Ajan 8. Moore
Manager
Labor Relations Policy and Programs

A7B |EneanT Prazs SW
WasteTon DO 20260-4101
WNWLSPS.COM ‘




Compensation and Henefits

IRITIED STOTES

FOSTALBERVICE
April 19, 2017

ALAN MOORE

R Revisions to Handbook EL-520, Guide to USPS Health Benefits Plan

We propose to revise Handbook EL-520, Guide to USPS Healih Benefits Plan, to provide that
any break in service of more than three.days will be considered a qualifying life event (QLE) for
LIBPS Health Henefits Pan (USPSHB) plan enrollment purposes. Current policy states that a
break in service musibe mora than flive days to be considered a QLE.

Thig will align our policies with those applicable to FEHB, which provides for any iareak in service
of mora than three days to be considerad & QLE for purposes of enrolling in & health plen. This
change will also provide our non-carear warkforce with additionsl opportunities to enroll in the
LISPSHB plan i not currantly enrolled.

We have aftached a copy of the draft revisions, Please contact me if you wish to disouss,

Erica Mayton '
Mamager, Benefits and W@Ilneﬁs
Conipensation & Benofits

A75 L Tt Puage SW oo 9870
s abo e E}f: a1
RN LR 1




Enrollment, Change, and Cancellation
Opportunities

Opportunities to Enroll

All eligible employees may enroll (begin coverage) in the USPS Health
Benefits Plan as follows:

During the Open Season that begins each November.

When certain qualifying life events occur. An election must be made
within the time limits as specified in the Qualifying Life and Permitting
Events Change Matrix found in this Guide.

New Hires — CGCAs, MHAs, PSEs, non-career rural carriers (except

ARCs), and non-bargaining non-career employees {except casuals and
Holiday Clerk Assistants (HCAs)) may elect USPS Health Benefits Plan
coverage within 60 days of the date they were hired. Casuals may elect
coverage within 60 days of the date they become eligible for coverage.

Reappointment — Eligible employees have an opportunity to elect
coverage if they are reappointed after a break in service of more than
3 days. In the event that an eligible employee is reappointed after a
break in service of more than 3 days, then the employee has an

"~ T opportinity to elect coverage within 60 days of the reappointment date. =~

For those currently participating, plan enroliment continues during a
break in service of 5 days or less. If a Casual employee is reappointed
after a break of more than 13 weeks, then the employee will begin a
new measurement period. See page 3 for details regarding the
measurement periods used to determine full-time status for Casuals.

Opportunities to Change or Cancel Your Enroliment

Once you have enrolled, you have an opportunity to change your enrollment
{from Self Only to Self Plus One or Self and Family or vice versa) or cancel
your enroliment as follows:

During a subseguent Open Season (Open Seasons begin each
November and last approximately 4 weeks).

Handbook EL-520, October 2016 13




Guide to USPS Health Benefits Plan

] Other than Open Seasen, you may only change your enrollment from
Self Only to Self Plus One or Self and Family when certain qualifying life
events occur. You must make these slections within the time limits as
specified in the Qualifying Life and Permitting Events Change Matrix
found on page 28.
~  For non-career employees premiums are defaulted to being paid

on an after-tax basis. Therefore, unless you elect the pre-tax
payment of premiums, your premiums will be paid on an after-tax
basis, and you can reduce your coverage tier from Self and Family
or Self Plus One to Self Only or cancel your enrcliment at any
time — you do not have to have a qualifying life event.

~ i you elect the pre-tax payment of premiums, you may only reduce
your coverage tier from Self and Family or Self Plus One to Self
Only or cance! your enroliment as specified in the Qualifying Life
and Permitting Events Change Matrix found on page 28.

How to Enroll, Change or Cancel Your Enroliment

The United States Postal Service uses PostalEASE to enter USPS Heaith
Benefits Plan Open Season enrollments, changes, and cancellations and to
enter New Hire enroliments. All the information you need for using
PostalEASE is found on PS Form 3117, PostalEASE USPS Health Benefits
Plan Worksheet, which you use to prepare to:

Enroll

Change Enroliment

Cancel Enroliment

Review or change your pending Open Season transaciion

Review or update your dependent information” T
Review your current enrcliment information

Receive a copy of a health benefits election that was processed using
PostalEASE

Open Season dates will be posted each year on the Open Season LiteBlue
website at htip://liteblue.usps.gov/openseason. Do not wait until late in the
Open Season to enter your choice via PostalEASE. If you are already enrolled
and you do hothing during Open Season, then your enrolliment will continue.

All Open Season Self Only enroliments, changes to Self Only coverage, and
cancellations shouid be entered as employee self-service transactions using
PostalEASE. Since dependent information is not required for Self Only
coverage, such transactions are simple. Most Self Plus One and Self and
Family enroliments can also be completed as employee self-service
transactions, atthough they require additional information about your eligible
family members. The easiest way to enroll is via the PostalEASE Employee
Web, which is available through the LiteBlue page, Blue page, or on a kiosk.

14 Handbook EL-520, Octobsr 2016




Enraliment, Change, and Cancellation Opportunities

PostalEASE provides the enroliment date, processing date, and effective
date of your coverage when you complete your transaction. You may delete
or change a pending transaction until it Is processed. To prepare, first
complete PS Form 3117, PostalEASE USPS Health Benefits Plan Worksheet,
and follow the instructions carefully. All online, self-service transactions
enabile you to print a confirmation page for your records.

Handbook EL-520, October 2016 15




Qualifying Life and Permitting Events
Change Matrix

For consistency, since employees may be simultaneously eligible for the
'USPS Health Benefits Plan and FEHB, the USPS Health Benefits Plan
Qualifying Life and Permitiing Events Change Matrix Is similar to the Table of
Permissible Changes for FEHB. Benefit events are used to define and record
an occurrence in an employee’s life or job that relates to benefits, or an event
in the USPS Health Benefits Plan’s administration in benefit terms. Benefit
svents may have an effect on an employee’s eligibility and/or his or her
dependent's eligibility, coverage, or contribution deduction amount. Benefit
events can be classified as employee driven changes, employer driven
changes, or system generated changes. When an employee experiences a
qualifying life event (QLE) as described in the Qualifying Life and Permitting
Events Change Matrix, changes to the employee’s USPS Health Benefits
Plan caverage (including a change to Self Only and cancellation) and pre-tax
payment of premium contribution elections may be permitted so long as they
are because of and consistent with the QLEs. Be aware that time limits apply
for requesting changes.

Note: An employee who is enrolled in FEHB and has a Qualifying Life
Event may then have an opportunity to elect coverage under the USPS
Health Benefits Plan.

For non-career employees premiums are defaulted to be paid on an
after-tax basis. Therefore, unless you elect the pre-tax payment of
premiums, your premiums will be paid on an after-tax basis, and you
can change your enroliment from Self and Family to Self Only, Self and
Family to Self Plus One, Self Plus One to Self Only, or cancel your
enrollment at any time — you do not have to have a qualifying life event.

If you elect the pre—t'ax payment of premiums, you may only make a change
in your enrollment in accordance with the Qualifying Life and Permitting
Events Change Matrix.

If you have questions, contact the HRSSC by calling 877-477-3273, option 5;
TTY 866-260-7507.

Handbook EL-520, October 2018 27




Qualifying Life and Permitting Events Change Matrix

Guide to USPS Health Benefits Plan

Qualifying Life
Events (QLEs) That
May Permit Change
in Enroliment or
Election of Pre-Tax

vs, After-Tax Permitted Election of Pre- Time Limits in Which
Payment of Tax vs. After-Tax Payment | Change May Be
Premiums Permitted Enrollment Change of Premiums Permitted
From
Not Cancelor
Enrolled | Increase | Reduce When You Must File
Event to Coverage | Coverage Health Benefits
Code | Event Enrolled | Tier Tier! Participate Waive Election with HRSSC
1A Initial Opportunity to Yes N/A N/A Yes Automatic Within 60 days after
Enroll - New unless you becoming eligible
employee electpre-tax | PostalEASE
payment of Employee Self-
premiums Service is preferred
way for you to make
your election, not
HRSSC
1B Open Season Yas Yes Yes Yes Yes As announced by
USPS PostalEASE
Employee Self-
Service is prefetred
way for you to make
your glection, not
HRSSC
1CH Birth, adoption, Yes Yes Yeos Yes Yes May enroll or change
acquiring foster child beginning 31 days
or stepchild before the avent and
within 60 days after
the change in famity
status
1C2 Death of spouse Yas Yes Yes Yes Yes May enroll or change
within 60 days after
the change in family
- status - - R
1C3 Death of an eligible Yes Yas Yes Yes Yes May enroll or change
dependent child within 60 days aiter
the change in family:
status
1C4 Dependent child now | Yes Yes Yes Yes Yes May enroll or change
ineligible, for beginning 31 days
example: before the event and
B Child reaches age within 60 days after
26 the change in family
W Disabled child status
becomes capable
of self-support
1G5 Marriage Yes Yes Yes Yes Yes May enroli or change
beginning 31 days
before the event and
within 80 days after
the change in family
status
1C6 Divorce or annulment | Yes Yes Yes Yes Yes May enroll or change
beginning 31 days
before the event and
within 60 days after
the change in family
status

Handbook EL-520, Cctober 2016




Qualifying Life and Permitting Events Ghange Matrix

Qualifying Life
Events (QLEs) That
May Permit Change
in Enroilment or
Election of Pre-Tax
vs, After-Tax

Permitted Election of Pre-

Time Limits in Which

Payment of Tax vs. After-Tax Payment | Change May Be
Premiums Permitted Enroliment Change of Premiums Permitted
From
Not Cancelor
Enrolled | Increase Reduce When You Must File
Event to Coverage | Coverage Health Benefits
Code | Event Enrolled | Tier Tier! Participate | Waive Election with HRSSC
11874 QMSCO Add "Yes Yes Yes Yes Yes May enroll or change
beginning 31 days
before the event and
within 60 days after
the change in family
status
1C8 QMSCO Revoked Yes Yes Yes Yes Yes May enroll or change
beginning 31 days
before the event and
within 60 days after
the change in family
status
1D Any change in Yes N/A N/A Yes Automatic Within 60 days after
employee’s unless employment status
employment status waived change
that could result to
entitiement to
coverage, for
example:
B Resmploymient
after a break in
service of more
than 3 days
B Retwn to.pay
status from nonpay
status, or return 1o
recelving pay
sufficient 1o cover
premium
withholdings, if
coverage
terminated (If
coverage did not
terminate, see 1G)
1E Any change in Yes Yes Yes Yes Yes Within 60 days after
employee's employment status
amployment status change
that could affect the
cost of insurance,
including:
B Change from
tempaorary
appointment with
eligibility for
~ coverage under
5 UUSC 890Ba to
appointment that
pertnits receipt of
government
contribution
# Change from fuil
time to part time or
the reverse
Handbook EL-520, October 2016 20




Guide to USPS Health Benefits Plan

Qualifying Life
Events (QLEs) That
May Permit Change
in Enrollment or
Election of Pre-Tax
vs. After-Tax

Permitted Election of Pre-

Time Limits in Which

Payment of Tax vs. After-Tax Payment | Change May Be
Premiums Permitted Enroliment Change of Premiums Permitted
From '
Not Cancelor
Enrolled | Increase | Reduce When You Must File
Event to Coverage | Coverage Health Benefits
Code | Event Enrolied | Tier Tier! Participate | Waive Election with HRSSC
1F Employee restored to | Yes Yes Yes Yes Yes Within 60 days after
civilian position after return to civilian
serving in uniformed position
services 2
1G Employee, spouse or No No Yes Yes Yes Within 60 days after
dependent: employment status
B Begins nonpay change
status or
insufficient pay  or
® Ends nonpay
status or
insufficient pay if
coverage
continued
m (if employee’s
coverage
terminated, see
1D)
M (If spouse's or
dependent’s
coverage
terminated, see
1M)
1H Salary of temporary N/A No Yes Yes Yes Within 60 days after
employee insufficient receiving notice from
to make withholdings employing office
for plan SUREESTE TR
1l Employee (or covered | N/A Yes N/A {see No(see 1M) | No{see 1M} | Upon netifying
family member) 1M) HRSSG of move
enrolled in FEHB
health maintenance
organization (HMO)
moves or becomes
employed outside the
geographic area from
which the FEHB
carrler accepts
enrollments or, if
already outside the
area, moves further
from this area.*
1d Transfer from post of Yes Yes Yes Yes Yeos Within 60 days after
duty within a state of arriving at new post.
tha United States or Employees may enrolf
the District of or change beginning
Columbia to post of 31 days before
duty outside a State leaving the old post of
of the United States duty.
or District of

Gaolumbia, or reverse.

30
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Qualifying Life and Permitting Events Change Matrix

Qualifying Life
Events (QLEs) That
May Permit Change
in Enrotiment or
Eloction of Pre-Tax

vs. After~Tax Permitted Election of Pre- Time Limits in Which
Payment of Tax vs. After-Tax Payment | Change May Be
Premiums Permitted Enrollment Change of Premiums Permitted
From
Not Cancelor
Enrolled | Increase | Reduce When You Must File
Event to Coverage Coverage Health Benefits
Code | Event Enrolled | Tier Tier! Participate | Waive Election with HRS8C
1K Separation from Yes Yes N/A N/A N/A During the
employment when empioyee's final pay
the employee or period
employee's spouse Is
pregnant.
1L Employee becomes No No N/A N/A N/A Any time beginning
entitled to Medicare {see 1P {see 1P) (sea 1P) on the 30th day
and wants to change before becoming
to another plan or eligible for Medicare.
option, ¥ [Change may be
madle only once.]
1M Employes or eligible Yes Yes Yes Yes Yes Within 60 days after

family member loses

coverags under FEHB |

or another group

insurance plan

including the
following:

B L.oss of coverage
under ancther
FEHB enroliment
due to termination,
cancellation, or
change to Self
Only of the
covering
enrollment

loss of coverage.
Employees may enrolf
or change beginning
31 days before the
event.

& Loss of coverage
due to termination
of membership in
employese
organization
sponsoring the
FEHB plan 8

B |oss of coverage
under another
federatly-
sponsored health
benefits program,
including:
TRICARE,
Medicare, Indian
Health Service

B Loss of coverage
under Medicaid or
stmilar State-
sponsored
program of
medical assisiance
for the needy

Handbook EL-520, October 2016
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Guide to USPS Health Benefits Plan

Qualifying Life
Events {QLEs) That
May Permit Change
in Enrolliment or
Election of Pre-Tax

vs. After-Tax Permitted Election of Pre- Time Limits in Which
Payment of Tax vs. After-Tax Payment | Change May Be
Premiums Permitted Enrollment Change of Premiums Permitted

From

Not Cancelor

Enrolled | Increase | Reduce When You Must File

Event 1o Coverage | Coverage Health Benefits

Code Event Enrolled | Tier Tier! Participate Waive Election with HRSSC

™ Employee or eligible Yes Yes Yes Yes Yes Within 60 days after
family member loses loss of coverage.
coverage under FEHB Emp[oyees may enroll
or another group or change beginning
insurance plan 31 days before the
including the evernl.
following (cont.):

W |oss of coverage
under a non-
Federal health
plan, including
foreign, state or
local government,
private sector

M Loss of coverage
due to change in
worksite or
residence
(Employees in an
FEHB HMO, also
see 1) ‘

TN Loss of coverage Yes Yes Yes Yes Yes From 31 days before
under a non-Federal the employee leaves
group health plan the commuting area
hecause an employee to 180 days after
moves out of the arriving in the new
commuting area to commuting area.

" accept ancther - S -
position and the
employee’s non-
Federally employed
spouse terminates
employment to
accompany the
employee.
10 Employee or eligible Yes Yes Yes Yes Yes During Open Season,

family membet loses
coverage due to
discontinuation in
whole or part of FEHB

plan 7

unless OPM sets a
different time

32
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Qualifying Life and Permitting Events Change Matrix

Qualifying Life
Events (QLEs]) That
May Permit Change
in Enrollment or
Election of Pre-Tax

vs. After-Tax Permitted Election of Pre- | Time Limits in Which
Payment of Tax vs. After-Tax Payment | Change May Be
Premiums Permitted Enrallment Change of Premiums Permitted
From
Not Cancelor
Enralled | Increase | Reduce When You Must File
Event o Coverage | Ceoverage Health Benefits
Code Event Enrolled | Tier Tier! Participate Waive ‘ Election with HRSSC
1P Ervclled employse or | No No Yes @ Yes Yes Within 60 days after
eligible family QLE
member gains
coverage under FEHB

ar another group

insurance plan,

including the
following:

B Medicare
{Employees whe
become eligible for
Medicare and want
to change pians or
options, see il)

B TRICARE for Life,
due to enraliment
ih Medicare.

B TRICARE due to
change in
employment
status, including:
{1} entry intc active
military service, {2)
retiremant from
reserve milltary
service under
chapter 67, title 10

B Health insurance

acquired due to
change of warksite
or residence that
affects eligibility for
coverage

¥ Health insurance
acquired due to
spouss’s or
dependent’s
change in
employment status
(includes state,
iocal or forelgn
governmenrt or
private sector

employment} 3
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Guide to USPS Health Benefits Plan

Qualifying Life
Events (QLEs) That
May Permit Change
in Enrollment or
Election of Pre-Tax

vs, After-Tax Permitted Election of Pre- Time Limits in Which
Payment of Tax vs. After-Tax Payment Change May Be
Premiums Permitted Enrollment Change of Premiums Permitted
From
Not Cancelor
Enrolled | Increase | Beduce When You Must File
Event to Coverage | Coverage Health Benefits
Code | Event Enrolled | Tier Tier! Participate Waive Election with HRSSC
1Q Change in spouse’s No No Yeg ? Yes Yes Within 60 days after
or dependent’s : QLE

coverage options

under health plan

other than the USPS

Health Plan, for

example:

B Employer starts or
stops offering a
different type of
coverage {If no
other coverage is
availabie, also see
1M)

B Change in cost of
coverage

B HMO adds a
geographic service
area that now
makes spouse
eligible to enroll in
that HMO

B HMO removes a
geographic area
that makes spouse
Ineligible for
coverage under
that HMQ, but
other plans or
options are
available (If no
other coverage is
available, see 1M)

34
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Enroliment, Change, and Cancellation
Opportunities

Opportunities to Enroll

All eligible employees may enroll {begin coverage) in the USPS Health
Benefits Plan as follows:

During the Open Season that begins each November.

When certain qualifying life events occur. An election must be made
within the time limits as specified in the Qualifying Life and Permitting
Evenis Change Matrix found in this Guide.

New Hires — CCAs, MHAs, PSEs, non-career rural carriers (except
ARCs), and non-bargaining non-career employees (except casuals and
Holiday Clerk Assistants (HCAs)) may elect USPS Health Benefits Plan
coverage within 60 days of the date they were hired. Casuals may elect
coverage within 60 days of the date they become eligible for coverage.
Reappointment — Eligible employees de-ret have an opportunity to elect
coverage if they are reappomted after a break in service of more than 3
days the-s veerrappeintrments; sin
p{aﬁ—eﬁreﬂment—eeﬁhﬁaes—dﬁﬁng—a-é—dﬂy—bfeak- In the tmhkely event that

- an eligible employee is reappointed after a break in service of more than 3 . -

ays 6-daya-er-more-ancHess-than-13-weeks; then the employee has an

opportunity to elect coverage within 60 days of the reappointment date.
For those currently participating, plan enroliment continues during a break
in service of 5 days or less. If art Casual employee is reappointed after a
break of more than 13 weeks, then the employee will be-treated-as-anew
hire begin a new measurement period. See page 3 for details regarding
the measurement period used to determine full-time status for Casuals.

Opportunities to Change or Cancel Your Enroliment

Once you have enrolled, you have an opportunity to change your enroliment
(from Self Only to Self Plus One or Self and Family or vice versa) or cancel
your enroliment as follows:

Handbook EL-520, October 2016

During a subsequent Open Season (Open Seasons begin each
November and last approximately 4 weeks).
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Guids to USPS Health Benefits Plan

] Other than Open Season, you may only change your enroliment from
Self Only to Self Plus One or Self and Family when certain qualifying life
events occur. You must make these elections within the time limits as
specified in the Qualifying Life and Permitting Events Change Matrix '
found on page 28.

—  For non-career employees premiums are defaulted to being paid
on an after-tax basis. Therefore, unless you elect the pre-tax
payment of premiums, your premiums will be paid on an after-tax
basis, and you can reduce your coverage tier from Self and Family
or Self Pius One to Self Only or cancel your enrollment at any
time — you do not have to have a qualifying life event.

~  If you elect the pre-tax payment of premiums, you may only reduce
your coverage tier from Self and Family or Self Plus One to Self
Only or cancel your enrollment as specified in the Qualifying Life
and Permitting Events Change Matrix found on page 28.

How to Enroll, Change or Cancel Your Enrollment

The United States Postal Service uses PostalEASE to enter USPS Health
Benefits Plan Open Season enroliments, changes, and cancellations and to
enter New Hire enrollments. All the information you need for using
PostalEASE is found on PS Form 3117, PostalEASE USPS Health Benefits
Plan Workshest, which you use to prepare to:

Envoll

Change Enrollment

Cance! Enrollment

Review or change your pending Open Season transaction

14

Review or update your dependent information
Review your current enrollment information

Recelve a copy of a health benefits election that was processed using
PostalEASE

Open Season dates will be posted each year on the Open Season LiteBlue
website at http:/liteblue.usps,goviopenseason. Do not wait until late in the
Open Season to enter your choice via PostalFASE. if you are aiready enrolied
and you de nothing during Open Season, then your enroliment will continue.

All Open Season Self Only enrollments, changes to Self Only coverage, and
cancellations should be entered as employee self-service transactions using
PostalEASE. Since dependent information is not required for Self Only
coverage, such transactions are simple. Most Self Plus One and Self and
Family enroliments can also be completed as employee self-service
transactions, atthough they require additional information about your eligible
family members. The easiest way to enroll is via the PostalEASE Empioyee
Web, which is available through the LiteBlue page, Blue page, or on a kiosk.
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Enroliment, Change, and Cancellation Opportunities

PostalEASE provides the enroliment date, processing date, and effective
date of your coverage when you complete your transaction. You may delete
or change a pending transaction until it is processed. To prepare, first
complete PS Form 3117, PostalEASE USPS Health Benefits Plan Worksheet,
and follow the instructions carefully. All online, self-setvice transactions
enable you to print a confirmation page for your records.
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Qualifying Life and Permitting Events
Change Matrix

For consistency, since employees may be simultaneously eligible for the
USPS Health Benefits Plan and FEHB, the USPS Health Benefits Plan
Qualifying Life and Permitting Events Change Matrix is similar to the Table of
Permissible Changes for FEHB. Benefit events are used to define and record
an occurrence in an employee’s life or job that relates to benefits, or an event
in the USPS Health Benefits Plan’s administration in benefit terms. Benefit
events may have an effect on an employee’s efigibility and/or his or her
dependent’s eligibility, coverage, or contribution deduction amount. Benefit
events can be classified as employee driven changes, employer driven
changes, or system generated changes. When an employee experiences a
qualifying life event (QLE) as described in the Qualifying Life and Permitting
Events Change Matrix, changes to the employee’s USPS Health Benefits
Plan coverage {including a change to Self Only and cancellation) and pre-tax
payment of premium contribution elections may be permitted so long as they
are because of and consistent with the QLEs. Be aware that time limits apply
for requesting changes.

Note: An employee who is enrolied in FEHB and has a Qualifying Life
Event may then have an opportunity to elect coverage under the USPS
Health Benefits Plan.

For non-career employees premiums are defaulfed to be paid on an
after-tax basis. Therefore, unless you elect the pre-tax payment of
premiums, your premiums will be paid on an after-tax basis, and you
can change your enrolilment from Self and Family to Self Only, Seif and
Family to Self Plus One, Self Plus One to Self Only, or cancel your
enroliment at any time — you do not have to have a qualifying life event.

If you elect the pre-tax payment of premiums, you may only make a change
in your enrollment in accordance with the Qualifying Life and Permitting
Events Change Matrix.

If you have questions, contact the HRSSC by calling 877-477-3273, option 5;
TTY 866-260-7507.
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Qualifying Life and Permitting Events Change Matrix

Guide to USPS Health Benefits Plan

Qualifying Life
Events (QLEs) That
May Permit Change
in Enroliment or
Election of Pre-Tax
vs. After-Tax
Payment of
Premiums

Permitted Enrollment Change

Permitted Election of Pre-
Tax vs. After-Tax Payment
of Premiums

Time Limits in Which
Change May Be
Permitted

Event
Code

Event

From
Not
Enrolled
1o
Enrolled

Increase
Coverage
Tier

Cancel or
Reduce
Coverage

Tier!

Participate

Waive

When You Must File
Health Benefits
Election with HRSSC

1A

Initial Opportunity to
Enroll - New
employee

Yes

N/A

N/A

Yes

Automatic
unless you
elect pre-tax
payment of
premiums

Within 60 days after
becoming eligible
PostalEASE
Empioyee Self-
Service is preferred
way for you to make
your election, not
HRSSC

1B

Open Season

Yes

Yes

Yes

Yes

Yes

As announced by
USPS PostalEASE
Employee Self-
Service is prefesred
way for you to make
your election, not
HRSSC

11

Birth, adoption,
acquiring foster child
or stepchild

Yes

Yes

Yes

Yes

Yes

May enroll or change
beginning 31 days
before the event and
within 60 days after
the change in family
status

1C2

Death of spouse

Yes ‘

Yes

Yes

Yes

Yes

May enroll or change
within 60 days after
the change in family
status .

1C3

Death of an eligible
dependent child

Yes

Yes

Yes

Yes

Yes

May enroll or change
within 80 days after
the change in family
status

1C4

Dependent child now

ineligible, for

exampie:

m Child reaches age
26

M Disabled child
becomes capable
of self-support

Yes

Yes

Yes

Yes

Yes

May enroll or change
beginning 31 days
before the event and
within 60 days after
the change in family
status

1C5

Marriage

Yes

Yes

Yes

Yes

Yes

May enroll or change
beginning 31 days
before the event and
within 60 days after
the change in family
status

1C6

Divorce or annulment

Yes

Yes

Yes

Yes

Yes

May enroll or change
beginning 31 days
before the event and
within 60 days after
the change in family

| status

28
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Qualifying Life and Permitting Events Change Matrix

Qualifying Life
Events {QLEs) That
May Permit Change
in Enrollment or
Election of Pre-Tax

vs, After-Tax Permitted Election of Pre- Time Limits in Which
Payment of Tax vs. After-Tax Payment Change May Be
Premiums Permitted Enroflment Change of Premiums Parmitted
From
Not Cancel or
Enrolled | Increase Reduce When You Must File
Event to Coverage | Coverage Health Benefits
Code | Event Enrolled | Tier Tier! Participate | Waive Election with HRSSC
167 QMSCO Add Yes Yes Yes Yes Yes May enroll-or change
heginning 31 days
before the event and
within 60 days after
the change in family
status
1C8 QMSCO Revoked Yes Yes Yes Yes Yes May enroll or change
beginning 31 days
before the event and
within 60 days after
the change in family
‘ status
1D Any change in Yes N/A N/A Yes Automatic Within B0 days after
employee's unless employment status
employment status walved change
that could result to
entilement to
coverage, for
example:
® Reemployment
after a break in
service of meore
than &3 days
A Retum o pay
status from nonpay
status, or return to
recsiving pay
sufficient to cover
premium
withholdings, if
coverage
terminated {if
coverage did not
terminate, see 1G)
1E Any chiange in Yes Yes Yes Yes Yes Within 80 days after
employee's employment status
employment status » change
that could affect the
cost of insurance,
including:
Change from
temporary
appointment with
eligibility for
coverage under
5 USC 8906a to
appointment that
permits receipt of
government
contribution
B Change from full
time to patt time or
the reverse
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Guide to USPS Health Benefits Plan

Qualifying Life
Events {QLEs) That
May Permit Change
in Enroliment or
Election of Pre-Tax

vs. After-Tax Permitted Election of Pre- Time Limits in Which
Payment of Tax vs. After-Tax Payment | Change May Be
Premiums Permitted Enrollment Change of Premiums Permitted

From

Not Cancelor

Enrolled | Increase | Reduce When You Must File

Event to Coverage | Coverage Health Benefits

Code Event Enrolled | Tier Tier! Participate Waive Election with HRSSC

1F Employee restored to | Yes Yes Yes Yes Yes Within 60 days after
civilian position after return to civilian
serving in uniformed position
services 2

1G Employee, spouse or No No Yes Yes Yes Within 60 days after
dependent: amployment status
® Begins nonpay change

status or
insufficient pay 3 or

B Ends nonpay
status or
insufficient pay if
coverage
continued

= (If employee's
coverage
terminated, see
1D)

B (If spouse’s or
dependent’s
coverage
terminated, see
1M)

TH Salary of temporary N/A No Yes Yes Yes Within 60 days after
employee insufficient receiving notice from
to make withhoidings employing office
for plan

1l Employee {or covered | N/A Yes N/A (see No {see 1M} | No(see 1M) | Upon notifying
family member) 1) HRSSC of move
enrolled in FEHB
health maintenance
organization (HMO)
moves or becomes
employed outside the
geographic area from
which the FEHB
carrier accepts
enrollments or, if
already outside the
area, moves further
from this area.*

1d Transfer from post of Yes Yes Yes Yes Yes Within 60 days after
duty within a state of arriving at new post.
the United States or Employees may enrolf
the District of or change beginning
Columbia to post of 31 days before
duty outside a State leaving the oid post of
of the United States duty.
or District of
Columbia, or reverse.

30
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Qualifying Life and Permitting Events Change Matrix

Qualifying Life
Events (QLEs) That
May Permit Change
in Enroliment or
Election of Pre~Tax
vs, After-Tax

Parmitted Election of Pre-

Time Limits in Which

Payment of Jax vs. After-Tax Payment | Change May Ee
Premiums Permitted Enrollment Change of Premiums Permitted
From '
Not Cancel or
Enrolled | Increase | Reduce When You Must File
Event to Coverage | Coverage Health Benefits
Code Event Enrolled | Tier Tier! Participate Waive Election with HRSSC
1K Separation from Yes Yes N/A N/A N/A During the
employment when employee's final pay
the employee or petiod
employes's spouse Is
pregnant.
1l Employee becomes No No N/A N/A N/A Any time beginning
entitled to Medicare (see 1F) (see 1P} (see 1P) on the 30th day
and wants to change before becoming
to ancthey plan or eligible for Medicare.
option. 5 [Change may be
made only chce.]
iM Employee or eligible Yes Yes Yes Yes Yes Within 60 days after

family member losas

coverage under FEHB

or ancther greup
insurance plan
including the
following:

B [oss of coverage
under another
FEHE enrollment
due to termination,
cancetlation, or
change to Self
Only of the
covering
enroliment

loss of coverage.
Employees may envoll
or change beginning
31 days befors the
event.

A Loss of coveraga
due to termination
of membership in
employee
organization
sponsoring the
FEHB plan ©

B Loss of coverage
under ancther
federally-
sponsored health
beneflts program,
including:
TRICARE,
Medicare, Indian
Health Service

Loss of coverage
under Medicaid or
similar State-
sponsored
program of
medical assistance
for the needy
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Guide to USPS Health Benefits Plan

Qualifying Life
Events (QLEs) That
May Permit Change
in Enrollment or
Election of Pre-Tax

vs, After-Tax Permitted Election of Pre- Time Limits in Which
Payment of Tax vs. After-Tax Payment | Change May Be
Premiums Permitted Enrollment Change of Premiums Permitted
From
Not Cancel or
Enrolled | Increase Reduce When You Must File
Event to Coverage | Coverage Health Benefits
Code Event Enrolled | Tier Tier! Participate Waive Election with HRSSC
1M Employee or eligible Yes Yes Yes Yes Yes Within 60 days after
family memker loses loss of coverage.
coverage under FEHB Employees may enroll
or another group or change beginning
insurance plan 31 days before the
including the event.
following (cont.):
B Loss of coverage
under a rion-
Federal health
plan, including
forelgn, state or
local government,
private sector
B [oss of coverage
due to change in
worksite ar
residence
(Employees in an
FEHB HMO, also
see 1)
iN Loss of coverage Yes Yes Yes Yes Yes From 31 days before
under a non-Federal the employee leaves
group health plan the commuting area
because an employee to 180 days after
moves out of the arriving in the new
commuting area to commuting area.
accept another 8 SR
position and the
employee’s non-
Federally employed
spouss terminates
amployment to
accompany the
employes.
10 Employee or eligihle Yes Yes Yes Yes Yes During Open Season,

family member toses
coverage due to
discontinuation in
whole or part of FEHB

plan ¥

unless OPM sets a
different time

32
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Qualifying Life and Permitting Events Change Matrix

Qualifying Life
Events (QLEs) That
May Permit Change
in Enroliment or
Election of Pre-Tax
vs. After-Tax
Payment of
Premiumns

Permitted Enrollment Change

Permitted Election of Pre-
Tax vs. After-Tax Payment

of Premiums

Time Limits in Which
Change May Be
Permitted

Event
Code

Event

From
Not
Enrolled
to
Enrolled

Increase
Coverage
Tier

Cancelor
Reduce
Coverage

Tier'

Participate

Waive

When You Must File
Health Benefits
Election with HRSSC

1P

Enrolled employee or
eligibte family
member gains
coverage under FEHB
or another group
insurance plan,
including the

following:

® Medicare
(Employees who
bacome eligible for
Medicare and want
to change plans or
options, see 1L)

A TRICARE for Life,
due to enrollment
in Medicare

# TRICARE due to
change in
employmeant
status, including:
(1) entry into active
military service, (2)
retirement from
reserve military
service under
chapter 67, title 10

-} -E-Health-insuranes—|-

acquired due to
change of worksite
or residence that

affects eligibility for

coverage

H Health insurance
acquired due to
spouse's of
dependent's
change in
employment status
{inciudes state,
local or foreign
governiment or
private sector

employment) &

No

No

Yes ?

Yes

Yes

Within 60 days after
QLE
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Qualifying Life
Events (QLEs) That
May Permit Change
in Enroliment or
Election of Pre-Tax

vs, After-Tax Permitted Election of Pre~ | Time Limits in Which
Payment of Tax vs. After-Tax Payment | Change May Be
Premiums Permitted Enrollment Change of Premiums Permitted
From
Not Cancel or
Enrolled | Increase | Reduce When You Must File
Event to Coverage | Coverage Health Benefits .
Code | Event Enrolled | Tier Tier! Participate | Waive Election with HRSSC
1Q Change in spouse’s No No Yeg ® Yes Yes Within 60 days after
or dependent’s QLE :
coverage options
under health plan
other than the USPS
Heaith Plan, for
example:

m Employer starts or
stops offering a
different type of
coverage (If no
other coverage is
available, also see
1M)

m Change in cost of
coverage

M HMO adds a
geographic service
area that now
makes spouse
eligible to enroll in .
that HMO

o HMO removes a
geographic area
that makes spouse
ineligible for
coverage under
that HMIO, but
other plans.or
options are
avallable {If no
other coverage is
available, see 1M)
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Qualifying Life and Permitting Events Change Matrix

Qualifying Life
Events (QLEs) That
May Permit Change
in Enrollment or
Election of Pre-Tax
vs. After-Tax Permitted Election of Pre- Time Limits in Which
Payment of Tax vs. Afier-Tax Payment | Change May Be
Premiums Permitted Enroliment Change of Premiums Permitted
From
Not Cancel or
Enrolled | increase | Reduce When You Must File
Event to Coverage | Coverage Health Benefits
Code | Event Enrolled | Tier Tier! Participate: | Waive Election with HRSSG
iR Employee or eligible Yes Yes Yag © Yas Yes Within 60 days after
family member : the date employee or
becomes eligible for family member
assistance under bacomes eligible for
Medicaid or a State assistance.
Children’s Health
Insurance Program
(CHIP).

Empflayees may changa to Self Oniy outside of Open Season only if the OLE caused the envolfee to be the last eligible famify member
under the enrofiment. Employses may cancel enroliment outside of Open Season only if the QLE caused the enrollee and all the
eligible family members to acquirs other health insurance coverage. Employees paying premiums post-tax may cancel enroliment or
change from Self and Family to Self Only at any time.

Employees who enter active military service are given the opporiuniiy fo terminate coverage. Addftional information on the caverage of
employess who return from active military service is avallable from the H.R. Shared Service Center, 877-477-3273, optien 5,TTY
866-260-7507.

Employees who begin nenpay status or insufficient pay musi be given an opportunity to elect to continte or lerminate coverage.

This code reflects the FEHE reguiation that gives employees enrolled in an FEHB HMO who change from Self Only to Self and
Family or from one plan or option to another a different time frame than that allowed under TM. For change to Seif Only,
cancellation, or change in premium conversion status see 1M,

This code reflects the FEHB reguiation that gives employses enrofied in FEHE a one-time opportunity fo change plans or options under
a differant timeframe than that allowed by 1P. For change to Self Only, canceflation, or change in premium conversion status, see 1P.

If employee’s membershlp terminatas, (e.g., for failure to pay membership dues), the employee organization will notify the agsncy to
terminate the enroliment,

. Employee's failure to sefect ancther FEHB plan is deemed a cancellation.

Under IRS rules, this inclides start/stop of emplayment or nonpay staius, sirke or lockourt, and change i worksite.

If pre-tax payment of premiums is elected, a dacrease to Self Pius One coverage may be made only if the QLE feaves ona eligible family
member covered in addition to the enrollee. Employees may change ta Seif Only outside of Open Season only If the QLE caused all
efigible family members to acquire other health Insurance coverage. Employees may cancel enroliment outside of Open Season only if
the QLE caused the snrollee and afl eligible family members to acquire other health insurance coverage.
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RECEIVED

LABOR RELATIONS
MAY 01 2017
= UNITED STATES _
F POSTAL SERVICE rar
April 28, 2017
Mr. Brian Wagner Certified Mail Tracking Number;
President 7008 1140 0004 6691 8135

National Assoclation of Postal Supervisors
1727 King Street, Suite 400
Alexandria, VA 22314-2753

Dear Brian;

The Postal Service plans to revise Inspection Service Manual {ISM), Section 2-7
Badges/Credentials.

The purpose of the revisions is to clarify the badge credential issuance procedure, document
badge security, and add issuance of identification cards to retired Postal Inspectors, Postal Police
Officer Managers, Postal Police Officers, and Professional, Technical and Administrative Staff.

We have enclosed:

» Copies of proposed ISM, Section 2-7 Badges/Credentials, in current and revised final draft
formats
A copy of the summary of changes
A copy of a narrative explanation of the purpose and effect of the proposed changes

Please contact Bruce Nicholson at extension 7773 if you have guestions concerning this matter.

Alaf S. Moore
Manager
Labor Relations Policy and Programs

Enclosures

475 L'ENFANT PLAZA SW
WasHingron DG 20260-4101
WWW.USPS.COM




UNITED STATES POSTAL INSPECTION SERVICE

OFFIGE OF COUNSEL

April 7, 2017

Alan 8. Moore

Manager

L.abor Relations Policy and Programs
475 LU'Enfant Plaza, SW

Room 9318

Washirigton, DC 20260-4110

Re: Summary of Proposed Changes to inspection Service Manual (ISM) Section 2-7,
Badges/Cradentials, et seq.

Dear Mr. Moore:

Proposed changes to Inspection Service Manual (ISM) Section 2-7, Badges/Credentials, et seq.
cover the general areas of credential issuance procedurs, document and badge secwrity, and the
issuance of identification cards relative to the Law Enforcement Officers Safety Act (LEOSA). In
general, proposed changes update and clarify the language used for consistency and clarity.

Changes provide for specific procedures in requesting and obfaining badges and credentials, and
the procedure and manner in which retired credentials and badges are presented to separated
employees. C '

The LEOSA section outlines policy and procedurs regarding the application process and issuance
of individual photographic identification cards for use by former employees. The LEOSA
application process now requires verification of an individual’s identity and certification that the
applicant is in corpliance with 18 U.8.C. 826(C).

The proposed changes for each section are outlined in the altached addendum, Summary of
Changes Regarding ISM 2-7.3 Badges and Credentials.

Yy

Sandra L. Spector
Chief Counsel




Summary of Changes Regarding
ISM 2-7.3 Badges and Credentials

2-7.3 - Badges/Credentials {title remains unchanged)

2-7.3.1 Badges/Credentials Accountability renamed to Badges/Credentials Issuance
and Accountability

Summatry of Changes: Language clarified and updated. Section remains unchanged in
meaning or application.

2-7.3.1.1 Postal Inspector Badge/Credential Issuance renamed to Contractor
Credential Issuance

Summary of Changes: Replaces section 2-7.3.1.4. Section authorizes issuance of
credentials to contractors conducting background investigations.

273142 Postal Police-Officer-Badge/Credential-lssuanee-(Section Removed)
2-1-34-3-PT&A-Staff and Executive CredentiaHssuanee-(Section Removed)
2-7-3-4-4-Contractor CredentiaHssuance-(Section Removed)

2-7.3.2 Return of Badges/Credentials and Wallets to the SISC renamed to Lost or
Stolen Badges/Credenfials

Summary of Changes: Language clarified and updated. Section provides specific
guidance and requirements on reporting of lost or stolen badges or credentials.

2-7.3.3 Lost or Stolen Badges/Credentials renamed to Required Information for
Credential Issuance or Replacement

Summary of Changes: Language clarified and updated. Replaces section 2-7.3.4.
Section provides specific instructions regarding information required to issue or replace a
credential for current employee.




.

2-7.3.4 Required Information for Credential Issue, Reissue or Replacement renamed
to Encasement of Postal Inspector, PPO Manager or PPO Badges Upon Retirement

Summary of Changes: Language clarified and updated. Replaces section 2-7.3.4.
Section provides specific instructions and guidance on the issuance of previously
assigned badges to retired employees. For enhanced security, badges are now required
to be encased in Lucite, polyurethane or other similar tamper resistant material. Shadow
box presentations are no longer authorized. Encasement cost to be paid at the discretion
of the division.

2-7.3.5 Encasement of Postal Inspector or PPO Badges Upon Retirement renamed to
Presentation of Postal Inspection Service Credentials Upon Retirement

Summary of Changes: Language clarified and updated. Replaces section 2-7.3.6.
Section provides specific instructions and guidance on the issuance of credentials to
retired employees or surviving family members. For enhanced security, “RETIRED” or
“VOID" credentials must be stamped in addition to perforation,

2-7.3.6 Presentation of Postal Inspection Service Credentials Upon Retirement
renamed to Badges for Retired Postal Inspectors, Postal Police Officer Managers and
Postal Police Officers

Summary of Changes: Language clarified and updated. Replaces section 2-7.3.7.
Section provides specific instructions regarding ordering of *Retired” replica badges for
Postal Inspectors and Postal Police Officers.

(Se'ct'ion Removed)

2-7 .4 L.aw Enforcement Officers Safety Act (LEOSA) Identification

Summary of Changes: Language clarified and updated. Replaces section 2-7.3.8.
Section provides specific instructions regarding the application and issuance of
photographic identification cards under LEOSA. Outlines the requirement for the
submission of an application, in-person verification of the applicant's identity and a
certification that the applicant is in compliance with 18 U.S.C. 928(C). Also clarifies that
issuance of a LEOSA identification card is discretionary and the decision is final and non-
appealable,




Current ISM Regarding Badges/Credentials and LEOSA

»7.3 Badges/Credentials

2-7.3.1 Badges/Credentials Accountabhility

The Security Investigations Service Center (31SC) is the issuing source and repository for USPIS postal
inspector and postal police office badges, credentials and credential wallets.

All badges and credentials issued by the SISC are accountable property items.

If not assigned to an individual's‘aoceuntab!e property record, the badge and/ or credential must be
immediately returned via registerad or express mail to the SISC. USPIS Headquarters, divisions and
domiciles are not to retain unassigned badges or credentials.

Excess or defactive badges must be returned to the SISC via registered or express mail. All mail
carrespondence for matters related (o badges/ credentials should be addressed 1o

BADGE/CREDENTIAL DESK

SECURITY INVESTIGATIONS SERVICE CENTER
228 N, HUMPHREYS BLVD, 4TH FLOOR
MEMPHIS, TN 381610001

2-7.3.1.1 Postal Inspector Badge/Credential Issuance

Postal inspectors are issued a badge and photo credential upon certification by the chisf postal inspector.
Upon issuance or re-issuance, update the postal inspector's accountable property records in ISIS/PAPS
to refiect the new credential and/or badge numbers.

2.7.3.1.2 Postal Police Officer Badge/Credential issuance

PPOs are lasued a cap and breast badge set and photo credential upon graduation from PPO basic
training. Upon issuance or re-igsuance, update the officer’s accountable property records in ISHS/PAPS
io reflact the new credential and/or badge set numbers.

27518 PT&A Staff and Executive Credential Issuance

Professional, Technical and Administrative Staff (PTA) employees and exscutives arg issued an
accountable photo credential upon hiring, promotion, or transfer into the Postal Inspection Service, Upon
issuance oF re- issuance, update the employee's accountable property records in 1SIISPAPS to reflect
the new credential number,

2.7.3.1.4 Contractor Credential isguance

Individuals performing background investigation services under contract with the USPIS will be issued
“Special Investigator” contractor credentials. Accountability of contractor credentials is maintainecd by the
SISC with the contractor,

2-7.3.2 Return of Badges/Credentials and Wallsts to the BIBC

Badges and credentials which are no longer the responsibility of the individual in PAPS (Personal
Accountable Property System) must be returned immediately via registered or express mail to the SISC.
When replacement photo credentials are received by the requester, the old credential being replaced
must be retumed to the SISC and the individual's accountable property record updated.

Cradentials returned to the SISC wilt normally be destroyed. A request from family representatives of a
recently deceased employee would be an exception to this policy. Such a request must be submitted
through the respective division INC or designee to USPIS Headquarlers for approval.




Badges returned to the SISC due to transfer, resignation or retirement will not be subject to re-issue for a
minimum petiod of 30 days from date of receipt by the SISC. In the case of retiring postal inspectors, if &
request for the badge for encasement purposes has not been received by the SISC within 30 days after
the postal inspector's retirement, the badge will be retumed to inventory and subject to re-issue as
needed '

2.7.3.3 L.ost or $tolen Badges/Credentials
Lost or stolen badge and/or credentiai must be promptly reported to management.

A replacement badge and/or credential will be issued upen receipt of a written request from the affected
individual's manager cor INC/AIC. Include the NCIC number corresponding to the lost/stolen item in the
raquest. ' '

In the event the lost/stolen badge or credantial is recovered subsequent to a re-issue, immediately notify
the SISC in writing and return the recovered badgeferedential to the SISC via registered or express mail.

2.7.3.4 Required Information for Credential issue, Reissue or Replacement

Submit requests for initial issue of badges and/or credentials through the designated division or
Headguarters individual.

Photo credential replacement updates may be requested when warranted by a substantive changé such
as a name change, change of job title, etc. Requests for updated cradentials should be emailed to the
SISC mailbox. The request must contain the replacament information and justification,

These guidelines must be followed with respect to the necessary digital photo and signature requirements
for the two part photo cradential

a.Photographs must be taken with a digital camera at a normal 1o best resolution setting, and show
full face and shoulders only. The background should be light blue. Do not crop or re-size any
photos. Use the last name, first naime and the word photo in the file name. Photographs which
show areas other than the full face and shoulder will be retumed,

b. The individual should sign three times on a hlank sheet of white bond paper using black ball
point ink, When signing, create a sighature between 2 and 3 inches in length. Scan the signature
page using PaperPort or a flat bed scanner. A high resolution or 300ppi or higher setting should
be utilized if possible. Use the last name, first name and the word signature in the file name.

c.Submit the image files with your request and authorization/approval information via email to
the SISC mailbox. If submitting numerous requests or have image files which are too large for
amail transmission, mall the media (DVIVCD-Rom) containing the images to the SI1SC.

2.7.3.5 Encasement of Postal Inspector or PPO Badges Upon Retirement

Encased postal inspector or PPQO badges are authorized upon the request of the retiring empioyee or,
in the case of death, by the employee's surviving family. Under no circumstances may the retiree place
his or her own order for badyge encasgment.

All permanently assigned badges carred by a Postal Inspection Service eraployee through his or her
caraer, to include his or her current badge and those on file with the SISC, may be encased.

The local division will request the individuals past badges from the SISC within 80 days prior to
retirernent and no later than 30 days after retirement, The letter of request should include the employee’s
full name and EIN or WRN. I the current badge is to be encased prior to the effective retirement date,
the SISC will be requested to issue a tamporary badge. The requesting seven days after the employee’s
affective retirement date.

The postal inspector, PPO or surviving family may select any company fo encase badges and in
whatever encasement styls they choose, provided it is mounted in a shadow box or polyurethane easel.
The postal inspector, PPO or surviving family member must submit a request for encasement with the




estimated cost to the designated division exacutive or individual for approval. The employee's assigned
division bear responsibility for coordinating encasement and for the presentation of the encased badges
io the retiring employee or fo the surviving family. Responsibility for encasement costs will normally be
that of the retiring employee.

2-7.3.6 Presentation of Postal Inspection Service Credentials upon Retirement

Lipon the request of the employee, Postal Inspection Service credentials with he word "RETIRED”
perforated or otherwise marked on the identification portion of the credential will be presented to a retired
postal inspector, & PPO retires consonant with contractual provisions, and may be presented to a PTA A
PTA employes may request the prasentation of his or har credential by submitting a written request to their
manager prior to their effective retirement date.

When presentation is authorized, local management will send the credentials via registered or express
mail to the SISC. Included with the cradentizls must be a ransmittal lefter or email indicating the nature of
the request, The ‘RETIRELD credential will be returmned by the SiSC to the requester via registered or
express mail,

Employess who transfer to another agency or ancthar USPS depariment are not eligible to receive Postal
Inspection Service badges or gredential, even if they are otherwise eligible to retire.

A lost, stolen or damaged 'RETIRED credential will normally not be replaced by the SISC.
2-7.3.7 Badges for Retired Postal Inspectors and Postal Police Officers

A full-size badge is authorized for retired postal inspectors. This is a commercial item that may be
purchased by a retired inspector from the authorized vendor. The cost of the badge is the responsibility of
the retiring employee,

A badge is authorized for retired Security Force personnel (bargaining unit officers, supervisors, and
managers). It bears the banner "RETIRED.” These badges are marksted in a leather carry wallet by the
authorized vendor. The eost of the badge is the responsibility of the retiring employse. The only
authorized vendor for the retired postal inspector and PPO badges:

GERARD K. DAVIS, LTD,

PO BOX 1424

WOONSQCKET, Ri 02896-0843
Telephone: 401-766-8760

Fax 401-768-81450

a-mail. GROL&I@aol.com

2.7.3.8 Law Enforcement Officers Safety Act Certification for Retired Employees

The Postal Inspection Service does not issue cradentials or identification cards to separated employees,
The “retired” credential is sufficient to identify the emplovee as having been employed in a law
enforcement position. Employees wishing to carry firearms may request a letter certifying they mest the
qualifications outlined in 18 U.8.C. 926C. Direct requests, in writing, to the Assistant Chief Inspector,
Investigations and Security Support. Include full name, address and contact number where the individual
can be reached if further information is needed. Requaestors will be notified in writing concerning their
status.




Proposed |ISM Revisions Regarding Badaes/Credentials and LEOSA Identification for Use
in Conjunction with the Law Enforcement Officers Safety Act

2-7.3 Badges/Credentials

2-7.3.1 Badges/Credentials Issuance and Accountability

The Security Investigations Service Center (SISC) s the issuing source and repository for Postal
Inspector, Postal Police Officer Manager, Postal Police Officer, and Professional, Technical and
Administrative staff badges, credentials, and credential wallets.

All badges and credentials issued by the SISC are accountable property items and shall be recorded in
the individual's accountable property records in ISIIS/PAPS.

USPIS headquarters, divisions and domiciles are not to retain unassigned badges or credentials and all
badges and/or credentials not assigned to an individual's accountable property must be immediately
returned to the SISC.

Excess or defective badges must be returned to the SISC via Priority Mail - Express addressed to:
BADGE/CREDENTIAL DESK
SECURITY INVESTIGATIONS SERVICE CENTER
225 N. HUMPHREYS BLVD. 4TH FLOOR
MEMPHIS, TN 38161-0001

2-7.3.1.1 Contractor Credential Issuance

Individuals performing background investigation services under contract with the USPIS will be issued
“Special Investigator' contractor credentials, Accountability of contractor credentials is maintained by the
SISC in conjunction with the contractor,

2-7.3.2 Lost or Stolen Badges/Credentials

A lost or stolen badge and/or credential must be promptly reported to the individual's immediate
supervisor and entered into NCIC.,

A replacement badge and/or credential will be issued upon the written request from the individual's
highest level manager or INC, Requests must include the NCIC number corresponding to the lost/stolen
ftem.

In the event the lost/stolen badge or credential is recovered subsequent to a re-issue, immediately notify
the SISC and return the recovered badge/credential to the SISC via Pricrity Mail — Express.

2-7.3.3 Required Information for Credential Issuance or Replacement
Digital photo and signature requirements for the two part photo credentiak:

a. Photographs must be taken with a digital camera at a normal to best resolution setting, and show
full face and shoulders only with a light blue background. Do not crop or re-size any photos. Use the
last name, first name and the word “photo” in the file name, e.g., doe.jane.photo. Photographs
which show areas other than the full face and shoulder will be returned.

b. The requestor must sign their name three times on a blank sheet of white bond paper using black
ink. When signing, create a signature between 2 and 3 inches in length. The signature page must
be scanned at a resclution of 300ppi or higher. Use the last name, first name and the word
"signature” in the file name, e.9., dog jane.signature.

c. Submit the image files with the request and authorization/approval information via email to the
“Security Investigations Service Center Maitbox” (MEG@uspis.gov). If submitting numerous




requests or if the image files are too large for email transmission, mail the media {(DVD/CD-ROM)
contalhing the images to the SISC.

Current employees may request an updated photo credential when warranted by a substantive change,
e.g., hame change, change of job title, significant and permanent change of appearance. Requests for
updated credentials should be emailed to the Security Investigations Service Center Mailbox and must
contain the replacement information and justification.

2-7.3.4 Encasement of Postal Inspector, Postal Police Officer Manager or PPO
Badges Upon Retirement

Upon the request of the retiring employee or, in the case of death, by the employee's surviving family,
encased Postal Inspector, PPO Manager or PPO badges may be authorized, Retirees shall not place
their own order for badge encasemant,

All permanently assigned badges carried by a Postal Inspection Service employee through his or her
career, to include his or her current badge and those on file with the SISC, may be encased.

Division management shouid request the individual's past badges from the SISC no sooner than 60 days
prior to retirement and no later than 30 days after retirement. The letter of request shouid include the
employee’s full name, EIN or WRN, and the scheduled retirement date. A temporary badge should be
requested from the SISC if the current badge is to be encased prior to the effective retirement date. If a
request for badge encasement has not been received by the SISC within 30 days after the Postal
Inspector's retirement, the badge will be returned to inventory and subject to re-issue.

The Postal Inspector, PPO Manager, PPO, or surviving family may select any company to encase badges
and in whatever encasement style they choose, provided it is encased in polyurethane, Lucite or similar
tamper-resistant material. Shadowboxes or other similar mounting presentations are not acceptable or
authorized. The employee's assigned division/group bears responsibility for coordinating encasement and
for the presentation of the encased badges to the retiring employee or to the surviving family.
Encasement costs will be paid for at the discretion of the division.

2-7.3.5 Presentation of Postal Inspection Service Credentials Upon Retirement

Postal Inspection Service credentials with the word “RETIRED” stamped and perforated on the
identification partion of the credential may be presented to a retired Postal inspector, Postal Police Officer
Manager, Postal Police Officer, and Professional, Technical and Administrative staff upon request.
Requests should be submitted in writing to the requestor's manager prior to the requestor's effective
retirement date.

Credentials with the word "VOID" stamped and perforated identification portion of the credential are
limited to requests from family representatives of deceased employees. Requests must be submitted, in
writing, by the local management with an explanation to the Deputy Chief Inspector Headquarters
Operations or the Inspector in Charge, Office of Counsel. _

When presentation is authorized, local management will send the credentials via Priority Mail - Express to
the SISC, A transmittal letter or email indicating the nature of the request must be included with the
credentials . The "RETIRED” or "VOID" credential will be returned by the SISC to the retired employee or
the deceased employee’s family via Priority Mail - Express.

Employees who transfer to another agency or a non-law enforcement position within the USPS are
normally not eligible to receive Postal Inspection Service badges or credential, even if the employee is
otherwise eligible to retire,

A lost, stolen or damaged *RETIRED" or “VOID” credential will generally not be replaced, Requests for
replacement should be directed to the Inspector in Charge, Office of Counsel.




2-7.3.6 Badges for Retired Postal Inspectors, Postal Police Officer Managers and
Postal Police Officers

Retired Postal Inspectors, Postal Police Officer Managers or Postal Police Officers are authorized to
purchase an Inspection Service replica badge bearing the word "RETIRED” in the banner. Retired Postal
Inspector, Postal Police Officer Manager or Postal Police Qfficers may purchase this commercial item
from the authorized vender, The cost of the replica badge is the responsibility of the retiring employee.

The only authorized vendor for the retired Postal Inspector and Postal Police Officer badges is:

GERARD R. DAVIS, LTD,

PO BOX 1424

WOONSOCKET, RI 02895-0843
Telephone: (401) 766-8760

Fax: (401) 769-91450

e-mail. GRDLid@aocl.com

2-7.4 Law Enforcement Officers Safety Act (LEOSA) Identification

Retired or separated Postal Inspectors, Postal Police Officer Manager and Postal Police Officers may be
issued a LEQSA Identification upon compietion of the following:

a) Submission of an application,
b} In-person verification of the applicant’s identity, and
c} Certification of the applicant's compliance with 18.U.8.C. 926C(c).

{dentifications issued under this section will state on the face “Retired U.S. Postal Inspector,” "FPostal
Police Officer Manager” or “Retirec Postal Police Officer.”

The process for obtaining a LEOSA |dentification is as follows:

1) Applicant should contact a local division or domicile to make an appointment for completion of
*Application for Law Enforcement Officer's Safety Act Identification”, in-person identity
verification, photo and signature. Photograph and signature must be | in accordance with
specifications outlined in 2-7.3.3,

2) The completed Application, photograph and signature should be forwarded by the division to the
Office of Counsel at the following address or via email at LEOSA@uspis.gov.

OFFICE OF COUNSEL

U.S. POSTAL INSPECTION SERVICE
475 UENFANT PLAZA SW, RM 3100
WASHINGTON, DC 20260-2201

3) Office of Counsel will conduct a review to ensure the applicant’s compliance with 18 U.5.C.
8928C(c) and, If approved, will forward all required documentation to the SISC at the address
listed in 2-7.3.1 for final processing.

4)  The SISC will mail the LEOSA |dentification to the applicant.

The decision to approve or deny LEOSA |dentification is discretionary. Decisions regarding issuance are
final and there are ho appeal rights.

A lost, stolen or damaged LECSA Identification will generally not be replaced. Requests for replacement
should be directed to the Inspector in Charge, Office of Counsel.
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TITLE 18 - CRIMES AND CRIMINAL PROCEDURE
PART | - CRIMES
CHAPTER 44 - FIREARMS

§ 928C. Carrying of concealed firearms by qualified retired law enforcement officers

()

Notwithstanding any other provision of the law of any State or any political subdivision thereof,

an individual who is a qualified retived law enforcement officer and who is carrying the identification
required by subsection (d) may carry a concealed firearm that has been shipped or transported in
inferstate or foreign comumerce, subject to subsection (b).

(1

{d)

This section shall not be construed to supersede or Hmit the laws of any State that—

(1) permit private persons or entities to prohibit or restrict the possession of concealed fircarms
an their property; or

(2) prohibit or restrict the possession of fivearms on any State or local government property,
installation, building, base, or park,

As used in this section, the term “qualified retired law enforcement officer” means an individual
{1y separated from service in good standing from service with a public agency as a law
enforcement officer;

{2y before such separation, was authorized by law to engage in or supervise the prevention,

detection, investigation, or prosecution of, or the incarceration of any person for, any violation of
taw, and had statutory powers of mivest,

@) (A) before such separation, served as a law enforcement officer for an aggregate of 10 years

o1 mote; or

{B) senarated from service with such agency, after completing any applicable probationary

pertod of such service, due 1o a service-connected disability, as determined by such agency;
(4) during the mostrecent 12-month period, has met, at the expense of the individual, the standards
for qualification in firearms training for active law enforcement officers, as determined by the
former agency of the individual, the State in which the individual resides or, if the State has
not established such standards, either a law enforcement agency within the State in which the
individual resides or the standards used by a certified firearms instructor that is qualified to conduct
a firearms qualification test for active duty officers within that State;

) {A) has not been officially found by a qualified medical professional employed by the agency
to be unqualified for reasons relating o mental health and as a result of tiis finding will not
be issued the photographic identification as described in subsection (d)(1}; or
{B) has not entered into an agreement with the agency frony which the individual is separating
from servics in which that individual acknowledges he or she is not qualified under this section
for reasons relating to mental health and for those reagons will not receive or accept the
photographic identification as deseribed in subsection (d){1);

{6) is notunder the influence of alcohol or ancther intoxicating or hallucinatory drug or substance;

and

{7y ig not prohibited by Federal law from recefviag a firearm,

The identification required by this subsection is—

{1} a photographic identification issued by the agency from which the individual separated from

service as a law enforcement officer that indicates that the individual has, not less recently than one

year before the date the individual is carrying the concealed firearm, been tested of otherwise found
by the agency to meet the active duty standards for qualification in firearms training as established
by the agency to carry a firearm of the same type as the concealed firearm; or

@)
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(A) aphotographic identification issued by the agency from which the individual separated
from service as a law enforcement officer; and
(B) a certification issued by the State in which the individual resides or by a certified firearms
instructor that is qualified to conduct a firearms qualification test for active duty officers
within that State that indicates that the individual has, not less than I year before the date the
individual is carrying the concealed firearm, been tested or otherwise found by the State or a
certified firearms instructor that is qualified to conduct a firearms qualification test for active
duty officers within that State to have met-—
(1) the active duty standards for qualification in firearms training, as established by the
State, to carry a firearn of the same type as the concealed firearm, or
(I1) ifthe State bas not established such standards, standards set by any law enforcement
agency within that State to carry a firearm of the same type as the concealed firearm.
e} Asused in this section—
(1) the term “firearm”-—
(A) except as provided in this paragraph, has the same meaning as in section 921 of this title;
(B) includes ammunition not expressly prohibited by Federal law or subject to the provisions
of the National Firearms Act; and
{{) does not inchude—
(1) any machinegun (as defined in section 5845 of the National Firearms Act);
(i) any firearm silencer (as defined in section 921 of this title), and
{#l) any destructive device {as defined in section 921 of this title); and
(2) the term “service with a public agency as a law enforcement officer™ includes service as a
law enforcement officer of the Amirak Police Department, service as a law enforcement officer
of the Federal Reserve, or service as a law enforcement or police officer of the executive branch
of the Federal Government.

(Added Pub. L. 108-277, § 3(a), July 22, 2004, 118 Stat. 866; amended Pub. .. 111-272, § 2(c), Oct, 12,
2010, 124 Stat, 2855

References in Text

The National Firearms Ast, referred to in subsec. {(23(1)(B), (C)(3), is classified generally to chapter 33 (§ 3801 et seq.)
of Title 26, Internal Revenue Code. Seg section 5849 of Title 26, Section 5843 of such Act is classified to section
5845 of Title 26,

Amentiments

2010-—8ubsec. (o)} 1), Pub, L. 111-272, § 2{e}{1 }(A), substituted “separated from service”™ for “retired” and struck out
*, other than for reasons of mental instability” afier “officer”,

Subsec. (2)2). Pub. L, 111-272, § 2(e)(1X(B), substitated “separation” for “retirement”,

Subsee, (€)(3MAY Pub, L. 111272, § 20X 1), sabstituted “separation, served as a law enforcement ofTicer foran
aggregate of 10 vears ormore™ for “retiroment, was regulatly employed as a law enforcement officer for an aggregate
of 15 years or more”,

Subsec. (¢)(3){R). Pub. L, 111-272, § 2{e){1)(C){ii), substituted “soparsted™ for “retired”.

Subsee. (6)4), Pub, L. 111272, § 2(e){1)(1, added par. (4) and struck out former par. (4) which read as follows: “has
a nonforfeitable right to benefits under the retivement plan of the agency;”.

Subsec. (€)(5). Pub. L. 111-272, § 2(c)(1)(E), added par. (5} and struck out former par. {5) which read as follows:
“during the most recent 12-month period, has met, at the expense of the individual, the State’s standards for training
and quakification Tor active law enforcement officers to earry frearms;”,

Subsec, (1), Puby, L. 111-272, § 2()(2)AY, substitnted “separaied” for “retived” and “lo meet the active duty
standards for qualification in firearms training as established by the agency to carry a firearm of the some type as the
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concealed firearm” for “to meet the stendards established by the agency for training and qualification for active law
enforcement officess to carry a firearm of the same type s the concealed firgarm”,

Subses, (dH2XA). Pub, L. 111-2272, § 2(c){BXKI), substituted “separated” for “retired”.

Subsec, (2B, Pub. L. [11-272, § 2(eX2)(B)}(ii), substitnted “or by a certified fircarms instructor that is qualified
o conduct a fireanms qualification test for active duty officers within that State that indicates that the individual has,
not less than | year hefore the date the individual is carrying the concealed firearm, been tested or otherwise found
by the State or a certified firearins instructor that is qualified to conduct a firearms qualification test for active duty
officers within that State to have met--" for “that indicates that the individual has, not less recently than one year
hefore the date the mdividual is carrying the concealed fivearm, been tested or otherwise found by the State to meet the
standards established by the State for training and qualification for active law enforcement officers to carry a furearr
of the same type as the concealed firearm.” and added cls, (I) and (I1).

Subsec. (). Pub. L. 111-272, § 2(c)(3), added subsec. (&) and struck out former subsec. (¢) which read as follows:
“As nsed i this section, the erm “firearm’ does not include---

“(1) any machinegus (as defined in section 58435 of ihe National Firearms Aci);
*(2)y any firearm silencer (as defined in section 921 of this title); and

*“(3) a destructive device {as defined in gection 921 of this title).”
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March 29, 2017

Mr. Brain J. Wagner Certified Mail Tracking Number:
President 7016 1370 0002 3014 6472
National Association Postal Supervisors

1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

As an update to our December 5, 2014 notification (enclosed), the Postal Service is moving the
testing phase of the robotic {unmanned) Mail Transportation Equipment (MTE) from the Brookiyn
Processing & Distribution Center (P&DC) to the Pennwood P&DC.

The decision to conduct testing at this new location is to provide additional performance data for
this application. A total of eight Vision Guided Vehicles (VGV) will be utilized. Four Tow Trucks
will begin testing in April and four Pallet Jack Trucks will begin testing in June. As indicated in our
previous correspondence, this testing will be for the purpose of evaluating the design,

determining the suitability, and assessing the applicability of these devices.

If there are any questions, please contact James Lloyd of my staff at extension 3946,

T

Contract Administration (APWU)

Enclosures

475 LEnFanT Puaza SW
WasHingTon DC 20260-4101

WWLUSPS.COM (CA2017-157)
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December 5, 2014

Mr. Louis Atkins Certified Mail Tracking Number:
President 7013 3020 0002 3617 1138
National Association of Postal Supervisors

1727 King Street

Alexandria, VA 22314-2753

Dear Louis;

As an update to our May 8 notification (enclosed), the Postal Service is moving the testing
phase of the robotic (unmanned) Mail Transportation Equipment (MTE) from the Chicago
Logistics & Distribution Center (Busse L&DC) to the Brookiyn Processing & Distribution
Center {P&DC).

The decision to conduct testing at this new location is to provide additional perfermance data
for this application - consisting of three (3) Vision Guided Vehicle (VGV) Tow Trucks which
will reptace the current aged and defective Automated Guided Vehicle (AGV} equipment at
this facility. As indicated in our previous correspondence, this testing will be for the purpose
of evaluating the design, determining the suitability, and assessing the applicability of these
devices.

The testing at this new location is estimated to begin in mid-December and is expected tg
extend through late 2015. At this time, the Postal Service stilf does not have any plans for
any future deployment.

As additional information, a copy of the information regarding the VGV MTE that will be
provided to the empioyees at this facility is also enclosed.

If there are any questions, please contact Todd C. Coffey of my staff at extension 6004.

Contract Administration (APWU)

Enclosures

475 LEncanT Puaza SW
WasHngTon BC 20260-4101 (CAZO 1 4-9?4)

VWWALLSPS.COM
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March 30, 2017

Mr. Brian J. Wagner Certified Mail Tracking Number:
President 7016 1370 0002 3014 6267

1727 King Street, Suite 400

Alexandria, VA 22305-2600

Dear Brian:

As a matter of general interest, the Postal Service intends to pilot a Phase |
training initiative for Lead Mail Processing Clerks. The purpose of the initiative is
to provide Lead Mail Processing Clerks with the information and tools to aid them
in the performance of the jobs.

The Phase | training pilot is scheduled to take place at the Oklahoma City,
Oklahoma Processing and Distribution Center (P&DC) beginning in mid-April.
The training will consist of existing training material and will cover the following

topics:
Leadership Web End-of-Run (WebEOR)
Safety Mail Processing Equipment

(MPEwatch)

Team Communication Mait Transport Equipment
Decision Making Surface Visibility (SV)
National Color Code Policy TACS
Start the Clock for Method for Commercial | On-the-Job Instructor (OJI)
Mail
Lean-Six Sigma Principles Getting Started with Excel
Run Plan Generator (RPG) AFSM100 Certification
DBCS Processing (Pre-Requisite) DPS Overview (Pre-Requisite)
Time and Attendance (Pre-Requisite)

475 L'EnNFANT PLAZA SW
WaSHINGTON DG 20260-4101 (CA2017-159)

WWW.LISPS.COM



This is a 61 hour training, which includes 21 hours of pre-requisite eLearning
courses {0 be completed prior to the training, and 40 hours of training consisting
of eL.earning and facilitator led classroom training. The training will initially be
provided to all current Lead Mail Processing Clerks in the Oklahoma City, OK
P&DC and will subsequently be provided to employees who are successful
bidders on Lead Mail Processing Clerk positions. It is anticipated the current
Lead Mail Processing Clerks in the Oklahoma City, OK P&DC will receive the
Phase | training by April 30.

The training will not be a qualification for the Lead Mail Processing Clerk bid
position and will not include a pass/fail exam.

Enclosed is a copy of the tentative curriculum schedule and list of pre-requisite
courses.

If you have any questions, please contact Shannon Richardson at extension
5842.

Rickey R. Dean
Manager
Contract Administration (APWU)

Enclosure

(CA2017-159)



Draft Curriculum for Lead Mail Processing Clerk Phase | Training

version: 03/29/2017

1400-1575 Introductions & Leadership Module
15751600 N/A Seif-Led 0.25 Break
1600-1650 10021640 E 0.50 Workplace Safety Orientation
1650-1725 10026128 E 0.75 Report Hazard, Unsafe Condition/Practice Module 1
1725-1800 10026353 E 0.75 Report Hazard, Unsafe Condition/Practice Module 2
1800-1850 N/A Seif-Led 0.50 Lunch
1850-1950 3621463 E 1.00 Fostering Effective Team.Communication
1950-2050 3622783 E 1.00 Decision Making Fundamentals
2050-2075 N/A Self-Led 0.25 Break
2075-2175 10019137 E 1.00 National Color code Policy Web-Ex with SME -
2175-2225 1820160 E 0.50 Start the Clock Web-Ex with SME (TBD)
2225-2250 N/A ILT 0.25 Review / Critique Day 1
8.50 Monday Hours




Pre-Requisite Courses

LMS COURSE COURSE DESCRIPTION Delivery | Duration

00010376 Program Name: DBCS Processing Methodology Tour 1 |TOUR 1 ONLY: Prepare the learner to work safely using the correct methods to operate the DBCS based

ILT .
{OTJI) automation equipment according to USPS standards. 8.00
. TOUR 3 ONLY: Prepare the learner with the ability to work safely using the correct methods to operate the DBCS 8
ki
00010381 MP50 DECS Processing Methodology Tour 3 {OTJI) based automation equipment according to USPS standards. ILT 0
10020958 NSP: Delivery Point Sequence (DPS) Overview An overview of the Dellvery Point Sequencing (DPS) on the Delivery Bar Code Sorter (DBCS) operation. E 1.00

L s L _. ._.s_m v..om_.m_s _m nﬂnu:on .o u..o<_nw m:ﬁo_d_mo..u m:n :..n:uaoa s.E. So »oo_u :ooouunQ *o_‘ uqouoq =.=m n:n 3
2156400 Time Is Money: Time and Attendance for Supervisors attendance u_.onon._am It's overail osoozé _w no 3%8 unﬁo__ m&:unswam m:n ==n5=ozuan o<ma_.:w. .mn_.uz K
T e e T _>=n_a=nw.=u=n-oﬂm=32_moa R SRR L : SRR D .

| ase
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LaBor RELATIONS

> UNITED STATES D

\&u’ y--17

POSTAL SERVICE

March 30, 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service has créated four postcards that will be mailed
to employees concerning Thrift Savings Plan (TSP} partigipation.

The postcards will be sent to different categories of employees based on their participation status.

We anticipate distribution will be completed by the end of April.
We have enclosed the following:

- Postcard 1. Alt Federal Employees Retirement System (FERS) employees who are either
not participating whatsoever or who are contributing less than 5% of their income to TSP,

- Posteard 2: All Civil Service Retirement System (CSRS) employees who are not
participating in TSP.

- Postcard 3: All CSRS and FERS employees who are contributing less than the Internal
Revenue Service (IRS) maximum to TSP, but are not covered by the categories of
employees who will receive Postcard 1.

- Postcard 4: All CSRS and FERS employees over age 50 who are at the IRS maximum for
regular contributions, but are not at the IRS maximum for catch-up contributions.

Please contact Noah Meyers at extension 5024 if you have questions concerning this matter.

. Mogre
Manager
Labor Relations Policy and Programs

Enclosures

475 LEnFanT PLaza SW
WasHiNGTON DC 20260-4101
WWW.USPS.COM
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Lagos RELATIONS

UNITED STATES

bp 4417

POSTAL SERVICE

March 29, 2017

Brian J. Wagner

President

National Association of Postal
Supervisors

1727 King Street, Suite 400
Alexandria, VA 22305-2600

Gregory S. Acord

Anthony D. Leonardi

Co-Presidents

United Postmasters and Managers of America
8 Herbert St

Alexandria, VA 22305-2800

Dear GeMn: 2/2(%/\ ,

As a matter of general information, the Postal Service plans {o implement a Reduction-in-Force

{RIF) of Postmaster Reiief (PMR} employees that are on

Impacted employees will receive specific RIF notices of re
hard copy information to their address of record to assist t
the RiF period.

PMRs identified in this RIF may submit a request for non-g
vacant PMR positions to their Manager, Human Resource
An opportunity will alzo be provided to PMRs during the R
Postmaster (EAS-18) and Postmaster (PTPO) (PTPM-56)

Please contact Phong Quang at extension 2857 if you ha

Sincerely,

1%

Bruce A. Nichelson
Manager
Labor Relations Policy Administration

Enciosure

AT5 L ENFANT Pragza SW
Wigh 1 DG 20260-4101

clis in non-authorized positions.

assignment or separation. along with
nem with exercising their options during

ompetitive reassignment to authorized
5 (District) up to the RIF effective date.
F period fc apply in eCarser for vacant
positions.

& gquestions concerning this matter.




AHRM Telecon 3/30/2017
Workforce Repositioning sends established list of impacted 3/30/2017

PMR's to Area HR for confirmation.

Area HR comfirms status of PMR's to Workforce

Repositioning 3/31/2017 4/7/2017
Workforce Repositioning compiles informational packets to

be mailed to impacted PMRs 31712017 4712017
Workforce Repositioning sends informational packets with 411412017
Reduction in Force announcement to impacted PMR]'s.

Impacted PMRs may request reassignment to a 2-hqur

RMPO or a 6-hour PTPO by contacting their District HR 4/14/2017 - 6/23/2017
Manager.

Impacted PMRs can also apply for promotion through a

mandatory eCareer posting for vacant EPM- 56 and EAS- 42512017 51312017
18 Postmaster positions.

Issue Specific RIF Notice 4/14/2017
Specific RIF Notice Period 4/14/2017 6/23/2017
District HR submits RIF separation and/or assignmerit

worksheets to HRSSC. 4/14/2017 6/23/2017
Effective Date of RIF Separations 6/24/2017
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