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January 6, 2017

Mr. Brian J, Wagner

President

National Association of Pestal Bupervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Bear Brian:

As a matter of general interest, the Postal Service intends to preview a new innovation called
“The Most Wonderful Ornament” at the Consumer Electronics Show in January.

The Postal Service will also produce several videos centered on this innovation,

“The Most Wonderful Ornament” is a device shaped like a holiday ornament that plugs into a USB
port and signals the sender of & package when the package is en route, delivered, and opened.
The en route and delivered signals will be sent to the ornament using information pulled from
UEPS Tracking that utifizes our traditional carrier scans. The opened signal will be sent to the
ornament from a chip contained in the packaging.

Enclesed are two promotional brochuras.

Please contact Bruce Nicholson at exdension 7773, if you have questions conceming this matter.

Sincerely,

ol A

/f”“ Alan 8. Moore

Manager
Labor Relations Policy and Programs

Enclosures

475 L'ENFANT PLaza SW
WasHinaToN DG 20260-4101
WWW,USPS,GOM




THE MOST WONDERFUL ORNAMENT
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The Most Wonderful Ornament tracks your package from the moment
it’s sent, delivered and opened by your recipient. You can track the
package from your tree, desk, bedside, or anywhere you like.
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OPENING

IMPORTANT! You'll find a white device attached on the inside of the box. This is your
tracker. When you remove the foam packaging, please do not detach the tracker. The
ornament communicates with the tracker and will not work without it.




EASY SETUP on

HOLIDAY LIGHTS ‘! !'

SPLITTER

USB POWER ﬁl

CONNECTING TO THE LIGHTS

Connect the ornament by plugging the power adapter into a strand of holiday lights
or a wall outlet.
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STARTUP

The Most Wonderful Ornament will flash blue, red and green during startup. Once the
flashing stops, the connection is complete and your ornament is ready.




HANGING ON THE TREE

Use the power cable as a fastener to hang the ornament from your tree.




PACKING

Place your gifts inside the box and add packing material for safe shipping. Fill out the
pre-paid shipping label located on the outside of the box.
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There are a few different ways to send your gift. You can schedule a pickup at
usps.com/pickup, visit your local Post Office™, or drop it off at a UsPs® Collection
Box.




10

DETAILED INSTRUCTIONS
(FOR THOSE WHO REALLY LOVE INSTRUCTIONS)

SETTING UP THE ORNAMENT

To hang The Most Wonderful Ornament on your tree with a single strand of holiday lights,
simply plug the ornament using the power adapter into the end of the cord.

If you have more than one strand of holiday lights on your tree, simply disconnect a strand
of cords and insert the power splitter between the two. Then, plug the power adapter into
the power splitter.

The power cable acts as a fastener you can use to hang the ornament from a branch en the
tree. When hanging, make sure to keep the ornament away from high heat sources.

If you’re not placing the orhament on your tree, plug the power adapter into a wall outiet.
Then, rest the ornament on a surface using the ring stand.

The ornament will flash brightly during startup and connection. If the ornament flashes for
more than two minutes, try moving it around for better reception. Once the flashing stops,
the connection is complete and your ornament is ready.

The ornament will shine white to indicate it is in standby mode. Once the package is
processed, the ornament has begun the first phase of tracking!




OPENING AND PACKING THE GIFT BOX
Remove all foam packaging with the easy-to-use tabs.

IMPORTANT! You'll find a white device attached on the inside of the box. This is your
tracker. When you remove the foam packaging, please do not detach the tracker. The
ornament communicates with the tracker and will not work without it.

Fill box with as many gifts as you like and add packing material for safe shipping and seal
the box with tape.

Fill out the pre-paid shipping label located on the outside of the box.

Schedule a pickup using usps.com/pickup, visit your local Post Office™, or drop it off at a
. ® .
USPS ™ Collection Box.

*This package is utilizing tracking technology that will enable the sender, The Postal Service
and developers to know when the box has been opened. By opening the box you agtee to
participate in this technology.

© United States Postal Service 2016.
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Sticker
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_ F UNITED STATES

POSTAL SERVICE
ECEIVE

JAN 17 2017
December 30, 20186

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.

The update includes: Eliminate Cut of Sequence 3PM Trigger, Disable Paclkage Intercept,
January 2017 Price Changes, MDD Log cleaning, MDD Registry Update, and MDD Verizon
Qwver the Air (OTA) switching.

The update will be tested beginning the week of January 8, with national release scheduled for
January 23.

Enclosed is the final draft copy of the MDD Release 5.2 Service Tallc
Please contact Bruce Nicholson at extension 7773 if you have questions concerning this matter.
Sincerely,

T AAA

,gm/-\lan S. Moore
Manager
Labor Relations Policy and Programs

Enclosure

A75 L'Enrant Praza W
WasHinagToN DC 20260-4101
WA, USPS,COM
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E UNITED STATES rm E © E n v

POSTAL SERVICE
‘ JAN 25 2017

January 18, 2017

-

Mr. Brian J. Wagner Certified Mail tracking Number:
President 7016 1370 0002 3014 1026
National Association of Postal Supervisors

of the United States
1727 King Street
Alexandria, VA 22314-2753

Dear Brian:

As.a matter of general interest, the Postal Service will be expanding MyPO access to include a
clerk role. Currently, there are eighteen tasks in MyPO that are completed by a supervisor or
manager. The expansion will allow clerks access to six of those tasks.

The clerk role will include the following tasks:

Hold for Pick-up/COD
Expedited Packaging Supplies
Retail Inventory -
3849-Second/Final Notice
Return to Sender ltems

PO Box Sampling

oA WN

The supervisor or manager in the office will oversee the assignment and completion of the six
clerk role tasks. Logging into MyPO will be done on a daily basis by both management and the
assigned clerk(s). Clerks will request MyPO clerk role access through eAccess and be trained
locally. Any office that uses MyPO will have access. The effective date for this initiative will be
January 21%.

If there are any questions, please contact Ms. Shannon Richardson of my staff at extension
5482.

_~Nanager
Contract Administration (APWU)

AT5 LEneanT PLaza SW
WasHiNaTON DG 2026C-4101 (CA-2017-18)

WWWLLUSPS.COM
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January 18, 2017

JAN 23 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 updated the Intelligent Mail Data
Acquisition System (IMDAS) to include;: SPM Back Office Flat Mail Sampling Requests; Dial up
sites connection to RIMS; IMD Connection to RIMS Icon Indicator; Renaming Standard Post to
USPS Retail Ground; Renaming Standard Mail to USPS Marketing Mail; New International
Barcode Added — HA-HZ, and No Package Intercept for On-Street Users.

Enclosed is the final draft copy of the IMDAS Release 16 (SW Version 16.12) January 2017
Service Talk.

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

Alan 3. Moore
Manager
Labor Relations Policy and Programs

Enclosure

475 L'ENFaNT Praza SW
WasHINGTON DG 20260-4101
WWW.LISPS,COM
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January 27, 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 May 10, 2016, notice concerning testing mobile shelving units in
2-Ton vehicles at the Fort Point Station in Boston, Massachusetts.

In order to test this equipment in different environments, we are moving the shelving units and
vehicles to the Mount Oliver Station Pittsburgh, Pennsylvania (15203, 15210, and 15211) in the
Western Pennsylvania District.

Baseline data collection is scheduled to begin the week of February 6, with vehicles scheduled to
be moved the week of February 27. We will continue with data collection in the new location.

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

Manager
Labor Relations Policy and Programs

475 |’ENFANT PLaza SW
WasHingToN DG 20260-4101
WY, LISPS.COM




NATIONAL ASSOCIATION OF POSTAL SUPERVISORS

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

Phone (703) 836-9660

February 3, 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: USPS FY2017 NPA Proposed Revisions and Clarifications to Unit Indicators

Dear Bruce,

The National Association of Postal Supervisors (NAPS) is in receipt of your February 2, 2017 letter regarding
FY2017 National Performance Assessment (NPA) where the USPS is proposing changes and clarifying Unit
Indicators related to Machine “A¢-Risk”, Remote Encoding Center (REC) Machine 4¢-Risk and Customer
Insights.

Per our January 26, 2017 USPS/NAPS consultative meeting at USPS to address the above FY2017 NPA Unit
Indicators, NAPS was satisfied with the USPS position regarding the REC and the Customer Insights Unit
Indicators. Specifically:

¢ NAPS has no objection to the TJSPS revising the scorecard for Remote Encoding Center (REC) and removing
the Machine A¢-Risk Performance and redistributing the weight of that indicator proportionately to the
remaining indicators of the REC than add another unit indicator.

e NAPS has no objection to the USPS revising only the definition of the FY2017 NPA Indicator Customer
Insights to provide clarity to the definition and the calculations used within the indicator, NAPS further
understands there will be no change to the target or thresholds for this indicator.

s NAPS appreciates the USPS recognizing that the established goals for the Machine “A#-Risk” Performance
indicator from Cell 10-Cell 15 wete deemed unobtainable and has elected to correct this error. NAPS is in
agrecment to re-spread Cell 8 through Cell 15 for this indicator to allow for attainable incremental
improvement for all equipment sets. However, NAPS further reviewed the Machine “A#-Risk” indicator with
our subject matter experts (SME’s) in the plants. If the USPS is committed to ensure all equipment sets have
attainable goals for incremental improvement, NAPS suggests the following revision:

o USPS split the AFSM goals between Automatic Infeed (AI) and Automatic Tray Handling
System (ATHS) machines. AFSM machines that have the Automatic Infeed (AT) and the
Automatic Tray Handling System (ATHS) will always have higher at risk numbers than AFSM
machines that are fed and swept manually. NAPS position is that it would be fairer not to
compare plant operations that have automated systems against plants that run manually.

Please contact me if you should have any questions regarding this letter or NAPS Machine “A4¢-Risk” suggestion.

Regards,

Brian J. Wagner

National President
Hepresenting supervisors, managers and postmasters in the United States Postal Service
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February 2, 2017

Mr. Brian J. Wagner

President

Mational Association of Postal Suparvisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

This is in further reference to our December 23 and November 23 correspondence regarding the
Y2017 National Parformance Assessment (NPA) Unit Indicators.

The Postal Service proposes lo make revisions to the Machine "Al-Risk™ Performance incloatar In
order to correct an error In the 15-cell matrly (by equipment type.) The error consisted of set
individuat equipment type thresholds ranging from Cell 10-Cell 14 at levels which have been deemed
unobtainable. Therefore, we propose to re-spread Cell 8 through Cell 15 to allow for attainable
ncrermental improvement for ali aguipment sets.

The Postal Service alse proposes to revise the scorecard for the Remote Encoding Center (REC)
and rarmove the Macline "AbRisk” Performance indicator. it has been determined that data Is not
available for this indicator at the REC slte, The Postal Seivice has determined that it would be rore
appropriate to redistribute the weight of that indicator proportionally to the remaining Indicators rather
than add another unit indicator. Pursuant to Title 38 U.8. Code §1004 (d), we invite your
racomimendations conceming thase propoesals,

in addition, ihe Postal Service will revise the definition of the FY2017 NPA Indicator Cuslomer
Insights in order to provide clarity to the definition and the calculations used within the indicator. The
explanation of each survey caleulation has been enhanced to incorporate mare visusl
representations of the methodology used in sach survey. This change will promote a more concise
understanding of the factors within each survey and its corresponding impact on the overall indicator
scare. There has basn no change to the target or the thresholds for this indicator.

Please contact Seth Lennon at extension 2238 if vou have questions concerning this matter.

{

Sincerel /i

/’(Z -

Bruce A, Nicholson
Manager
Labor Relations Policy Administration

Enclosures
ATE LEMART Pyas S

Whskinvow D0 200604 101
SRV PR DO




oo Mr. Tulino
Mr. Nichaolson (LRPA 2016-116)
Mr. Alaxancrovich®
Mr. Daan®
wir. Dleving™
Ms, Hércules™
Mr. Miakar*
Mr. Moore®
Ms. Perron®
Mr. Vinay Gupla
Ms. Pam Grooman
B Jirn Herrmann
Chron

Ooc. 1D: Lahor Relations\SHARED\Policy AdministrationtPFPAFY2017\ LRPA- 2016-116\Unit
indicators\i-27-17 Unit indicator Revisions\REC Slte Unlt Indicator Proposal.doc

i R10:BiMNicholson:br20260-4101

* Capy sent electronically




FY2017 NPA Correction Overview

REC Site Scorecard:
Issue: REC Site services all plants/facilities and has very limited equipment type within the facility. Machine-At-Risk
indicator was weighted at 20%. It has been determined Machine-at-Risk indicator data is not available for the REC Site.

Recommendation: Past practice has been when an indicator score is unavailable, NPA makes the indicator an
“exception”. The weight of that indicator and is redistributed proportionately to the remaining indicators. We are

recommending revising the REC Site scorecard accordingly.

As originally planned

Proposed Revision

Weight Bapth Waight Depth

1 |TOE % Plan 40% LF i |TOE % Plan 60% LF
2 |TWH % Plan 2 TWH % Plan

3 |Grievance Backlog and Cost Reduciton 3 iGrlevance Backlog and Cost Reduction

4 |Employee Avallabllity 20% LF 4 [Employae Avalabllity 26% LF
& |Trips on Time ) 5 [Trips onThme

8 |Total Accident {Hait) 1% LF 6 |Total Accllant (Unit) 12.6% LF
7 [Hon-Caraer Ernployee Turnover 10% LF 7 [Hon-Career Employse Turnover 12.6% ¥
8 [Retail Revenue % Plan § |Hetall Revenue % Plan

9 [Surface Visibility Stanning 9 |Surface Visibility Scenning

10 |Controller index 10 [Controllzr Index

11 |BMEV Index 11 [BMEW Index

12 {Customer insights 12 |Customer Ingights

13 |Composite Soan Performance 13 |Composite Sean Performancea

14 [farcel Seleel 14 |Paraot Soloct
15 [EEO Forenats Per 100 Employees vs SPLY 15 |EEC Formaks Per 100 Employees vs SPLY

18 [3.6 Day Surtoce 16 |3.5 Ray Surface

17 |AAU T ADE Scan Performance 17 |AALLADE Scon Parformance
18 |Of 1 BE Scan Performance 18 OE.f DE Scan Performance

19 [Machine At Risk % P e;; etol] 19 [machine At Risk

100% 100%

Machine-At-Risk Indicator:

issue: Targets were established based on the Top Quartile for each equipment type. An error in the 15-cell matrix by
equipment type has been brought to our attention, Individual equipment type targets ranging from Cell 10 — Cell 15 for
some equipment sets have been set at levels that are unattainable.

Recommendation: Re-spread Cell 8 — Cell 15 to allow for attainable incremental improvement for all equipment sets.

Cl Indicator:
Issue: Definition referenced incorrect Question number for identified surveys.

Recommendation: Revised definition to eliminate referenced question humbers and provide additional clarity/visual on
calculated score.




FY17 - Customer Insights

Cl-BSN Targets and Thresholds

96.87

96.73

1.66

1.82

81.83 | 83.35

Cl - Delivery Targets and Thrashold

Cl-CCC Targets and Thresholds

Cl - Index Targets and Thresholds

99.00

80.00 | 83.00

Pescription

The customer experience measurement for USPS is referred to as Customer Insights (CI}. The CI composite mefric is & weighted multi-channel customer
driven measurement which presents an Improved holistic view of the customer's experience with USPS. The weighting of the components is based on the
depth of the indicator on each scorecard as listed below. A cell value is assigned to each Cl component based on targsts for that specific component which
are then combined using the weights for the appropriate depth. Each of the five components of the Cl indicator is assigned a weighted proportional value from
which the aggregate value is used to calculate final cell and apply the Cl Index for that cell,

Cl Components
1. Business Service Network {BSN): Based on accounts in Panorama USPS’ CRM database that have opened a service request and responded to & survey,

The BSN survey is an event based survey which measures the customer's level of satisfaction with their BSN Account Representative. BSN is measured at
the National and Area depths onty, and District BSN scores are for the entire.Area.

Survey Question: How satisfied are you with the OVERALL service provided during this interaction?

Weight towards calculation (based on depth): National - 30%, Area - 3%, District - 30% (measured at the area level)

2. Enterprise Customer Care {eCC) Reopen Rate: Basad oh % of cases reopened - Final score-will be based on Open Cases as of last day of FY
Weight towards calculation (based on depth): National — 10%, Area ~ 20%, District ~ 20%

3. Point of Sale (POS): Based on retail customers who conduct fransactions at USPS locations with POS equipment and respond to a survey. The POS
surveyis an event-based customer satisfaction survey which measures the customers experience at POS retail locations.

Survey Question: Thinking about this visit to the Post Office, cverall, how satisfizd were you? (Retall)

Weight towards calculation {based on depth): National - 20%, Area - 25%, District - 25%




€l Components Cont'd

4, Delivery: The Delivery Compeslte Score is derived from a Carrier and P.O Box survey, which is a hybrid relational / event driven customer safisfaction
survey. The survey measures the customers’ leval of satisfaction with the recelpt of mail and packages to residential and small/medium business customers.
The Delivery Composite Score is comprised of two primary components, the Carrier Survey Index score and the P.O. Box Survey scora. The scores for each
component are welghted and then aggregafed to create the Dallvery Composite Score.

Delivery Composite
Welght: 100%

ggr}ilg!' “sy“!"!';_[ |—E!d92§_ ’ E.Q, : DX éurve!
_ Welght: 95% ... Welght: 5% }

Carrier Survey Index Score (95%): The Index score is created by weighting the scores of the 4 questions below and then aggregating the results, for
Residential and for Small/Medium Business. Each channel has its own index score and those are weighted agaln and aggregated to become the Carrier

Survey Indexscore. [“‘”;,T ler Survey lnd ax

) Index Giestions Welght

Oversll Salisfacllm with Letter Carrer . . N 25% . Welght: D6%

Delivered to the correct address 25%

Deliverad In good condilion 25% ¢ Residential T sMB )
e R | Ve

PR

j
Index Questions Indax Questions
Welght: 100% Walght: 100%
7 /

P.O. Box Survey (5%): The P.O Box survey is comprised of responses from both Residential and SMB customers. Question :(Overall Safisfaction) Is
collected from each channel and then weighted to create the P.O 32’53_3 )

P.O.
L Residential ]{' sma )

 Welght: 50%

MWeight: 6%

Weight: 50% Ji

B e e T [
Qverall Overall
Satistaction Satisfaction
Question Question
_Walght: 100%_ /. _\¥elght: 100% _ .

Weight towards calculation {based on Depth): National - 20%, Area - 25%, District - 25%
5. Customer Care Center (CCC) Live Agent: Based on Customers that call the USPS Care Center and interact with a live agent, and then take a survey to
measure their overall satistaction with the agent's performance. The Live Agent Surveyis an event driven customer satisfaction survey which measures the
level of satisfaction with a customer's interaction with a USPS Live Agent. Invitations are offered on a random basis to customers who call the USPS
Customer Care Center tolt free number and speak with 3 USPS Live Agent.

Survey Question: Think only about the ageni who handled your recent call. On a scale from 1 ta 8, how would you rale the agent's cverall quality of
service?

Waight towards calculation is based on depth: National - 20%, Area - 0%, District - 0%

Measurement Period
This performance Indicator will be measured across each month and cumulative scores will be reported as Year-To-Date (YTD) results leading
to an annual score,

Data Source and Calculation

Source —  Extract from Cl database maintalned by vendor, Maritz Research provided to NPA.
Indicator Value - Weighted % of overall Customer Satisfaction with USPS
Business Rule — _Differentlally Weighted Aggregate Campasite Cell Score:
Weighting
Customer Insfohits {C)
National Aves District
B5N - Business Service Network 0% 30% 30%
{Area Score}
eCC - % Reoponed cases 0% 20% 20%
POS - Point of Sale 0% 5% 25%
Delivery - Res & 5mB 20% 25% 5%
COC - Customer Care Center 20% L1 NA

Each of the five components of the Cl indicator Is assigned a celi which is then weighted proportionally and aggregated based on the depth of
the indicator. The aggregate value is rounded to achieve a final cell and apply the Gl Index for that cell.

Decimal Precision — Two dacimals




Description

FY17 - Machine "At Risk™ Performance {UNIT - NEW)}

At Risk performanee will be measured using a composite score of At Risk performance by equipmant set versus nationally set targets. To
accomplish this, overall performance scores wiill be calculated by determining the variance of the At Risk performance fo the national target
{top quarfile) of each of the following machine types: AFCS, AFCS200, AFSM100, FSS, APBS, APPS and DBCSs. The APBS and APPS
have a composite At Risk vaiue based on the % of valume ran on parcel and parcel volumes,

Each equipment sef: AFCS, AFCS5200, AFSM100, FSS, APBS, APPS and DBCSs have their own scaiing based on the variance to Top

Quariie.

Measurement Period

This performance Indicator will be measured each monith and cumulative scores will be reported as Year-To-Date (YTD) result.

Data Source and Calculation

Source - MIRS2
Indicator Value - Variansa to target
Business Rule - Sum of tha equipment set block scores for each applicabls machine set / # of applicable
Decima Preaision —  Two Decimal
Dazta Validation
hittp:/MMIRSZ usbe govi
Select Af Risk
Original 15-Cell Matrix
Egquipment Set 1 2 3 4 5 ] 7 8 9 10 11 12 13 14 15
AFCS T.22 6.02 4.81 381 241 1.20 0.00 -1.25 -2.48 -3.74 -4.98 558 -6.1¢ -7.09 -8.00
AFCS200 ‘270 225 1.80 1.35 0.90 0.45 0.00 -0.53 -1.05 -1.58 -2.11 =249 =2.86 -343 -4.00
AFSM 1.34 1.12 0.89 0.67 045 022 0.00 -0.18 -0.38 -0.58 -0.78 -1.02 -1.27 -1.83 -2.00
DBCS 0.98 0.79 0.83 047 0.32 0.16 0.00 -0.11 -0.22 -0.33 -0.44 -0.55 -0.86 «0.83 =1.00
FSS 1.58 1.31 185 0.78 0.53 0.26 0.00 «0.25 049 -0.74 .28 -1.00 -1.18 -1.34 -1.50
APBS-FC &PR 5564 4.81 3.60 277 1.85 0.82 0.00 -1.33 -2.66 -3.89 -533 -6.06 -6.80 -7.90 -8.00
APBS - 8TD 6.88 573 4.59 3.44 229 1,15 0.00 -1.57 =315 -4.72 -8.30 -7.24 -8.18 -8.59 -11.00
APPS-FC&PR 2.24 1.87 1.49 1.12 0.75 0.37 0.00 0.58 -1.147 -1.78 -2.33 -3.57 -4.80 -6.85 -8.50
APPS -STD & STD Post | | 5.02 4,18 3.35 2.51 1.67 0.84 2.00 £.85 -1.70 -2.55 =341 -4.72 -6.04 -8.02 -10.00
Equipment Set 1 2 3 4 5 6 7 B 9 10 11 12 13 14 15
AFCS 7.22 .02 4.81 361 2.41 1.20 0.00 -0.50 -1.00 -1.50 -2.00 -2.50 -3.00 -3.50 -4.00
AFCS200 270 225 180 1.35 0.90 0.45 0.00 -0.75 -1.50 -2.25 -3.00 375 -4,50 -5.25 -£.00
AFSM 134 1142 08¢ 0.67 .45 0.22 0.08 -0.19 -0.38 -3.58 0.75 .84 =113 -1.31 -1.50
DBCS 0.95 0.78 0.63 0.47 0.32 0.16 0.00 -0.13 -0.25 -038 -0.50 -0.83 -0.75 -0.88 -1.00
FSS 1.58 13 1.05 0.7¢ 0.53 0.28 0.00 -0.28 .75 -1.13 -1.50 -1.88 225 -2.63 -3.00
APBS-FC & PR 5.54 4.61 3.69 277 1.85 0.92 0.00 -1.00 -2.00 -3.00 -4.00 -5.00 -6.00 -7.00 -8.00
APBS - STD 5.88 573 4.59 344 229 115 0.00 -0.94 -1.88 231 -3.75 -4.69 563 -6.56 -7.50
APPS -FC & FR 224 187 1.49 112 0.75 0.37 0.00 .75 -1.50 -2.25 -3.00 -3.75 -4.50 -5.25 -6.00
APPS - 8TD & STD Post 5.02 4.18 335 251 1.67 0.84 0.00 -0.81 -1.63 -2.44 -3.25 -4.08 -4.88 -5.69 -8.50
EXAMPLE:
At Risk
Top
Quartiie
Equiprmert Sst Rate PlantA™ Variance Block [FlantB™ Vanance Block |PlantC™ Variance Block
AFCS 4.86 823 137 5 478 -0.08 7
AFCS200 722 6.94 -0.28 7 5.84 -1.38 9
IMPE Type Target
DBCS 1.91 1.73 -0.18 8 1.85 -0.06 7 1.98 0.07 [} JAFCS 4.88
AFCS200 7.2z
AFSM100 172 278 1.03 2 1.68 «0.07 7 1.45 =027 8 AFSM1C0 172
APBS - FC and PR 953
FSS 413 3.50 -0.83 bl APBS - 8TD ad2
IAPPS - FG and PR T.03
APBS 6.0 -3.84 100 JAPPS-STDand STOPe  7.58
Parcels 953 10.36 0.83 ] 543 «£.10 10 [pecs 1.91
Bundles 802 2823 .31 é 8.12 -2.80 8 Fas 4.13
APPS 50 80
Parcals  7.03 5 0.48 5 823 -0,80 3
Bundles 7.58 7.65 0.07 ] 6.31 -1.27 8
Sum of Blocks 21 33 5C
Equipment Sets 4 5 8
NPA Score 5.00 7.00 800
NPA Bleck 5 7 8

* Plant A has 50% parcels and 50% bundles on APBS
** Plant B has 76% parcets and 25% bundles on APPS
™ Plant G 80% parcels and 20% bundles on APBS and 40% parcels and 0% bundles on APPS

Target
4.88
722
1.72
12
413
9.63
8.92
703
758

Cell 10

Gall 14

Csll 13
Ceall 14
Cell13
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POSTAL SERVICE E @ E U V [E

February 1, 2017 FEB -2 2017

Mr. Brian J. Wagher

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 update Handbook EL-800,
Managing Contractor Environmental, Health, and Safety Compliance.

The revision includes updates to environmental and security policy, reflects changes to
Occupational Safety and Health Administration (OSHA) policy and is expected to improve
compliance with contractor safety. Additional changes were made throughout the document to
clarify language.

We have enclosed final draft copies of the Handbook EL-800, Managing Confractor
Environmental, Heafth, and Safety Compliance, one with and one without changes identified.

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

Manager
Labor Relations Policy and Programs

Enclosures

NAPS NOTE:

This document is over 200 pages, NAPS recommends you visit U.S. Postal Service website
and search Handbook EL-800 if you wish te review.

A75 |2ENFANT PLaza SYW
WasHNaTon DG 20260-4101
WWW.USPS,COM




LAaBOR RELATIONS
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B posTAL SERVICE U
JAN 30 2017

January 27, 2017

Mr. Brian J. Wagner

President .

National Assoclation of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, the Postal Sarvice is revising Handbook EL-307, Reasonable
Accommodation, An Interactive Process; Publication 316, Reasonable Accommodation in the
U.S. Postal Service, Publication 317, Manager's Guide to Reasonable Accommodation; and
Poster 315, The Reasonable Accommodation Process.

The purpose of these revisions is 1o align Postal Service guidance on reasonable accommodation
procedures with the Americans with Disabilities Act Amendments Act of 2008, as well as
Management Instruction EL-870-2013-6, Providing Communication Accommeodations to
Employees and Applicants Who are Deaf or Hard of Hearing. Additionally, the revisions modify
the processes by which reasonable accommodation requests are evaluated.

We have enclosed copies of Handbook EL-307, Publication 316, Publication 317, and Poster
3156, with and without changes identified.

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

Si

~Alan S. Moore
Manager
Labor Relations Policy and Programs

.Enclosures

If anyone wants to see the copy with track changes may contact NAPS
Headquarters.

The final Handbook EI1.-307 is not attached because it’s over 200 pages. If you
want to see the final version please go to the U.S. Postal Service website.




THE REASONABLE
ACCOMMODATION
PROCESS

The Rehabilitation Act of 1973 applies to the Postal Service™. The Act does the following:
= Prohibits discrimination, based on a disability, against qualified employees and job
applicants.
» |mposes an obligation on the Postal Service fo find reasonable ways to accommodate
qualified individuals with disabilities.

The Americans with Disabilities Act Amendments Act (ADAAA) of 2008 amended the Rehabilitation
Act so that it conforms to the ADAAA changes.

A Postal Service employee or someone acting on an employee's behalf may make an oral or written
request for reasonable accommodation to the employee's supervisor or manager; the local manager,
Human Resources; or the Reasonable Accommodation Committee (RAC). An applicant or someone
acting on an applicant's behalf may make an oral or written request for reasonable accommodation to
the examiner; the selecting official; the local manager, Human Resources; or as instructed in the job
announcement.

The request will activate an informal, interactive process to determine if the individual is a qualified
person with a disability and, if so, whether the Postal Service can provide accommodation so the
individual can enjoy equal employment opportunity in the application process or in Postal Service
employment.

The Postal Service will do the following:

= Contact the employee or applicant.

= Discuss the request with the employee or applicant.

= Explore reasonable accommodation.
The interactive process will take place at the earliest opportunity upon receipt of the request and the
Postal Service will make a determination as promptly as possible.

Employees who are deaf or hard of hearing and require communication accommodations may submit
an oral or written request to their supervisor or manager, the RAC Chair, or the District Disability
Coordinator. Applicants who are deaf and hard of hearing and require communication accommodations
must follow the instructions in the job announcement.

If the Postal Service denies a request for accommodation, the Postal Service notifies the employee or
applicant of the reason for the decision and the name of the person or office that made the decision.
The Postal Service will advise the employee or applicant of the following:

= The ability to participate in any informal dispute resolution process.
= The right to file an EEO complaint.
= Any other appeal rights to which the empioyee or applicant may be entitled.




This poster is a general reference for information purposes. For detailed information, see Handbook
EL-307, Reasonable Accommodation, An Inferactive Process, available in the following formats:

= Hard copy from your Human Resources Office and the Material Distribution Center.

= Online on the Postal Service’s Intranet (PolicyNet at blue.usps.gov) and Internet
{about.usps.com).

Poster 315, Month Year




Reasonable Accommodation
in the
U.S. Postal Service

A Guide for Employees
and Applicants

Publication 316

Month Year

The Rehabilitation Act of 1973 applies to the Postal Service™. The Act does the following:
= Prohibits discrimination based on a disability against qualified employees and job applicants.
» Imposes an gbligation on the Postal Service to find ways to accommodate qualified individuals with disabilities where
appropriate.
The Americans with Disabilities Act Amendments Act (ADAAA) of 2008 amended the Rehabilitation Act so that it conforms to the
ADAAA changes.

Who Is Eligible for Protection Under the Rehabilitation Act?

For the Act to protect a person, the individual must be qualified to perform the job and show that he or she is a person who meets one
of the following conditions:

= Has a disability;

= Has a record of a disability;

= [sassociated with a person with a disability; or
= Isregarded as having a disability.

Who Is a Qualified Person With a Disability?

A qualified person with a disability is someone who meets the following conditions:
a. Has a physical or mental impairment that substantially limits a major life activity.
b. Meets the prerequisites (e.g, skills, experience, education, and other requirements) for the job the individual helds or desires.
¢ Can perform the essential functions of the pesition with or without reasonable accommodation.

What Is a Physical or Mental Impairment?

A physical or mental impairment can include any of the following:
= Any physiological disorder or condition.

= Cosmetic disfigurement,

» Anatomical loss affecting one or more of the following body systems: neurological, musculoskeletal, special sense organs, respiratory,
circulatory, cardiovascular, reproductive, digestive, genitourinary, hemic, lymphatic, skin, immune, or endocrine.

* Any mental or psychological disorder, such as an intellectual disability, organic brain syndrome, emotional or mental illness, and
specific learning disabilities.

What Is a Major Life Activity?

A major life activity includes, but is not limited to, the following:

»  QObvious functions such as hearing, seeing, walking, speaking, caring for oneself, performing manual tasks, breathing, eating,
sleeping, standing, reading, working, lifting, and communicating.

*  The operation of a major bodily function such as, but not limited to, functions of the immune, digestive, neurological,
circulatory, lymphatic and musculoskeletal systems; and normal cell growth.

When Does an Impairment Substantially Limit a Major Life Activity?
The “substantially Hmits” standard is not a demanding one. An impairment need not prevent, or significantly or severely restrict, the




individual from performing a major life activity, The Postal Service must determine whether an impairment limits substantiaily a major
life activity without regard to the ameliorative effects of mitigating measures (with the exception of ordinary eyeglasses or contact
lenses). An impairment that is episodic or in remission is a disability if it would substantially limit a major life activity when active.

What is the Goal of Reasonable Accommodation?

The goal of reasonable accommodation is to enable individuals with disabilities to enjoy equal employment opportunity. The Fostal
Service requires the same performance standards and conduct of employees with disabilities as it does of other employees.

Does Every Individual With a Disability Require an Accommodation?
No. Many qualified individuals with disabilitles are able to advance through the selection process and perform their jobs without any
accommodation.

How Do I Make a Re(iuest for Reasonable Accommodation?

If you are an employee and believe you are a qualified individual with a disability who requires accommodation in the application
process (including a Postal Service exam), in your job, or in a job you seek, make an oral or written request to any one of the following:

. Your supervisor or manager.
= The manager, Human Resources (District).
= The Reasonable Accommodation Committee (RAC) chalr.
If you are applying for Postal Service employment, make your request to one of the following;
» The examiner.
»  The selecting official.
»  The local manager, Human Resources.
Explain the nature of your limitations and the accommodation you need. Someone else can make this request on your behalf.

If you are an employee who is deaf or hard of hearing and require communication accommodations, you must submit your request for
the accommodation to one of the following:

= Your supervisor or manager.
»  The RAC Chair.
=  The District Disability Coordinator.

If you are an applicant who is deaf or hard of hearing and require communication accommodations, you must follow the instructions in
the job announcement.

What Are My Responsibilities?
If your disability is not obvious or already known, the Postal Service may require you to provide documentation from an appropriate
professional. The documentation must do the following:

a. Explain clearly the nature, impact, or hoth of the impairment;
b. Explain the need for reasonable accommodation; and

¢ Clarify how the requested accommodation may help you to perform the essential functions of the job.

If your documentation is insufficient, the Postal Service may require supplemental medical information, including, where appropriate,
examination by a medical specialist of the Postal Service's choosing and at the Postal Service’s expense.

As ajob applicant, if you believe that a mental or physical disability will make the testing process an artificial barrier to your
demonstration of the knowledge, skills, and abilities required in the job, you must make your needs known as early as possible to the




appropriate official. You may request accommodation in advance by contacting one of the following:
»  The examination administration office,
»  The selecting official.
»  The local manager, Human Resources.

If you are an employee bidding or applying for a job and need accommodation for the job desired or in some component of the
- selection process {e.g., application completion, interview, training), you must make your needs known to one of the following:

= The examiner.
= The local manager, Human Resources.
*  Asstated in the instructions provided on the job announcement.

Request an accommodation early enaugh to allow for.a timely decision.

What Happens After My Request Is Made?

Your request for reasonable accommodation will activate an interactive process to determine whether you are a qualified individual
with a disability who meets the minimum qualifications. You are involved in the interactive process, during which the following occurs:

» The Postal Service identifies essential functions of your job or the job for which you applied.
*  You and the Postal Service employee consider your abilities and limitations.
®  You and the Postal Service employee identify potential accommodations and their feasibility.
®  You determine the reasonableness of the accommeodations.
In addition, the Postal Service considers the following:
= Whether the accommodation would pose an undue hardship to the Postal Service.
»  Whether the accommodation would eliminate or reduce any direct threat of harm to you or others.

When Will I Receive a Decision?

While expedited processing may be necessary to enable an individual to apply for a job or to participate in a specific activity scheduted
to occur shortly, you will receive a decision from your manager or the examination administration office as soon as possible after the
conclusion of the interactive process, In cases where the Postal Service requires substantiating documentation or where there are
extenuating circumstances, your manager or the examination administration office will notify you of the reason for any delay and the
approximate date on which you can expect a decision.

What Else Should I Know?

At the Postal Service's expense, a medical expert of the Postal Service's choosing may review your medical documentation. In all cases,
the Postal Service will keep your medical records confidential.

What Happens If My Request Is Denied?
The Postal Service will notify you in writing of the reason for the denial and the name of the person or the office that made the decision.
Further, the Postal Service will advise you of your right to do the following:

= Participate in any informal dispute resolution processes,
»  File an EEO complaint, and

= Appeal or avail yourself of other rights to which you may be entitled.




Where Can I Get Additional Information About Reasonable Accommodation?

The Postal Service intends this material as a general reference for information purposes. For detailed information, see Handbook EL-
307, Reasonable Accomimodation, An Interactive Process, available in the following formats:

*  Hard copy from your Human Resources Office and the Material Distribution Center.
*  Online on the Postal Service's Intranet (PolicyNet at biue. usps.gov/epim/) and Internet (about.usps.coms.

The Postal Service is committed fo building and maintaining an effective, diverse, and motivated workforce — a goal reinforced in
the Postal Service’s strategic plan.

Publication 316, Month Year
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Manager’s Guide fo Reasonable Accommodation

This publication answers some commonly asked questions about the Rehabilitation Act of 1973 as amended by the Americans with
Disabilities Act Amendments Act (ADAAA) of 2008 and will help you in making reasonable accommodation decisions concerning
job applicants and your employees.

What is the Rehabilifation Act?
The Rehabilitation Act does the following:
a. Prohibits discrimination based on a disability in federal employment.
b. Imposes an obligation on federal employers to provide reasonable accommodation to qualified individuals with disabilities
who are employees or applicants for employment, unless to do so would cause undus hardship to the employer.

Who Is Eligible for Protection Under the Rehabilitation Act?

The Act protects four categories of people. An individual must be qualified to perform the job and show that he or she fits info one of
the four categories:

n Has a disability.

m Has a record of a disability.

B Is associated with a persen with a disability.

8 Is regarded as having a disability.

In addition, the Act protects impermissible inquiries and disclosure of medical information of all employees and applicants, whether or
not they are disabled.

Who is Entitled to Reasonable Accommodation?
Employees and applicants are entitled to reasonable accommodation if they meet the following conditions:
»  Have, or have a record of, a physical or mental impairment that substantially limits one or more of the major life activities of
such individual;
s Can satisfy the requisite skill, experience, education, and other job-related requirements of the employment position the
individual holds or desires; and
= With or without reasonable accommodation, can perform the essential functions of the position.

What Is a Physical or Mental Impairment?

A physical or mental impairment can include any of the following:

m Any physiological disorder or condition,

m Cosmetic disfigurement.

m Anatomical loss affecting one or more of the following body systems: neurclogical, musculoskeletal, special sense organs, respirafory,
circulatory, cardiovascular, reproductive, digestive, genito-urinary, hemic, lymphatic, skin, immune, or endocrine.

m Any mental or psychological disorder, such as an intellectual disability or organic brain syndrome, emotional or mental illness, and
specific learning disabilities.

What Is a Major Life Activity?
Major life activities include, but are not limited to, the following:
= Caring for oneself, performing manual tasks, seeing, hearing, eating, sleeping, walking, standing, sitting, reaching, lifting,
bending, speaking, breathing, learning, reading, concentrating, thinking, communicating, interacting with others, and working;
and
= The operation of a2 major bodily function, including functions of the immune system, special sense organs and skin;, normal cell
growth; and digestive, genitourinary, bowel, bladder, neurological, brain, respiratory, circulatory, cardiovascular, endocrine,
hemic, lymphatic, musculoskelstal, and reproductive functions. The operation of a major bodily function includes the operation
of an individual organ within a body system.

When Does an Impairment Substantially Limit a Major Life Activity?

The “substantially limits” standard is not a demanding one. An impairment need not prevent, or significantiy or severely restrict, the
individual from performing a major life activity. You must determine whether an impairment limits substantially a major life activity
without regard to the ameliorative effects of mitigating measures (with the exception of ordinary eyeglasses or contact lenses}. An
impairment that is episodic or in remission is a disability if it would substantially limit a major life activity when active,

What Is the Goal of Reasonable Accommodation?
The goal of reasonable accommodation is to enable individuals with disabilities to enjoy equal employment opportunity. The Postal
Service requires the same performance standards and conduct of employees with disabilities as it does of other employees.




What Activates the Accommeodation Process?

The Postal Service activates the reasonable accommodation process whenever an employee or applicant, or someone acting on the
individual's behalf, makes a request for reasonable accommodation, orally or in writing. To request an accommedation, an individual
may use plain language and need not mention the Rehabilitation Act or use the phrase “reasonable accommodation.” You will likely
receive the request as either an employee's supervisor or manager or as an applicant’s selecting official. It is important to recognize
that an employee's request for a change due to a medical condition might be a request for reasonable accommodation. A delay in
processing or providing a reasonable accommodation for a qualified individual could result in a violation of the Rehabilitation Act.

Further, you must initiate the interactive process to determine if accommodation is necessary if you observe either of the following:
= An employee with a known physical or mental disability having difficulty performing the essential functions of his or her job.
= An employee with a known physical or mental disability is otherwise experiencing workplace problems because of
that disability.
To ensure that every request receives a timely decision, requests — including verbal requests — for reasonable accommodation must
be documented and acted upon promptly {referto Handbook EL-307 for a confirmation form and decision guide).

What Is My Responsibility?

As the supervisor or manager who receives the request, you are responsible for processing the accommodation request promptly.
Alternatively, thers are district, area, and Headquarters Reasonable Accommodation Committees (RACs) to whom you may refer
the request for processing. If an employee who is deaf or hard of hearing submits an oral or written request for a
communication accommodation, you must forward the request to the respective District Disability Coerdinator.
Then, the District Disability Coordinator will forward the request to the RAC for review.

How Do 1 Process a Request for Reasonahle Accommodation?

Process a request for reasonable accommodation by involving the employee or applicant in an interactive process. Your discussion
with the individual should take place at the earliest opportunity upon receipt of his or her request for accommodation. The six-step
interactive process described hereis a flexible, problem-solving approach that makes the reasonable accommodation
determination individualized and fact specific. If you need assistance at any point in the process, contact the RAC
or referto Handbook EL-307 for more information.

Six Step Interactive Process

Step One: Determine Whether the Individual Requesting the Accommodation Has a Disability and Meets the Minimum Qualification Standards
You are entitled to know that an emplovee or applicant has a disability that could require a reasonable accommodation. When an
applicant's or employee's impairment is abvious, you cannot request medical documentation to confirm the existence of the
impairment. When a disability, need for reasonable accommodation, or both is not cbvious or otherwise known, the employee or
applicant may be required to provide documentation. You must request this documentation promptly. The documentation must
come from an appropriate professional and do the following:

a. Explain the nature of the disability,
b. The need for reasonable accommodation, or
c. Clarify how the requested accommodation will assist the employee to perform the essential functions of the job.

Supplemental medical documentation (including, where appropriate, examination by a medical specialist of the Postal Service's
choosing and at Postal Service's expense) may be required if the information supplied is not sufficient. Based on all information
provided, determine whether the employee or applicant is an individuai with a disability. If so, proceed to Step Two. If you believe the
applicant or employee is not an individual with a disability, notify the individual in writing that you are referring his or her
request to the RAC for further review or assessment. If you have any questions in determining if the individual has a
disability, consuit with one of the following: :

=  The Headguarters Manager, Disability Programs.

«  The Manager, Human Resources (District).

= The RAC.
Step Two: Determine Essentlal Functions of the Job _
Essential functions of a job are those functions that defing the job. The essential functions are determined on a case-by-case basis.
Do not presume that any two Postal Service jobs with the same title are the same; the essential functions may vary depending on the
location, tour, and other factors. For example, the essential functicns of a camier who holds a bid job in one office might be casing
and delivering mail for a prescribed route. In the same office, the essential functions of another carrier's job might include collections
in addition to casing and delivering mail. You must identify the essential functions of the position that the individual with a disability
holds or desires to reach an individualized determination. Remember: Defermine essential functions of the job on a-case-by-case
basfs, To identify essential functions, use the Essential Functions Review Worksheet located in Handbook EL-307, Chapter 2, Exhibit 2-
4.

Step Three: Identify the Individual’s Abilities and Limitations




The Individual is best able to tell you what he or she is able to do as related to the essential functions of the position. Discuss the
following with the individual:

= The nature of the job.

= The essential functions you expect the individual to perform.

=  The mannerin which an employee usually performs the essential functions.
Ask the individual to identify the functions for which he or she needs accommodations.

Step Four: Identify Potential Accommodations

If the individual is unable to perform the essential functions of the job, determine whether the Postal Service can make
accommodations to enable the individual to perform those functions safely. Begin by asking the individual what he or she thinks is
needed to enable him or her to perform the job. Safety specialists, human resources and medical personnel, and external agencies,
such as the Job Accommodation Netwark (JAN), may be able to provide information about types of reasonable accommodation that
would enable the individuai to perform the job’s essential functions. You can make accommodations for testing applicants locally
without further consultation as jong as the accommodations do not affect the competitive nature or validity of the selection process.

Step Five: Determine the Reasonableness of Accommodations and Whether Implementation Would Impose an Undue Hardship
Consider whether the proposed accommodation would do any of the following:

= Eliminate or alter the essential functions of the job.

« Impose an undue hardship on the Postal Service.

= Violate the provisions of the collective bargaining agreement.

»  Fail to eliminate or reduce the direct threat of harm to the disabled individual or others.
Denial may be appropriate in such situations, When you are uncertain or unable to provide the accommodation locally, you
must refer the case to the RAC. If your decision is to deny the accommodation, you must refer the request pramptly
to the RAC far review. See Handbook EL.-307, Chapter 2, for a full discussion of considerations.

Step Six: Select and Implement the Accommodation from Identified Reasonable Alternatives That Can Be Implemented Without an Undue
Hardship

Consider the individual's preferences and the effectiveness of each accommodation and its cost. Select the accommodation most
appropriate for both the operation and the individual. The chosen accommodation need not be the best or most expensive, or even the
one preferred by the individual. As long as the accommodation is reasonable and enables the individual to perform the essential
functions of the position, it is acceptable. The employer makes the ultimate decision as to what accommodations, if any, are provided.
Once you select an accommedation, it is important to ensure the Postal Service implements it properly (e.g., install approved
equipment properly or, if a schedule change is required, advise the appropriate managers). Keep the lines of communication open with
the employee to ensure that the accommodation remains effective and advise the RAC if there are changes or problems with the
accommodation.

How Much Time Do 1 Have to Make a Deacision?

In all instances, you must handle requests for accommodations as promptly as possible given the facts and circumstances.
Generally, you should be able to reach a decision to provide the accommodation or to refer the case to the
RAGC after your interactive meeting with the employee. See Handbook EL-307 for the following:

= More on extenuating circumsiances.

» Periods for processing reasonabie accommodation requests.

»  To obtain the form that documents the analysis you used to reach the decision (Exhibit 2-3, Reasonable
Accommodation Decision Guide).

Can | Deny a Request for Reasonable Accommodation?
If your decision is to deny the accommodation, you must refer the request promptly to the RAC. See Handbook EL-307 and
consult with your manager, Human Resources, or designee for further advice.

Does Every Individual With a Disability Require an Accommodation?
No. Many qualified individuals with disabilities are able to perform the job without any accommodation. Often, when an
accommodation is necessary, it is incidental rather than substantial in scope or cost.

Does Reasonable Accommodation Apply to Applicants Taking Postal Service Examinations?

Most job applicants and current employees taking Postal Service examinations do not need accommodations in testing. However, for
some individuals with disabilities, the examination can serve as an artfficial barrier to demonstrating the knowledge, skills, and abilities
required to perform the essential functions of the job. In these instances, the Postal Service provides reasonable accommodation to
individuals to enable their participation in the competitive process.

What Is the Purpose of a Medical Assessment?




You cannot schedule a pre-employment medical assessment until you make a conditional job offer. A conditional job offer Is one
made to an applicant selected either competitively or noncompetitively after having met the overall eligibifity and persenal suitability
requirsments. The job offer is conditional on the satisfactory result of the medical assessment. The medical assessment provides
critical information about an applicants ability to perform a job by identifying restrictions or fimitations that are physical, mental, or
both. The assessment may suggest job modifications or accommodations that would reduce applicant risk and allow the applicant to
perform the job safely. The assessment is not a recommendation for or against hiring and placement; that decision rests with the
hiring official based on an individualized determination of the situation and the individual in question.

Is an Occupational Injury Always Considered a Disability Under the Rehabilitation Act?
No. An employee with an occupational injury defined as a disability by the Federai Empioyees’ Compensation Act (FECA) may or may
not have a disability as defined by the Rehabilitation Act.

Impairments resulting from occupational injury may last only several weeks, have little or no long-term impact, or both. On the other
hand, some occupational injuries may limit a major life activity substantially. If you have questions about a particular occupational
injury case, consult your RAC or Human Resources office.

What About Other Laws?

There are times when the Rehabilitation Act and other laws may cover an employee. The Rehabilitation Act and FECA may protect an
employee who sustains disabling injuries on the job. The Family Medical Leave Act (FMLA) may cover the same employee for
absences related to a serious health condition. It is important to understand that the Postal Service’s obligations under the
Rehabilitation Act, FECA, FMLA, and collective bargaining agreements are not mutually exclusive. The Postal Service must satisfy
simultaneously the separate reguirements imposed upon it by each authority.

Why Is It Necessary to Use the Reasonable Accommodation Decision Guide?

We have deslgned the Decision Guide form to document the reascnable accommaodation decision-making process and fo guide the
decision maker conducting an interactive meeting with an applicant or employee. The form is not required to document:

m A recurring job accommodation need for a specific employee.

m Job accommodations made for persons who have medical restrictions but are net disabled as defined by the Rehabilitation Act.

B Requests for communication accommodations by employees who are deaf or hard of hearing. The Postal Service handles these
requests under a different process. Refer to Management Instruction EL-870-2013-6, Providing Communication Accommodation to
Employees and Applicants Who Are Deaf or Hard of Hearing.

What is My Responsibility With Regard to Confidentiality and Privacy of Reasonable Accommodation Request Information?

In accordance with the Privacy Act and Postal Service policy, you must treat an employee’s medical records as confidential information
{see Management Instruction EL-860-98-2, Employee Medical Records). The Privacy Act and the Rehabilitation Act specifically prohibit
disclosure of medical information except in certain limited situations. For example, when you need to know specific information in order
to provide a requested accommodation, you may give or receive access to the records needed to make that determination. However,
the law prohibits an employer from disclosing that an employse is receiving a reasonable accommadation because that usually
amounts to a disclosure that the individual has a disability.

Privacy Act

Under the Privacy Act, the Postal Service may disclose information in relevant legal proceedings, to law enforcement when the Postal
Service or requesting agency becomes aware of a violation of law; to a congressional office at the request of the employee or applicant;
to entities or Individuals under contract with the Postal Service; to entities authorized to perform audits; to labor organizations as
required by law; to federal, state, local or foreign government agencies regarding personnel matters; to the Equal Employment
Opportunity Commission: and to the Merit Systems Protection Board or Office of Special Counsel.

You must provide a copy of the received PS Form 8710, Communication Accommodation Request Form, or the Confirmation-of
Request for Reasonable Accammaodation form to the requesting individual fo ensure she or he receives a Privacy Act Statement.

The Genetic Information Nondiscrimination Act of 2008 (GINA)
The Genefic Information Nondiscrimination Act of 2008 (GINA) prohibits the following:
= Discrimination against employees or applicants because of genetic information.
= Employers from requesting genetic information about their employses except as specifically allowed by this law.
"Genetic information” means information about the following:
Genetic tests;
The genetic tests of family members;
Family medical history (which means the manifestation of a disease or disorder in family members};
Request for or receipt of genetic services;
Participation or a family member's participation in clinical research that includes genetic services; or
Genetic information of a fetus cartied by the individual or a family member or an embryo lawfully held by the individual ora
family member receiving assistive reproductive services.

Where Can | Get Additional information About Reasonable Accommodation?
We intend this material as a general reference for information purposes. For detailed information, see Handbook EL-207, Reasanable
Accommodatfon, An Interactive Process, available from the following sources:




*  Hard copy from your Human Resources office or the Material Distribution Center.
= Online on the Postal Service's intranet (PolicyNetathue.uspsgov)or Internet (about.usps.com).

The Postal Service is committed to building and maintaining an effactive, diverse, and motivated workforce — a goal reinforced in the
Postaf Service's strategic plan.

Publication 317, Month Year
© U.S. Postal Service
Cover lllustration © Jose Ortega/SIS




LaBOR RELATIONS

UNITED STATES
B posTAL SERVICE

January 30, 2017 FEB -2 2017

Mr. Brian J, Wagner I
President

National Association of Postal Supervisors

1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

This is in further reference to our previous correspondence on August 31, 2015, regarding testing
Informed Delivery, a service that provides residential customers with an email message or online

dashboard access of an image of letter-sized mail that will be arriving soon. Informed Delivery is

currently available in select ZIP Codes in Virginia, the New York metropolitan area, Maryland, and
Washington D.C.

The test has successfully concluded. Informed Delivery will be expanded from January through
May to include the following major metropolitan areas: Southern California, San Francisco,
Houston, Dallas, Philadelphia, Pittsburgh, New York, Northern New Jersey, Long Island, Chicago,
Detroit, Minneapolis, Miami, and Atlanta.

We have enclosed a copy of the two standup talks that will be distributed to support this
expansion.

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

Manager
Labor Relations Policy and Programs

Enclosures

475 ENRANT PLAZA SW
WasHinaToN DG 20260-4101
WWW,USPS,COM




PLEASE PRINT, READ, CERTIFY & POST THIS STANDUP TALK

Informed Delivery™ Standup Talk 1 - For Immediate Distribution
FOR ALL EMPLOYEES IN MAJOR METRO DEPLOYMENT AREAS

USPS® Expands Informed Delivery™

We are doing something new and digital with mail - and you're invited fo try it first!

» Informed Delivery is an optional, free feature that gives residential consumers the ability to see a daily
preview of their household's letter-sized mailpieces that will be arriving soon.

e This feature offers consumers the convenience of seeing what is coming to their mailbox — anytime,
anywhere — even while traveling. Through this feature, USPS is making mail a more valuable and effective
communication channel for mailers and consumers, maintaining the relevancy of physical mail in today's
highly digital environment.

s Informed Delivery has been piloted for several years and consumers love it! This year, the feature will be
expanded nationwide, and our service area is part of the initial expansion.

' Hlustration of ceil phone with an

How Does informed Delivery Work? informed Delivery dolly digest femail).

We use existing processes to gather digital images of the exterior of mailpieces as

they are processed through automation equipment.

¢ Informed Delivery uses those images to provide digital noftifications to users in
advance of the delivery of physical mail.

» Participating users can receive an email notification, referred to as a “digest”, that
includes grayscale images of the exterior, address side of incoming letter-sized
mailpieces, as shown in this illustration.

¢ Users can also view their household’s mailpiece images for the past 7 delivery
days on their online dashboard at USPS.com®.

Informed Delivery will be activated, in waves, across the U.S. between now and May.

e ZIP Codes™ will be activated based on the Processing and Distribution Centers
(P&DCs) that support them. This activation will be facilitated by Headquarters.

s Keep in mind that an entire District may not be activated at the same time.

How Can We or Consumers Sign Up?

e (o to informeddelivery.usps.com and use the ZIP Code checker fo see if your
ZIP Code area is eligible for Informed Delivery. If it is, select “Sign Up”.
If you don'’t already have your own personal account on USPS.com, you will have to create one first.
Once you are signed up or sighed into your account, to see if your individual home address is eligible for
Informed Delivery, go to your Profile, select My Preferences, and see if the feature is showing in the
Account Management section.

s Sign up is voluntary and must be completed off the clock. As with My USPS®, an identity verification
process is required to participate.

How Does Informed Delivery Impact Us?

Informed Delivery has not been widely marketed to consumers in our ZiP Codes yet, however, it will be in the

near future. As a result of this marketing, you may receive questions from consumers about the feature or how
to sign up. We recommend you direct consumers to the Informed Delivery website which has an extensive list
of FAQs. Thank you for your time and for your support as we roll out this new and exciting feature.

STATION CERTIFICATION:
Station Name

Date Service Talk Given
Coordinator (Signature)
Management Coordinator (Signature)

Provided by HQ, Product Innovation — 2017




PLEASE PRINT. READ, CERTIFY & POST THIS STANDUP TALK

Informed Delivery™ Standup Talk 2 - For Distribution upon Receipt of Job Aids & Collateral
FOR ALL EMPLOYEES IN MAJOR METRO DEPLOYMENT AREAS

Informed Delivery™ Job Aids & Collateral
In our last Standup Talk, we introduced you to Informed Delivery, a new notification service that will soon be
marketed and promoted to consumers in our service area as part of the nationwide expansion of the feature.

As a reminder, Informed Delivery is an optional, free feature that gives residential consumers the ability to
see a daily preview of their household’s letter-sized mailpieces that will be arriving in their mailboxes soon.
Once signed up, users can view grayscale images of the outside of their letter-sized mailpieces on a
computer, tablet, or mobile device. informed Delivery offers consumers the convenience of seeing what is
coming to their mailbox — anytime, anywhere — even while traveling.

] Hlustrations of informed Delivery Pocket
How Does Informed Delivery Impact Us? Pad and Trifold Brochure (front views).
You may receive questions as Informed Delivery expands nationwide and the E
feature is promoted and marketed to consumers in our ZIP Codes™. The
purpose of this Standup Talk is to remind you that marketing for this feature will
begin in our area soon. To help you understand Informed Delivery and its
benefits, as well as to equip you to answer questions about the feature, we've
been provided some job aids and collateral.

Vit is ‘
Infonmed
Delivery ?

» Trifold Brochure: This brochure provides an overview of the feature, how it
works, and information on how to sign up. This resource is for internal use
only and should not be given to consumers; it is solely for your reference.

+ Pocket Pad: This Pocket Pad can be used by carriers or clerks. You can
tear off a sheet from the Pocket Pad to provide to consumers that express
interest. This sheet contains information on how to sign up and provides the
URL for the website where consumers can learn more about Informed
Delivery. The Pocket Pad does not bear U.S. postage and therefore should
not be placed inside a consumer’s physical mailbox or PO Boxes™.

A select number of these Informed Delivery job aids and collateral have been shipped to
our office; we will order additional job aids and collateral online as needed.

Where Can We Find More Information?

You or our consumers can visit the Informed Delivery website at informeddelivery.usps.com for an
extensive list of FAQs and to get information on how to sign up as a personal user of informed Delivery. As
a reminder, our participation is optional and sign up must be completed outside of work hours.

As USPS® employees, our support is essential in helping USPS make mait a more valuable and effective
communication channel and maintain the relevancy of physical mail in today's highly digital environment.

Thank you for your time and support as we rolt out this new and exciting consumer feature!

STATION CERTIFICATION:
Station Name

Date Service Talk was Given

Coordinator (Signature)

Management Coordinator (Signature)

Provided by HQ, Product innovation — 2017
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December 29, 2016

Mr. Brian J. Wagnar
Prasident

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

Dear Brian;

This is in further reference to our previous correspondence’ conceming the Postal Service’s
transition to & new Flexible Spending Account (FSA) program vendor, FSAFEDS. This is notice
that Management Instruction (MI) EL-430-2015-4 Back Pay, PS Form 8038, Employee Statement
fo Recover Back Pay, and PS Form 8038, Back Pay Dacision/Seftlement Worksheet, are being
revised to conform to the new FSA program.

We have enclosed:

»  Coples of Management Instruction, EL-430-2015-4 final draft, one with and one without
changes identified

o Copies of P8 Form 8038 and PS Form 8039 with changes identified

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

Sincerely,

(" Alan 5. Moore
Manager
Labor Relations Policy and Frograms

Enclosures

If anyone wants to see the copy with track changes may contact NAPS
Headquarters.

! Previous natices on this subject were sent on April 28, October 27, November 2, and November 17.
475 UENFANT PLaza SW
WasHINGTON DC 20260-4101
WWW.HSPS,COM
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Management Instruction

Back Pay

This management instruction (Ml) provides:

1. Abrief overview of the back pay compensation process,
2. Information about organizational responsibilities, and

3. Theprocedures for processing a claim.

For a full discussion of the Postal Service's policy on back pay
compensation, see Employee and Labor Relations Manual (ELM) 436,

Back Pay,

Overview

Definition

Date Octoher 1, 2015
Effective Immediately
Number EL-430-2015-4
Cbsoletes EL-430-20124

Unit Compensation

DR

Jeffrey C. Williamson
Chief Human Resources Officer
and Executive Vice President

Back pay compensation is the retroactive restoration of pay, benefits,

or both. The Postal Service provides back pay compensation for:

1. Periods in which compensation is reduced, denied, or terminated
due to personnel or hiring actions that are subsequently reversed;

or

2. Retirement applications that are denied by the Office of
Personnel Management (OFPM).

Back pay compensation does nof include compensation for non-

. _- - compensation-related--claims,-such-as:these-found-in: Article 27 of the. _ -

collective bargaining agreements or in ELM 640, Employee Claims.

Authorization
Back pay compensation is authorized in one of the following ways:

® By a settlement or decision from a recognized authority that
reverses or modifies a personnel action. This includes, but is not
limited to.

— A settlement or decision negotiated under or rendered by:

€
&
G
€3

The Equal Employment Opporfunity Commission (EEOCC),
The Merit Systems Protection Board (MSPB),
Federal district courts, or

Arbitrators and others operating within the auspices of
Article 15 of the collective bargaining agreements.

—  Arescission

G By Retirement Program management approval in an erroneous
retirement case.

Management Instruction EL.-430-2015-4
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Definitions

Decision — & document that
merorializes an official determination
made by a third party (such as a federal
judge, administrative law  judge,
arbitrator, or hearing officer) regarding
the appropriateness of a personne!
action.

Erroneous retirement — when the
Office of Personnel Management (CPM)
finds that the eligibility requirements for
retirement have not been fulfilled.

Personnel action - an action that
modifies the employment status or
employment eligibility of an individual.
Personnel actions that may result in
back pay if reversed include adverss
actions such as suspension without pay,
removal, or involuntary reassignment
(including demotion) as well as status
modifications that are not necessarily
adverse but result in pay adjustment.

Rescission — a unilateral determination
by the Postal Service regarding a
personnel action.

Types of Back Pay Compensation

Lump Sum

A Jump sum is back pay compensation in the form of a single payment
of a known amount of money.

A lump sum award does not affect the compensation history used by
OPM to calculate retirement annuities or other employment-related
benefits such as:

(€ Sick or annual leave,

'3 Health or life insurance, or

G Thrift Savings Plan participation.

A hack pay lump sum award is always subject to:

e Federal, state, and local income tax withholding, and

& Social Security and Medicare deductions, where applicable.

See Attachment A, Back Pay Lump Sum Inclusions, Deductions, and
Withholdings, for the application of lump sum calculations to cifferent
kinds of seftlements, decisions, rulings, and determinations.

Hours Calculation

An hours calculation is back pay compensation that is based on a
hypothetical schedule (i.e., the schedule that the claimant would have
worked _if_nct_for the_personnel action_that was_subsequently_reversed

Sefflement agreement — & document
that memorializes an  agreement
between an individual or his or her
representative and the US. Postal
Service. A settlement represents a
negotiated solution to a disagreement
outside of, or in [isu of, the official
decision-making process by a third
party.

or the retirement action that was denied).

This computation method requires determining:

1. The relevant time peried,;

2.  Theappropriate hasic rate of pay, and

3. The hours the employee would have worked during the back pay
pericd,

The resulting calculation may take into account the claimant's regular

work schedule and premium pay attached to that regular schedule or

—theclaimant's work-history-—" " — - —

A back pay award that calls for an employee to be “made whole” must
be submitted as an hours calculation. This type of compensation
makes the employee whole because:

1. Unlike a lump sum payment, it includes most employment-
related benefits such as:
a. Sick and annual leave,
b.  Health and life insurance,
¢.  Thrift Savings Plan, and
d.  Retirement benefits.

2. it also requires correction of an individual's personnel history,
and that change may affect the annuity calculations performed by
OPM if and when the individual retires.

An hours calculation may take the form of a pay differential adjustment.

1. This calculation takes an individual's existing compensation
history and compares if to an alternative that would have
occurred under different circumstances.

Management Instruction EL-430-2015-4




2 The difference in pay, If any, results in a payroll adjustment to the
employee.

An hours calculation payment is a/ways subject to:
1.  Federal, state, and loca!l income tax withholding, and
2. Social Security and Medicare deductions, where applicable.

See Attachments B and C for more information regarding the
application of hours calculations to different kinds of settlements
decisions, rulings, and determinations.

Interest

See ELM 436.7, Interest on Back Pay, for policy regarding when and
how interest is calculated for back pay awards.

Erroneous Retirement

Explanation

An individuai is considered erroneously retired if he or she voluntarily
retires before meeting the requirements for both age and service. In
such cases, OPM usually:

¢  Disallows the retirement application, and

&«  Requests the Postal Service to retroactively restore the employee
___to the active rolls as of the date of the erroneous retirement.

lf the date on which the applicant would attain the age andfor service
requirements has already passed and the time span for attaining
eligibility is short, e.g., 30 days or less, the Headquarters
Compensation Retirement Program manager may decide to
administratively place the employee in leave without pay (LWOP) status
from the date of the erroneous retirement to the date on which the
minimum service or age requirement is attained.

Corrective Action

.- -OPM's letter_requesting the Postal-Service-to-restore the employee t0--— -~ - o e e

the rolls will indicate that the employee “may be entitled to back pay
covering the period from the date of the erroneous retirement to the
date the employee is restored to the rolls.”

Before any action is taken on OPM's leiter, the Postal Service must
verify the employee's service record, -

« If the reason for the erroneous retlrement i based on age
records must be verified to ascertain the employee’s correct date
of birth.

&  After the retirement separation is established as erronedus, the
employee must be contacted promptly and action taken to
restore him or her to the rolls,

In erroneous retirement cases, back pay is calculated so that an
employee is compensated as if he or she had worked durmg the period
of erroneous retirement.

Approval of Back Pay in Erronecus Retirement Cases

Back pay must be approved by Headquarters Compensation if an
erroneous retirement is the result of a Postal Service eligibility
determination error. If an employee was in LWOP status immediately

Management Instruction EL-430-2015-4




before the effective date of separation, back pay may be denied for the
erroheous retirement period.

Mitigating Damages

As detailed in ELM 436, an employee who files an appeal challenging a
personnel action involving separation, indefinite suspension, or denial
of employment is required to mitigate damages during the period
necessary to adjudicate his or her appeal. To mitigate damages, the
employee is expected to earn income from:

¢ New employment,
¢ Expanded part-fime employment, or
3 Self-employment.

The employing office must provide information concerning efforts
made to mitigate damages on PS Form 8039, Back Pay Decision/
Settiement Werksheet, Section C.

Separation or Indefinite Suspension

If the original action resuited in separation or indefinite suspension and
no outside employment was obtained for all or any part of the back pay
peried, the employee must supply the following:

€ Back pay period of 45 days or less — the employee is not
required to certify or to provide documentation showing his or her
- —- efforts to secure-otheremployment-during this-period. -

&  Back pay period of more than 45 days and up to 6 months —
the employes must provide a statement certifying the reasons
that outside employment was not obtained for all parts of the
back pay period that exceeded the first 45 days. These periods
are excluded from the back pay computation if the employee:

— Fails to provide a certified statement, or

— Indicates that he or she did not make a reasonable effort to
secure oulside employment for the periods in guestion.
¢ Back pay period of more than 6 months {e.g., 6 months and 1
day) — the employee must provide documentation detailing his
or her efforts to secure other employment for all parts of the
back pay period that exceeded the first 45 days. If the employee
fails to provide such documentation for the periods in question,
- -these periods are excluded from back pay computation.

Denial of Employment

If the original action resulted in denial of employment with the Postal
Service, the individual must provide documentation in suppert cf his or
her efforts to secure other employment for all parts of the back pay
pericd.

If the individual fails to provide such documentation for all parts of the
back pay pericd, these periods are excluded from the back pay
compudtation.

If these pericds are excluded from a back pay computation, the
employing office must document the reasons on PS Form 8038. This
documeniation becomes part of the back pay file. See Attachments B
and C for more information about mitigation of damages.

Managemaent Instruction EL-430-2015-4




Compliance Requirements

Merit Systems Protection Board

The MSPB requires that compliance action for back pay be completed
within 60 days of its final decision,

3 Generally, an initial decision is final 35 days after it is dated if a
petition for review is not filed.

© Decisions of the full board are final on the date set forth in the
decision,

If there is any delay in this process caused by administrative problems
or the employee's failure to provide the necessary documentation, the
employee's manager or district back pay coordinator must:

& Notify the MSPB regional office, in writing, of the reasons for the
delay, and

G Provide an estimated date when the back pay check will be
issued,

Equal Employment Opportunity Commission

The EEQC requires that evidence of compliance with its decisions be
submitted within 80 days of the decision.

If there is any delay in this process caused by administrative problems
or by the employee's failure to provide the necessary documentation,
the employee’s manager or district back pay coordinator must:

® Notify the EEQC district office with jurisdiction over the case, and

€  Provide the reasons for the delay and an estimated date when the
back pay check will be issued.

Arbitration and Court Awards

If an arbitrator or court awards back pay, the postmaster or installation
head should attempt to comply with the award within a reasonable time

. period or within the time period set by the arbitrator or court

If there is any delay in the process caused by administrative problems
or the employee's failure to provide the necessary documentation, the
employee’s manager or district back pay coordinator should contact
the advocate who represented the Postal Service for advice on how to
proceed.

Privacy Act Consirderatiohs

Back Pay records are private information about individuals and are
personal in nature. These records are to be treated as confidential,
sensitive, or sensitive-enhanced information. To protect against
unauthorized disclosure these records are to be given the same
measure of security as other personnel record systems (i.e., storage in
locked desk or file cabinets, with access restricted to those with an
official need to know). Requirements to protect sensitive or sensitive-
enhanced information are derived from law, regulation, policy, the law
enforcement and judicial process, the payment card industry (PCI), and
the Privacy Act of 1974, These records must be handled and disclosed
only in accordance with Privacy and Records Management
considerations (see Handbook AS-353, Guide fo Frivacy. the Freedom
of Information Act, and Records Management).
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Responsibilities

The responsibilities of Postal Service personnel for managing the back
pay compensation process are listed in the table below,

Headquarters

This person or
organization...

Is responsible for...

Compensation

¢ Developing back pay compensation policy and
updating ELM 438 when required.

¢ Providing guidance to Headquarters Payroll
and others concerning the application of
federal statutes, reguiations, and case
precedent to the payment of claims.

& Maintaining the list of back pay coordinators
on the Postal Service intranet.

& Determining whether back pay is warranted in
erroneous retirement cases.

Manager, Corporate
Personnegl Management

& Administering all aspects of back pay policy for
Headquarters and Headquarters field unit
employees.

Human Resources

— All Levels

This person or
organization...

Is responsible for...

Human Resources
Shared Services Center
(HRSSC):

« Personnel
Processing
Spedialist; or

& Human Resources

- - Generalist -

"¢ In reversed personnel action cases:
— Ensuring that the claimant's benefits
package is current and cotrect,
—~ Helping with any correction to the
employee’s personnel history made
necessary hy a settlement or decision.

— Interacting as needed with back pay
coordinators, payroll specialists at
Accounting Services, and local certifying
officials.

& In erroneous retirement cases:

-~ Verifying the validity of any OPM rejection of
a retirement application.

~ Forwarding the case to the back pay
coordinator far further action.

Manager, Human
Resources {Area)

& Determining whether an eligible employee may
participate during the back pay period in any
variable pay program {.e., Pay for
Performance (PFP) payments). This
determination is required only if the decision,
negotiated seftlement, or rescission does not
specifically address variable pay programs.

¢¢ Ensuring that districts and area office
personnel within the manager's area comply
with all rules and regulations regarding back
pay processing as defined in this and other
official documents.
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This person or
organization,..

Is responsible for...

Manager, Human
Resources (District)

¢ Designating a management employse,
typically a labor relations manager or
specialist, as the district back pay coordinator
and updating the list of back pay coordinators
when necessary by informing the manager,
Pay Programs (Headquarters Compensationy,
of any changes.

& In erronecus retirement cases, contacting the
manager, Retirement Programs {Headquarters
Compensation), for authorization to pay back
pay compensation.

¢ Ensuring that the district complies with all
rules and regulations regarding back pay
processing as defined in this and other official
documaents.

¢ Acting as the final approving authority for all
back pay cases,

Districts

This person or
organization...

Is responsible for...

Manager, Labor
Relations

& Informing claimants of their responsibllity to
mitigate damages {see ELLM 436.2}.
Attachments E and F provide sample letters to
be used as guides for this purpose.

@ Determining whether a claimant who Is
required to mitigate damages by seeking other
employment has done so satisfactorily.

¢ Inreversed personnel action cases, reviewing
required back pay forms and documentation
befora they are submiited to the manager,

Human Resources for final approval.
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This person or

organization.., Is responsible for...

Back Pay Coordinator ¢ Reviewing and coordinating the back pay

{(Certifying Official) claim process. This may include either of the
following: ’

— Personally completing or submitting the
necsssary back pay forms.

~ Moenitoring the actions of other
management personnel assigned this
responsibility.

€ Verifying the claimant’s efforts to mitigate
damages. Attachment G provides a sample
letter to use when verifying a claimant's
attempts to'mitigate damages. '

& Noting other sources of income received by
the claimant, such as unemployment
insurance and Office of Workers'
Compensation Programs awards, during the
back pay period.

¢ Ensuring that mitigation efforts and income are
reported correctly on PS Farm 8038,
Employee Statement to RecoverBack Pay,
and PS Form B039, Back Pay Decision/
Seitlement Worksheet,

¢ Working with personnel processing specialists
at HRSS3C or the district Human Resources
(HR) generalist, as needed, to ensure that:

— Any necessary service and salary history
cotrections are processed correcily,

— All other employee benefits are correct and
current.

¢ Documenting any delays caused by
employees, claimants, or others in submitting
the information required to process the back
pay claim. (See Compliance Requirements on
page 5 for mare infarmation.)

& Promptly verifying with OPM the ameunt of
retirement deposits refunded or annuity
payments received, if any, during the back pay
period.
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This person or
organization...

Is responsible for...

Back Pay Coordinator
(Certifying Official)
{continued)

¢ Certifying that the back pay claim is complete
and accurate by signing PS Form 8039,
obtaining the signature of the manager,
Human Resources {District), or their designee
{final approving authority}, and submitting the
back pay package to Accounting Services.

« Establishing and maintaining a back pay file
for each back pay case. The file should be
identified by the employee’s or claimant's
name, and contain the fellowing:

Decislon, award or settlement agreement.

Notification of the claimant’s ebligation to
mitigate damages during the back pay
period {see Attachments E and F),

Copies of any documented evidence
submitted by the claimant in support of his
or her efforts to secure outside employment
during the back pay period.

Copies of letters sent to employer contacts
made by the employee during the back pay
period (see Attachment G).

Copy of PS Form 8038 and any
documented evidence submitted by the
employee in support of the information
provided on PS Form 8038.

Copy of PS Form 8039 and any supporting
decumentation provided to Accounting
Services as part of the PS Form 8039
submission.

Copy of PS Form 8041, Pre-arbifration or
Agency Settlement Worksheet, for lump
sum awards.

Copy of PS Form 2240, Pay, Leave, or Other
Hours Pay Adjustment Request, if required.
Copies of all correspondence between the
Postal Service and the claimant concerning
the claimant's back pay claim.

Copies of letters sent to or received from an
appropriate authority concerning the
processing delays or compliance actions
involving the case at hand, including
notification from OPM of annuity payments
recaived or employee contributions
withdrawn.

Documents on any administrative or judicial
action filed by the claimant cencerning the
Postal Service's final decision on the
claimant's back pay claim,

Any other pertinent forms, letters, or other
documents related to the back pay case.
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This person or
organization...

Is responsible for...

Back Pay Coordinator
(Certifying Official)
(continued)

¢ Retaining the back pay file in the final
approving official’'s organization for 3 years
after the effective date of the decision, award
or settlement agreement, unless an audit,
investigation, or appeal is pending that would
require a longer period of retention.

Accouhting Services

This person or
organization...

is responsiblefor...

Accounting Services

¢ Processing back pay claims on a first-in, first-
out basis as quickly as possible, based on the
information contained in the back pay
package.

€ Returning to the submission office packages
that do not contain the required forms,
documents, information, and signatures of the
claimant, the back pay coordinator {the
certifying official), and the final approving
official.

Managers and Claimants

This person or
organization...

Is responsiblefor...

Managers of
Employees Submitting
Back Pay Claims

¢ Providing the claimant with the necessary
forms and instructions, including, but not
limited to, PS Form 8038,

& In all types of back pay awards, assisting
district, area, Headquarters, and Accounting
Services staff in gathering and disseminating
information and completing required forms
concerning the case for prompt and accurate
processing of the claim.

& Documenting any delays caused by
employees or claimants in submitting the
information required to process their back pay
claims.

& Providing reasonable assistance to employees
in obtaining information and completing
required forms and documentation.

& In cases involving a rescission, providing
written documentation of the terms of the
requested payment or adjustment.
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This person or
organization,.. Is respeonsible for...

Back Pay Claimants % If required by statutory and regulatory
requirements as detailed in ELM 436,
mitigating damages by seeking other
employment or increasing existing secondary
employment during the back pay period,

€ Completing in full and signing PS Form 8038
including documenting their sfforts to mitigate
damages and the income they received.

& Submitting PS Form 8038 and any related
documentation to the responsible
management official as soon as possible after
a settlement or decision has bean reached.

Note: The claimant or his or her authorized

agent must submit a back pay claim within &

years following the date of the action resulting in
the claim.

Procedures

This section lists the steps Postal Service personnel take to process a
back pay claim.

Back Pay Coordinator

As soon as possible after receiving the authorizing decision,
settiement, rescission, or approval by Headquarters Compensation of
back pay in an erroneous retirement case, review the checklist in
Attachment D, Back Pay Documentation Requirements, to determine
the appropriate documentation and submission procedures required by
the authorization for back pay.

Coordinate with Labor Relations to ensure the employee is notified of
the requirement to mitigate damages during the back pay period, if
applicable (see section on Mitigating Damages on page 4).

1. For Lump Sum Awards
a.  You must use GATS to process:

i Wage-related lump. sum payments_ less than
$100,000 that are grievances, pre-arbitration
settlements, and arbltration awards.

For mare information on GATS, go to Labor Relations

Systems and Resources at  hifp./blue.usps.gov/

humanrescurces/professionalportal/iaborrelations/it/

b.  Youmust complete PS Form 8041, obtain signature of the
certifying official, and submit to the address on the form if
the payment cannot be processed through GATS (refer to
Attachment D) because the payment:

i. Is not wage-related;
ii. Isequalto or greater than $100,000; or
iii. Isnot the result of a grievance or arbitration process.
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2. For Hours Calculation Awards (Less than one full pay period
and no requirement toc make employee whole}

a.

You must use GATS for Article 15 grievance-arbitration

related hours calculations involving:

i Less than one full pay period of lost earnings;

il No requirement to make the claimant "whole”; and

iii.  Afleast 1 paid hour (work or leave) in the relevant pay
period was previously paid to the claimant.

For more information on GATS, go to Labor Relations
Systems and Resources at hifp//blue.usps.gov/
humanresources/professionalportal/taborrelations/r/
irsr.ghtmi.

If the payment cannot be processed through GATS {refer to
Attachment D), then you must:
i Complete the required document:
(@) PS Form 2240, Pay, Leave, or Cther Hours
Adjustment; or
(o) PS Form 8038, Back Pay Decision/Settiement
Worksheet,

ii. Obtain the necessary signatures and submit the
required form{s) and documentation as direcied in
Attachment D.

3. ForHours Calculation Awards {One full pay period or more or
any period that requires employee to be made whole)

a,

For all back pay authorizations that require an hours
calculation including (1) one full Postal Service pay period
or more (i.e., at least one Postal Service pay period with no
previously paid leave or work hours), (2) a provision of back
nay to make the employee whole, or (3) a decision renderad
by an authorizing agency or third party:

i. Direct the employee to complete and sign
PS Form 8038, Employee Statement to Recover Back
Pay. Advise the employee to include all applicakle
infermation on:

(a) Mitigating damages andfor receipt of
unemployment compensation; - -

(by Voluntary refunds of retirement plan
confributions;

(c) Participation in the Thrift Savings Plan (TSP),
and/or Health Insurance; and

{d) Receipt of annuity payments from GPM.

ii. Inform employees or claimants that prompt,
thorough, and accurate completion of PS Form 8038
allows management to complete PS Form 8039 in a
timely and accurate manner that reflects compliance
with statutory and regulatory requirements and case
law precedent. Failure by the claimant to complete
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b.

S Form 8038 in a timely manner will delay payment
of the award.

Complete PS Form 80309.

Use the information provided by the claimant on PS
Form 8038, resolving any discrepancies or omissions.

Consult with HR local services or HRSSC, as
necessary, to determine service or salary history
corrections required by the back pay award.

Complete Part G, Work Schedule, of the form
describing what the employee's regular schedule
would have been during the back pay period, as
follows:

{a) For an smployee with a regular schedule,
check the regular schedule assigned to the
employee’'s position. Estimate any overtime or
other premiums, such as night differential,
Sunday premium, or higher-level pay, to which
the claimant might be entitled for the back pay
period. '

(b)Y For an employee without a regular schedule
{e.g., a part-time flexible schedule or non-
career employee), review the employee’s
actual work schedule during the 13 pay periods
before the suspension, separation, or
retirement to arrive at a fair estimation of what
the employee would have worked if not for the
disputed personnel action.

1) If 13 pay periods of history are not
available, review ail those available
before the suspension, separation, or
retirement.

2) If the employee was on LWOP before
separation or suspension, use the
schedule in effect immediately before the
LWOP pericd began.

3) To evaluate the work history of an

--- - employee without a regular schedule, use - -

payroll journals and/or Time and
Attendance Collection System (TACS)
reports. If you have trouble accessing this
information, contact your district TACS
coordinator. TACS coordinators are
listed on the Postal Service intranet at
http.//blue.usps.gov/tacs.

{¢)  For an individual with no work history available
(such as a claimant who was initially denied
employment):

1) Select up to three comparable
employees and use their work histories
to determine the hypothetical hours for
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which the claimant should be

compensated.

2) If three comparable employees are not
available, use as many as can be
identified.

iv.  If the employee received any distributions of funds
from OPM during the separation period, these
payments are considered overpayments, ie., debts
owed to the federal retirement system.

(a) If, during a contested separation, the employse
received from OPM a lump sum refund of his
or her retirement contributions, deposits,
voluntary contributions, and interest (as shown
in Question 8b of PS Form 8038):

1) Verify the amount of the refund by fexing
a request to the OFPM office in Boyer, PA,
at 724-794-6633 or 724-794-4568.

2)  Include the claimant’s:

{a) Name and any other names by which
the claimant may be known or may
have been known in the past;

(b) CSRS retirement claim number or
FERS annuity claim numbaer (CSA}, if
known;

{c) Social Security number if the CSA is
not known; and

{d) Date of birth,

3) Include a fax number to which the reply
should be sent.

Note: It may take OPM up to 3 weeks to
respond, so this action should be taken
immediately upon receipt. if there is a
discrepancy between the amounts
reported by the claimant-and those
provided by OPM, reconcile the
difference. The claimant may attach a

- -——- -~ signed statement,-advising that they-feel
there is a discrepancy in the amounts.

4)  Write in Section |, Special Instructions, on
PS Form 8039 "Deduct OPM retirement
refund and return to OPM."

(b) If, during the back pay period, the employee
received annuity payments from the federal
government (as shown in Question 8a of P&
Form 8038 or OPM correspondence), write in
Section |, Special Instructions, on PS Form
8039: "Deduct OPM retirement refund and
return to OPM.”

v. If the claimant is eligible for variable pay program
compensation during the back pay period, and the
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back pay authorization is a third-party decision or
negotiated settlement involving disciplinary action
that was upheld or modified:

(@ Determine whether the decision or setflement
specifically addresses any variable pay program
compensation (i.e., PFP payments).

1) If so, follow the instructions in the
decision or negotiated settlement.

2}  If not, contact the area HR manager for a
decision. The area HR manager has the
authority to exclude a claimant from
program eligikility provided the exclusion
does not violate the plain language of the
decision or settlement.

(by Use PS Form 8039, Section |, Special
Instructions, to document the decision,
negotiated settlement, or area HR manager's
instructions regarding PFP processing.

vi.  If the back pay authorization is a rescission, annotate
Section |, Special Instructions, of PS Form 8039 to
document the manager's instructions,

¢. Request that the HRSSC make appropriate cancellations,
corrections, and reactivations, by sending the following
information:

. Copy of the relevant authorization for back pay
(negotiated settlement, third-party decision, OPM
determination, rescission, ete.),

ii. Copies of PS Forms 8038 and 8039.

li. An explanation of the personnel actions that must be
performed.

d.  Send the information using one of these methods:

i. Email to:
HRSSC BENEFITS/COMPENSATION
Subject Line: Field Back Pay
ii. Faxto: '
651-994-36543
Attn: Field Back Pay
ii.  Mail to:
HRSSC Benefits & Compensation
Atih; Field Back Pay
P.O. Box 970400
Greensbero, NC 27497-0400

Personnel Processing Specialists at HRSSC

4,  Perform the cancellations, corrections, and reactivations
requested and fax a screen print of the updated service history to
the back pay coordinator.

5. Communicate any benefits-related issues the claimant should
be aware of to the back pay coordinator.
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Back Pay Coordinator

8. Chce the HCES actions — cancellation, correction, and/or
reactivation — have been performed, and PS Form 8038 and
PS Form 8039 have been completed, certify that the back pay
¢ciaim is accurate and complete by signing PS Form 8038 in the
space provided.

7. Present the back pay package to the manager, Labor Relations,
for review,

Manager, Labor Relations

8. Review the completeness and accuracy of the back pay claim
paperwork completed by the back pay coordinator.

9. For reversed personnel action cases, determine whether the
claimant has satisfied the requirement to mitigate damages by
seeking other employment, as detailed in ELM 436.

Note: In making this determination, the responsible manager,
Labor Relations, should take info consideration not enly the
number of prospective employer contacts that were made by the
employee or claimant, but also several other factors, such as the
job market and the unemployment rate in the local commuting
area.

€ If the local economy is depressed, the job opportunities will
not be as readily available as in an area that is realizing
substantial growth.

« The employment opportunities advertised in the local
newspaper and the jobs available through the state jeob
service provide good measures not only of the availability of
jobs but alsg of the level of activity that could reasonably be
expected frct;\(n the employee.

10.  Return the form fo the back pay coordinator to make any
corrections deemed necessary.

Back Pay Coordinator

11. Present the corrected back pay file to the manager, Human
Resources, for review and final approving signature.

12.  After approval by the manager, Human Resources, mail the
following items to the address indicated in Attachment D:

a. PSForm 8038, PS Form 8038, and a copy of the thirdfpartg
settlement or decision, if applicable.

A screen print of the updated service history.

in erronecus retirement cases, approval from the
manager, Retirement Program (Headquarters
Compensation), of the back pay and a copy of the official
letter from OPM (1) denying the refirement application and
(2) stating any overpayment (debt) owed to the feceral
retirement system,

d. For cases that involve a rescission, a copy of the
manager's written documentation of the terms of the back
pay request.
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13.  Arrange for copies of all forms and documents relevant to the
back pay package to be kept on file at the final approving
official’'s organization for 3 years.

Accounting Services

14. Receive the back pay package filled out with the information
required by statutory, regulatory, and case law authority.

15.  Within 60 days of receipt of the completed package, disburse
the funds due to the employee according to calculations based
on the information in the back pay claim.
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Attachment A
Back Pay Lump Sum Inclusions, Deductions, and Withholdings

Note: Inclusions in this table are considered normal inclusions for a lump sum award if the settlement or decision is
otherwise silent,

Lump Sum Inclusions YESINO
Wages, Night Differential, Overtime, Additional Straight Time Pay, Sunday Premium, and NO
Holiday Leave (according to the regular schedule and tour of duty at the time of incident or personnel
action) '
interest See ELM 436.7, Interest on Back Pay.
Annuzl Leave NO
Sick Leave NO
Variable Pay Programs Compensation (e.g.. PFP) NO
Thrift Savings Plan (TSP) Empioyer Contributions NO
Retirement CGredit NO
Lump Sum Deductions and Withholdings YES/NO
Earnings from New Employment or Expanded Part-Time Employment

€ Required to certify or document efferts to mitigate damages? NO

(& Deduct from back pay award? NO
Unemployment Compensation NO
Welfare or Public Assistance Payments NO
Workers' Compensation (OWGCP) (except scheduled awards) NO
Automatic redeposit of refunded retirement contributions for CSRS and CSRS offset employess | NO
Retirement Gontributions NO
Social Security’ YES
Medicare? YES
Federal Income Tax! YES
State Income Tax' YES
Local Income Tax! YES
Indebtedness ta USPS {only if'em ployee is terminated) YES
Other Agency Debts? YES
Child Support? YES
IRS Levies? YES
Garnishments? YES
Health Insurance Premiums NO

~ 7 "Life Insurance Premiums T B " NO _77 T

Charity NO
Union-Sponsored Insutance NO
TSP Loan Repayment NO
TSP Employee Contributions NO
TSP Catch-Up NG
Allotments NO
Military Buyback NO
Union Dues NO
Other Involuntary Deductions (such as alimony, state tax leviss, and bankruptoy?) YES

7 7ho Poslal Service may not enler into seftlement agreemens that requite it nof fo withhold income laxes, Medicare or Soolal Sectinlty deductions or to report any
payments as income to the Infernal Revenue Service (IRS), or io state andlocal taxing authonities. A clausa in the sefffement agreement providing that the claimant will
be responsible for any tax liabilfty arising from the paymen! wili not shiald the Postal Service from its obligation fo appropriately wilhhold from ar report the payment.

2 Deducted in doffar or perceniage amounts in accordance with court order or legal directive.
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Attachment B

Back Pay Hours Calculation Inclusions, Deductions, and Withholdings:
Less Than One Full Pay Period’ (page 1 of 3)

Note: Inclusions in this table are considered normal inclusions for an hours calculation if the settlement or degision is

otherwise silent.

Retirement
Program
EEOC Approval in
Declgions or Arbitration Erroneous
MSPB Decislons or Settlement and Court Settlement Retirement
Settlement Agreements Agreements Decisions Agreements Cases Rescissions
Recipients Reciplents '
Eligible for Not Eligible
Veteransg' for Veterans’ All All All All All
Inclusions Preference Preference Recipients Recipients Recipients Recipients Recipients
Wages, Night
Differential,
Overtime, Additional
Straight Time Pay,
Sunday Premium,
and Holiday Leave YES YES YES YES YES YES Mji:i?:tmm
{(according to the ‘
regular schedule and
tour of duty at the time
of Incident or
personnét action)
Interest See ELM 438.7, Interest an Back Pay. NO NO
Annual Leave {if not ' ' Management
already credited) YES YES YES YES YES YES discretion
Sick Leave Management
{if not already credited) YES YES YES YES YES YES discration
Variable Pay
Programs Management Managemsent Managetment Management Management YES Management
Compensation discretion? discretion? discretion? discretion? discretion? discretion
(e.g.,PFP)
Retirement Credit Management
YES YES YES YES YES YES discretion
TSP Employer X Management
Contributions YES YES YES YES YES YES discrefien
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Attachment B
Back Pay Hours Calculation Inclusions, Deductions, and Withholdings:

Less Than One Full Pay Period! (page 2 of 3)

Retirement
Arbitrationand Program
EEQC Court Approval in
Decisions or Decisions and Erroneous
MSPB Decisions and Settlement Settloment Settlement Retirement
Agreemeants Agreements Agreements Cases Rescissions
Recipients Recipients Not
Eligible for Eligible for
Deductions and ~ Veterans’ Veterans’
Withholdings Preference Preference AllRecipients | AllReciplents All Reclpients | AllRecipients
Earnings from New
- Employment or Expanded
Part-Time Employment
{& Required to mitigate
damages?
— Employee (current or :
former USPS amployee) NO NO NO NO NG NO
— Applicant {individual
who was initially denied NO NO NO NO NIA NO
-USPS employment)
(€ Required to certify or
tdocument efforts to NO NO NO NO NOQ NO
mitigate damages?
& Deduct from back pay NO NO NO NO NO N
award?
Unemployment
Compensation NO NO NG NO NO NO
Welfare or Public
Assistance Payments NO NO NO NO NO NO
Workers' Compensation
{OWCP), except scheduled NO NO NO NO NO NO
awards®
Automatic redeposit of
refunded retirement
confributions for CSRS and NO NO NO NO NO NO
CSRS offset employees ‘
Retirement Contributions YES YES YES YES YES YES
Annuity payments received
fomoPM | NO———| NO— |- NO NO NO | NG
Social Security? YES YES YES YES YES YES
Medicare? YES YES ; YES YES YES YES
Federa! Income Tax?* YES YES YES YES YES YES
State Income Tax?* YES YES YES YES YES YES
Local Income Tax? YES YES YES YES - YES YES
Indebtedness to USPS, only
if employee is terminated YES YES YES YES YES YES
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Attachment B

Back Pay Hours Calculation Inclusions, Deductions, and Withholdings:
Less Than One Full Pay Period! (page 3 of 3)

: Retirement
Arbitrationand Program
EEOC Court Approval in
Decisions or Decisions and Erreneous
MSPB Degisions and Settlement Settlement Settlement Retirement
Agreements Agreements Agreements Cases Rescissions
Recipients Recipients Not
Ellgible for Eligible for
Deductions and Veterans' Veterans’
Withholdings Preference Preference All Recipients All Recipients AllRecipients All Recipients
Other Agency Debts NO NO NO NO NO NO
Child Support NO NO NO NO NO NO
IRS Leavies NO NO NO NO NO NO
Garnlshments NO NO NG NO NO NG
Health Insurance '
5 YES YES YES YES YES YES
Premiums
Life Insurance Premiumss NO NO NO NO NO NO
Charity NO NO NG NO- NO NO
Union-Sponsored '
Insurance NO NO NG NO NO NO
TSP Loan Repayment NO NO NO NO NQ NO
TSP Employee ,
Contributions YES YES YES YES YES YES
TSP Catch-Up NO NO NO NO NO NO
Allotment NO NO NC NO NO NO
Military Buyback NO NO NO NO NO NO
Unlon Dues NO NG “NO NO NO NO
Other Involuntary '
Deductions, such as NO NO NO NO NO NO

alimony, state tax levies,
and bankruptcy

L Ny

“The back pay period contains only pay periods for which the claimant airegdy received some compensation for work or paid leave;
Provided the plain fanguage of the third party decision or negotiated settiement is not vilated.

If claimant was working less than fuil time, and receiving DWCP payments for remainder of scheduled tour, back pay compensation will be provided for the
tours previously charged to OWGP, and OWCF payments wili be deducted from the award.

4 The Postal Service may not enter Into settiement agresments that require if not fo withhold income taxes, Medicare or Social Security deductions or to
report any payments as income fo the Internai Revenue Service (IRS), or to state and local taxing authorities. A clause in the seftfement egreement
providing that the claimant will be responsible for any tax liability arising from the payment will not shield the Postal Service from its obfigation fo

approprigtely withhold from or repoit the payment.

5 Health Insurance premiums will be invoiced and deducted from employes’s next regular pay check.

6 If awarded back pay affer being separated or suspendsd erroneously, no withholdings are made for fife insurance unless death or accldental
dismemberment occurs during the period befween removal and the finding that the agency action was erronecus, In stich cases, insurance benefits are
paid, and premiums are withheld from the back pay award,

Management Instruction EL-430-2015-4
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Attachment C
Back Pay Hours Calculation Inclusions, Deductions, and Withholdings:

One Full Pay Period or More! (page 1 of 3)
Note: Inclusions in this table are considered nermal inclusions if the settlement or decision is otherwise silent.

Retirement
Program
EEQOC Approval in
Decisions or Arbitration Erroneous
MSPB Decislons or Settlement and Court Settiement Retirement
Settlement Agreements Agreaments Decisions Agreements Cases Rescissions
Reciplents Recipients
Eligible for Not Eligible
Veterans' far Veterans’ All All All All All
Inciusions Preference Preference Recipients Recipients Recipients Recipients Raciplents
Wages, Night
Differential,
Overtime, Additional s
Straight Time pay,
Sunday Premium,
and Holiday Leave Manaaemesns
(according o the YES YES YES YES YES YES A
regular schedule and
tour of duty at the
time of incident or
personnal action)
Interest See ELM 438.7, Interest on Back Pay NO NO
AnnuaiLeave M
(if not already YES YES YES YES YES YES anagement
credited) Iscreiion
8ick Leave M
(i not already YES YES YES YES YES YES enagemont
credited) iscretion
Variable Pay
Programs M
Compensation Management | Menagement | Management | Management anagement YES Ma.nagelfnent
(e.g., PFP) discretion? discretion? discretion? discretion? discretion? discretion
tirement Credit !
Reffrement Gredit |~ oo 1 ves | ves— |- ves——| - ves—— | ves_ | Mensgemen
TSP Employer Managemant
Contributions YES YES YES YES YES YES discration

22
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Attachment C

Back Pay Hours Calculation Inclusions, Deductions, and Withholdings:

One Full Pay Period or More (page 2 of 3)

Retirement
Arhitrationand Program
EEOC Court Approval In
Decisions and Decisions and Erroneous
MSPB Decisions and Settlement Settlement Settlement Retirement
Agreements Agreements Agreements Cases Rescissions
Recipients Recipients Not
Eligible for Eligible for
Deductions and Veterans’ Veterans’

Withholdings Preference Preference All Reclpients All Recipients All Recipients All Recipients
Earnings from New '
Employment or Expanded
Part-Time Employment
& Required to mitigate

damages?
- Employee (current or NO YES, after YES, after 45 YES, after 45 NO YES, after 45
former USPS employee) 45 days days days days
~ Applicant (individual ; ) ) .
who was initially denied NO Yfﬁ;‘ ;r;m YES, ;rgm first YES, ;r:rn first N/A N/A
USPS employment) 4 ¥ y
€ Required to cetify or )
document efforts to NO YES YES YES NO YES’C'If over 45
" ays
mitigate damages?
& Deduct from back pay YES, as stated YES, as stated YES, as stated YES, as stated YES, as slated
award? on PS Form an PS Form on PS Form on PS Form NO on PS Form
803¢ 8039 8039 8039 8039
Unemployment When When When When
Compensation guthorized by authorized by NG authorized by N/A authorized by
state law state law state law state law
Welfare or Public '
Asslstance Payments NO NO NO NO NO NO
Workers’' Compensation
{OWCP), except scheduled YES YES YES YES N/A YES
awards
Automatic redeposit of
refunded retirement
contributions for CSRS and YES YES YES YES N/A YES
CSRS offsef employees
Retirement Contributions YES YES YES YES __YES YES
Annulty payments received
from OPM YES YES YES YES YES YES
Social Security® YES YES YES YES YES YES
Medicare® YES YES YES YES YES YES
Federal Income Tax® YES YES YES YES YES YES
State Income Tax® “YES YES YES YES YES YES
L.ocal income Tax® YES YES YES YES YES YES
Indebtedness to USPS, only
if employee is terminated YES YES YES YES WA VES
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Attachment C

Back Pay Hours Calculation Inclusions, Deductions, and Withholdings:

One Full Pay Period or More (page 3 of 3)

Retirement
Arbitrationand Program
EEQC Court Approval in
Decisions and Decisions and Erroneous
MSPB Declslons and Settlement Seftlement Settlement Retirement
Agreements Agreements Agreements Cases Rescissions
Recipients Recipients Not
Eligible for Eligible for
Deductions and Veterans’ Veterans' .
Withholdings Preference Preference All Recipients All Recipients All Reclpients All Recipients
Other Agency Debts? YES YES YES YES YES YES
Child Support? YES YES YES YES YES YES
IRS Levies” YES YES YES YES YES YES
Garnishments 4 YES YES YES YES YES YES
Other Involuntary
Deductions, such as
alimony, state tax levies, YES YES YES - YES YES YES
and bankruptcy*
Health
calth Insurance YES YES YES YES YES YES
Premiums
. - 6
Life Insurance Premiums NO NO NO NO NO NO
Charity NG NO NG NO NO NO
Union-Sponsored
Insurance NO NO NG NO NO NO
TSP Loan Repayment NO NG NO - NO NO NC
TSP Empioye
P oYee YES YES YES YES YES YES
‘Contributions )
TSP Catch-Up? YES YES YES YES YES YES
Allotment NO NO NO NO NO NO,
Military Buyback NO NO NO NO NO NO
Union Dues® vyEs |  YES | YES |  YES YES |  YES

1 The back pay period confains one or more pay periods with no previously paid work or leave howrs.
Provided the plain language of the third parly decision or pegcliated settlsment Is not viclated.

3 The Postal Service may nof enter into settlement agreements that require It not to withhold income taxes, Medicare or Social Security deductions or to
report any payments asincome to the Intemal Revenue Service (IRS), or to state and local taxing authorities. A clause in the setilement agresmsnt
providing that the claimant will be responsible for any lax iabiity arising from the payment will not shiald the Postal Service from fis obligation to
approptiately withhold from or report the payment.

4 Deducted in dolfar or percentage amounts in accordance with court order or legal directive.

If elected by emplayee on PS Form 8038, Employse Statement fo Recover Back Pay.

8 If awarded back pay after being fired or suspended erroneously, no withholdings are made for ife insurance unless death or accidental dlsmemberment
ocours during the period hetween removaland the finding thaf the agency sction was erroneous. In such cases, Insurance benefits are pald, and
premiums are withheld from the back pay awarded,

7 Employee must submit a TSP-1 Form, Flection Form, for each election change.

Employee must submit TSP-1-C Form, Cateh-Up Contribution Election, for TSP Catoh-Up Conlribution elections.

9 Fracedant established through Samuelsv. Postal Service, MSPB Docket No. DE-0752-89-0260-R-1 (Feb. 24, 2004); reconsideration of Samuelsv. Postal
Service, 95 M. S.P.R. 30 (2003).

o

=]
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Attachment D
Back Pay Documentation Requirements

Lump Sum Awards and Documents Required
Less than $100,000.00 $100,000.00 or more
Authority by Which Copy of Copy of
Award was Granted GATS PS Form 8041 Award PS Form 8041 Award
Grigvance-Arbitration X1 ¥ X X X
EEOQC, MSPB, OPM, Other A X X X
Rescission A X X X

T Wage-related lump sum grievance and pre-arbitration seftloments and arbitration awards less than $100,000 must be processed via GATS. If
payment canrot be made via GATS (becauss the payment is nef wage-related or is $100,000.00 or more), submit PS Form 8041 to the address
below.

Submit PS Form 8041 and copy of award to the following mailing address:
ACCOUNTING SERVICES

FINANGCIAL PROCESSING — PAY LOCATION 9616

2825 LONE CAK PRWY

EAGAN MN 55121-9616

Hours Calculation Awards and Documents Required

One full pay period or more or any

Less than one full pay period and no requirement to perlod that requires employee to be
make employee whole! made whole?
' PS Form Copy of PS Form Copy of
Authority by Which - Award or | Address Award or | Address
Award was Granted GATS | 2240 | 8038 | 8039 | Rescission 8038 | 8032 | Rescission
Grievance-Arbitration : X | X X X B
EEOC, MSPB, Court, '
Other X B X X X B
Erroneous Separation
X X B

for Retirement? , X B X
Rescission 0 X |l o X A X X X B

F % i Rira

1 These documents are required when the Back Pay adfustment does not require payment for a full pay period. The claimant must havebeen on
USPS rofls and there must have been some previous payment for work or leave for the relevant pay period(s) involved. There must be NO
requirement to make the claimant “whole”.

2 These documents are required when the Back Pay adjustment doss require payment for a full pay period (or more) for which there has been no
previous payment for work or feave and/or pay periods when the claimant was not on USPS rolls (no payroll history exists). This documentation

is also required for periods of less than one full pay period, if thers is a requirement to make the claimant “whole”, -

3 GATSis to he used for Article 15 grievance-arbitration related hours calculations involving less than one full pay perfod of lost earnings whete
there is no requirement to make the grievant whole, If GATS cannot be used for this type of hours calculation adjustment, or there is &
requirement to make the employee whole, submit PS Form 2240 via the elWS Online Forms (e OLF} (https:#olf.usps.gow/OLFE/) modle.

4 Back pay for erroneous retirement cases must be approved by the Retirement Programs Manager, HQ Compensation.

Addresses:

A) elWS Online Forms (eOLF):
nttps:/folf.usps.gov/OLF/

B) ACCOUNTING SERVICES
FINANCIAL PROCESSING - PAY LOCATION 9616
2825 LONE DAK PKWY
EAGAN MN 55121-9616
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Attachment E
Notice of Mitigation of Damages Requirement for Current or Former Employee

Human Resources

UNITED STATES
‘ POSTAL SERVICE

[date] , Certified Mail Number
Restricted Delivery
Return Receipt Requested

[claimant name]
[street address]
[city/state/ZIP]

Dear [name]:

This letter is to advise you that throughout the period necessary for adjudication of your appeal except for the
first 45 days, you are required to make a reasonable effort fo secure outside employment in order to be
eligible for back pay in the event your appeal should be sustained.

Pursuant to Employee and Labor Relations Manual 436.42d (copy enclosed), if the back pay pericc exceeds
6 months and no outside employment is secured during all or any part of that period except for the first 45
days, you will be required to document your efforts to secure outside employment during such periods.
Therefore, you should maintain documented evidence of each employer contact, including the following
information:

The date, or approximate date, you made each contact.

The business name, address, and telephche number.

Whether the contact was in person, by phone; or by mail.

The name of the person whom you contacted or who conducted the interview.
Whether or not you filed an application for empioyment.

6. The reason you were not offered employment, if you know.

Failure to make a reascnable effort to secure outside employment or failure to document your efforts may
result in your being denied back pay should you be the prevailing party in this appeal.

ook oo

Sincerely,

[name]
[title]

Enclosure
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Attachment F
Notice of Mitigation of Damages Requirement for Individual Denied Employment
Human Resources

™ UNITEDSTATES
F POSTAL SERVICE

[date] Certified Mail Number
Restricted Delivery
Return Receipt Requested

[claimant name]
[street address)
[city/state/ZIP]

Dear [namel:

This letter is to advise you that throughout the period necessary for adjudication of your appeal you are
required to make a reasonable effort to secure outside employment in order to be eligible for back pay in the
event your appeal should be sustained.

Pursuant to Employee and Labor Relations Manual 436.42f {(copy enclosed), you will be required to furnish a
resime of your efforts to secure outside employment during the period necessary for adjudication of your
appeal. Therefore, you should maintain documented evidence of each employer contact, including the
following information:

The date, or approximate date, you made each contact.

The business name, address, and telephone number,

Whether the contact was in person, by phone, or by mail.

The name of the person whom you contacted or who conducted the interview.
Whether or not you filed an application for employment.

The reason you were not offered employment, if you know.

[ I I NS X R

Failure to make a reasonable effort to secure outside employment or failure to document your efforts may
result in your being denied back pay should you be the prevailing party in this appeal,

Sincerely,

- [n@ame}—- - — — - : - — = -
(title]
Enclosure
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Attachment G
Verification of Claimant's Attempt to Seek Outside Employment

Human Resources

UNITED STATES
7 POSTAL SERVICE

[date]

[Company name]
[street address]
lcity/state/Z1P]

Dear [name]:

| would appreciate any assistance you can provide regarding an employee of the U.S. Postal Service.

[Name of claimant, street address, city] claims to have contacted your business during [month and year] seeking employment. [She/
He] has advised us the person she/he spoke to was [name of contact, if applicable].

Would you kindly check your records and let me know whether you have any documentation regarding [néme of employee]? It would
be helpful to know the manner of contact (i.e., by phone, by mail, or in person) and whether or not {she/he] filed an application for
employment with you.

| have enclosed a self-addressed envelope for you to use. A prompt response would be most beneficial.

Sincerely,

[name]
[title]

Enclosure
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UNITED STATES o
B rosaLservicEs ~ Back Pay Decision/Settlement Worksheet:

Instructions: This form is used fo submit a clatm for payment of Back Pay compensation authorized by:

{1} A setitement agreement, arbitration award, or agency or court declsion in the case of a contested personnel action;
{2} A rescission by management In the case of an uncontested personnel action; or

(3) A Posial Service™ approval of Back Pay In case of an erronecus refirement determination,

See Employae and Labor Relatlons Manual (ELM) 436 and the ourrent managemant instruction, found on PolicyNet under “Management Instruotions”,
for Back Pay policles and procedures,

The ¢laimant, the Postal Service certif{mg official and the Postal Service final approval authotity must alf sign this form 1o acknowledge that they have
ref\r:]ewed its contents and agree with the stalements mada on this form. A farm missing any of the three signatures will be returned to the originating
office.

Please read the Privacy Act Btatement on page 7.
A, Claimant Identification
1, Claimant Name (Last, First, Mi)

2. Designation/Activity Code (DES/ACT) | 3. Claimant EIN (Employse ID) | 4. Employing Office Telephone Number (including
: area code and extension)

5. USPS® Contact Name (Last, First, M) 8038 Ref: Section A | 6. USPS Contact Office Mailing Address (Number, Strest, Box,
Ste./Apt. No., City, State, Zip+4®)

7. USPS Contact Telephone Number (fnclude area code and
extension) 8038 Ref: Section A

B. Claim Information . _ _ _

1. Does this settlement or decision constitute, or include, a lump sum payment?
0O No O Yes

If yes, use PS Form 8041, Pre-Arbitration or Agency Settlement Worksheet, to submit the request for sach lump sum payment that

cannot be made using GATS.

2. Claim Category (Check One) 3. Forurn of Seitlement or Declsion (Check ohe)
1 Contested Personnet Action (if checked, selact one of the (1 Grievance
following three option_s): O Pre-arbitration O Pre-irial  C1 EEQC
O Settiement [0 Declsion £1 Rescisslion 0 Arbitration O Court 1 MSPB

1 OPM (Erronesous Retirement Determination)
O Other (specify): -
4. Back Pay Period: 5. Back Pay Period: | 6. Finance Numberto Be Charged 8. Date of Settlement, Decieion, Ruling

1 Other (spacify):

YYYY) ; y or Erronecus Retiremant
From (MMIDD/ To (MM/DDIWM Determination (MM/DD/YYYY)

7. Grievance or Case Number

9. Was the claimart ready, willing and abie to work during he entire Back Pay period? 8038 Ref. Section B (12)
O No{Proceed to Hem 10.}
O Yes (Proceed to Saction C.) » .

10. How are the time perfods when the claimant was pot ready, willing and able to work to be handled? (Select all that apply)

8038 Rar: Section B (1b)
O Claimant chooses to use earned annual leave or sick leave for the petiods when the claimant was not able to periorm the
Postal Seivice job. COMPLETE TABLE A. . ,

[ Disallow payment for specific dates during the Back Pay period. COMPLETE TABLE B.

TABLE A: Substituted Leave (Clalmant will recelve compensation for these perfods if they have sufficlent leave bafance(s))

Identify the date(s} and type of cradited leave to be substituted. (The use of leave listed In this sestlon shoukd match the claimant’s

igtﬁntéo?s)as Indicated on PS Form B038, Section 1b and the number of hours listed to be paid on this form In Section G, Work
chedule.

Starting Date (MA/DD/YYYY) Endlng Date {MM/D.D/YYYW Type of Gredited (Eamed) Leave

TABLE B: Disallowed Time* {Cla'lmant will hot recaive compensation from the USPS for the periods listec! below.)
Starting Date (MM/DD/YYYY) ' Ending Date (MM/DD/YYYY)

*Disallowed time should include time duting the Back Pay period when the clalmant was unable to work but clafment s choosing not 1o use their
leave.
References: ELM 510 and ELM 436.2.
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C. Compensation from the Postal Sérvice and Other Sources

The folowr'ng compensation lt !fseo' i thi scﬁon an recelved by the claimant during the

to the Back Pay payment that will be calcutated for the claimant.

Back Pay period are POTENTIAL offssts

Do not send the supporting doctimentation for outside employment, secondary employment, seif-employment, OWCP or unemploymant
to Eagan; those files should be kept with the case file at the Jocal or district office.

1a. Was the claimant notified to seék outside ernployment
in accordance with ELM 4367

£ Ne OvYes
1b. Did the claimant obtain outside amployment* or have
increased  earnings  from  secondary or  self-

employment during the Back Pay pericd?
[0 No {Proceed fo 1c.) 8038 Rsf: Section B (3, 4a, 4b, 5)
O Yes {Complete the tabie below and proceed to 2a.)
TABLE 1b

GROSS
Date From Date To Amount
Sourge | (MMIDDIYYYY) | IMM/DRIYYYY) | Recelved §
Qutside
Employment*®

> Seconclaty
Empm't See 2a
and 2b below

Self-Employment:
See 3a and 3b
halow

Note: Claimn prooessing requires QROSS dollars for the correct
calculation of the payment to the claimant,

Do not include dates or monies outsida the Baok Pay time frame.

*Outside employment is employment the claimant sought
obtained during the Back Pay pericd.

arid/or

2a. Did the claimant

have secondary employment during
8038 Ref: Section B (4s)

the Back Pay periogi?
LI No | aimant had
O ves | bafore the B

ended evan i
ths Postal Sei

Note: Secon]\iry employment Is employment that the

hite working for the Postal Service just
ck Pay perfod and that would not have
the claimant had continued working for
vice,

provided by the claima
the case requires subm

When complseting th ISVI

fleld, verify and use the information
t on P8 Form 8038, Section B{4a), when
ssion of that form.

sesk
heen
ELM

1c. Documentation of the claimant's efforts to
employment during the Baok Pay perod has
reviewed and found adequate to comply with
436. (Check one.)

(1 No (Proceed to 1d.} (1 Yes (Proceed to 4.)

id. If the answer to outside employment In (1c) is “No”,
the claimant may be dehled Back Pay cormpensation,
subject to the provisions of the ELM 436.2,

Note: Postal Service™ employess eligible for veterans’
preference are not required to make réascnable efforts to obtain
other employment while pursuing an administrative appeal with
the Merit Systems Protection Board (MSPB),

Please list any period(s} of time to be disallowed from the Back
Pay award for Fallure to Seek Outside Emiployment in the table
below. :

Starting Date (MM/DD/YYYY) | Ending Date (MIM/DD/YYYY)

2h, If yes, did work hoy
durlng the Back Pay pefiod?

O No

[ Yes {Complete calc

rs of secondary employment increase
8038 Raf! Section B {(4b)

Lilation below.)

During Back Pay perion]:
3 . (TotaiGross) / number of weeks
=, § Avg (iross pei’ week during the BF period
(= HA‘ \ll)
During 6 months beforg Back Pay period
3 ... {8 mdnths Gross) / 26 weeks
= §_ Avg Pross per week before the BP perlod
{= "BR"
A ~ BB = &_ | Never indicate less than
$6.00)
This. represents the ifcreased earnings/week (Gross dollars}

during the BP period:

the Back Pay) shoul

be listed on the line for *Sacondary

The resufting total (ln{eased garnings X No. of weeks during

Employment” in TABL

Amount Received $%.

The reported Incraase i

period (previous six-m
Back Pay award using

1h {above), in the fleld labeled YGross

) wages over and above tha comparison
brith period) will be used o reduce the
omparable time Increments,

8a, Was the claimant
period?

1 No
A Yes

self-employed during the Back Pay
8038 Ref: Section B(5)

When completing this figld, verify and use the information provided

by the ¢laimant on PS

reguires submission of §

Form 8038, Section B(5), when the case
hat form.
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3b. If claimant was self-employed, report the eamings from
self-employment during the Back Pay period.

If self-employed before the Back Pay petiod, report the difference
between what was earned In the 6 month period before the Back
Pay period and what was earned during the Back Pay period.

During Back Pay period:
$ —  [Total Gross}/ number of wesks
= $__ Avg Gross per week during the BP period
(=AY
if applicable:

During 6 months before Back Pay period {if self-employed during
thils time) .

5 . (6 months Gross) / 26 weeks
= $________ Avg Gross per wesk before the BP period
(= llBBll)
AA-BB= §$ {Never indicate less than
$0.00)
This represents the increased earnings / week {Grass collars)

during the BP period:

The resulting total {Increased earnings X No. of weeks
during the Back Pay) should be listed on the line for “Self
Employment® in TABLE 1b (above), in the fisld labeled “Gross
Amount Received $".

Note: For mare information, see IRS Publication 334, Tax Guide
for Smalf Businesses, and 535, Business Expenses.

Note for 2b and 3b; Comparison Periods for Secondary and/
or Self-employment; The six-month period before the Back Pay
period s to be used to establish an average that was eamed in
secondary and/or sslf-employment. That average can then be
used for comparison purposes. If the petiod of secondary and/
or self-employment is for a shorter time-period, use the earnings
of that period as the average Instead of the suggested 6-month
pericd. Comparisons must be made to like time frames. (For
example if the Back Pay perlod is 18 months, a proper comparison
would be o the six month secondary and/or self-employment
amount, times three. O, if the period of secondary andfor self-
employment was only 3 months, muitiply the eamings times &
to equal 18 months.) If the result of the comparlson results is a
negative amount, report $0 for the increased earnings, In Table 1D,
1GROSS Amount Received $ (dollars)"” field.

5. Did the clalmant receive workers’ compensation during
the Back Pay perod? 8038 Ref: Section B (7}

} No

O Yes: I yes, list date(s) verified by US Department of
Labor and GROSS amount received in the table below.
Health & Rasource Management (District Office) can assist
with obfaining this information.

Date From Data To GROSS Amount
{MIM/DDIYYYY) (MMIDD/YYYY) | Recelved
$
Do not include dates or monfes outside the Back Pay time
frame,

Note: If OWCP compensation dusing the Back Pay period is
consacutive, you may cambine periods of compensation into one
antry for purposes of processing by Payroll. if the space above /s
instifficlent, attach additfonal sheet(s).

6. Retiremont

Ba. Did the claimant receive any annulty payments from
the foderal government during the Back Pay period?
8038 Ref: Sectlon B (8g)

O No
L ves

If yes, pigase enter the claimant’s Civil Service Annuity (CSA)
retirement account number: ____

Enter the amount received In the table below:

Date From Date To GROSS Amount
{(MM/DDIYYYY) (MMIDDIYYYY) Received
§

Note: The above amount will ba deducted automatically from
the Back Pay award and electronicatly iransmitted fo the Office
of Personnal Management (OPN) to selisly the claimant's
indebtedness and restore applivabls retirément credit,

6b. Did the claimant make a voluntary withdrawai of rétirerment
funds, efther CSRS or FERS? 8038 Ret: Secilon B (8b)

This is not referring to claiment’s TSP account,

O No

O ves: Amount $ .

Note: To the extent possibie, the above amourt will be deducted
attomatically from the Back Pay award and electronically
transmitted to OPM to satisfy the claimant’s indebiedness and
restore applicable retirerent credit.

4. Did the clalmant receive unemployment compensation
during the Back Pay pericd? 8038 Ref; Section 8 (6)

0 No

3 Yes: If yes, which State?

{If vas, list date(séverfﬂed by state employment security
agency and GROSS amount received in the table below.)

Date From GROSS Amaount
(MMIDDIYYYY) Recelived

$

Do not include dates ar monles outslde the Back Pay time
frame.

Date To
{(MMIDDIYYYY)

7. Leave

O Ful Leave credit.
O spacial Instructions for Leave credit:

Notes!

« Unless specifically addregsed In the settlement or declsion,

» A claimant who receives Back Pay via direct calculation of
pay (based on hours, not a lump sum payment), is typicaily
credited with full leave benefits up to the maximum allowable
garry-over, as would have accrued had they heen an active
employes in pay status during the Back Pay period,

Leave Notes continued on Page 4 of 7.
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Notes continued:

» A claimant who recelves a jump sum payment, typlcally does
not have leave bensfits credited for the Back Pay perioc.

# If any annual and/or sick Ieava was used {and paid to the
claimant) during the Back Pay perlod and is now to be restored
to the clatmant, those hours should be listed in Section |, Special
Insiructions, Any such time perlods (previously paid by leave

saparation actlon, processing of the Back Pay case may
result in a monetfry offset to the Back Pay award for the
previous Terming Leave payrent, with a corresponding

restoral of the Anhual Leave.

Recelved an invoice for Overdrawn Annual Leave [ODAL),
that invoice may be reduced or canceled In its entirety
based on the prokisions of the Back Pay award.

hours) have already been paid once, and should not be listed in

Sectioh G to be pald again.

If the claimant was previously separated and:
* Recelved a Terminal Leave payment based on that

Had an overdra
the claimant's fl
returned as part 4

D. -_Benefi‘t‘ﬁlections
1. Health Insurance
0 No Coverage elected

rn Annual Leave balance which reduced
hal wages, that compensation may be
f the Back Pay award.

8038 Ref: Section B {9)

0 Continued Enrollment (NQVQI’ Tgrmlnat'ed} For new snroliment, ind cate the Plan and Effective Data balow.
& Relnstatement (Retroactive) Plan Gode:
T New Enroliment (Complate box to the right,) Effective Date:
2. Thrift Savings Plan 8038 Ret: Section B (10)
O No Patticipation
O Reireactive Reinstatement
Condribution Rate (%) or§ pet pay petiod

Effective Date:

Note: If No Participation is chosen, and the claimant was participating in TSP at the begin
not to partictpate, the claimant must submit a TSP-1 Form to stop contributions. Again the
Pay Period of the Back Pay if after Pay Period 13/2005. if Pay Period 13/2005 or priar, the
Season available during the Back Pay period.

if Retroactive Reinstatement Is chosen, the TSP particlpation in force during the Back Pay per
the claimant had a Financlal Hardship In-Service Withdrawal{s), or wishes to change the p

and wishes to participate during the Back Pay period, please provide a T8P-1 Form with a

hing of the Back Pay period and wishes
ffective date must ba the first day of the
it must be the first day of the first Open

od will be reinstated automatically, unless
entage or dollar amount contributed, in

effective date for the first day of the Pay

8
which case a separate TSP-1 Form is needed for the effective begin date of such cha\nge{i‘.7 if the claimant was not enrolled in TSP

Period of the Back Pay if after Pay Period 13/2008. If Pay Period 13/2C05 or-prior, then it mus
avallable during the Back Pay perlod,

Note: The TSP-1 Formis submilted with the Back Pay ciaim cover only the Back Pay period

L be the first day of the first Open Season

. Upon return to work the glaimant must

access PostalEASE if the claimant wishes to participate in TSP and have contributions ddducted from current earnings or to stop

contributlons.

* If thie claimant wishes to participate in TSP Catch-Up, & TSP-1C is raquired for each relevarpt calendar year.

0

Flexibie Spending Accounts

3a. PRIOR YEAR: Complete this section if clalmant was previously enrcled In F8A for
missed B&¥ayse the claimant was terminated from the plan.

0 Do nothifuglaimant has chosen not to restore participation.
O Relnstate Particiifign: What calendar year?
Claimant has chosen to have Bijgipation restored for the entire plan year. Missed co

3b. GURRENT YEAR: Complate this sectiondgn
Select ONLY ONE of the 4 optiona:

|

iifying the clalimant’s cholce for, nt

No Participation has been elsctad by the claimantéa,

e

0

[
restored for the current Plar edf.

O New Enrollmeniwt! aant missed FSA Open Season during the Back Pay periog

HRSSG (5287 7-3273, Optlon 5) 1o initiats the request for New Enroliment.”

“pwefCes for FSA or missed contributions, applicable to the Back Pay period, will be

;

Reinstate Participation: Plan pagie Bation was terminated and claimant™s 3. 4

- .
8038 Ref: Section B (114, 118)
prior year but FSA contributions g

ons will be billed.*
year F8A particlpation.

Continue Current Partigipation has been elegied the clam Lurrent year HSA has not been terminated.”

thosen to have FSA paricipation fully

and has B¥eaadvised to contact

ollected from the Back Pay payieg :

P8 Form 8039, October 2015, Page 4 of 7 'G!aimant‘s Last Name:

EIN;




4. Life Insurance

Eligibility for life Insurance coverage after a return to pay and duty status Is determined by the law and regulations for the Faderal
Employses Group Life Insurance (FEGLI) Program, administered by OPM, For detailed Information on how FEGLI handles coverage
in such situations, and what options are avaliable to a Postal Service employes, see ELM 436.5, Life Insurance Coverage.

E. OQuistanding USPS Indebtedness | P ]

Clalmant has requested deductions from the final Back Pay award be applied to the invoices listed bolow, in the stated amounts:
8048 Ref: Saction B (12)

$ Amount to apply to Invoioe #

$ Amount to apply to Invoice #

F. Salary Progression

Has the Salary History been reviewed for any corvections required by the Back Pay award and have any needed corrections bean
completed by HRSSC? (Step deferment reversals, Step Increases, Last Day In Pay Status, Job placernent, ete.}

0O No: If No, please submit all requests for cotreotion to HRSSC along with a copy of tha settlement/decision, before submittiig the
Back Pay case to Eagan:

B Yes

Note: Eagan cannot process the Back Pay case unless HRSSC has completed all needed correttions.

G. Work Schedule

Week 1 Scheduled Days Week 2 Scheduled Days

O Saturday BT EY___ [J Saturday BT ET For Rural Carriers

£ Sunday BT ET O Sunday  BT_. . ET____ Evaluated Waelly Hpur‘s:_____
0 Monday BT ET £ Monday éT ET

O Tuesday BT, ET_____ O Tuesday BT ET

O Wednesday BT ET___ (0 Wednesday BT, ET ...

B Thursday BT. ET______ 0 Thursday BT. ET______

O  Fricay BT, EV .. O Friday BT ET,

Length of Lunch period: {minutes)

PS Form 8039, October 201 5,Page5of 7 Claimant's Last Name: EIN:




Instructions: in the chart below, complaié & tabulation of the number and type of pay hourg that the claimant should be paid for the
Back Pay perlod.

Record ONLY the additfonal hours that should be paid to satisfy the Back Pay awargl. Do NOT include any hours that have
previously been pald to the claimant. ’

For claimants with flexible work schedules:

(1) If the clalmant was on the rolls, the haurs to be providad In the table below should fepresent all of the claimant’s paid hours
for the 13 pay periods before the Back Pay psriod. If an employes did not work 13 pay petlods before the Back Pay period,
list as many pay periods as are available, The claimant will be paid the differance bejween the averages of the hours listed on
this page and any hours for which the claimant has already besn pald. ’

{2} If the claimant was not on the rolls, use the hours worked by three similar employassjio caloulate the average hours to be peid
to the claimant.

Work Night Work Sunday | Penally | Holiday |} Holiday | Annual Sick Other
{Base) Diiferential | Ovortime | Premium | Overime | Work Leave leave | Leave | {Please
Year | PP | Week | Hours (52) (54) {83) (72) {43) (67) (58) {55) {56) | specify)

1

2

1

2

1

2

1

2

1

2

;|

2

1

2

1

2

1

b4

1

2

1

2

1 !
. 2 :

1

2

H. Interest

Is Interest expressly awarded in the settterment? Note: Interedt s computed after the claim has
O No [ Yes hean procesded and is paid by a separate check.

PS Form 8039, October 2015, Page 8 of 7 Claimant's Last Name: EIN:




. Special Instructions N _ _ _ ‘
Pleass list any speclal Instructions! (e.g., malling Instructions or joint name on payments}.

Note: Back Pay awards are typleally pald via a paper check and sent to the mailing address for checks that Is on record for the
employee’s current finance number. Alternative mailing arrangements are not available unless a settlernent or decision specifically
directs other mailing procadures, of the payment is for interest, non-wage incoms, or reimbursable expenses.

Leave: If the award is pald as direct calculation (hours based), Eagan will automatically credit the claimant with the eamed annual
feave and sick leave to which they are entitled per provisions of the ELM (512.3 and §73.2). If any annual end/or sick lsave used during
the Back Pay period Is to ba restored to the claimant, please list those hours in the space provided below. (Example: “Restore _____
hours (AL or SL) for PP ___ WK___.") Because these hours have already been pald, they should not bie listed in Section G.

J.  Signatures

1a. Claimant Name (please pnt) B 1b. Climan ignatu‘re . 1e. Date
(MMIDDIYYYY)
2a. Back Pay Coordinator 1 or their Delegate T 2b. Back Pay Coordinator or Delegate Signature 2¢. Date
Name aind Title (please print) (MM/DDIYYYY)
2d. Back Pay Coordinator or Delegate Mailing Address | 2e. City 2f. State 2g. ZIP+4
(Number, street, suite, elc., If different from USPS
contact address on page 1)

2h. Bagk Pay Goordinator or Delegate Telephane Number
(including area code and extension)

3a. District HR Manager (1 or thelr Delegate [J 3b. District HR Manager or Delegate Signature 3¢, Date
Name and Tlile (please print)

(MIV/DD/YYYY)

K. Privacy Act Statement

Your information will be used to process your Back Pay claim. Collaction is authorized by 38 LL.S.C. 401, 409, 410, 1001, 1003, 1004,
1008, and 1026; and 20 U.5.C. 2601 et seq. Providing this information is voluntary, but if not providet!, we may not process your
Back Pay claim, .

We may only discloss your Information as follows; in relevant legat proceedings; to law enforcement when the U.S. Postal Service
{USPS) or requesting agency bacomes aware of a viclation of law; to a congressional office at your reguest; to entities or ind ividuals
under contract with USPS; to entlties authorized to perform audits; to labor organizations as required by law; to federal, stale,
local, or foreign government agencies regarding personnel matters; to the Equal Employment Opportunity Commission; to the Merit
Systems Protection Board or Office of Special Counsel; and to federal, state, or local governments: administeting benefit or other
programs to conduct a computer mateh to verlfy ligibliity, indebtedness, or compliance with requirements of the program. For
additional Information regarding our privacy policies, visit www.usps.com/privacypolicy.

L, Mailing Instructions

Mail to:

Accounting Services

Financlal Processing — Pay Locdtion 9618
2825 Lone Oak Pkwy

Eagan MN 55121-9616

PS Form 8039, October 2015, Page.;r' of 7 Claimant;s Last Name: EIM:




™ UNITEDSTATES .
,F POSTAL SERVICE o Employee Statement to Recover Back Pay

INSTRUCTIONS: An employse may receive payment of Back Pay compensation authorized by:
(1) A settlement agreement, arbitration award, or agency or court declsion in the case of a cortested personnel action;
{2} A rescission in the case of an uncontested personnel action; or
{3) A Unlted States Postal Service® approval of Back Pay in the case of an erroneous retirement determination,

Bsfore your authorized Back Pay claim oan be processed, you must:
a.  Complete this form.

b. Prmlri?e all required supportiné documentation, Attach additional pages as necessary, noting on each attached page the guostion 1o which
it relates,

Flease read the Privacy Act Statement on page 4,

A, Employee ldentification

Name (Last, First, M) ' - ' . 2. Claimant Address
{(Number, Street, Box, Ste./Apt. Mo., City, State, Zip+4)
3. {Egggxtéonll\cﬁviiv Code 4. Clalmant EIN Employee (i)
B.  Current Position Title 6, Claimani Telephone Number (include area coda)
7. Employing Offfee Finance Number 8. Emplaying Offlce Telephone Numbier (include area code)
ga. USPS® Labor Relations or Hurman Resources Contact : 9b. USPS Contact Telaphone Number (include area cods)

. Statement Questions
Back Pay Petlod: From (M/DD/YYYY)

Back Pay Perloc:; To (MMIDD/YYYY)

Employment - Questions 1 -5 7
1a. Were you ready, willing and able to work during the entire Back Pay periad?

[:I NO (Provide explanation of your inability to woark on the lines below and then proceed to question 1b.}

D YES (Proceed o question 2a.)

1b. Do you want to use earmed annual leave or sick leave for the petiods when you were hot able to perforin the Postal Service job?

D NO {Procead to question 2a.)

Note:  if you were unable or unwilling to parform your job during the Back Pay perlod and you do net request annual or siok
leave, you will not receive any compensation from the Pastal Service for that period.

D YES (Complate TABLE A balow and then proceed to question 2a.)

TABLE A: Substituted Leave

¢ Youwll'recelve compensation for these petiods if you have sufficient leave balanca(s).
*  Identify the dales(s) and type of cradited lsave to ba subsituted, Note: You must submit PS Form 3971, Rectest for or Notifieation of Absance,
to your supervisor or manager for any periods listed befow.

- Starting Bxate (MM/DDIYYYY) Ending Date (MW/DDYYYYY) Type of Credited (Earﬁed) Leave

2a. Did you seek outside employment during the Back Pay period?
[:I NO (Procaed to question 3.)

D YES (f YES, but no outside employment was obtalned for all or part of the Back Pay peried, you must fumish the Information required below in
2b or 2 hased on the type of personnel actlon and the length of the Back Pay period.

PS Form 8038, October 2016, Page 1 of 4, Claimant's Last Name: EIN:




2b. SEPARATIONS AND INDEFINITE SUSPENSIONS, If the Back Pay claim Is for a period of separfition or Indefinite suspension, you must furaish

the following:

(1} I the Baok Pay period Is less than 6 months, you must provids a written explanation of the jeasons outside smployment was not oblained

for all parts of the Back Pay perlod except for the first 45 days.
@
other employment for all parts of the Back Pay period except for the first 45 days, Provide t
which you made contact:
(&) The date or approximate date tha contact was madsa.
(b} The business namie, acldrass, and telephone number.
(5) Whether the contact was in person, by telephanie, or by mail.
(d) The name of the person contacted or who concucted the Interview.
{e} Whether an employment application was fliad.
e (ff - The reason, If known, why employment was nat offsred.

2c. DEMIAL OF EMPLOYMENT. i the Back Pay claim Is for a perlod during which employment wi
provide the information required in ltem 2b(2), above, for ALL parts of the Back Pay period durlng whic!

i the Back Pay period ts 8 menths or more, you must provide additlonal, detalled informatjon conceining the efforts you made to obtain

e following information for sach employer with

H the Postal Service™ was denied, you must
other smployment was not obtaineg,

NOTE:  Outside employment Is employmant you sought and/or obtalned during the Back Pay period

NOTE: Postal Service employesa eligibie for velerans’ preference are not required to make reasorjable efforts to obtain other employment whila
pursuing an administrative appeal with the Merit Systems Protection Board (MSPB). )

3. Did you have earnings from outside employment during the Back Pay petiod?

D NO {Proceed o guestion 4a.)

[

YES (You must attach an employment/earnings statement from each of your employers showing
gross eamings for the Back Pay petlod.)

he total numbier of hours you worked and your

NOTE:  Outside employment is employment you obtained duting the Back Pay perlod. (This refers tojnew employment, ot a previously held job.)

4a. Dld you have any earnings from secondary employment during the Back Pay period?
L—_I NQ (Proceed to question 5.)

L]

NOTE;

YES {You must attach an employmeni/earnings staternent from each of your smpiloyers showling
for the 6-month period betore the baginning of the Back Pay perlod as well as for the Back Pay

Secondary employment is employment that you had while working for the Postal Service just
have ended even if you had continued working for the Postal Service,

he hours you worked and your gross earmings
tiod. Then procesd to question 4b,)

Ibefore the Back Pay period and that would not

4B, Ware the work hours of your secondary emiployment ingraased during this perlod? |:I

NO

] ves

§.  Woere you self-employed during the Back Pay perlod?

[ no
YES You must attach the following fo this form:

1.
with such self-employment. Any business expense daductions clalmed must be ke
documentation, when avallable.

if such employment existed before the Back Pay pericd, your employment/sarings s
beginning of the Back Pay period,

An affidavit indlcating the gross amount sarnad and any deductlons for ordinary and neceskary business expenses incurred In conjunstion

2¢d and substantiated by recelpts or other

fatements for the 8-rionth perlo¢ before the

Compensation from Other Sources — Questions 6-8

6. [ ]no

It YES, identify the state(s) from which unemployment compensation was recelved, date(s) covered,
earnings statemaenit fram each state employiment seourity agency.

Did you receive unemployment compensation during the Back Pay period?

[ ] ves

fnel gross amount(s) receivad, and attach an

STATE FROM WHICH STARTING DATE (MM/DD/YYYY) | ENDING DATE (MM/DD/YYYY) | GROSS AMOUNT REGEIVED
COMPENSATION WAS REGEIVED .
$
s

7. Did you recelve workers' compensation for any time during the Back Pay period? D NO

1 YES, note whether you recelved full or partial compensation, icentify the date{s) covered, and gross
of the workers' compenaation payments received.

[] ves

[rount(s) received, and attach documentation

FULL OR PARTIAL STARTING DATE (MM/DD/ YYYY) | ENDING DATE {MMIDDIYY YY) GROSS AMOUNT RECEIVED
3 -
§
PS Form 8038, October 2015, Page 2 of 4, Claimant's Lagt Name: E=IN;




o

T Spending Accounts (FSA) — Questions 11a and 11b

8a. Did you recelve any annuity payments fram the federal govafnment during the Back Pay period?

[Iwno [ ves

If YES, write In your Civil Service Annuity {CSA) retirement acoount number:
Identify the dates covered and gross amount received,

STARTING DATE (VIW/DD/YYYY) | ENDING DATE (MM/DD/YYYY) GROSS AMOUNT RECEIVED
$

NOTE: The amount will be deducted automatically from the Back Pay award and transmitted o the Offlce of Personnel Managemant (OPM) to be
apphed to your indebtedness to the federa) retirement system and restore the applicable retirement credits.

8b. Did you make a veluntary withdrawal of deposits made to your CSRS or FERS retirement account {does riot inglude Thrift Savings Plan
{TSP) withdrawais)?

[Jno [ ves

If YES, please indioate the amount withdrawn §

NOTE: To the extent possible, the withdrawn amount will be dedusted automatisally from the Back Pay award and iransmitted to OPM to be applied
to your indebtedness to the federal retirament syster and restore the applicable retirement credits. ’

Health Insurance Benefits — Question )
9, What is your cheice regarding Health Benefits coverage during the Back Pay pericd? Select ONLY ONE option In the list helow.
D No Coverage Elected,

D Continue current enrollmant; my Health Benefits were never terminated.
D Reinstate your prlor enrollment, retroactive to the date It was tarminated.

D Enroll in a hew plan or option.

Thetft Savings Plan (TSP} — Question 10
10. Do you want to participate in the TSP during the Baok Pay period?

[1wno

If No, and you were participating in TSP at the baginning of your Back Pay period and do not wish to participale during the Back Pay period, you
must submit a TSR-1 Form to stop contributions. The effactive date must be the flvst day of the Pay Period of the: Back Pay time period if after
Pay Perlod 13/2005. If tha Pay Period that corresponds to the start of the Back Pay tima frams is 13/2006 or prior, then it must ba the first day of
tha first Open Season avallable durlng the Bacl Pay period,

[ ves

If Yes, the TSP participation tn forge during your Back Pay period will bs relnstated automatically, unfess you had a Financlal Hardsnip In-Service
Withdrawalis), of wish to change the percentage or dollar ameunt contributsd, in which case a separate TSP-1 Forr s needed for the effective
bogln date of such change(s), |f vou were nol enrolled in TSP and wish to participate during the Back Pay perid, please provide & TSP-1 Form
with an effective dats for the first day of the Pay Period of the start of the Back Pay fime frame if after Pay Pariod 18/2005, If the Pay Period

gorrespanding to the start of the Back Pay time frame is 13/2005 or prior, then it must be the first day of the flrst Open Season avallable during
the Back Pay perlod. :

NOTE: The TSP-1 Ferms submitted with the Back Pay claim, cover only the Back Pay period, Upon your return to work, to ensure that
your current enrolliment slections are correct, you must acoess PostalEASE and update your TSP enroliment to start, change of stop having
contributions dedugted from your current earnings. :

Attach Form{s) TSP-1 (Elettion Form) and/or Forrn(s) TSP-1-C (Caloh-Up Coniribution Election for Age 504+).

Regarding “Financial Hardship In-Service Withdrawal" from TSP;
Employees are excluded from makirig TSP contributions for six imonths after recelving a Financial Hardship In-Sevice Withdrawal.
For more Infermatlon, contact tha Human Resaurces Shared Service Center (HRSSG) or the TSP at B77-86B-3778,

11a. PRIOR YERRADY oalendar year rolated to this Back Pay case))
Were you previously enrolle¥hthg FSA program for a prior year, but FSA contributions were missed because v erminatad from the
plan? " al

D MO {Progeed to Guestion 11b.)

[] vES (Answer Question 11a(1) or 11a(2) and 11b) A
1 D Do Nathing: Any outstanding iflsie Trains vallc, Participation Is not restored.

2) D Reinstate Bastelfation: What calendar year? e

weetTDe billed” for any misssd payments and your parficipation will be restorad for the entire plan year.

SV billings or autstanding Invelees for FSA applicalifa to the Back Pav perfod will he aofiactad from the B Pay paymofil. o
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WENT YEAR [These cholces are for the current oalendar year)
Seloot ONMe@RLE of the 4 options below:

4 - r
2} D Gontinue Current Participation: FoPtsa oipation has not been terminated.” .= '
3) I__—| Reinstate Participation: Plan particlpation was tern Tersin Tl ' restoration of parlicipation for the current FSA year™”

4) D New Enrallment for the current FSA plapapedt. ' 7.3273, Option 5) for assistance with this option.”™

‘“Mlse_i_ad cor_nributlons for the current ypa»a lab‘!e to the Dack Pay pertod will be collected from thg Back Pdv paym 8t

Eligibility for FSA enrollpes! dfior 2 raturnio pay and duty stetusis determinad by policies, rules and gulations of the PS5

by the ISPS FEABIN A dministrator {Compensation, 475 LEnfant Plaza SW, Washington DC 2026 4401). For information regaedod the filing of

FSA claipaeetTew enroliment, belatad enrollment {due to a life avent) or other FSA policy provisions, please contaoct the HRSSC | 4.27-3273,

, the FSA Plan Administrator, the FSA Customer Service Center (800-842-2026) or consuft {he F3A Booltlet. FSA resources are avaama
! .

prograim, administered

o0

[+

Postal Service indebtotness ~ Questlon 12
42, Do you have any outsteamding Indebtedness to the Postal Service that you want deducted froth your Back Pay award?

If YES, pleasa indicate the amount to apply towerds the involce(s) and the invoica(s) number you would ke deducted from your firial award.

&

_ Amount to apply to Invoice #

§____ . . Amount toapply to Involce # .

Life Insurance _
Eligibility for life insurance coverage atter a rotuin to pay and duty status is determined by the lavy and regulations for the Federal Employees’
Group Life Insurance {FEQLI} Program, administered by OPM.

For detalled Informaition on how FEGLI handies coverage In such situations, and what options are availalile to a Postal Service employes, see Employee
and Labor Relailons Man_ual {ELM) 438.5, Life Insurance Coverage.

. Privacy Act Statement

Yaur Information will be used to detsrmine tha amount of Back Pay you aré entitied to recelve under
by an appropriate authority. Colleotion ta authorlzed by 39 U.8.C. 401, 409, 410, 1001, 1003, 1004, 1005, and 1026; and 29 1.8.C. 2801 et seq. Providing
{his Information {3 voluntary, but If not provided, wa may hot be able to process your Back Pay claim. Welmay only disclose your informatlon as follows:
in relevant lagal proceedings; to law anforcement when the U.S. Postal Setvice {UsPS®) or requesting agency becamas aware of 4 violation of law; to a
congressional oifice at your request; to entitles or individuzle under contract with USPS; to sntities authorized to perform audits; to iabor organizations as
required by law; lo federal, state, local, or foreign government agencies regarding personnel matters; o the Equal Employment Opportunity Commisslon;
1o the Merit Systems Protection Board ¢r Office of Special Counsel; and to federal, state, or local gover lnents adminfatering benefit or other programs
1o conduct a computer match to verify ellgibllity, indebtedness, or compliarice with raduiternents of the prggram. Far additional Inforratior ragarding our
privacy policias, visit wuw.usps.comiprivacypolicy.

a declblon/award or settlement agreement authorized

Clvil Penalty for Presenting False or Fraudulent Clalm:
A person who submits a false of fraudulent elaim s llable for a clvil penalty of not fess than $5,000 andjnot more than $10,000, plus an amount equal

to three times the amount of dafmages sustaired due to the falae or frauduient cleim, and the costs of arly civil acilon brought to recover such amounts
{see 31 U.8.0. 3720-3731).

Criminal Penalty for Presenting False or Fraudulent Olaim or Making False or Fraudulent Statemergs:
A parson who submits 3 false or fraudulent claim or makes 8 falae of frauditent statement is liable for a briminal fine or Imprisonment for not mors than

5 years of both [see 18 U.8.C. 287, 1004).
D, Employee Signature

“nd ballef, | understand the abovs provisions

| heaby certify that y aﬁswar to the aboeuestlns ar tru and correct to tha best of my knowledp®
airms of making false o fraudulent statements.

regarding the Privecy Act Statement and the civil and eriminal penalties for presenting falee or fraudulent d

Signature . Da#e
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LABOR RELATIONS

UMITED STATES

POSTAL SERVICE

ECEIVE

JAN -3 2017

Dacember 29, 2018

Mr. Brian J. Wagnher
President

National Association of Postal Suparvisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Pear Brian:

As a matter of general interest, the Postal Service is revising Employee and Labor Relations
Manual, Section 670, Diversity, Equal Employment Opportunity, and Affirmative Action.

The subject revisions clarify the Postal Service's obligations to provide equal employment
opportunity and refrain from employment discrimination.

We have enclosed two copigs of the revisions, one with and one without changes identified.
Flease contact Bruce Micholson at extension 7773 if you have questions concerning this matter.

Sincerely,

TAAA

k"" Alan 8. Moore

Manager
Labor Relations Policy and Programs

Enclosures

If anyone wants to see the copy with track changes may contact NAPS
Headquarters.

A75 | Enpanim Puaza SW
WasHnaTon DG 20260-4101
WAWWHISPS.COM




670 Diversity, Equal Employment Opportunity, and
Prevention of Employment Discrimination

671

872

672.1

Diversity Overview

All employees share responsibility for achieving the Postal Service's goals
to build a diverse and inclusive workforce in which all employees are
afferded equal employment opportunity. The Postal Service believes that
its efforts to achieve this goal will enhance the ability of the Postal Service
and its employees to accomplish the following:

« Deliver the high level of service demanded by its customers and

the competitive environment.
» Meet its responsibilities to the American public.

The Postal Service promotes:

» The diversity of its workforce. We strive to build an inclusive
environment that respects the uniqueness of every individual and
encourage the contributions of people from different backgrounds,
experiences and perspectives.

» Diversity and inclusion in a manner that instills confidence that
employment decisions ae made in accordance with our equal
employment opportunity policies — where all employees are
treated fairly based on merit and neither advantaged nor
disadvantaged based on factors like se, sexual origntation, age,.. ..
race, religion, naticnal origin, military service or disability.

The Postal Service reflects strategies to achieve diversity and inclusion by
providing egual employment opportunity and refraining from discrimination in
the following areas;

¢ Racruitment

+ Selection

s Promotion (including succession planning and opportunities for

training and development)
* Retention of employess.

The Postal Service expects its executives and managers to integrate
inclusive values and strategies into the Postal Service's day-to-day
personnel management.

Federal Laws and Regulations, Equal Employment
Opportunity and Prohibiting Employment
Discrimination

Laws

These federal laws require the Postal Service to provide squal
employment opportunity, to refrain from employment discrimination, or
both:

a. Title VIl of the Civil Rights Act of 1964, as amended, which provides for
equal employment and prehibits discrimination based on race, color,
religion, sex, or national origin,

b. The Pregnancy Discrimination Act of 1978 amended Title VIl to include
discrimination because of pregnancy, childbirth, or a medical condition
related to pregnancy or childbirth,




672.2

c. The Age Discrimination in Employment Act of 1967, which prohibits
employment discrimination based on age for individuals 40 and older.

d. The Rehabilitation Act of 1973, which provides for equal employment
oppertunity and prohibits discrimination based on disability. .

8. The Architectural Barriers Act of 1968, which requires the Postal Service
te make its facilities accessible to individuals with disabilities.

f, The Genetic [nformation Nondiscrimination Act (GINA) of 2008, which
prohibits discrimination based on genetic information

g. The Equal Pay Act of 1963, which prohibits discrimination in pay based
on sex.

Equal Employment Opportunity Regulations

The Equal Employment Opportunity Commission has issued regulations and
management directives that govern the Postal Service's efforts to provide equat
employment opportunity and to prevent discrimination.
a. 28 C.F.R. part 1614 governs federal sector equal empiocyment
oppertunity complaints of discrimination.
b. Equal Employment Opportunity Commission Management Directive
715 provides policy guidance and standards for establishing,
maintaining and reporting on the Postal Service's program of equal
employment opportunity.
¢. Equal Employment Opportunity Management Directive 110 provides
policy guidance and standards for processing complaints of
discrimination.

s73  Postal Service Policy
6731 General Information on Policies
Postal Service policies on diversity, equal employment opportunity and preventicn
of employment and workplace harassment can be found on PolicyNet under
Memorandums of Policy (MOPS). To locate MOPs, go to the Postal Service's Blue
pege. Click on Essential Links in the left column, and select PolicyNet from the
drop down menu. Click MCPs.
5732 Diversity and Inclusion Statement
The Diversity and !nclusion statement expresses:
a. The Pestal Service's overall focus on diversity and inclusion, and
b. How diversity and inclusion relates to the mission of the Postal Service,
6733 Equal Employment Opportunity Policy Statement
The Equal Employment Opportunity Policy Statement covers the Postal
Service's legal obligations:
2. Te provide egqual employment opportunity and prevent
discrimination in employment, and
b. Teo affirm the importance of these policies to the mission of the
Postal Service
573.4 Policy on Workplace Harassment




The Policy on Workplace Harassment covers:
a. The Postal Service's commitment to providing a work environment
free of harassment,
b. Management’s responsibility to:
1) Prevent harassment and
2) Investigate complaints of harassment.

873.5 Complaint Processes

Depending on the nature of the complaint and the status of the
employee, Postal Service employees may use several processes to
pursue complaints against the Postal Service for alleged violations of
the Postal Service's equal employment opportunity and anti-
discrimination policies.

For more information on these processes, see Sections 666.2 and
6686.3, which include a process to pursue complains for discrimination
that complies with the Equal Employment Opportunity Commission’s
regulations. -

The Postal Service is committed to fair treatment of all its employees.
Harassment and disparate treatment based on actual or perceived

sexual orientation or identity are not permitted or condoned.

Complaints of discrimination based on sexual orientation or identity are

not permitted under Title VIl of the Civil Rights Act of 1964. However,
employees-should-report any-variancefrom-this policy to.a. — . . _._ . _ .
management official at the earliest opportunity. '

67368 Accountability for Diversity and Inclusion, Equal Employment
Opportunity, and Prevention of Discrimination

673.61 Employees

All employees are expected to treat coworkers with dignity and respect,
Employees must refrain from workplace harassment or other discrimination
based on the following:

+ Race
+ Sex(including sexual orientation, gender identity and gender
stereotypes)

+ National origin
» Any other category protected by law or Postal Service policy.

For additional information, refer to Publication 553, Employee’s Guide
to Understanding, Preventing and Reporting Harassment.,

67362 Management

All executives, managers, and supervisors share in the responsibility for the
following:

a. Promoting diversity and inclusion.

b. Promoting equal employment opportunity, and

¢. Preventing discrimination.

For additional information, refer to the following resources:
+ Publication 552, Manager’s Guide to Understanding, Investigating and
Preventing Harassment.




e The Policy en Workplace Harassment.
¢ The Diversity and Inclusion Statement.

e74  Organizational Responsibilities

6741 Chief Human Resources Officer and Executive Vice
President

The Chief Human Resourses Officer (CHRO) and Exscutive Vice President
fills the fellowing roles:
« The Postal Service's Equal Employment Opportunity (EEQ) Director
under Equal Employment QOpportunity Commission regulations,
e The principal advisor to the Postmaster General and Chief Executive
Officer.
Under the authority of the CHRO, the vice presidents of Employee Rescurce
Management and Labor Relations are responsible for recommendmg palicies
-and developing programs to address the following:-
s Diversity and inclusion,
+» Equal Employment Opportunity.
¢ The prevention of discrimination.

5742 Functional Organizations

67421 Employee Resource Management

. _The vice president of Employee Resource Management is responsible for

overseeing the Postal Service Diversity and Inclusion Program. This
encompasses national employment and diversity activities, including the
following:
a. Developing egqual employment opportunity and anti-discrimination
plans at the following lavels:
{1) Headquarters.
(2) Area.
(3) Performance cluster,
b. Developing and implementing Postal Service policies related to the
employment, placement, and promotion of employees within a

diverse workferce. This includes.a.particular. responsibility for_ __ _

protection of the rights of veterans, disabled veterans and individuals
with disabilities.

874.22 Labor Relations

The vice president of Labor Relations is responsible for the Postal Service
EEO complaint processing program. This official or his or her designees

rendar the final agency decision of the Postal Service regarding complainis
of discrimination emanating from employees or applicants for employment.

6743 Inclusiveness and Diversity Advisory Committees

The guidelines for establishing Inclusiveness Diversity and Advisory
Cernmittees apnear Management Instruction EL-670-2009-7, Inclusiveness
and Diversity Advisory Committees.

575  Special Emphasis Programs

675.1 Nature of Programs




675.2

€753

876

The Postal Service has established special emphasis programs within the
framework of existing laws, policies, and regulations. These programs focus
attention on the special needs, obstacles and concerns of specified groups,

Objectives

The primary objectives of the special emphasis programs are to ensure
a. All employees are fully utilized in the Postat Service workforce.
h. All employees have an equal opportunity to compete in every aspect
of employment, including but not limited to the following:
1} Recruitment,

2) Hiring
3) Retention,
4y Training.

8) Career development.
8) Promotions.

These programs do not seek preferential freatment; instead, they ensure
equality of opportunity through the following:
a. Positive actions taken to eliminate barriers and
b. A continued commitment to achieving the goals and objectives set by
Postal Service policy.

Additional Information

For information on the Rehabilitation Act of 1973, reasonable accommodation,

_disability definitions, and employment and placement issues, reviewthese

resources:
+ Handbook EL-307, Reasonable Accommodation, An Interactive
Process.

» The Postal Service Reasonable Accommodation Assistance Center
{(PRAAC) on the Postal Service intranet web site.

On-Site EEO Evaluations

[Reserved.]
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LABOR RELATIONS

UNITED STATES

POSTAL SERVICE

JAN -6 2017

January 4, 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 revising Handbook DM-902, Procedures for
Handling Registered Postal Bank Remittance Mail, Section 4-8, Processing of Remittances by the
Clerk-in-Charge of the Vault, Safe or Security Cage, and Section 4-7, Armored Car Service.

The purpose of these revisions is to modify the process by which Postal Service employees verify
the identities of courier service employees. The revisions also clarify language concerning the
number of deposit bags employees may place into canvas Registered Mail pouches.

We have enclosed two copies of the subject revisions, one with and one without changes
identified.

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

Sincerely,

SN

Alan S. Moore
Manager
Labor Relations Policy and Programs

Enclosures

If anyone wants to see the copy with track changes may contact NAPS
Headquarters.

476 LIENFANT PLaza SW
WasHiNgTon DC 20260-4101
WWW.LISPS, COM
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4-6 Processing of Remittances by the Clerk-in-Charge of
the Vault, Safe, or Security Cage

April 2010

4-6.1

46,2

Collecting of Remittances
For collecting remittances; the following procedures are to be followed:

a.

The clerk-in-charge of the vault, safe, or security cage is responsible
for gathering and placing all registered bank deposits in letter trays
grouped together by size. This procedure makes the scanning of
registered barcodes easier to complete.

The clerk-in-charge of the vault, safe, or security cage verifics that all
atticles are appropriately addressed for banking purposes, The total
received at the vault, safe, or security cage must match the total
received al the opening unit and must be verified to the totalon the
consolidated bank checklist and the clerk must initial each individual
item. Any discrepancy intotals must be resolved immediately.

Note: Responsibility for the high valuable vault, safe, or security
cage must be limited to only one employee per tour. Access to the
high valuable vauli, safe, or security cage must be restricted to the
high valuable clerk and the witness during the building of the bank
pouch. Any employee entering the high valuable vault, safe, or
security cage must document on PS Form 1625 every time they
enter or leave the area.

Building the Direct Bank Pouch

‘The following procedures are to be followed in building the Direct Bank
pouch:

a.

The clerk-in~charge of the vault, safe, or security cage must prepare a
direct Registered Mail numbered {in band sealed pouch to the bank,

To prepare and properly seal a number 2 canvas Registered Mail
pouch for the bank, the following matetials are needed:

(1)  Number 2 canvas mail pouch (pouches appearing torn or
defective upon examination are¢ not used).

(2) PS Forms 3854 or 3854-A,

(3) Registered Mail bank deposits.
(4) Printed PS Forms 3883-A,

(5) Bank checklists,

(6) Pouch label for the Number 2 canvas mail pouch made out to the
bank.

(7)  Numbered tin-band seal {Ttem 0817-C).
(8) Rubber bands,

37




4-6.2.1 Procedures for Handling Registered Postal Bank Remittance Mail

4.6.2.1 Using the Firm Print Work Station
Prepare a direct mail pouch to the bank as described below:

a.  The clerk-in-charge of the vault, safe, or security cage must scan all
Registered Mail barcodes for bank deposits by using the PWS scanner,
Asupervisor (preferred) or another registry clerk maust be present to
witness the scanning of Registered Mail barcodes for the bank
deposits, placing of the contents in the mail pouch, and sealing of the
pouch. After scanning all items, the clerk must print three copies of the
firm delivery bill (FS Form 3883-A).

The clerk must verify the grand total printed on PS Form 3883-A to the
appropriate total on the consolidated checklist. The totals must match.
All discrepancies must be resolved immediately. The clerk-in-charge of
the vault, safe, or security cage, and a witness, supervisor (preferred)
or a registry clerk after verifying that all entries are correct must sign
their names on the consolidated bank checklist and on all of the last
pages of PS Form 3883-A. Round date to certify the total number
scanned equals the tetal number received and recorded on the bank
checklist,

Note: The creation of & firm sheet permits the clerk-in-charge of
the vault, safe, or security cage to link multiple mail pieces to a
single signature by using the barcodes on the firm sheets and PS .
Form 3849, Delivery Nofice/Reminder/Receipt.

b.  The clerk-in-charge of the vault, safe, or security cage places the three
printed copies of the firm delivery bill (PS Form 3883-A) in front of the
items relating to the first registered number printed on the form. The firm
delivery billshows the first 50 pieces scanned by listing each of the
registered articles on lines 1 through 50.

The next set of firm delivery bills shows the next 50 scanned registered
remittances by listing each of the registered articles on lines 51 through
100, Ifthe registered remittances are dispatched in trays, the

succceding pages of PS Forms 3883-A afe.placed in frontf of the firs{ ™~
registered number article on the printed list, This procedure continues
until all Registered Mail bank deposits have been accounted for by
using the PWS scanner.

Ifthe registered remittances are bundled, the clerk-in-charge of the
vauli, safe, or security cage then separates the 3 copies of Form 3883-
Aand places the originaland 1 copy of the form on top of the first
article listed and sets the other copy aside. The clerk bundies the
registered remittances and places all the Forms 3883-A on top of the
first article of the first bundle. The best practice in bundling is to place
the articles in sequence as listed on PS Form 3883-A and number the
bundles sequentially. Letters and flats should be bundled separately.

Note: Always check the interior of the No. 2 canvas mail pouch for
atticles that may have been trapped in the pouch prior to using.

The clerk-in-charge of the vault, safe, or security cage must write the
numbered tin band seal identification number on each printed shect
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of all the PS Forms 3883-A prior to placing into the Registered Mall
pouch.

Note: Do not place more than 50 plastic deposit bags in each
canvas bag, Include a self-addressed penalty envelope for the bank
to return one signed, firm delivery bili (PS Form 3883-A) back to
the banking P&DC/F,

The clerk-in-charge of the vault, safe, or security cage must secure the
Number 2 canvas Registered Mail pouch with a numbered tin band
sealand prepare the pouch label,

Note: The clerk must seal the pouch by slipping the seal, with the
number down, through the hasp and up through one of the
pouch’s grommets before sealing. The number should appear on
the outside of the seal.

The clerk should identify the registered pouch by properly preparing
the mail pouch label:

Top line: Name of bank, Post Office box number.
Second line: City, state and ZIP Code of destination.
Bottom line; City, state, and ZIP Code of dispatching office.

The clerk ensures the label is completed as stated above and places it
in the labelslide attached to the Registered Mail pouch.

4-6.2.2 Securing the Direct Bank Pouch to the Vault
Secure the Direct Bank pouch to the vault as described below.

.

The ¢lerk-in-charge of the vault, safe, or security cage must place the
pouch and the copies of any PS Forms 3883-A inthe vault, safe, or
sceurity cage for dispatch to the armored car service.

Nete: 'The direct mail pouch to the bank from the concentration

offices (nonbanking P&DC/Fs) and PS Forms 3883 or 3883-A are

verified, accepted, and placed in the vault, safe, or security cage

until the armored car service driver arrives, This pouch must be

listed to the valuable inventory on PS Form 3854 or 3854-A, The

concentration offices account for bank deposits by providing the

banking P&DC/F with the appropriate PS Form 3883 or 3883-A

relating to that shipment.

Once the numbered tin band seal Direct Bank pouch has been

prepared, the clerk-in-charge of the vault, safe, or security cage must

complete a PS Form 3849 in blue or black ink, as follows:

(1) Enter today’s date,

(2) Enter sender’s name/ZIP Code.

(3) Check “Other” on the lefi side of the front of the form and write
Pouch(s).

(1) In the article number(s) area, list the numbered tin band seals of
the bank Registered Mail pouches (including the direct pouches
from the nonbanking P&DC/Fs).

(5) Provide the customer name (the bank)and address in the Notice
Left Section for customer pick up.

The clerk must leave all Direct Bank pouches in the vault, safe, or
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d.

security cage untii the arrival of the driver from the armored car service.

The clerk-in-charge of the vault, safe, or security cage prepares PS
Form 3854 or 3854-A (in triplicate) to hand-to-hand transfer the

40
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4-6.2.3

4-6.2.4

Procedures for Handling Registered Postal Bank Remittance Mail

accountability of direct Registered Mail numbered tin band seal

pouches to the armored car service driver, who then transfers them to

the bank.

In preparing PS Form 3854 or 3854-A, the clerk-in-charge of the vault,

safe, or security cage must do the following:

{I) Ensure that headings show the postmark of the dispatching
office {round date all copies).

(2) Complete the “To” line with the names of the armored car service
and the bank. ‘

(3) List all numbered tin band seal(s) of each registered pouch
(beginning on line 1)to be dispatched to the bank and complete
office name or ZIP Code of the facility that prepared the pouch
and the destination ZIP Code of the bank.

{(9) Draw diagonal lines through unused spaces,

() Complete the block with the total number of Registered Mail
pouches on the form.

(6) Keep PS Form 3834 or 3854-A and copies with registered
numbered tin band seal pouchfs)inthe vault, safe, or security
cage until delivery can be made.

Preparation for the Transfer of Accountability of the Direct
Bank Pouches Between Tours

The ending tour’s clerk-in-charge of the vault, safe, or security cage
transferring the accountability of the direct numbered tin band seal
Registered Mail pouch(s) to the next tour's clerk-in-charge of the vault, safe,
or security cage must complete PS Form 3854 or 3854-A (in triplicate). In
preparing the form, the ending tour’s clerk must:

“d.
b.

C
d
2.
f.

Round date the form (inthe top postmark of dispatching office block).

Address the “To” line to the next tour (number) clerk name in charge of
vauli, safe, or security cage.

List numbered tin band seal pouches for hand-to-hand transfer.
Provide the name of office or ZIP Code of origin and destination,
Draw diagonal [ines through unused spaces.

Enter the total number of Registered Mail pouches to transfer.

Keep PS Form 38534 or 38534-A with registered pouch(s) inthe vault, safe, or
security cage until hand-to-hand transfer of accountability can be
completed,

Transfer of the Contents of Vault, Safe, or Security Cage

The following actions occur during transfer of the contents of a vault, safe, or
security cage:

a.

Atthe time of hand-to-hand transfer of the accountability of the high-
valuable items, including the Direct Bank pouch(s), the ending tour’s
clerk-in-charge of the vault, safe, or security cage provides the
incoming tour’s clerk-in-charge of the vault, safe, or security cage with
the appropriate number of PS Forms 3854 or 3854-A, the high-valuable
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items, and numbered tin band seal Direct Bank pouch(s). The ending
tour’s clerk legibly signs his or her name in the top postmaster block
area (top line)to make the exchange and enters the time of the
transaction on all copies.

The incoming tour’s clerk-in-charge of the vault, safe, or security cage
must verify the headings of PS Form 3854 or 3854-A, must verify the
register number of the high valuables and the registered numbered tin
band sealpouch(s) to the items listed on the PS Form 3854 or 3854-A,
and must examine the condition of each pouch transferred. The
incoming tour’s clerlc legibly signs his or her name in the top
postmaster block area (bottom line), enters the date and time, and
round dates all forms in the lower right-hand comer as the receiving
clerk. Any discrepancies identified during these procedures must be
resolved immediately.

The incoming tour’s clerk provides the ending tour’s clerk with the
original copy and keeps the third copy. The second copy is kept cn file
for 2 years.

The total count of all articles in the high valuable area must be recorded
on PS Form 3875, Daily Balance — Registry Section, The purpose of
this form is to account for the number of valuable articles, pouches,
sacks, and jackets transferred to the valuable unit. The form is
prepared at the end of each tour. A receipt must be obtained from the
clerk assigned to the unit on the succeeding tour. The form is divided
into two sections: “Registered Articles Handled” and “Registered
Pouches, Sacks, and Jackets Handled.” Each section has one column
for mail received or held from previous day or tour and the other
column for mail dispatched or on hand for the next day or tour. The
total lines must always balance in each section {mail on hand or
received in the unit must equal mail dispatched from the unit or still on
hand for the next day or tour).

The bottom portion of the form contains a ling for sighature of the
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person in charge of the registry section and two lines for signatures of
responsible clerks. The clerk preparing the form and transferring the
registered articles must sign on the top line and the clerk receipting for
Registered Mail articles signs on the bottom line.

Ifvaluables are to be locked in a safe, vault or high valuable area for
overnight retention, a descriptive listing by number and office must be
prepared on PS Form 3854 or 3854-A and retained with the articles.
These articles must be listed for the four that will dispatch them the
following day on PS Form 3875 under “received from other souices.”

Ifthe valuables will not be dispatched on the next tour (i.e, on a
holiday), this transfer must take place at the end of each tour until
these items are dispatched.

DM-902
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4-7 Armored Courier Service

4-7.1

4-7.2

April 2010

Direct Armored Courier Services and Other
Approved Procedures

Where management has provided for direct armored courier pick-up or local
deposit to a branch bank from a retail unit, there must be a letter of
authorization outlining these procedures, These procedures will be
established by the area finance office (area treasury coordinator on behalf of
the area finance manager) with approval of the district manager, local
Tnspection Service, Deputy Chief Inspector Headquarters, area security
coordinator, and the Banking Manager, bank relations, Washington, DC,
Districts that provide direct armored courier service to retail units must
consult with the approval authorities listed above on acceptable procedures,
and issue instructions to their retail units on protecting and transferring the
remittance to the armored courier. Copies of the authorization and
instructions must be on file with all approval authorities.

Armored Courier Service Pick~Up at P&DC/F

Note: When the armored courier service arrives at the banking P&DC/F,
the courier must be escorted on Postal Service premises,

The following actions are required:

a, The vault, safe, or security cage clerk or suporvisor is responsible for
verifying that the armored courier is an approved authorized courier prior
to letting them into the building.

(1) Dua! ID process. For the Dual ID process, the clerk must confirm
that the courier has 2 armored car service-issued IDs and the name
on both 1Ds is the same. Both ID cards will contain the courier’s
name, the courier’s picture, and the couriet’s signature.

(2) Signature Lists, For those armored car setvice companies that do
not have a dual 1D process, the vault, safe or security cage clerk or
supervisor must verify that the courier is authorized per a signature
list provided by the armored car service company. This list must
contain the employee’s name and picture. The armored car service
company is responsible for providing updated information on all
authorized couriers assigned (o pick up Postal Service remittances.

Under no circumstances can Registered Mail articles be provided to
unauthorized and unconfirmed couriers. Once authorization has been
confirmed, the Registered Mail deposits can be released,

Note: Never remove the deposit from the vault, safe, or security
cage yntil the armored courier is verified and ready to receive the
shipment,

b.  The clerk-in-charge of the vault, safe, or security cage presents the
driver with PS Form 3854 or 3854-A, Registered Mail pouch{s)and PS
Form 3849, The clerk legibly signs his/her name in the top postmasier
block area (top ling) making the dispatch, and enters the time of
exchange on all copies of the forms.
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The armored car courier verifies headings, postmark date, and the
numbered tin band seals of pouches listed on PS Form 3854 or 3854-A
and examines the condition of each registered pouch. Any discrepancy
or concerns involving the condition of the Registered Mail pouch or
form must be resofved immediately. The courier legibly signs his or her
name inthe top postmaster block area (bottom line) and enters the
date and time. The clerk must compare the signature and match the
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name to the courier list for reasonable assurance. Ifit is questionable,
summon a supetrvisor/manager to the registry room. The courier
verifies the information written on PS Form 3849 and must legibly sign
and print his or her name, The clerk-in-charge of the vault, safe, or
security cage retaing the signed form. The clerk must compare the
signature and match the name to the courier fist for reasonable
assurance, Ifit is questionable, summon a supervisor/fmanager to the
registry room.

d.  The clerk-in-charge of the vault provides the driver with the originaland
the third copy of the PS Form 3854 or 3854-A and the numbered tin
band sealed Registered Mail pouch(s). The vault clerk keeps the
second copy en filefor 2 years.

e.  The clerk-in-charge of the vault, safe, or security cage scans the
barcode on PS Form(s) 3849 and ali PS Forms 3883 or 3883-A
barcodes (including PS Form(s) 3883 or 3883-A from the concentration
offices)to electronically link the barcode information to report that the
Registered Mail deposits have been delivered. The clerk also must
enter the barcode identification number of PS Form 3849 on allP§
Form 3883 or 3883-A.

f. The clerk-in-charge of the vault, safe, or security cage makes a copy of
the signed PS Form 3849 and sends the original copy to the Central
Forwarding System (CFS) for updating delivery information into the
national database.

Note: The signed PS Form 3849 must be kept intact and in good
condition, free of folds, tape, and tears. This will ensure that the
form can be imaged properly on the optical scanning workstation
at the CFS site,

g.  The clerk-in-charge of the vault, safe, or security cage gathers together
and files them in the registry section for 2 years all copies of PS Form
3883 or 3883-A, the opening clerk’s consolidated bank checklists, PS
Form 3854 or 3854-A, and the signed copy of PS Form 3849,

Note: See Exhibit 4-7.2, Daily Armored Courier Transaction
Report, which records all the elements of the courler pick—up.

h. The clerk-in-charge will also sign the armored courier’s paperwork
as proof of transfer of deposits from the USPS to the courier. The
armored car service company will provide details/examples of its
paperwork upon contract award and prior to commencement of
service. Ifthere are any changes to their paperwork requirements, the
armered car service company will provide detailed information in
advance of the USPS signing this new documentation, If the banking
P&DC/F does not have the required or updated paperwork, the MDO
will contact its district finance manager

i. At times the armored car service will bring cash and coin fulfillment
orders for Past Offices. Once these items are received at the P&DC/TF
regisity cage, the following stops must be taken:

(1)  The registry acceptance clerk accepts PS Form 3877 and
Registered Mail articles from the armored courier. All articles
received are verified to the articles listed on the form.

(2} ‘The clerk must total the number of picces listed by sender, total
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the number of pieces received at the Post Office, sign his/her
name legibly in the postmaster block area, and round date all
copies. The copy is sent to the bank and the original is filed and
retained at the registered cage for 2 years.

Once each article is accepted, the registered clerk is required to
affix a First-Class Mail Postage and Fee Paid Postal Service
Permit No. G10 labelto each article in order to dispatch.
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~ Procedures for Handling Registered Postal Bank Remittance Mail

(49  Ifthere is a discrepancy, the registered clerk notifies hisfher
immediate supervisot to verify those items presented and
accepted on PS Form 3877. Alldiscrepancies are noted on the
form and the supervisor must notify the district Finance manager
(DFM) and the Lnspection Service.

Armored Courier Serviece Delivery to the Bank
The following procedures apply to armored courier service delivery to the bank:

a.

At the time of the hand-to-hand exchange with the bank, the armored
courier service provides the original and one copy of PS Form 3854 or
3854-A and the Registered Mail pouch(s)to transfer the accountability
to the bank representative, The courier must legibly sign his or her
name again on the bottom postmaster block area (top line)to make the
dispatch and must enter the date and time of transfer on all copies of
PS Form 3854 or 3854-A,

The bank representative must examine the condition of each registered
sealed pouch and verify the postmark date and the numbered tin band
seal(s) from the received pouch(s) to PS Form 3854 or 3854-A. The
bank representative must legibly sign his/her name on both forms in
the bottom postmaster block area (bottom line). Any discrepancy must
be noted on both forms and the MDO must be immediately notified by
the bank representative,

The bank representative returns to the armored courier the copy of PS
Form 3834 or 3854-A and keeps the original on file for 2 yeats,

The bank representative removes each pouch label, cuts the numbered
tin band seal from the pouch, and sets them aside. He or she removes
the EP-9 envelope (ifattached to the pouch) and all bank remittances
that are inside the pounch.

Note: Only canvas mail pouches from the nonbanking P&DC/Ts
will have an EP-9 envelopeattached to the pouch. There should be
no contents in the envelope,

The bank representative must verify each Registered Mail atticle inside
the pouch to the listed entries on PS Forms 3883 or 3883-A enclosed
with each of the bundles or leiter trays.

Any diserepancy must be reported immediately to the MDO and to the
district finance office. If a discrepancy is identified, the bank
representative is responsible fo retain and return to the MDO or
designee, the original signed copy of PS Form 3834 or 3854-A, PS
Forms 3883 or 3883-A, the Registered Mail pouch, the numbered tin
band seal, and the pouch label for further investigation. . If there are
any diserepancies, the bank must immediately notify Corporate
Treasury-Banking and Eagan, All efforts will be made to resolve the
discrepancies so that the bank does not need to return any item to
USPS.. In the rare instance where an item needs to be returned,
Corporate Treasury-Banking and the Area will work with the bank on
the best way to return the item.

Note: The MDO and the district finance office will notify the
Inspection Service and the district finance manager of any
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iregularity, The MDO must make arrangements with the bank to
return the items listed in a timely manner, The bank representative
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must be provided with two Postal Service contact names and
telephene numbers for reporting irregularities.

After all items have been verified, a bank representative must sign and
stamp with their bank stamp and send one full-set copy of PS Forms
3883 or 3883-A back o the banking P&DC/F. The banking P&DC/F
clerk-in-charge of the vault, safe, or security cage must verify receipt of
all returned forms from the bank and filethem with appropriate
paperwork for 2 years. The banking P&DC/F should provide the bank
with self-addressed penalty envelopes to ensure the return of the
signed copies of PS Forms 3883 or 3883-A. Place the self-addressed
penalty envelope Inside the canvas bag along with the Firm Delivery
Bill.
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