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1 General Information

11 Rural Carrier Function

111

Rural letter carriers perform a vital function in the United States Postal
Service (USPS) serving thousands of families and businesses in rural and
suburban areas while traveling millions of miles daily. Rural letter carriers are
highly respected by the American public. This respect has been earned by
many years of dedication to the Postal Service and to postal customers.
During national and local emergencies, including prolonged periods of
extreme weather conditions, rural carriers have demonstrated great
responsibility in providing mail service to postal customers.

High Quality Service

You are a member of this fine group of outstanding employees. This
handbook will help you give the high quality service that is synonymous with
the rural carrier craft. Ask your postmaster or supervisor to explain any points
that are not clear to you.

12 Basic Carrier Responsibilities

September 2013

Your responsibilities include, but are not limited to, the following items:
a. Reporting for work promptly, as scheduled.

b. Presenting a neat, clean, and professional appearance reflecting a
positive postal image.

C. Protecting all mail, monies, and postal equipment entrusted to you.

d.  Returning all mail, monies, and postal equipment to the Post Office
when you return from the route.

e. Providing and maintaining a vehicle (if a USPS-owned/leased vehicle is
not provided) of adequate size, equipped with necessary equipment
(chains or snow tires, warning lights or signs, etc.), free of extraneous
matter, that reflects a professional and positive image of the USPS, to
serve the route safely and efficiently and in accordance with federal,
state, and local motor vehicle laws and regulations. (Sections 171.51b2
and 3 address the special case of left-hand drive vehicle seat belt use
and driver positioning.)
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Rural Carrier Duties and Responsibilities

f. Completing PS Form 4240, Rural Carrier Trip Report, daily to
accurately reflect actual hours and minutes worked each day (see
Exhibit 12f). Any deviation from the official route mileage, and/or the
reasons for any delay, must be explained under the Remarks section of
the form.

g. Displaying a helpful and courteous attitude to postal customers.

h. Making a conscientious effort to develop and maintain the skills
necessary to satisfactorily and safely perform all duties assigned.

13 Basic Carrier Duties

131

131.1

131.2

131.3

131.4

131.5

General

Mailbox and Road Maintenance

Assist your postmaster or supervisor in obtaining the cooperation of
customers and road authorities to keep approaches to boxes open and
roads passable. Request the following forms, as necessary:

a. PS Form 4024, Request to Repair Roads (see Exhibit 131.1a).
b. PS Form 4056, Your Mailbox Needs Attention (see Exhibit 131.1b).
c. Notice 38, Approaches to Curbside or Rural Mailboxes (see Exhibit

131.1¢).

Supplies and Equipment

Transport (without additional compensation) Post Office supplies and
equipment to and from intermediate Post Offices and stations regularly
served if sufficient space is available in the route vehicle.

Customer Information

In accordance with instructions in chapter 2, maintain a roster of customers
(see 23), record change of address (COA) orders (see 241), and forward or
mark up all undeliverable mail (see 24).

Undeliverable Mail

Forward, hand off to another carrier, or otherwise properly dispose of all
undeliverable First-Class Mail before leaving to serve the route or after
returning from the route with delivery point sequenced mail that was
undeliverable or any other mail which you were not able to complete delivery.
Properly dispose of all other classes of mail to be forwarded or delivered to a
new address if you can do so and leave at the scheduled time; otherwise,
mark up the mail before the end of the day’s work. Endorse undeliverable
mail with the reasons for non delivery in accordance with 242.21(a).

Notification of Correct Address

Issue customers a PS Form 4052, Notice to Customer of Correct Address,
advising them of their proper mailing address. Every PS Form 4052 must
indicate (as appropriate) the customer’s route and box number, or the street
name and house number, and ZIP + 4 Code (see Exhibit 131.5).
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131.6

131.7

132

132.1

132.2

132.3

132.4

132.5

132.5

Protection of Mail

Check carrier cases, vehicle, and equipment daily to ensure that no mail has
been left or fallen into or behind cases, under shelves, car seats, etc.

Handling of Mail

Handle all mail so as to prevent its damage or unauthorized delay. In
particular, handle mail containing biological specimens such as blood
samples, dry ice, and other potentially hazardous material (HAZMAT)
carefully. Address information such as a laboratory or chemical company
may suggest HAZMAT content. Additionally, package markings such as
“ORM-D” also indicate HAZMAT. Do not throw, drop, or slide packages
containing HAZMAT, or handle them in such a way that they could be
crushed or overlooked pending delivery or dispatch. Be alert for HAZMAT
with the sound of broken glass, a stain on the package, or an unusual odor.
Report unusual odors or signs of damage or leaks to your supervisor
immediately.

Delivery and Collection

Daily Responsibility
Take out daily all mail intended for delivery. Mail must not be curtailed unless
specifically authorized by your postmaster or supervisor.

Route Sequence

Travel the route in accordance with the approved delivery sequence

(PS Form 4003, Official Rural Route Description; see Exhibit 132.2). Do not
make unnecessary deviations. Bring to the attention of your postmaster or
supervisor any changes in road conditions (new roads, bridges, etc.) that
may affect the mileage, travel, or delivery sequence.

Complete Service

Use ingenuity and knowledge of local roads to provide as complete service
as possible when portions of the route cannot be traveled with the vehicle
ordinarily used. However, you are not required to provide service if it would
incur excessive expense, jeopardize your safety, or require undue physical
strain.

Dismount

You are not required to dismount to provide service except as required in
313 and 331.2.

All Classes of Mail

Accept, collect, and deliver on the route all classes of mail, including
registered, insured, certified, special delivery, COD, Express Mail, and
delivery confirmation mail. When required and authorized, transport mail
between Post Offices located on the official line of travel.



132.6

132.6

132.7

132.8

Rural Carrier Duties and Responsibilities

Stamp Stock

Sell stamp supplies and accept applications for postal money orders. You
must maintain an adequate supply of stamp stock to meet the normal needs
of customers on the route.

Relays

Deliver relays when required on city delivery routes provided space is
available in the vehicle and the official line of travel can be followed. You are
not required to wait for relays.

Collection

Collect mail from all collection compartments and receptacles assigned to
your route.

14 Equipment and Supplies

141

1411

141.2

141.3

141.4

142

142.1

14211

Carrier Responsibilities

Vehicle Equipment

You are responsible for furnishing all vehicle equipment necessary for safe
and prompt handling of the mail, unless a USPS-owned/leased vehicle is
assigned to the route.

Vehicle Requirements

Your personal vehicle must be large enough to accommodate the normal
mail volume and constructed to protect the mail from loss or damage.

Vehicle Displays

Commercial advertising must not be displayed on your vehicle while serving
the route.

USPS-Owned/Leased Vehicle

If a USPS-owned/leased vehicle is assigned to the route, you may be
requested, but not required, to furnish a vehicle during emergency situations.

Postal Service Responsibilities

Equipment Maintenance Allowance (EMA)

When Authorized

For each day you serve a route using your own vehicle, the USPS pays you
the EMA in accordance with the applicable schedule. In addition, when Acts
of God prevent you from performing your duties, the postmaster may
authorize administrative leave. You will receive EMA for each service day you
report to the Post Office and are scheduled to perform delivery.
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142.12

142.2

142.3

1561.2

Exceptions

a. If the route is one on which a USPS-owned or -leased vehicle is
regularly assigned, or used on a test or emergency basis, you will not
receive EMA for the days the USPS vehicle is used.

b. If you fail to serve any part of the route due to lack of proper endeavor,
proper equipment, or other failure for which you are responsible,
deductions are made from your salary or EMA. For partial failure,
deductions are made at the rate of pay per mile for services on routes
of 30 miles and less. For failure to perform services on that part of a
route in excess of 30 miles, deductions are made at the rate of pay for
such additional mileage.

C. Deductions are made from your salary or EMA for each scheduled day
on which no service is rendered. Exception: No deduction is made if,
after you have reported at the Post Office, it is found to be impossible
to serve all or any part of your route because of weather and road
conditions. On triweekly routes, deductions are made of two days’ pay
for each scheduled day on which no service is performed.

d. Unless authorized, you should not have access to mail other than mail
for your own route. However, you may assist in separation of second-,
third-, and fourth-class matter without receiving additional
compensation, when requested, and if it is agreeable to you.

Time Certificates

On the last day of the pay period, the postmaster or designee gives you a
completed PS Form 1314, Regular Rural Carrier Time Certificate,

(see Exhibit 142.2a) or PS Form 1314-A, Auxiliary Rural Carrier Time
Certificate (see Exhibit 142.2b), to check, initial, and verify the entries, unless
you are absent from duty.

Equipment and Supplies

The USPS supplies all additional necessary equipment, supplies, and forms.

15 Schedules

September 2013

151

151.1

151.2

Management Responsibilities

General Requirements

Scheduling is the responsibility of management. Schedules must be realistic,
based upon the receipt and availability of mail, the route evaluation, and
other related service considerations. You will receive reasonable advance
notice when your schedule is to be changed.

Performance Appraisal

If the weekly time required to serve the route consistently varies more than
three hours, either below or in excess of the route’s standard hours,
managers should consider corrective action. Exceptions may be made for
carriers 55 years of age or older, and carriers who have served continuously

5



152

152

152.1

152.2

152.3

152.31

152.32

152.4

1562.5

152.6

Rural Carrier Duties and Responsibilities

for 25 years or more, provided that their conduct and efficiency are
satisfactory. When it is demonstrated that a carrier 55 or over cannot confine
total working time to 48 hours per week or less, the route will be adjusted.

Carrier Requirements

Work Schedule

You must report to the Post Office, as scheduled, without regard to weather
conditions, and must make every effort to perform full service.

Leaving Schedule

Maintain the schedule for leaving established on PS Form 4240. A maximum
of 20 minutes’ delay in leaving time is permitted if approved by your
postmaster or supervisor. An exception is made only when preferential mail
cannot be cased and tied out within the 20 minutes’ leeway or as provided in
153.2.

Lunch Breaks

Routine Schedule

You may stop for not more than 30 minutes for lunch, during which time mail
and equipment must be protected. You may split your lunch period into
segments that may be taken in the office or on the route providing the normal
schedule is maintained to the extent possible. Time spent consuming coffee
away from your case in the office or on the route is considered part of the
30-minute authorized lunch period and must be recorded under lunch on
PS Form 4240.

Deviation

Any deviation from the authorized line of travel, including lunch, must be
approved in advance by your postmaster or supervisor. The segments must
be taken at approximately the same time and be of the same duration daily to
avoid extreme schedule variations. Record the actual time of all lunch breaks
or segments on PS Form 4240.

Regular Service

Serve the route expeditiously and, as far as practicable, regulate travel to
arrive at boxes at about the same time each day.

Routine Return

After completing your route, follow your authorized line of travel and return
promptly to the Post Office unless deviation is approved by your postmaster
or supervisor.

Triweekly Service

If you serve a triweekly route and cannot perform the scheduled duties due
to climatic or other conditions beyond your control, perform the service on
the next working day if conditions permit.
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152.7
152.71

152.72

153

153.1

153.2

153.3

162.1

Time Record

Exact Time

Record daily on PS Form 4240 in hours and minutes the exact time of
reporting, leaving, returning to the office, and completion of duties. No other
time record is required. The entries must be made in accordance with
chapters 2 and 4. In the absence of regular carriers, leave replacements
enter their names under the Remarks column.

Exception

Carriers providing auxiliary assistance or serving an auxiliary route may be
required to use time cards and/or time recording equipment, where available.

Management Requirements

Special Customer Service

If convenient and nondisruptive, postmasters, supervisors, or designated
employees may deliver mail to customers of a rural route, or a nonpersonnel
rural unit who call for it when the office is open to the public. Customers of an
intermediate Post Office may call for their mail during office hours at the Post
Office where it is held.

Delayed Departures

Management may delay your departure when the principal receipt of mail is
delayed, provided the later departure permits you to meet the normal
dispatch schedule.

Earlier Arrivals

Management may schedule you, or you may request, to report earlier on
days when the mail volume is greater than normal in order to maintain
regularly scheduled leaving time.

16 Rules of Conduct

September 2013

161

162

162.1

Funds

Keep postal funds separate from personal money. All funds belonging to the
Postal Service must be turned in daily to your postmaster, supervisor, or a
designated employee.

Fixed Credits
Stamp Stock

Rural carriers must maintain a supply of stamp stock sufficient to meet the
needs of the route. An adequate quantity of postage stamp fixed credits is
issued to you, unless you prefer to purchase an adequate amount of stock
with personal funds. Rural carriers must have access to stamp stock
replenishment in the office and must not be required to purchase stock from
a window clerk in the service lobby.



162.2

162.2

162.3

163

163.1

163.2

163.3

164

164.1

Rural Carrier Duties and Responsibilities

Fixed Credits

The originating headout office issues and replenishes fixed credits. If you
serve an intermediate office, replenish that portion of your credit equal to the
stamps sold at the intermediate office to customers of that office.

Responsibility for Fixed Credit

When you accept responsibility for a fixed credit, sign a PS Form 3369,
Consigned Credit Receipt (see Exhibit 162.3), retain the duplicate, and return
the original to the person who issued the stock. When it is necessary to
increase or decrease the regular amount of a fixed credit, a new

PS Form 3369 must be signed, and the previous form canceled and returned
to you. A supplemental write-in PS Form 3369 may be used for temporary
increases in a fixed credit (i.e., during Christmas or other seasonal demands).
Note: If you are assigned a fixed credit or vending credit, you are strictly
accountable for the amount of the credit. If any shortage occurs, you are
financially liable unless you have exercised reasonable care in the
performance of your duties. In this regard, management audits your fixed
credit, or vending credit, no less frequently than once every 4 months.

Outside Employment

Allowable

You may engage in outside employment and other outside activity with or
without compensation, except as limited by statute, executive order, or
regulations, including those listed in the Employee and Labor Relations
Manual (ELM) 661, Code of Ethical Conduct.

Restricted

You may not engage in outside employment or other outside activity that
interferes with the duties and responsibilities of Postal Service employment.
It is impossible to prescribe detailed rules to cover every type of employment
or activity incompatible with postal duties and responsibilities. However, the
ELM 661 provides guidance for specific situations and illustrates the manner
in which the general principles should be applied.

Other Activities

Do not act as an agent for, or have any interest in, the manufacture or sale of
rural mail receptacles requiring official USPS approval. You may order boxes
for customers if you realize no profit.

Service Changes

Petitions

Do not circulate or encourage the circulation of petitions for changes in
service. Refer questions relating to changes in service to your postmaster or
supervisor.

Handbook PO-603
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164.2

164.3

165

166

166.1

166.2

166.3

167

168

168

Extensions

Report potential route extensions and/or new service to your postmaster or
supervisor. Do not extend service without prior approval of your postmaster
or supervisor.

Route Adjustments

You will be notified in advance of any route adjustments (including
remeasurements) and given the opportunity to submit comments, in writing,
in accordance with the United States Postal Service-National Rural Letter
Carriers’ Association (USPS-NRLCA) National Agreement. These comments
are considered as a factor when such adjustments are under consideration
and before a final decision is made.

Directories and Mailing Lists

Do not directly or indirectly cooperate with or assist publishers or others in
obtaining the names and addresses of customers on your route. Do not
provide copies of the route map or description of line of travel to
unauthorized personnel. However, management may require you to provide
current information on individual addresses and sequence address cards.
Management may request, but not require, you to correct those portions of
mailing lists that apply to your route.

Drivers or Helpers

Unauthorized Passengers

Do not carry unauthorized persons in the vehicle while on duty nor employ a
driver or helper without the approval of your postmaster or supervisor.

Authorized Passengers

A rural carrier craft employee may be authorized to accompany you on the
route for training purposes only.

Suspension/Revocation of Driver’s I.D.

If your OF-346, U.S. Government Motor Vehicle Operator’s Identification, is
suspended or revoked (see 172c), the provisions of Article 29, USPS-NRLCA
National Agreement will be in effect.

Extra Fees

Do not request or accept fees from customers for the delivery or collection of
mail. Do not require the payment of postage for mail in excess of prescribed
rates.

Political Activity

For information regarding political activity, refer to the ELM 663.



169

169

169.1

169.2

Rural Carrier Duties and Responsibilities

Sanctity of Mail
Exhibition

Do not exhibit mail to other than the addressee or the addressee’s
authorized agent.

Privacy

Do not open, read, or search mail. Exception: See Domestic Mail Manual
(DMM) 115.

17 Traffic Safety and Accident Reporting

10

171

17141

171.2

171.3

171.4

Traffic Safety

Laws and Regulations

Traffic accidents frequently result in costly property damage, severe injuries,
and death. For your protection and that of other motorists, drive safely at all
times. Remember that rural carriers have no special driving privileges on
public streets and roads. You are subject to the same traffic laws and
regulations as other motorists. (Sections 171.51b(2) and (3) address the
special case of left-hand drive vehicle seat belt use and driver positioning.)

Rural Boxes

Rural boxes must be placed so that they may be safely and conveniently
served by you without leaving your vehicle. Rural boxes must be located on
the right-hand side of the road in the direction of your travel in all cases
where traffic conditions are such that it would be dangerous for carriers to
drive to the left in order to reach the boxes, or where their doing so would
constitute a violation of traffic laws and regulations. For other exceptions,
see 132.4. Boxes must be placed to conform with state laws and highway
regulations.

Obstructions

Customers must remove all obstructions, including snow, that hinder or
prevent delivery. Use Notice 38 and PS Form 4056 to notify customers to
correct any deficiencies. PS Form 4056 must be signed by your postmaster
or supervisor (see 313.2).

Safe Driver Awards

All rural carriers participate in the Postal Service Safe Driver Award Program.
If you drive on official business for one or more accident-free years, you are
eligible to receive the nation’s highest award for professional safe driving.

Handbook PO-603
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171.51

171.5 Protection

17151 Federal Employees’ Compensation Act (FECA)

a.

Seat Belt Requirements — Driving Own Vehicle

Rural carriers are protected under FECA in the event they sustain an
injury while in the performance of duty. Rural letter carriers are
considered to be in the performance of duty for purposes of FECA
when driving their own vehicle between their home and the Post Office,
and between the Post Office and their home, provided Postal Service
records indicate that the Postal Service required the carrier to furnish
the vehicle. Therefore, seat belts must be worn when traveling from
home to the place of employment and from the place of employment to
home.

Seat Belt Requirements — Driving Own or Postal Vehicle

(1)  Seat belts must be worn at all times when operating a Postal
Service—owned or -leased vehicle. If a privately owned
right-hand drive (RHD) vehicle is used on the route, seat belts
must be worn at all times and the carrier must be positioned
directly behind the steering wheel whenever the vehicle is being
operated. Carriers driving RHD vehicles equipped with both
shoulder and lap belts may disengage the shoulder belt only in
those situations when the shoulder belt prevents their ability to
deliver or collect mail from curbside mailboxes. The lap belt must
be worn at all times the vehicle is being operated. A privately
owned vehicle fully equipped with dual controls (steering wheel,
brake, and gas pedals) is considered an RHD vehicle for the
purpose of this requirement.

(20  When operating a privately owned left-hand drive (LHD) vehicle,
seat belts must be worn and the carrier must be positioned
directly behind the steering wheel when traveling to and from the
route, between Postal Service units, and during any deviations
from the established line of travel beyond one-half mile for
delivery, including travel between routes when service is
provided on more than one route. A privately owned vehicle
partially equipped with dual controls is considered an LHD
vehicle for the purpose of this requirement.

(3) If a privately owned left-hand drive (LHD) vehicle is used on the
route, it is advisable that the rural carrier use seat belts and be
positioned behind the steering wheel when delivery and
collection activities do not unduly encumber, delay, or fatigue the
rural carrier. When using a privately owned LHD vehicle on the
route, the rural carrier may operate the vehicle without use of the
seat belt and/or without being positioned directly behind the
steering wheel provided the carrier determines it is safe to do so.
The rural carrier should consider the following factors when
assessing the use of the seat belt and appropriate seating
position:

(@ Distance between stops.

11



171.6

12

171.6

171.7

171.8

172

Rural Carrier Duties and Responsibilities

(b)  Traffic density and weather conditions.

(¢) Road design characteristics, such as number of
intersections traversed, road shoulder width, and surface
conditions.

(d)  Other factors affecting safety.

Authorized Passengers

Only authorized passengers on official postal business are permitted to ride
in postal-owned, GSA-owned, rental, or contract vehicles (including
employees’ privately owned vehicles when used in postal operations). All
passengers must use seat belts. Where conventional passenger seats have
not been provided in the vehicle, use an approved auxiliary seat, facing
forward, and equipped with a backrest and seat belts. Sitting in other than an
approved seat, or standing in a postal vehicle while such vehicle is in motion,
is prohibited.

Vehicle Doors

When traveling to and from the route and entering or crossing intersecting
roadways, all vehicle doors must be closed. When operating a RHD vehicle
on delivery routes and traveling in intervals of 500 feet (1/10 mile) or less
between delivery stops, the sliding door on the driver’s side may be left
open.

Unsafe Practices

DO NOT FINGER MAIL WHILE DRIVING, or engage in other unsafe practices
when the vehicle is in motion.

Vehicle Operator’s Permit
You must:
a. Possess a valid state driver’s license.

b.  Obtain an OF-346. Handbook PO-701, Fleet Management, established
the requirements for this permit.

C. Inform your postmaster or supervisor immediately of the revocation or
suspension of your state driver’s license. Note: Revocation or
suspension of your state driver’s license necessitates suspension of
your OF-346 for at least the same period of time. In the event that such
revocation or suspension of the state driver’s license is with the
condition that the employee may operate a vehicle for employment
purposes, the OF-346 is not automatically revoked.
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173 Accident Reporting

173.1  Vehicle Accidents

173.11  Notify Postmaster or Supervisor
Report all accidents. Having your own automobile insurance does not relieve
you of the responsibility to submit a report on Standard Form (SF) 91,
Operator’s Report of Motor Vehicle Accident, to your postmaster or
supervisor.

173.12 Carry Report Kit
A Vehicle Accident Report Kit, Item 087-H, must be carried in the vehicle
when it is used for official business (see Exhibit 173.12). Request this kit from
the postmaster or supervisor and be sure the envelope is sealed. If it is not,
obtain a sealed replacement.

173.13 Remain at Scene

If involved in an accident, regardless of the cause or the amount of damage,
injury, or death, remain at the scene until you have:

a. Obtained aid and assistance for any injured person.
Safeguarded the scene against further accident.
Secured and protected the mail.

Notified the postmaster or supervisor, or designee.
Notified local or state police as required.

~ 0 oo 0T

Provided other drivers or principal parties to the accident the
information required by law using PS Form 4585, Postal Driver
Accident Information (see Exhibit 173.13f).

g. Obtained, as far as practicable, the names and addresses of all
principals and witnesses using PS Form 4586, Accident Information
(see Exhibit 173.13g). Do not make any statements admitting personal
or postal liability, or criminal negligence, or attempt to negotiate an
agreement or settlement with anyone.

h. Completed SF 91. This report (see Exhibit 173.13h) may be prepared at
the scene of the accident or immediately after. You must submit it to
your postmaster or supervisor before going off duty on the day of the
accident. Regardless of the amount of damage, injury, or deaths,
accidents must be reported on SF 91 even though the other principals
involved state that no claim will be filed for or against the Postal
Service or its employees. SF 91 is also required for accidents involving
other postal personnel, equipment, vehicles, or property. Note: If you
are physically unable to comply with the preceding instruction, the
postal official in charge ensures that the required investigations and
reports are made.

September 2013 13



173.2 Rural Carrier Duties and Responsibilities

1732 Accidents (Other Than Vehicle)
If you are injured on the job:

a. Notify your postmaster or supervisor so PS Form 1769, Accident
Report, can be completed (see Exhibit 173.2a). For details, see ELM
820.

b. Obtain a Form CA-1, Federal Employee’s Notice of Traumatic Injury
and Claim for Continuation of Pay/Compensation, from your
postmaster or supervisor any time you are injured on the job. Complete
and return it to your postmaster or supervisor within 48 hours of the
time of injury (see Exhibit 173.2b). For details see ELM 540.

18 Compensation for Injury or Death

FECA provides compensation for injury incurred by, or death of, postal
employees in the performance of duties. For details, see ELM 540.

14 Handbook PO-603
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PS Form 4240, Rural Carrier Trip Report

General Information

Exhibit 12f (p. 1)
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18 Rural Carrier Duties and Responsibilities

Exhibit 12f (p. 2)
PS Form 4240, Rural Carrier Trip Report

INSTRUCTIONS
All entries shall be in ink. Complete one copy and retain at post office.

Postmaster or Designated Supervisor shall:
* Complete all information blocks on the upper portion of the form.
* Complete Columns 7-12 on a daily or weekly basis, as appropriate.
* See that the carrier makes appropriate entries for each delivery trip in columns 1-6 and the REMARKS column.
* Determine total actual daily workhours and minutes and, using USPS Notice 30, Conversion Table, or facsimile, convert this time
to hours and hundredths and enter the time in Columns 7-8. Entries in Columns 9-11 must also be shown in hours and hundredths.
* Record the CUMULATIVE TOTALS for actual hours worked by the regular and substitute carrier for the 52-week guarantee period
(as specified in the Agreement), and not on the basis of calendar or fiscal year.
Record daily overtime for all actual time worked in excess of 12 hours a day, or 8 hours a day, whichever is appropriate (National
Agreement). Authorized overtime hours worked during the prescribed Christmas period shall be identified by circling the entry
in Column 9.
* Record weekly overtime for all hours and hundredths worked in excess of 56 or 40 in a week, whichever is appropriate (National
Agreement), in the open blocks in Columns 10 and 11.
Enter A/L, S/L, etc., in Column 7 when the regular carrier is on annual leave, sick leave, etc., enter hours worked each day by
the relief carrier in Column 8.
* Submit amended Form 4003 if unnecessary travel can be eliminated or when otherwise required.
During the accounting period, if as sufticient number of boxes are added to or subtracted from a route to trigger a change in the
route’s evaluation, adjust the carrier’s compensation as required in Part 415.
* When the Guarantce Period ends during an accounting period, close out the 4240 and begin a new sheet.

Carrier shall:

* Make daily entries in Columns 1-6 and the REMARKS column.
If additional space is required for REMARKS, use the ADDITIONAL INFORMATION space below; precede remarks by date(s)
where appropriate.
Record information regarding the changes (increase or decrease) in the number of boxes, stops, families, official route miles, etc.,
in the space below as the changes occur.

Names of Post Offices § lied by Locked Pouch
1. 4, 7.
2. 5. 8.
3. 6. 9.
Use this information to update *‘DELIVERY DATA" when next Form 4240 is prepared.
Residential Business Dat
Date B[":?z?:':ﬂs Box #, Street Address, Apt./Suite # and Customer's Name Other Other Box/
, Other | Curb [NDCBU | -0 | Other | Curb |NDCBU | coe?, | NPU
=¥ |+l F3Y¥9 Soris £ [
! " Coldaams #
C.A Aidaee  *2
M. (felaams 7
Ch. (ddoems 4
C. Dh ydls on g
\5 \I)M l‘dd“ fa
b=l | */ 3370 Grovtd L.~ Peeran /
-] = | SEE! PAL M Beud, (Uicant -40) =/

Additional Information

The collection of this information is authorized by 39 USC 401, 1003, 1005, 5 USC 8339. It will be used to reflect accurate timekeeping. As a routine use,
this information may be disclosed to a Federal agency when relevant to the administration of employment benefits and programs including EEO, to an appropriate
law enforcement agency for i igation or ive purposes, to a Congressional office at your request, to the OMB for review of private relief legislation,
to a labor ?gan.iuti.on as required by the NLRA, and where pertinent, in a legal proceeding to which the Postal Service is a party. Completion of ﬁﬁs form
is a pre-condition of your employment.

PS Form 4240, Aug. 1987 (Reverse) *U. 5. GFO: 1987-181-T00/64774
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Exhibit 131.1a
PS Form 4024, Request to Repair Roads

%,
$
&

£
wn
£
* AJIAYIAS

* UNITED

Fhkwkn?®

United States
Postal Service

The United States Postal Service requires that roads traveled by its delivery personnel shall be kept in passable
condition for motor vehicles, under ordinary weather conditions. Poorly maintained roads sometimes make it
necessary for the Postal Service to rearrange a route’s line of travel to avoid hazards. Local road authorities and/or
residents involved in keeping roads in proper repair, should act promptly so that changes in delivery service do not

become necessary.

Office & Route No.: J?f;é‘,e,f/g /iaf&_ M) - Brrre Rovss »

7

Location of Road(s): Afﬂifk/dd.a /ﬁ"?p, (% /ﬁ%&t" g—f}' Grféﬂ"ﬁ/dg_p

Work Needed: liip”/z_. 5£/a6£

The road(s) mentioned above have been reported as being poorly maintained and present a hazard. Please give this
matter timely attention and advised me within 30 days when the necessary repairs will be made.

Sincerely, ’
) )70, Jwanitors

PS Form 4024, Apr. 1986 REQUEST TO REPAIR ROADS

September 2013
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Exhibit 131.1b
PS Form 4056, Your Mailbox Needs Attention (Front & Back)

Rural Carrier Duties and Responsibilities

Your Mailbox Needs

Altention
WHICH ONE
(Diata) LOOKS LIKE
YOUR MAIL
BOX?
- "
rPoetaI lations require ct to provide and erect at their own expense rural )

mail boxes which meet official standards. A recent inspection disclosed the following
faults.

1. Your box ks not an approved box

10. The Signal Flag needs attention

2. The door needs attention

11. Your box is too near the road

12. Your box is too far from the road

e

Box must be located so camier can serve it
without leaving vehick

13. Your box should face the road

e

Your box is not waterproof

14. Your box should be securely fastened to ks
support

o,

Your box should be raised
inches

15. Your box should be made level, and the post
firmly planted

16. A new post for your box should be provided

-

Your box should be lowered
inches

~

Wour Box must be located on the right-hand
side of the road in the carrier's direction of
travel

17. The rural box number must be printed in
numerals naot less than one inch high on the
side of the box visible to the carrier as they
appeoach it or on the box door if the boxes
are grouped

]

The approach to your box should be filled and
properly graded & kept unobstructad at all
tirmes

18. Your box should be panted lo prevent
rusting

9. The approach to your box should be kept

18. Your house numbar must ba clearly
displayed on your house

INSTRUCTIONS

Whenever possible, boxes must be located so that carrier's
vehicle is off pavement when serving them.

Rural box number (or house number) must be painted on box in
numerals not less than one inch.

Post must be neat and of adequate strength and size.

Approach to box should be a hard level surface (gravel, cinders,
stone).

Boxes must be placed to conform with state laws and highway
regulations.

8 8 8 8 8B EEEEEE e

Suggested installation
of a single box.

Suggested where snow

is a problem.

7615 OAK ST. .

926 PINE AVE.

a?u

clear of snow, vehicles, and other obstacles, of ______ on your box y
("20. Other Faults
\. J
. ™ o
Please help us provide you with better service by correcting these faults *
by
After this date, delivery service may be suspended until the faults are
1. Your cooperation is greatly appreciated. .
Extend box beyond end of post. Attach board holding box to post
If you have any questions please see your carrier or contact me. with screws or doublehead nails, permitting easy removal if
necessary to adjust box height.
(Posimastar}
. J

PS5 Form 4056, February 1991 PS Form 4056, February 1991 (Reversa)

Exhibit 131.1c
Notice 38, Approaches to Curbside or Rural Mailboxes

Approaches to Curbside or Rural Mailboxes
Dear Postal Customer:

This is a reminder that postal regulations regarding delivery of mail to rural
or curbside boxes require customers to keep the approach to their mailbox cleared
of snow, vehicles, and other objects. This will permit the carrier to drive up
to your mailbox to deposit and collect mail without leaving the vehicle. Clear
the approach to and exit from the mailbox on both sides to allow the carrier
to drive ahead rather than back up the vehicle after delivery.

Your cooperation in this matter is sincerely appreciated. If you have any
questions, please contact us.

Notice 38, January 1988

LS. Printing Office: 1891 — 262-404/25772

Your Postmaster
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General Information

Exhibit 131.5
PS Form 4052, Notice to Customer of Correct Address

UNITED STATES
== POSTAL SERVICE™

NOTICE TO CUSTOMER OF CORRECT ADDRESS

Dear Rural Customer:

In an effort to improve service in your area, it recently became necessary for the Postal

Service to change your mailing address. We regret any inconvenience this change may
cause.

Effective L= F , 197& , your new mailing

address will be:

This new address must be placed on the side of your mail receptacle visible to the carrier
as he or she approaches. Letters and numbers should be at least one inch high. In those

locations where a number of boxes are grouped together, the address should be located
on the door of the box.

Your cooperation in promptly notifying your correspondents of this new address will
assist us in providing the fast accurate service you deserve. For your convenience, letter
carriers maintain a supply of Form 3576, Change-of-Address Request for Correspon-

dents, Publishers and Businesses, for use in notifying correspondents and publishers of
your new address.

Mail bearing yolur old address will be redirected to you without charge for one year from
the effective date of this change.

Thank you for your patience and cooperation.

Postmaster

PLEASE USE ZIP CODES ON ALL CORRESPONDENCE

*U.8. GPO:1990-262-474/05487

PS Form 4052, December 1989

September 2013
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18 Rural Carrier Duties and Responsibilities

Exhibit 132.2
PS Form 4003, Official Rural Route Description
U.S. Postal Service
OFFICIAL RURAL ROUTE DESCRIPTION
Postmaster will complete this part. See instructions for completion on reverse of Part 3.
Post Office *Mew Base Hour (Standard Hour) Change Required R
O Adjustment [ colvcomp [J consolidation*
Mechanicsvillle ] convert to Reg. O piscontinued 0 New Route*
State and ZIP + 4 Code [J Extension [0 Locked Pouch O petour®
0 Option Election [ Parcel Locker [J seasonal Route*
VA ] 23111_&1&3 [0 memeasured [J wvehicle Data [J Hardship*
. Converted to centralized boxes only arce ation
Finance No. Route Mo, New Length D}d;r#‘ek‘:; s Weekcl.\lrsaigg\ount HGC‘?‘?;'erBtgge‘ cziﬁfg,g::\p :ockelr Btl-:gh
5 1 6 3] 3 5 001 05510|00000000000009001100[3'-"“'
Locked Pouch Weekly Weekly Dismount Regular Centralized Stops Base Vehicla Data Effective
Mo, |Awg Dailywg Dismounts Distance Boxes Boxes Change Clema Date
Coema
000000406000090[044(“0 314|3!|4529][’_]Gm1_veh 16,9/ 0
Mame of Carriar ) Approved / Date
Penny Seay MM/ / 7d
Line BRIEFLY DESCRIBE THE LINE OF TRAVEL Mites Line SHOW ONLY ONE DIRECTION AND RETRACE Miles
FROM THE POST OFFICE AND RETURMN OMN EACH LINE TO TWO DECIMAL PLACES
1 L on Mill Rd to Bluffside Rd AL
2 L on Bluffside R4 Dismount Serve CBU 55 a2
3 Retrace Bluffside Rd to Mill Rd - 55 |43
4 L on Mill Rd to Maple Dr 1.05 144
5 R on Maple Dr & Retrace to Mill Rd .50 45
8 R on Mill Rd to Rock Ridge Rd 2,00 |48
7 R on Reck Ridge Rd to River Rd 5.60 | 47
8 taxt4t Dangerous Intersection txrted 48
9 L on River Rd to Deer Run Ln 4.80 | 49
10 L on Deer Run Ln & Retrace to River Rd .60 | so
11 L on River Rd Catlin Rd 3.55 | st
12 L on Callin Rd to Atlee Rd 1.70 | s2
13 R on Atlee Rd to Mountain Rd 3.80 | sa
14 L on Mountain Rd to H¥Y 141 4.15 54
15 L on HRY 141 to Romaine Creek Rd 1.10 | ss
16 R on Romaine Creek Rd to Sandston Rd J0 | s6
17 L on Sandston Rd to Amelia St 0 | s7
i R on Amelia St to Chesterfield Dr 55 | s8
19 L on Chesterfield Dr to Arvonia St A5 | s
20 R on Arvonia St to Montdelia Dr N L
21 L on Montdelia Dr to Ashland 5t 2.80 | &
22 R on Ashland 5t to Louisa Dr 580 | 62
23 L on Louisa St to Stafferd Dr 4.5 |83
24 arkket Caution RR Crgssinq LE222 L] 64
25 R on Stafford Dr to West St 7.40 | s5
26 L on West St to Mill Rd 1.30 | ss
27 R on Mill Rd to Post Office 80 | e7
28 68
29 69
30 70
31 7
32 7z
33 73
34 74
35 75
36 76
37 77
a8 78
39 79
a0 Total Official Route Mileage 55.

PS Form 4003, Junc 1987 POSTMASTER - 3
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General Information

Exhibit 142.2a

PS Form 1314, Regular Rural Carrier TIme Certificate

Regular Rural Carriers Time Certificate

18

ned Canice )  Finance Muintier . Sacint Security Numbor DES | Rte. No. [ELSA
DA 11-8000 |E 468-23-3012 I KUUI[B
Days Assigned Carrier Abcent {See Codes on Hevere) Actual Weekly Daily Training COP | Limited Duty | Route |GT Veh| Miles |Christmas Asst.
weel]  sat. Mon. | Tues. | Wed. | Thur Fri. | Work Hours | Overtime Hours Hours Hours Dev. | Used | Omitted | Wik, Hrs.
1| K H2 15
Hrs. | 1005 | Wi | 1008 | Hes. | 1008 Hrs. | 1005 | Mios | Trips | atips | #rs. | 100s
gl2.| i & /o
{ el . S AT IPRT DT R s o 1o VR PPN
:2 DES Re::lml;a‘:iar Social Security Number v LTS cfnn:y D: l::e ';ql-‘nn:u [=) vl LT et ;:Iv D:T:T .;::I:dl—
g R . oG, 40| j (¢ 08| a
BI713|BRENICK 333 A2 - H422| 5.2 100 h2 | o
=
o«
g Hrs. | 100s Hrs. | 100s
Hrs, ’ 1008 Hrs. | 100s
Hrs, | 100s Hrs, l 100s
b e dweesd | s, | 1005
This certifies that the above carnus rendered servics in comptianes | F0singaster’s Sianature R Date Carrier's Initials
with postal regulations. R i Eﬂd—n—'\ﬂ- Mﬁ— G AS/ 9 [+] D A R
sheln-§ v ~ T
Exhibit 142.2b
PS Form 1314-A, Auxiliary Rural Carrier Time Certificate
U.S. Postal Service
AUXILIARY RURAL CARRIER TIME CERTIFICATE
Name of Assigned Carrier Finance Number Social Security Number Des.| Rt No |poy
JOHNSON JL —1343=4345 579-23-6846 78 [A005 [P ,
{w Actual - Equipment Allowance Leave—Whole Hrs N—No Service Christmas
K w::el::ng “:‘_"" “(?J“m Hrs, | Tr Mites GT | Annual | Sick Other Cop Sat Mon Tue ‘Wed | Thur Fri Work Hours
|%¢1 l};’-mllm ws | 100s |6 250 His | 100s
26,17 20(5| 205 Y

PS Form 1314-A, Maich 1987

Socsl Security Number

78| SToNE T K |iao -34-78%) ..

Hra

Hrs

Hrs

Hrs t 1008 foHS
Thus certifies that the above carier rendered service Postmaster's Signature
w compliance with postal regulations. é

EDM-7833

September 2013

__
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o

21



18 Rural Carrier Duties and Responsibilities

Exhibit 162.3
PS Form 3369, Consigned Credit Receipt

Location of Credit

"W, CLOMER  \laxissore Bravey

{Check One) Credit
Amount 5%lae
m Stamp Credit
. hori
1 Cash Credit M o Y 2|7
Iss| . Date
D A Avecoldose -2 7-Fe

y account to the U.S. Postal Service for the consigned credit amount shown above or modified by
I:'.tllll'ls recorded on my Daily Financial Reports. | have read the following statements and have been advised
Aj-the priorities of protection to be given funds and accountable paper in Part 434.2-434.4, Fiscal Handbook, F-1,

and Parts 213 and 220, Fiscal Handbook, F-50. Employees and contractors will be hetd respc_msihle for losses of
stamps and funds from stamp credits resulting from failure to give the best available protection during and after
post office hours in accordance with Part 430, Fiscal Handbook, F-1. Withdrawal of official funds for personal use,
whether tem{rwarv or permanent, may suhlecl employees or contractors to removal from office, cancellation of
contract, and criminal pmsucutiqn_t@ violation of Title 18, Section 641 or 1?11 U.S. Code.

Sig..mm7z’ ( / Z 5 RGP Fo

PS Form 3369, May 1987%1-5. 6r0 199): 282-404/25770 CONSIGNED CREDIT ‘RECEIPT

Exhibit 173.12
Item 087-H, Vehicle Accident Report Kit

UNITED STATES POSTAL SERVICE
VEHICLE ACCIDENT REPORT KIT

c. Form 4586 d. Pencil e. Chalk

CONTENTS-a. Standard Form 91 b. Form 4585 f. Local Instructions

INSTRUCTIONS FOR OPERATORS INVOLVED IN ACCIDENT

a. Stop at the scene

b. Aid or assist any injured person.

¢. Safeguard the scene against further accidents.

d. Safeguard the mail.

e. Provide other driver(s) and/or police with any information
required by law. (Use Form 4585 for this purpose.
Note: Do not make any statement admitting personal or
government liability or criminal negligence or attempt to
negotiate an agreement or settlement with anyone.)

{. Obtain names, address and telephone numbers of any injured
persons. (Note the extent of visible or claimed injury.)

g. Obtain names, addresses and telephone number of the owners
or drivers of any vehicles or property damaged. Note the
extent of visible damage.

h. Obtain the names, address and telephone numbers of any
witneases. (Use Form 4586 for this purpose.)

i. Mark on pavement with chalk, positions of vehicles wheels,
objects, or persons involved in the accident.

j. Complete Standard Form 91 and submit it to your immediate
superior before going off duty on the day of the accident.

k. Notify your office in accordance with local instructions.
MF SAT SUN HOL
Vehicle Maintenance Facility:
Vehicle Base Supervisor:
Police: City County State

FOR YOUR PROTECTION—REPORT ALL ACCIDENTS IN WHICH YOU ARE
ITEM 087-H INVOLVED WHILE OPERATING ANY VEHICLE ON OFFICIAL BUSINESS

22 Handbook PO-603



General Information
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Exhibit 173.13f
PS Form 4585, Postal Driver Accident Information

U.S. Postal Service

POSTAL DRIVER ACCIDENT INFORMATION

The United States Postal Service desires to fulfill its responsibility toward persons in accidents
involving vehicles operated by postal personnel.

To prevent misi 'mation, postal per 1 are instructed not to volunteer information not required
by law.

The following information is required and is furnished you by the postal driver.

1. Accident Location 2. Date and Time

3. Driver's Name 4. State Driver's License No.

5. Make, Type and Postal Vehicle No. 6. Post Office

v For further information about this accident please contact: v
Name, Title and Address Phone No.

PS Form 4585, June 1988 Y USGP.O. 1988 - 18L-700/82556 (Mar. 1971 edition usable)

Exhibit 173.13g
PS Form 4586, Accident Information (Front & Back)

18

U.5. Postal Service MNo.
ACCIDENT INFORMATION
w = You can assist in the national endeavor 10 reduce accidents by providing
- E = information about this accident.
zz 2 Please complete this form and give it to the postal driver involved.
& a If you are unablé to return it to the driver, please drop it in a lemter-box.
E g 2 No postage is required.
r3g Thank You,
= o 2 Postmaster
; o —
aw < Did you see the Where were you at the time?
> accident?
Oves Owno
———— Did you see sither What was the postal vehicke doing?
—_— vahicle involved
——— prior to the acci-
—_— dent?
—_— [ ves [ we
'_Who do you think What was the other vehicle doing?
was at fault?
O Postar
13
2 [ other
3 E Was anyone hurt? | Your name and address (fnclude Apt. /Suite No.
d ZIP+4
E 3 Oves One |™ Code}
i » ¥our Telephona No.
2 |2
£ z
w
e 2
w - Comments
I H
a <
2 s
@ S
a
w
=
z
3
PS Form 4586, Nov. 1987 0.5, GRO; 1990-262-474/05513

23



Rural Carrier Duties and Responsibilities

Form SF 91, Operator’s Report of Motor Vehicle Accident

Exhibit 173.13h (p. 1)

18
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Form SF 91, Operator’s Report of Motor Vehicle Accident

General Information
Exhibit 173.13h (p. 2)
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Rural Carrier Duties and Responsibilities

PS Form 1769, Accident Report

Exhibit 173.2a
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General Information 18
Exhibit 173.2b (p. 1)
Form CA-1, Federal Employee’s Notice of Traumatic Injury and Claim for Continuation of Pay/
Compensation
Federal Employee’s Notice of
Traumatic 1?1'u¥ and Claim for -S. Department of Labor
. . jury . Employment Standards Administration
Continuation of Pay/Compensation Office of Workers’ Compensation Programs
Employ Please lete all boxes 1 - 15 below. Do not complete shaded areas.
Witness: Complete bottom section 16.
Employing Agency (Supervisor or Comp ion Specialist): Complete shaded boxes, a, b, and c.
TR . : : ; T A =5 R I
1. Name of employee (Last, First, Middle) 2. Social Security Number
3. Date of birth Mo. Day Yr. 4. Sex 5. Home telephone 6. Grade as of
1 | | | 1 Male [ Female { ) date of injury Level Step
7. Employee’s home mailing address (Include city, state, and ZIP Code) 8. Dependents
[ Wife, Husband
1 Children under 18 years
[ Other
| Description of Injury. e R L R R A SRR o
9. Place where injury occurred (e.g., 2nd floor, Main Post Office Bldg., 12th & Pine)
10. Date injury occurred |Time 11. Date of this notice |12. Employee’'s occupation
Mo. Day Yr. . .1 a.m. Mo. Day Yr.
L | 1 | L1 p.m. [ 1 |
13. Cause of injury |Describe what happened and why)
a. Ocecupation code
14, Nature of injury {Identify both the injury and the part of body, e.g., fracture of left leg) b. Type code c.__S_ourca. code
OWCP Use - NOI Code
15. 1 certify, under penalty of law, that the injury described above was sustained in performance of duty as an employee of the
United States Government and that it was not caused by my willful misconduct, intent to injure myself or another person, nor by
my intoxication. | hereby claim medical treatment, if needed, and the following, as checked below, while disabled for work:
[7) a. Continuation of regular pay (COP) not to exceed 45 days and compensation for wage loss if disability for work continues
beyond 45 days. If my claim is denied, | understand that the continuation of my regular pay shall be charged to sick
or annual leave, or be deemed an overpayment within the meaning of 5 USC 5584.
L] b. Sick and/or Annual Leave
Signature of employee or person acting on his/her behalf
Any person who knowingly makes any false statement, misrepresentation, concealment of fact or any other act of fraud to obtain compensation
as provided by the FECA or who knowingly accepts compensation to which that person is not entitled is subject to civil or administrative
remedies as well as felony criminal prosecution and may, under appropriate criminal provisions, be punished by a fine or imprisonment or both.,
Have your supervisor pl the ipt attached to this form and return it to you for your records.
End of Employee Report
[ Witness ; : :
16. Statement of witness (Describe what you saw, heard, or know about this injury)
Mame of witness Signature of witness Date signed
Address City State ZIP Code
Form CA-1
Rev. Nov. 1988
September 2013 27



18 Rural Carrier Duties and Responsibilities

Exhibit 173.2b (p. 2)

Form CA-1, Federal Employee’s Notice of Traumatic Injury and Claim for Continuation of Pay/
Compensation

Oﬂlclal Supervisor's Rapott: Please | inf lon r d below:

17 Agancv nama and address of reportlng office an!ude c|tv, state, and ZIP Code) OWCP Agency Code

OSHA Site Code

ZIP Code

18. Employee’'s duty station (Street address and ZIP Code) 2IP Code
19. Regular 20. Regular

work O a.m. [ a.m. work

hours  From: H O p.m. To: H 3 p.m. schedule [ Sun. [ Mon. [ Tues.[J Wed. O Thur. [ Fri. [ Sat.
21. Date Mo. Day Yr. 22, Date Mo. Day ¥r. 23. Date Mo. Day ¥Yr.

of notice stopped O am.

injury | | | received | | | | work | ] | Time 1 p.m.
24, Date Mo. Day Yr. 25. Date Mo. Day ¥Yr. 26. Date Mo. Day Yr. )

pay 45-day returned O a.m.

pped | | | | period began | 1 to work | | | Time: . [ p.m.

27. Was employee injured in performance of duty? [ Yes [ No (If “’No,”" explain)

28. Was injury caused by employee’s willful misconduct, intoxication, or intent to injure salf or another? [ Yes (If “"Yes,” explain) ] No

29. Was injury caused 30. Name and address of third party (Include city, state, and ZIP Code)
by third party?
] Yes ) Ne
{if “’"No,”"
go to
item 31.)

31. Name and address of physician first providing medical care (Include city, state, ZIP Code) 32. First date
medical care

received 1 |
33. Do medical
reports show

employee is
disabled for work?

34. Does your knowledge of the facts about this injury agree with statements of the employee and/or witness? [ Yes L[] No (If “’No,” explain)

Mo. Day ¥Yr.

[ Yes [ No

35. If the employing agency controverts continuation of pay, state the reason in detail. 36. Pay rate
when employee
stopped work

[ 5 L ",, gﬂrﬂ”c‘ N i ¥
37. A supervisor who I<nowmgl\«r cerufle‘s to any false statemant isrep ion, conceal of fact, atc ., in respect of this claim
may also be subject to appropriate felony criminal prosecution.

| certify that the information given above and that furnished by the employee on the reverse of this form is true to the best of my
knowledge with the following exception:

Name of supervisor (Type or print)

Signature of supervisor Date
Supervisor's Title Office phone
38. Filing instructions [J No lost time and no medical expense: Place this form in employee’s medical folder (SF-66-D)

[ No lost time, medical expense incurred or expected: forward this form to OWCP
[ Lost time covered by leave, LWOP, or COP: forward this form to OWCP
[ First Aid Injury

Form CA-1
Rev. Nov. 1989
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General Information

Exhibit 173.2b (p. 3)

Form CA-1, Federal Employee’s Notice of Traumatic Injury and Claim for Continuation of Pay/

Compensation

Instructions for Completing Form CA-1

Complete all items on your section of the form. If additional space is required to explain or clarify any point, attach a supplemental
statement to the form. Some of the items on the form which may require further clarification are explained below.

5% IOT paran Sk oo Tk eieTen s Baha

13) Cause of Injury
Describe in detail how and why the injury occurred. Give
appropriate details (e.g., if you fell, how far did you fall and in
what position did you land?)

14) Nature of Injury

Give a complete description of the condition(s) resulting from
your injury. Specify the right or left side if applicable (e.g.,
fractured left leg: cut on right index finger).

15) Election of COP/Leave

If you are disabled for work as a result of this injury and file
CA-1 within thirty days of the injury, you are entitled to receive
continuation of pay (COP) from vour employing agency. COP is

paid for up to 45 calendar days of disability, and is not charged
against sick or annual leave. You may elect sick or annual leave
if you wish, but compensation from OWCP may not be claimed
during the 45 days of COP entitlement. {You may not claim
compensation to repurchase leave used during this period.)

Also, if you change your election within one year, the agency

is obliged to convert past periods of leave to COP, which qualify.

Your agency may controvert (dispute) your entitlement to COP,
but must continue pay unless the controversion is based on one
of the nine reasons listed in the instructions for item 35.

If you receive COP, but OWCP later determines that you are not
entitled to COP, you may either change COP to sick or annual
leave or pay the employing agency back for the COP received.

[Sopervisor

At the time the form is received, complete the receipt of notice of
injury and give it to the empleyee. In addition to completing

items 17 through 38, the supervisor is responsible for obtaining

the witness statement in item 16 and for filling in the proper codes
in shaded boxes a, b, and ¢ on the front of the form. If medical
expense or lost time is incurred or expected, the compieted form
should be sent to OWCP within 10 working days after it is received.

The supervisor should also submit any other information or
evidence pertinent to the merits of this claim.

If the employing agency controverts COP, the employee should
be notified and the reason for controversion explained to him or
her.

17) Agency name and address of reporting office

The name and address of the office to which correspondence
from OWCP should be sent (if applicable, the address of the
personnel or compensation office).

18) Duty station street address and ZIP Code

The address and ZIP Code of the establishment where the
employee actually works.

29) Was injury caused by third party?

A third party is an individual or organization (other than the
injured employee or the Federal government) who is liable for
the injury. For instance, the driver of a vehicle causing an
accident in which an employee is injured, the owner of a
building where unsafe conditions cause an employee to fall, and
a manufacturer whose defective product causes an employee’s
injury, could all be considered third parties to the injury.

31) Name and address of physician first providing

medical care
The name and address of the physician who first provided
medical care for this injury. If initial care was given by a nurse
or other health professional (not a physician) ih the employing
agency's health unit or clinic, indicate this on a separate sheet
of paper.

32) First date medical care received
The date of the first visit to the physician listed in item 31.

35) Does the employing agency controvert
continuation of pay?

COP may be controverted (disputed) for any reason; however,
the employing agency may refuse to pay COP only if the
controversion is based upon one of the nine reasons given
below:

al The disability results from an occupational disease or illness;
b} The employee is a volunteer working without pay or for

| pay, or a ber of the office staff of a former
President;

c} The employee is neither a citizen or a resident of the United
States or Canada;

d) The injury occurred off the employing agency’s premises and
the employee was not involved in official “'off premise’’ duties;

-]

The injury was proximately caused by the employee's willful
misconduct, intent to bring about injury or death to self or
another person, or intoxication;

=

The injury was not reported on Form CA-1 within 30 days
following the injury;

a) Work stoppage first occurred 90 days or more following

the injury;

h

The employee initially reported the injury after his or her
employment was terminated; or

The employee is enrolled in the Civil Air Patrol, Peace Corps,
Youth Conservation Corps, Work Study Programs, or other
similar groups.

[ Employing Agency - Required Codes.

LY 7,

Box a (Occupation Code), Box b (Type Code),

Box ¢ (Source Code), OSHA Site Code

The Occupational Safety and Health Administration (OSHA)
requires all employing agencies to complete these items when
reporting an injury. The proper codes may be found in OSHA
Booklet 2014, ““Recordkeeping and Reporting Guidelines.”’

OWCP Agency Cod

This is a four-digit {or four digit plus two letter) code used by
OWCP to identify the employing agency. The proper code may
be obtained from your p | or 1sation office, or by
contacting OWCP.

Form CA-1
Rev. Nov. 1989

September 2013
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18 Rural Carrier Duties and Responsibilities

Exhibit 173.2b (p. 4)
Form CA-1, Federal Employee’s Notice of Traumatic Injury and Claim for Continuation of Pay/
Compensation

The FECA, which is administered by the Office of Workers' At the time an employee stops work following a traumatic,
Compensation Programs (OWCP), provides the following job-related injury, he or she may request continuation of pay or
benefits for job-related traumatic injuries: use sick or annual leave credited to his or her record. Where the
employing agency continues the employee’s pay, the pay must

{1} Continuation of pay for disability resulting from traumatic, not be interrupted until:

job-related injury, not to exceed 45 calendar days. {To be

eligible for continuation of pay, the employee, or someone {1) The employing agency receives medical information from

acting on his/her behalf, must file Form CA-1 within 30 days the attending physician to the effect that disability

following the injury; however, to avoid possible interruption of has terminated;

pay, the form should be filed within 2 working days. If the

form is not filed within 30 days, compensation may be (2) Thg OWCP advises that pay should be terminated; or

substituted for continuation of pay.)
{3) The expiration of 45 calendar days following initial work

(2} Payment of compensation for wage loss after the 45 days, if stoppage.
disability extends beyond such period.
If disability exceeds, or it is anticipated that it will exceed, 45
(3) Payment of compensation for permanent impairment of days, and the employee wishes to claim compensation, Form
certain organs, members, or functions of the body (such as CA-7, with supporting medical evidence, must be filed with
loss or loss of use of an arm or kidney, loss of vision, etc.), OWCP. To avoid interruption of income, the form should
or for serious disfigurement of the head, face, or neck. be filed on the 40th day of the COP period. Form CA-3 shall
be submitted to OWCP when the employee returns to work,
(4) Vocational rehabilitation and related services where disability ceases, or the 45-day period expires.
necessary.
For additional information, review the regulations governing
{58) Full medical care from either Federal medical officers and the administration of the FECA (Code of Federal Regulations,
hospitals, or private hospitals or physicians, of the Title 20, Chapter 1) or Chapter 810 of the Office of Personnel
employee’s choice. Generally, 25 miles from the place of Management’s Federal Personnel Manual.

injury, place of employment, or employee’s home is a
reasonable distance to travel for medical care; howeaver, other
pertinant facts must also be considered in making selection
of physicians or medical facilities.

In accordance with the Privacy Act of 1974 (Public Law No. 83-579, 5 U.5.C. 552a) and the Computer Matching and Privacy Protection Act of
1988 (Public Law No. 100-503), you are hereby notified that: (1) the Federal Employees’ Compensation Act, as amended (5 U.S.C. 8101, et
seq.) is administered by the Office of Workers’ Compensation Programs of the U.S. Department of Labor. In accordance with this responsibility,
the Office receives and maintains personal information on claimants and their immediate families. (2) The information will be used to determine
eligibility for and the amount of benefits payable under the Act. (3) The informatién collected by this form and other information collected in

ation to your comp ion claim may be verified through computer matches. (4) The information may be given to Federal, State, and local
agencies for law enforcement and for other lawful purposes in accordance with routine uses published by the Department of Labor in the
Federal Register. (5} Failure to furnish all requested information may delay the process, or result in an unfavorable decision or a reduced level
of benefits. (Disclosure of a social security number (SSN) is voluntary; the failure to disclose such number will not result in the denial of any
right, benefit or privilege to which an individual may be entitled. Your SSN may be used to request information about you from employers and
others who know you, but only as allowed by law or Presidential directive. The information collected by using your SSN may be used for
studies, statistics, and computer matching to benefit and payment files.)

This acknowledges receipt of Notice of Injury sustained by
{Name of injured employee)

Which occurred on (Mo., Day, Yr.)

At (Location)

Signature of Official Superior Title Date (Mo., Day, Yr.)
For sale by the Superintendent of D U.S. Gov ¢ Printing Office, Washington, D.C. 20402 Form CA-1
#U.5.GP0:1990-262-474115797 10T S41¢ bY the Super -5 Uovernment Trinting Liice, ington, .L. Rev. Nov. 1989
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2 Office Work of Rural Carriers

21 Reporting for Duty

211 Recording Arrival

Report to the office as scheduled. Immediately upon reporting, record actual
reporting time, in ink, in column 2 of PS Form 4240, Rural Carrier Trip Report,
and begin work (see Exhibit 211).

212 Obtaining and Preparing Mail for Casing

212.1  Withdrawal By Carrier

212.11  Routine

As directed by your postmaster or supervisor, withdraw, measure, and
record (if applicable) from the distribution cases all mail for your route that
has not already been placed on your case ledge by a clerk or mailhandler.
Normally, no more than two additional withdrawals should be made in the
morning.

212.12 Changes

Changes in withdrawal procedures may be made only in accordance with
350 of Handbook M-38, Management of Rural Delivery Services.

212.13 Procedures for Withdrawal

a. Letter Mail. Place letter mail on your case ledge, either in trays or
stacked loose, no more than one row high. The mail must face right
with stamps down whether you place it loose on the case ledge or
work it directly from a tray.

b. Flat Mail. Place flat mail on, under, or near your case in neatly stacked
piles. If received in sacks, remove flats promptly and stack them neatly
on the floor or in hampers, when provided. After removing contents,
examine sacks to ensure that they are empty. Remove sack labels and
deposit empty sacks in the designated place.

c.  Final Withdrawal. Before leaving for your route, make a final
withdrawal of preferential letters and flats from a designated case.
Normally, this mail is withdrawn on the line of travel out the door to
load.
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212.2
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212.2

212.21

212.22

213

21341

213.2

213.21

213.22

213.23

Rural Carrier Duties and Responsibilities

Withdrawal By Other Than Carrier

Routine

If employees other than rural carriers withdraw mail intended to be cased,
they must place it on your case ledge as described in 212.13.

Final Withdrawal

Although you are exempt from general mail withdrawal requirements, you
must make a final withdrawal of preferential letters and flats from a
designated case immediately before leaving for your route. Normally, this
mail is withdrawn on the line of travel out the door to load.

Carrier Cases

Type

Management determines the type of carrier case equipment used on each
route. Your manager or supervisor will provide you with adequate casing
equipment.

Description

Separations and Wing Cases

Carrier case, Item 124-D, has 240 (1" wide) separations. The dividers are
removable, and wider separations can be made to accommodate addresses
receiving large volumes of mail and to provide added space for casing flat
mail, magazines, and newspapers (see Exhibit 213.21). Wing cases for ltem
124-D are identified as follows:

a. 143-D, Swinging Wing Case - 120 separations.

b. 144-D, Wing Case with Table - 240 separations.

Case Dividers

Case dividers 124-R57 (5" high) and 124-ClII7 (4" high) are available for use
with Item 124-D and wings.

Variations

In addition to the above (currently the primary equipment used for newly
established rural routes), other equipment previously authorized, but no
longer manufactured, for rural routes is listed below. As this equipment
becomes unserviceable, a regular route becomes vacant, or a new route is
established, Item 124-D, or a combination of Item 124-D and other
equipment, will be established, as necessary.

a. Item 125, Carrier Case - 100 (2 1/4" wide) separations.

b. Item 126, Carrier Case - 208 (2 1/2" wide) separations.

c. ltem 140, Wing Case - 63 (2 1/8" wide) separations.

d. Item 145, One-Bundle Sliding Shelf Case (with or without table) - 160
(1") separations.

e. Item 146, One-Bundle Sliding Shelf Case 230 (1") separations.

f. Various distribution equipment.
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213.32

213.3 Labeling Carrier Cases

213.31

213.32

Procedures

See Exhibit 213.31. Label the cases on rural routes according to the
following:

a.
b.

Label all cases from left to right.

Arrange labels in the exact order that you serve the route. To the extent
practicable, keep segments on the same row. Exception: See 225.5
for carrier segmented mail.

When letter separations are continued on to a wing case, place them
immediately adjacent to the letter case. Begin with the highest or
lowest shelf, depending on the bundling system used, and extend into
the wing case, as needed. Do this with the remaining shelves and
attempt to keep the letter separations (on the shelves of the wing)
equal in length. Exception: As an alternative to continuing into a wing
case, labeling may be restricted to each piece of equipment. Begin
with the highest or lowest shelf, depending on the bundling system
used, and continue on each shelf in the single piece of equipment. This
type of labeling requires that all casing equipment for the route is
identical.

As directed by your postmaster or supervisor, reserve 15 separations
on a designated shelf for Undeliverable-as-Addressed mail. Label the
first separation COA/Entry Mail. Use this separation for all

PS Forms 3575, Change of Address Order, and PS Forms 3546,
Forwarding Order Change Notice, and associated mail. Use the next 10
separations for an alphabetical or machinable/nonmachinable
breakdown. Label the remaining four separations as follows:

(1)  Carrier endorsed mail (this includes attempted-not-known, and
no such number mail).

(@) Insufficient address.
(3) Not deliverable as addressed, unable to forward.
(4)  Undeliverable bulk business mail.

On routes using route and box numbers, show the name of the
customer and the number of the box on the labels.

On routes where house numbers and street names have been
authorized, only that information is required. While customer names
may be added at your discretion, this practice is discouraged because
by doing so, it may be more difficult to read and maintain the labels.

One-Bundle Labeling System

See 223.2. In addition to the requirements in 213.31, carrier cases using the
one-bundle, or modified one-bundle, system must be configured in one of
two ways. Determine which of the following labeling methods to choose
based on the type of equipment used:

a.

Begin at the left corner of the lowest shelf and end at the right corner
on the top shelf. Place any unused space at the end of the route in the
upper right corner. Place the labels below the separations on the
carrier case.
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213.33

Rural Carrier Duties and Responsibilities

Begin at the upper left corner of the top shelf and end at the lower right
corner on the bottom shelf. Place any unused space at the end of the
route in the lower right corner. Place the labels above the separations
on the carrier case.

213.33 Two-Bundle Labeling System

See 223.4. In addition to the requirements in 213.31, all carrier cases used
for the two-bundle system must:

a.

22 Casing Malil

34

Begin at the left corner of the lowest shelf and end at the right corner of
the top shelf.

Place any unused space at the end of the route in the upper right
corner.

Place the labels below the separations on the carrier case.

221

2211

221.11

221.12

Study Plans for Learning the Case

Routes Using Box Numbers

Plan
a.

Plan

1

Each row has a break on the number of boxes served. For example,
Row #1 begins with Box #1 and could continue through Box #26. Row
#2 would then start with Box #27, etc. For a few minutes, study the box
number breaks by rows.

After studying these breaks for a few minutes, case all mail that
includes the box number as part of the address. Hold out all mail that
does not show the box number and that you cannot case without
searching through the entire case.

Sort the mail held out alphabetically by the last name of the addressee.

Obtain the box numbers from the roster of customers and sort the mail
for each row into separate piles. After separating by row, proceed to
case the mail for each row.

As you follow this method, you will begin to associate the name of the
addressee with the proper separation on the case.

2

Use a 3" x 5" card for each family on the route. The face of the card
should show only the name of the family. The reverse should show the
box number and location of the separation on the case.

Mix the cards so that they are not in delivery sequence. Pick up the
cards so that the face of the top card is visible. Sort each card into the
proper separation on the case. If you do not know the location of the
separation, flip the card over; the location is part of the information on
the back. Repeat this procedure until you are able to case each card
without referring to the reverse.
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221.2

221.21

221.22

221.23

221.24

222

Routes Using Street Names and Numbers

Study

For a few minutes, study the streets and numbers in the order that the route
is served. Memorize the first two rows.

Sort/Separate for Initial Rows

After a few minutes of study and with the delivery pattern fixed in mind, sort
the mail intended to be cased for the rows you have learned. Separate the
remaining mail intended to be cased on the case ledge. Place the mail for
each street in a separate pile.

Sort for Remaining Rows

After all mail intended to be cased has either been distributed in the case or
sorted on the ledge, sort the mail for the next street appearing on the labels
of the next row. Repeat this procedure street by street and row by row until
all mail is cased.

Continue Process

Continue the memorizing and learning process until you have learned the
entire case.

Coordinating Eye and Hand Movements at the Case
To accomplish this, proceed as follows:

a. To case letter mail, stand a few inches back from the center of the case
where you can read the labels easily and you can reach letter
separations without moving your feet.

b.  With your left hand, pick up a solid handful of mail from the right side of
the case ledge. Since the stamps are down and facing the right, the
mail will be in the proper reading position when picked up. Note: Mail
in the left hand should be held high and close enough to the body and
eyes to minimize head and eye movements. The left hand should
slightly follow the movement of the right hand during the casing
process.

c. Push the top letter slightly forward with the left thumb so that the right
thumb and index finger can grasp the outer edge of the letter. The left
thumb serves as a feeder.

d. Read the address only. Develop sight recognition of addresses as
whole units: THIS: RR#1, Box 125 or 10397 EIm Street. NOT: RR#l,
Box 1-2-5 or 1-0-3-9-7 EIm Street.

e. Place the letter in the proper separation.

f. As you push one letter fully into the separation, push the next letter
forward with the left thumb and read the address. Your right hand
should then return to pick up this letter to place it in the proper
separation.

g.  Asyou continue to use this procedure in casing each letter, your
coordination will improve until the process becomes automatic.
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223.1

223.2

223.21

223.22

223.23

223.3

223.4

223.41

Rural Carrier Duties and Responsibilities

h. Hold to one side letters for other routes and streets not appearing on
the case. Hand off to other carriers, or place this mail in the proper
separation of the throwback case, as appropriate.

Casing Methods

General

The casing systems used in rural delivery service are divided into three
categories: the one-bundle system, the modified one-bundle system, and
the two-bundle system. In all three casing systems, you may case delivery
point sequenced mail, at your option, in accordance with 15, Schedules.

One-Bundle System

Description

When the one-bundle system is used, case both letter and flat mail into the
letter case separations. Using this system, after considering the volume and
mix of mail on the route, the manager determines the width of separations
and number of addresses per separation. Note: Unless otherwise approved
by your postmaster or supervisor, or as dictated by the type of distribution
equipment used, no separation must be less than 2 inches wide.
Management must consider volume and characteristics of the individual
deliveries when determining width.

Letters

Case letters into the case that normally is arranged with one or two
addresses per 2-inch separation.

Flats and Odd-Size Pieces

Case flat mail and odd-size pieces that fit in the same separation as letter
mail. Generally, case these items after letter-size mail. If management
approves, such items may be cased before letter-size mail if this does not
delay the redistribution of missorted preferential mail or hinder the efficient
casing of letter mail. Place parcels or odd-size pieces that do not fit in the
separations on the case ledge and sort into sequence of delivery. A letter
may be reversed in the proper separation, or some other method may be
used, to alert you that there is a parcel or odd-size article that cannot be
cased for that address.

Modified One-Bundle System

In some areas, if management approves, flats or letters may be sorted and
strapped out separately using only one case. This system is authorized only
if it does not delay the redistribution and delivery of missorted preferential
mail.

Two-Bundle System

Description

Under the two-bundle system, case letter mail first. When the available letter
mail has been cased, concentrate on the flat mail. Case flats into an Item
143-D or 144-D flat case to horizontal separations that conform to the break
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223.43

points on the letter case. Sort caseable odd-size pieces with flats. Handle
odd-shaped articles that cannot be cased as separate pieces for delivery.
After flats are sorted, withdraw them from the horizontal separations and
sequence them for delivery. Handle separately individually addressed
merchandise samples, which are difficult to handle when mixed with flats.
Except for average-size letters, case any odd pieces of mail with flat mail. Do
not double handle this mail by holding it out and casing it later.

223.42 Letters

a.

Sequence letters into the case that is normally arranged with two
addresses per 1-inch separation.

Read only the essential lines necessary to sort to the proper case
separation. If a delivery point receives a volume of mail that makes
sorting into the normal separation difficult, your postmaster or
supervisor may authorize the removal of a vertical separator to provide
a sufficiently wide separation.

Your postmaster or supervisor may authorize you to sort both letters
and flats to a case separation up to 10 inches wide, but this procedure
should be used only in unusual situations (e.g., a delivery receiving a
large volume of flats and letters). If this wide separation is justified,
hand-tie or strap together the letters and flats from this separation into
a separate bundle.

223.43 Flats and Odd-Size Pieces

a.

September 2013

Stance. When casing flats and odd-size pieces, stand directly in front
of the flat separations. Hold approximately 50 pieces (6 inches) in your
left arm while distributing with the right. Do not work from a bundle of
flats resting on the case ledge.

Reading. As with letter mail, read only the essential lines in the box
number and address line.

Sequencing. If they fit, sort odd-size pieces into the flat separations. If
not, handle them as separate pieces. When all flats and odd-size
pieces are cased, pull one separation; place it on the case ledge;
arrange the mail in sequence of delivery; and tray or strap it out.
Repeat this procedure until all separations have been sequenced.

Fan Method. When a separation is pulled, place the flats to one side
on the case ledge. Take the top flat and, placing it in the middle of the
case ledge, sequence all remaining flats to both sides of the first flat in
the shape of a fan. If the fan shape is not comfortable, sequence to
both sides of the first flat in a straight line. When this method is used,
after sequencing, push the bottom flat (on the right) to the left until all
of the flats on the case ledge are stacked and ready for strapping. Fit
caseable odd-size pieces into the bundle after sequencing has been
completed and the fan has been assembled into a stack. Do not return
the sequenced flats to the case separations. Instead, as each fan is
completed, place it into a tray, or strap it out, then put it into a
container or satchel for loading into the vehicle.

37



224

38

224

2241

2242

225

225.1

225.2

225.3
225.31

225.32

225.4

225.41

225.42

225.43

Rural Carrier Duties and Responsibilities

Expedited Preferential Mail (EPM) System
A.M. Casing

In offices under the EPM System, you normally sort only preferential and time
value mail in the morning before leaving to serve the route.

P.M. Casing

You normally complete casing of bulk business mail and other available mail
in the afternoon when you return to the delivery unit. However, on light mail
volume days, it is permissible to case some bulk business mail in the
morning, provided you maintain your scheduled leaving time.

Preparing for Delivery

General

After all mail has been placed in delivery sequence, it must be prepared in a
manner that simplifies handling it on the route. The guidelines in the following
sections explain in detail the preparation required.

One-Bundle System

After all available mail has been cased, strap or tray the mail, as directed by
your postmaster or supervisor. Handle merchandise samples as separate
bundles or pieces, as appropriate.

Modified One-Bundle and Two-Bundle System

Letters

After all available letter mail is cased, pull mail from the case in sequence of
delivery. Place the mail in trays, or strap it out, as directed by your
postmaster or supervisor.

Flats and Odd-Size Pieces

Place flat mail in trays or strap it out immediately after casing (modified
one-bundle system) or sequencing (two-bundle system). Handle
merchandise samples as separate bundles or pieces, as appropriate.

Segmentation Prepared by Mail Processing

Segmented Bundles Made by Mail Processing

Do not open and rehandle as separate pieces segmented bundles made by
mail processing designated for a single delivery. Open and distribute into
appropriate case separations bundles of segmented mail prepared by mail
processing designated for multiple delivery boxes.

Postmaster/Supervisor Determination

Your postmaster or supervisor advises you what mail is to be segmented by
mail processing.

Segmented Mail for One Customer

When segmented mail is all for one customer, deliver bundles, sacks, or
containers intact to the addressee.
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225.44

2255

225.51

225.52

225.53

225.54

225.6

225.61

225.62

Segments for More Than One Box

When segments prepared by mail processing are for more than one box,
open bundles (sacks, containers, etc.) and distribute into appropriate case
separations.

Segmentation Prepared by Carriers

Letters

When a customer receives a large volume of letters and a minimal amount of
flats, the postmaster or supervisor may require, or you may request (space
permitting), a separation of sufficient size to accommodate the letter mail on
the carrier case. If approved, locate this separation in the lower,
easy-to-reach portion of the case, not necessarily in the sequence of
delivery. The label for the separation must clearly indicate the address of the
segment.

Flats

If a customer receives more flats than letters, locate a separation of sufficient
size to accommodate both letter and flat mail on the case. Case both letter
and flat mail for the segment to this separation.

Restrictions

Do not distribute individual letters or flats directly to sacks or other
containers.

Tying Out Carrier Segmented Mail

Tie out segments that you prepare as a combined bundle of letters and flats
and, when addressed to an individual customer, deliver them as a single
piece.

Simplified Address Mail (Boxholders)

Distribution Without Individual Names and Addresses

Normally, you deliver one piece for each box (or one for each family). At your
option, you may handle this type of mail as a separate bundle or case it with
other mail.

Distribution With Individual Names and Addresses

a. Distribution to Occupant (Individual Addresses). This type of mail
may or may not be placed in sequence of delivery by the mailer.
Normally, mail prepared in this manner should be received only on rural
routes with assigned street addresses instead of rural route and box
numbers. Handle this mail according to 225.61.

b. Distribution to Specific Name/Current Resident; or Specific Name/
Current Occupant Followed by a Complete Address. Handle
according to procedures outlined in 225.61.

c. Distribution by Using Detached Address Labels. Case detached
labels for sample merchandise, magazines, combined or shared mail,
and catalogs in the letter case. When individually addressed, handle
detached label cards without individual addresses (simplified address)
and the associated piece according to 225.61.
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Delivery Point Sequence (DPS) Mail

When mail is provided to you in delivery point sequence order, casing with
other letter and/or flat mail is not required. Separator cards are provided in
your DPS mail to give you visual assurance that there are no obvious
sweeping errors. You and your manager will determine the number of cards
and intervals where they should be placed. DPS mail is taken directly to the
street and handled as a separate bundle. At your option, you may choose to
case DPS mail in accordance with 15, Schedules.

23 Roster of Customers and Route Book

40

231

231.1

231.2

231.21

231.22

Roster of Customers on Route

Purpose

Maintain a roster of customers with assigned route and box numbers to
assist leave replacements unfamiliar with the route and to make proper
delivery of indefinitely addressed mail. It is not necessary to include on the
roster those customers authorized to use house numbers and street names
as their address.

Preparation

Method

Maintain a roster of customers with box numbers using one of the following
methods:

a. Card Index File Method (Option #1)

(1)  Obtain the names of each customer on the route by leaving
PS Form 4232, Rural Customer Delivery Instructions, in each box

(see Exhibit 231.21).

(20 When the completed form is returned, file it alphabetically in the
proper section of an index file box, such as Iltem 0-394C.

b. Loose Leaf Binder Method (Option #2)

(1)  Obtain the names of each customer on the route by leaving
PS Form 4232 in each box (see Exhibit 231.21).

(2)  When the completed form is returned, enter the names in
alphabetical order by family, with the address opposite each
name, on PS Form 1564, Address Change Sheet. Keep
PS Form 1564 in a looseleaf binder, such as ltem 0-391M.

Privacy Act Provisions

Because of Privacy Act provisions, completion of PS Form 4232 is voluntary
on the part of the customer. If a customer fails or refuses to complete the
form, enter the last name and address of the persons receiving mail. Endorse
the card to indicate that the form was not completed by the customer.
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232

232.1

232.2
232.21

232.22

Route Book

Contents
The official route book for each rural route consists of:
a. Item 0-391M (or similar) binder.

b. PS Form 1564, Address Change Sheet, when required for the roster of
customers. (When the card index system is not used, see 231.)

ltem 0-89B, Alphabetical Index Sheets (as appropriate).
PS Form 1564-B, Special Orders.
Handbook PO-603, Rural Carrier Duties and Responsibilities.

PS Form 40083, Official Rural Route Description, containing the current
line of travel.

. PS Form 4240, Rural Carrier Trip Report.
h. PS Form 4241-A, Rural Route Evaluation.
i. Route map.

~ o a0

Filing

Order of Forms

Place PS Form 4240 in the front of the book followed by:
PS Form 4241-A.

PS Form 4008.

Route Map.

PS Form 1564-B.

PS Form 1564 for a roster of customers.
Handbook PO-603.

PS Forms 1564

If a large number of PS Forms 1564 are required for the roster of customers,
these forms may be maintained in a separate Iltem 0-391M binder.

- ® o0 T ®

24 Undeliverable-as-Addressed Mail Information
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241

2411
241.11

Recording Address Change Information
PS Form 3575

Purpose

Customers complete PS Form 3575 (see Exhibit 241.11) to notify the Postal
Service of a temporary or permanent change of address (COA). However, if a
customer moves but fails to submit a change of address order within 10
days, carriers are responsible for completing PS Form 3575.
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42

241.12

241.2

241.21

241.22

241.3
241.31

Rural Carrier Duties and Responsibilities

Preparation

a. When you receive PS Form 3575, check it for completeness and
accuracy and enter the data on PS Form 3982, Change of Address (see

Exhibit 241.12a).

Endorse PS Form 3575 with initials, route number, and date.

Process PS Form 3575 and mail for this customer in accordance with
local policy.

d. If you maintain a roster and PS Form 3575 is for a customer on that
roster, remove PS Form 4232 and deposit it in the designated location.

e. For customers submitting a forwarding order for special handling of
their mail, record the data on PS Form 1564-B (see 241.4).

PS Form 3546

Purpose

PS Form 3546 (see Exhibit 241.21) is used to notify another postmaster or
carrier that a customer has again changed address. This form is valid for 18
months from the date the original PS Form 3575 was submitted.

Preparation

a. When you receive PS Form 3546, enter the appropriate data on
PS Form 3982, Changes of Address. Process PS Forms 3546 in the
same manner as PS Form 3575 (see 241.11).

(1) Preparation at Office of Original Address. Enter on
PS Form 3982 the date PS Form 3546 was recorded. Process
mail as instructed on PS Form 3546.

(2) Preparation at Office of Second Address.

(@  When there is a change in a customer’s forwarding order
(refuses to pay postage, or moves to another address),
complete PS Form 3546 immediately and send it to the
customer’s original address.

(b)  When a customer moved and left no address, in addition to
following the instructions in 241.11, wait 10 days before
sending PS Form 3546. If you receive a subsequent
change of address order from the customer, send an
amended PS Form 3546 to the original office.

PS Form 3982

Purpose

Leave replacements and carriers unfamiliar with the route can use

PS Forms 3982 (see Exhibit 241.12a) as a quick reference for withdrawing
customer removals from the case for forwarding or return. Line out the
entries so they are legible at the end of the sixth full month after the effective
date of the change. For temporary changes, entries are completely lined out
when the customer returns or at the end of 1 year. PS Forms 3982 may also
be used to record special instructions (i.e., building vacant, temporary
absence-hold, etc.). For offices with a large number of temporary hold
orders, see 241.32c
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241.32

241.33

241.4

241.41

241.42

241.42

Preparation

a.

Enter on PS Form 3982 all related items from PS Form 3575 for
customers who have moved (see Exhibit 241.11).

Enter a temporary change of address in the same way, but add the
inclusive dates. Hold Mail retained at your case must be verified to
ensure no mail is kept beyond the retention period designated by the
mailer. When the designated retention period has expired, endorse
such mail Temporarily Away and process in accordance with the
Central Markup System/Computerized Forwarding System (CMU/CFS)
procedures.

Use only one PS Form 3982 for each row of letter separations, unless a

large number of removals warrant additional cards, such as military,
rooming house, or apartment house areas.

Procedures

a.

Immediately after casing all mail intended to be cased, start with the
first row of the case and withdraw from the separation all letters that
have the same address as the first entry not lined out on

PS Form 3982. Withdraw all undeliverable mail and place it in the
appropriate CMU/CFS separation. Return deliverable mail to the
separation. Repeat the same procedure for each uncanceled entry on
all PS Form 3982.

When all spaces on PS Form 3982 have been used and lined out, turn
the form in to your postmaster or supervisor.

PS Form 1564-B

Purpose

PS Form 1564-B is used to record customers’ special requests for handling
their mail. It is not to be used for permanent orders to a Post Office box.

Preparation

a.

Enter on PS Form 1564-B (see Exhibit 241.12e) written orders received
from customers, as follows:

(1)  Enter the name and address in the columns provided.
(2)  Enter the special instructions in the last column.

You may maintain a separate PS Form 1564-B on routes with a large
number of Temporarily Away-Hold Mail requests. This prevents
accumulation of an excessive number of PS Forms 3982 for the route.
Enter temporary hold orders on this separate form as described in
241.421 instead of recording them on PS Form 3982.

Permanent special orders are active/valid until canceled. Permanent
special orders are not to be used in lieu of forwarding orders. They
should be limited to unique delivery instructions, such as nondelivery
to businesses closed on Saturday or special hardship delivery
procedures.
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44

241.43

242

2421

24211

242.12

242.13

242.2

242.21

Rural Carrier Duties and Responsibilities

Procedures

a. Review PS Forms 1564-B for names and addresses of callers or
customers for whom there are special instructions. Follow local
instructions to identify address separations with special instructions
entered on PS Form 1564-B.

b. Withdraw mail for each caller or other customer listed in the same
manner described for PS Form 3982 (see 241.12a).

Procedures for Processing
Undeliverable-as-Addressed Mail

Forwardable Mail

Casing

During the normal casing operation, case mail with active forwarding orders
on file to the appropriate separations in accordance with local policy. Be sure
that deliverable mail is not placed in these separations. Only forwardable mail
requiring additional handling (First-, second-, fourth-, and endorsed
third-class mail) is placed in these separations. Do not include mail to be
handled as listed in 242.21.

Preparation

Bundle or tray forwardable mail and attach any necessary facing slips in
accordance with local policy.

Disposition

Transport and deposit COA, entry mail, and forwardable mail in the location
designated by your postmaster or supervisor. The deposit point must be a
location other than the carrier case ledge.

Undeliverable-as-Addressed Mail Requiring Carrier
Endorsement

Casing

Case undeliverable mail with no active forwarding order on file to the proper separation

or designated location for the following categories:

a. Carrier Endorsed Mail. This includes mail that may be undeliverable for any
one of the following reasons as well as other appropriate carrier endorsements
from DMM 507.1.4.1:

(1) Deceased (DEC). This endorsement is used only when it is known
that the addressee is deceased and the mail is not properly
deliverable to another person. This endorsement must be made
personally by the delivering employee, and under no
circumstances may it be rubber stamped. Mail addressed In Care
Of another must be marked to indicate which person is
deceased.

(20 No Record Mail. Credit as a markup each piece of mail given to
the carrier under the provisions of 242.4.
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242.21

Carrier Endorsed Bundles (with PARS bundle annotations). This includes
mail such as the following:

1)

@

Insufficient (IA). Mail without number, street, box number, route
number, or geographical section of city or city and state omitted
and correct address not known.

Attempted Not Known (ANK). Addressee is not known at place of
address.

In Dispute (DIS). Mail is returned to sender by order of the chief
field counsel when it cannot be determined which of the
disputing parties has the greater right to the mail.

No Such Number (NSN). Nonexistent number, and the correct
number is not known.

No Such Street (NSS). Addressed to nonexistent street and
correct street not known.

Unable to Forward (UTF). Mail undeliverable at address given; no
change-of-address order on file; forwarding order expired.

No Mail Receptacle (NMR). Addressee has failed to provide a
receptacle for the receipt of mail.

Refused (REF). Addressee has refused to accept mail or pay
postage charges.

Temporarily Away (TA). Addressee temporarily away and period
for holding mail expired.

Unclaimed (UNC). Addressee abandons or fails to call for mail.

Vacant (VAC). House, apartment, office, or building is not
occupied. It is used only on First-Class and endorsed standard
mail addressed to Occupant, Resident, etc.

lllegible (ILL). Address not readable.

Undeliverable Bulk Business Mail (UBBM). UBBM with a specific
customer name and address. When a piece of UBBM with a
specific name is undeliverable-as-addressed, place the mail to
one side of the case ledge or in another designated location at
the case. After completing casing of all mail designated for
delivery that day, bundle this mail and mark the top piece UBBM,
put your initials and route number on it, and leave it on the case
ledge.

Other Undeliverable Bulk Business Mail. UBBM addressed to
Occupant, Resident, or using the exceptional address format
(John Doe or Current Address). Normally, this type of mail is
undeliverable only because the delivery point is vacant or the
address is incorrect. Place undeliverable UBBM marked
occupant, resident, or current resident to one side of the case
ledge, or in another designated location. After completing casing
of all mail designated for delivery that day, bundle this mail and
mark the top piece “Other UBBM,” put your initials and route
number on it, and leave it on the case ledge.
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46

242.22

242.23

242.3

242.4

2425

Rural Carrier Duties and Responsibilities

(15) Excess Boxholder Mail. Place all excess boxholder mail into the
appropriate container (sack, hamper, tray, etc.), endorse a facing
slip “In Excess of Requirements,” initial the slip, and attach it to
the container with the excess boxholder mail.

Preparation

a. Withdraw and endorse mailpieces as described in 242.21a; in addition
to the endorsement, write the date and route number on each piece.

b.  Bundle mail for each category as described in 242.21b, enter the date
and route number, and deposit in the designated location.

Disposition

Deposit other undeliverable mail on your route in the proper separations of
the throwback case, or as designated by your postmaster or supervisor (see
Exhibit 242.23, Suggested Layout of Carrier Throwback Case (Automated
and Nonautomated Units), ltem 129). Separate marked-up mail (to
correspond with throwback case separations) at the time of marking-up or
before depositing it in the throwback case. This eliminates the need to
separate it at the throwback case and to cause others to wait.

Accountable and Signature Mail

Return this mail to the accountable clerk and explain why it is undeliverable.
Under no circumstances must this type of mail be obtained from or returned
to the accountable clerk without establishing proper accountability. Return
accountable mail or signed receipts for delivered accountable items found in
your mail during the delivery process for which accountability was not
established prior to your departure for the route as provided in 431.4.

No Record Mail

Handle No Record Mail returned to your route from the forwarding unit and
endorsed as No Record in the following manner:

a. Verify that the name in the address contains the correct spelling. Verify
that the mailing address is correct. If there is an error in the above
information, correct and return the mailing piece to the forwarding unit.

b. If an active PS Form 3575 is on file, return the mailpiece to the
forwarding unit.

C. If no errors are noted, and no PS Form 3575 is on file, attempt delivery
of the piece.

d. If delivery attempt is unsuccessful, handle the mailing piece in

accordance with 242.21.
Note: All No Record labels must be removed prior to reprocessing.

Other Undeliverable Mail
Other undeliverable mail that requires an endorsement includes:

a. Occupant Mail. (First-, second-, fourth-, and endorsed third-class)
addressed to vacant addresses.

b.  Excess Boxholder Mail. Place all excess boxholder mail into the
appropriate container (sack, hamper, tray, etc.); endorse a facing slip In
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Excess of Requirements; initial the slip; and attach it to the container
with the excess boxholder mail.

25 Accountable Items

September 2013

251

252

252.1

252.2

252.21

Definition

For rural carriers, accountable items include:
Postage due.

Customs duty.

Special delivery.

COD.

Certified.

Registered.

Express Mail.

S@ ™o a0 o ®

Return receipt for merchandise.

Receipt for recorded delivery.

Accountability Procedures

Acquiring Accountable Items

Obtain accountable items from the finance cage or designated area. You
may be called individually, in groups by route number, or by passing a
paddle. At some offices, accountable items are delivered to the carrier. When
accountable items are found in the mail after you have left for the route,
follow normal delivery procedures. Return accountable items or signed
receipts for any delivered accountable mail you find in your mail during the
delivery process for which accountability was not established prior to your
departure for the route.

Receipting for Accountable ltems

Registered, Certified, Express Mail, Return Receipt for
Merchandise and Receipt for Recorded Delivery

Process these items as follows:

a. Check the name and address on each of these articles to determine if
the addressee has moved or lives on another route. If the addressee
has moved, or the article is for another route, advise the accountable
clerk. Do not accept the article.

b.  Verify the number appearing on articles with the entry made by the
accountable clerk on PS Form 3867, Registered, Express Mail, COD,
Certified, and Return Receipt for Merchandise Matter Received for
Delivery.

c. Sign (surname and initial) PS Form 3867 opposite correct entries only.
You may bracket multiple entries and enter a single signature. You are
responsible for each article upon receipt (see Exhibit 252.21c¢).
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Rural Carrier Duties and Responsibilities

PS Form 3883, Firm Delivery Book-Registered, Certified and
Numbered Insured Mail, may be authorized for use on any route where
warranted. Verify numbers appearing on articles with the entries on the
form. Date and sign the original page in the appropriate blocks. Take
the original and one copy of PS Form 3883 with the articles listed.
Have the addressee sign the original at the time of delivery. Deliver the
copy with the articles to the customer. Retain the original and return
receipts as proof of delivery (see Exhibit 252.21d). Note: The only COD
articles to be entered on PS Form 3883 are COD articles being
returned to the sender when collection of the COD amount is not
required. Handle all other COD mail in accordance with 252.23.

252,22 Customs Duty Mail
Process these items as follows:

252.23

252.24

a. Check the name and address (see 252.21a).

b. Check to ensure postage due fees have been identified on the article
(see 252.24).

C. Check the mail entry number and verify the number of articles received
with entry on PS Form 2944, Receipt for Customs Duty Mail, and, if
correct, sign in lower left corner (see Exhibit 252.22c¢).

COD Mail

Process CODs as follows:

a.  Check the name and address (see 252.21a).

b.  Compare the name and address, amount due sender, and money order
fee appearing on each tag with that appearing on each article. If there
is a difference, return the article to the accountable clerk.

c. Verify the total number of COD articles received with the entry on

PS Form 3867. If they agree, sign PS Form 3867 (see 252.21¢).

Postage Due Mail
Process this mail as follows:

a.

When postage due articles are presented to you for delivery, verify that
they are deliverable on your route. Return any undeliverable articles to
the accountable clerk at the time the articles are presented. Count the
amount of postage due represented by the meter strips on the
envelope or bundle, or by the amount shown on PS Form 3582-A,
Postage Due Bill (see Exhibit 252.24a).

The clerk then lists the total number of articles and the amount of
postage due on PS Form 3584, Postage Due Log (see Exhibit 252.24b).

Sign PS Form 3584, in ink, on the appropriate line. You assume full
responsibility for articles for which you sign.

All postal employees are expected to protect postal revenue. Postage
due items found in the mail must be carried to the finance cage or
designated area for processing. If mail distributed to your route is
received with postage uncanceled, cancel the stamps before casing by
drawing a pen line through the stamp or by using a dauber (where
provided).
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252.25

253

253.1

253.2
253.21

253.22

253.23

253.24

253.25

September 2013

Special Delivery Mail
Handle special delivery mail as follows:
a. Check the name and address (see 252.21a).

b. Only those special delivery articles that are accountable for another
reason (i.e., registered, certified) require a signature on PS Form 3867.

Use of PS Form 3849 or PS Form 3849-C for
Accountable Mail

General

As you make delivery, use PS Form 3849, Delivery Notice/Reminder/Receipt,
or PS Form 3849-C, Express Mail-Notice of Attempted Delivery, as required
for accountable mail. However, for identification purposes, enter the name or
address in the office at the time articles are issued.

(Exception: See 342, Express Malil.)
PS Form 3849

Use as Notice or Receipt

Use PS Form 3849 (see Exhibit 253.21) as a notice for mail that cannot be
delivered on the first attempt or as a delivery receipt for accountable mail.
When using PS Form 3849 as a notice for mail that cannot be delivered,
enter the appropriate data on the form. Endorse the article with the date and
your initials.

Return Article to Post Office

Leave PS Form 3849 as a notice and return the article to the Post Office
when you complete that delivery trip.

Do Not Use as Receipt

Do not use PS Form 3849 as a delivery receipt for ordinary COD mail. The
tag for COD mail continues to be used for this purpose. (Obtain a receipt for
registered COD mail on the COD tag and on PS Form 3849.)

Use as a Marker

Place PS Form 3849 in the proper separation in the case as a marker for
registered mail. Keep registered mail separate. Do not case or mix registered
mail with other mail.

Use as Final Notice

PS Form 3849 is also used to notify customers of a second or final notice
reminder. Case and deliver with ordinary mail.
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Rural Carrier Duties and Responsibilities

26 Preparing To Leave Office

261

261.1

261.2

262

262.1

262.2

262.3

263

Strapping Mail

Bundles

Strap out all mail cased and, if necessary, mark each bundle in sequence of
delivery. You may reverse a letter, or use some other method, as a reminder
that a customer has a parcel or other article that has not been cased.

Other Containers

Mail may be placed in boxes, trays, or some other type of container instead
of being strapped into bundles. Ensure that the containers do not tip over or
spill, mixing up the mail.

Loading Vehicle

General

Load all mail in the vehicle so that it is in sequence of delivery to ensure that
no time is lost on the route searching for the proper bundles and parcels or
containers.

Final Withdrawal

Make final withdrawal of preferential mail from the designated distribution
case immediately prior to leaving the office. Place this mail in sequence of
delivery and deliver with the other mail.

Delivery Point Sequence (DPS) Mail

Normally, DPS mail will be brought to your case unless your route receives
withdrawal allowance, in which event, you may obtain your DPS mail from
carts or another conveyance located in close proximity to the casing area.

Signing Out (PS Form 4240)

Just prior to leaving for the route, record, in ink, in column 3 of PS Form 4240
(see Exhibit 263 the actual departure time from the office.

27 Safe Office Practices

50

Practice good safety habits in the office and refrain from doing anything that
would jeopardize your safety or the safety of others. The following are just
some of the good safety practices you should employ:

a. Do not jump or step over obstacles, such as equipment, or empty or
full sacks of mail.

b. Place discarded facing slips, twine, plastic straps, and rubber bands,
etc., in designated receptacles. Do not throw them on the floor.

C. Use steps, ramps, and handrails, as provided. Do not jump from one
level to another from loading docks or platforms to the parking lot, etc.
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d. Place empty equipment (mail sacks, hampers, etc.) in designated
locations; do not leave them in aisles or walkways.

e. Do not engage in horseplay.

f. When lifting objects, including mail sacks or packages, keep your back

straight placing the weight on your legs. If an item is too heavy, get
help.

g.  Always push rather than pull rolling equipment. Keep the load
manageable.

h. Use the right-hand door when passing through double swinging doors.
i. Report hazardous conditions to your postmaster or supervisor.

28 Delivery Confirmation Data Collection Procedures

September 2013

281

281.1

281.2
281.21

281.22

281.3

No Signature Required

Preparation in Office

Obtain and prepare the mobile data collection device assigned to your route
as established by office policy.

At the Delivery Point

Delivery Events

If the item is delivered, scan the mailpiece barcode and enter other
appropriate information into the mobile data collection device. If the mobile
data collection device is not available, does not scan, or does not accept
keyed-in information at a delivery point for a mailpiece being delivered,
record the delivery confirmation barcode number (this can also be done by
peeling the barcode off the item), date, ZIP Code, and time delivered onto
PS Form 3849.

Non-Delivery Events

If the item cannot be delivered for any reason, scan the mailpiece barcode
and enter the appropriate information into the mobile data collection device.
If the mobile data collection device is not available, does not scan, or does
not accept keyed-in information at a delivery point for a non-deliverable
mailpiece, write the reason for non-delivery on the mailpiece along with the
date, time attempted, and carrier initials. Leave completed PS Form 3849 for
customer notification.

Return to Office

Return the mobile data collection device assigned to your route as
established by office policy. If data could not be entered at the delivery point,
or there has been a malfunction of the mobile data collection device while on
the route, follow established office procedures for ensuring data is entered
into a working mobile data collection device. Present the malfunctioning
device to the supervisor and describe activity involved when equipment
malfunctioned. Return mobile data collection device to the appropriate
cradle.
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282 Reserved for Future Use
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Exhibit 211
PS Form 4240, Rural Carrier Trip Report

| I

l

No. Length (Miles) Classification
Route D L D M D J |:| Aux
:]Nf"‘ On Mk
Carrier's Daily Time Record™
(Exact hour and minutes) H
Day Rptd. Left Rtnd. Comp. Lunch
of Date at Office to Work Period
Week Post to Serve Post at Post Actual
Office Route Office Office Time [
(1) (2} (3) (4) {5) (6)
set. | 62638 N70| 2236 3i0s| 2
Moo | o | Zob| 1 30| 2230 Foafy] =3¢
||l bt | 2ol Mool 2ieol 70| 30
\Z[Wedl £ =& | Z:00| yr2as| Al 3:34] 3¢
Tl G2l 7 00|y Sp| Fire| sl 30
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Mon
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g Wed
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Fri.
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Exhibit 213.21 (p. 1)
Item 124-D, Carrier Case Items 124-D and 143-D for the Two-Bundle

System

Rural Carrier Duties and Responsibilities
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Exhibit 213.21 (p. 2)
Item 124-D, Carrier Case Items 124-D and 143-D for the Two-Bundle

System
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Exhibit 213.21 (p. 3)
Item 124-D, Carrier Case Items 124-D and 143-D for the Two-Bundle System

Rural Carrier Duties and Responsibilities
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Exhibit 213.31 (p. 1)
Labeling Cases

Where there are two stops per Where there are three stops per
separation place letters for Snglli.l?tﬂ place lrl;ﬂors fc:’r
706 at left side and 708 at right. 730 at left, 734 at right an

732 in center.

; ; 1018 __nes | 1222 -5 oAl
“E BROORS Y NORTH3RD st.

i - A A b 1

-
RELAY MARK 1
L 5B | A § ¥ 1 1 1
704706-08  710-14 716-18 722-26 730-34 | 1810-12 1814-16 1

1 E. BROOKS ST.
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Exhibit 213.31 (p. 3)
Labeling Cases

ONE DELIVERY
PER SEPARATION

TWO DELIVERIES
PER SEPARATION

68 Jones, J. | 69 Smith, R.

70 Brown, C. 72 Robinson, P.

71

Johnson, R.} 73 Mizler, T.

September 2013
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Exhibit 231.21
PS Form 4232, Rural Customer Delivery Instructions

UNITED STATES Rural Customer Delivery Instructions
POSTAL SERVICE® (See Privacy Act Statement on reverse. Your correct mailing address is shown below.)
Name (Last, First, M) Box Mo. Telephone No. Route No.
Post Office, State, and ZIP + 4 House No. |Apt. No. Street Name

We want to deliver your parcels. If your parcel does ; i i " i
not reqUire'a Signaﬂ""e fgr delivery gn?d Wi ot fitin. | To avoid delay and to assure prompt delivery of all mail, please complete this form and retum it

to your carrier. Enter the name of each person who may receive mail at your address in the ten

Leave no parcels

Parcels will not be left in uncovered locations 2 7
during inclement weather. ) ’
When parcels are left in one of the above checked
locations, | understand that the Postal Service and |3, 8.
the carrier are not responsible in case of loss or
damage.
* Option available only if residence is within 1/2 4. o,
mile of camrier’s route.

ur mail receptacle, please tell us how you wish it : g .
T . | spaces provided below. Include the names of all children and/or employees. Print the full name,
i%?ghaﬂﬁgggg:m one Is home to accept delly including middle initial, of each individual. This information will expedite delivery of your mail.
) " Rural carriers maintain a supply of stamps, cards, and envelopes for sale. Additionally, your
O Leave outside the mailbox carrier will accept cerfified or registered mail, insure packages, and prepare money orders.
. . Generally, rural carriers can extend practically all services available at a post office.
O Leave on the porch of residence i ) .
Please purchase a sufficient supply of stamps and affix proper postage on all outgoing mail.
O Leave in other location (Specify location).* . .
¥ Enter names of people who may receive mail at your address ¥
1. 6.
[}

Signature Date 5. 10.

PS Form 4232, October 2001 (Page 1 of 2) Previous Editions Not Usable

60

Privacy Act Statement

The collection of this information is authorized by 39 USC 403 and 404. This information will be used to assure
prompt delivery of mail to each person residing at your dwelling. As a routine use, this information may be
disclosed to an appropriate government agency, domestic or foreign, for law enforcement purposes; where
pertinent, in a legal proceeding to which the USPS is a party or has interest; to a government agency in order to
obtain information relevant to a USPS decision concerning employment, security clearances, contracts, licenses,
grants, permits or other benefits; to a government agency upon its request when relevant to its decision concerning
employment, security clearances, security or suitability investigations, contract, licenses, grants or other benefits;
to a congressional office at your request; to an expert, consultant, or other person under contract with the USPS to
fulfill an agency function; to the Federal Records Center for storage; to the Office of Management and Budget for
review of private relief legislation; to an independent certified public accountant during an official audit of USPS
finances; to an investigator, administrative judge or complaints examiner appointed by the Equal Employment
Opportunity Commission for investigation of a formal EEO complaint under 29 CFR 1614; to the Merit Systems
Protection Board or Office of Special Counsel for proceedings or investigations involving personnel practices and
other matters within their jurisdiction; to a labor organization as required by the National Labor Relations Act; to the
Bureau of Census as requested to assist them in their statutory requirement of census taking; to individuals or
organizations authorized by postal regulations to receive address correction information; to government planning
authorities or firms under contract with those authorities, for the purpose of assigning locatable addresses to rural
addresses; and to mailers wanting to have their mailing lists updated with the newly assigned address. Completion
of this form is voluntary, however, failure to provide this information may result in delayed mail delivered to
the residents of your dwelling.

PS Form 4232, October 2001 (Page 2 of 2) Previous Editions Not Usable
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Office Work of Rural Carriers

Exhibit 241.11

PS Form 3575, Change of Address Order

U.5. Postal Service

CHANGE OF ADDRESS ORDER
1. Change of Address for [Check onel

11
[Jindividual

Entire Family

Tiemns | thru 9. Except liem &, please
ing & [f rd.

[(Business

Mnnth
2. Start Date

Dw

072 0

YQSI

1t TEMPORARY
address, print

Manth Day

3. dmllodlwaninnug< H i i

farwarding

Ylir

A

4. Print Lul Name or Namo of Business m‘ Mﬁ r!mu one, Use SeparEte Crml_qe of AMNS Omw Farm fal
wach)

Ez a bu!lmss

Print First Name of Head of Hnuuhuid Tinciude Jr.

r.. efc.). Leave blank if the Change of Address Order is

F.'/.A/.E.

P- OLD ﬁadhng aﬂﬂran number and slmu\ fn‘ Mro Rica, include mbwwa!m zone)

LN

R.R/HCR No.

Rural Box/HCR Box No.

State

ZIPCode
g2l o

R.R/MHCR No.

Hu(al BuxiHCH Bux MNo.

State

ZIP Codu

PS Form 3575, Mar. 1988

September 2013

*USGPO-1988-210-646
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Exhibit 241.12a

Rural Carrier Duties and Responsibilities

PS Form 3575, Change of Address Order, and PS Form 3982, Change of Address

CHANGE OF

U.S. Postal Service

ADDRESS ORDER

1. Change of Address for (Check one)

D Individual

Customer Instructions: Complete Items 1 thru 9. Exu:pt Item 8, please
PRINT all information incl

ding_address on face of card.
Entire Family DBusuness

If TEMPORARY

Al

7

W N P

, Month Da\r , Year address, print Month . D:Iav . Year
2. Start Date , H H H H 3. datetodlscontlnual ! ' ' ' '
H H 7: 3 Q H 2; ‘2 forwarding : H H H H H
4. Print Last Nepre—=rom——=+ e T e
each)
Y o Clpysiff$———— | | i | i i i |
8. Print First Nifme of Head of Household (include Jr., Sr., etc|). Leave blank if the Change of Address Order is
for a businesp.
iﬁiﬁﬂ':iiiii’:‘:iiiiii_
6. Print OLD fn iling address, number and street (if Puerto Ricp, include urbanization zone)

(£

B |----

' '
L i

P.0O. Box No. R.R/HCR No. ural Box/HCR Box No.
State ZIP Code
Eisivigigiei€ | = Ribigi2|-] | | |
piling address, number and street (if Puerto Rilo, include urbanization zone)
L Claiep el (D | 1 1 P P LG b
P.0O. Box No. R.R/HCR No. Rural Box/HCR Bax Nc
State ZIP Code

PS Form 3575

Mar. 1988

*USGPO-1988-210-546

U.5. Postal Service
CHANGES OF ADDRESS

Indicate nclusive sapara-
tions: row, shell, single
sddrass, eic.

Enter permanent orders for 18

kend all mail, except Unendorsed
pnd leave on carrier case for re

friomths and temporary orders for the duration of the temporary

Pulk Business Mail (UBBM), to the CFS/CMU for forwarding. Bun
ew by supervisor.

INSTRUCTIONS
changes.
date for temporary cl
e LIBEM

the expiration daie of the temporary ondes

Discontinue sending ml 10 CFS/CMU at the end of 18 months for permanent changes and afler the expiration
Bes.

Line out pepmanent entries within § dayg after the end of the 6th full moath, Line out temparary entries on

E

oica- Drate

;'E 3 E Ettective o Dato| €ntorsd Last Name First tpenels) et 10 A0t088 ) New Address A
_1 23| 3 o Kl Kbl Name of Busingss [ e Apt, Mo, ete. where applicable) (Must include ZIF Code) mant
Vi £ | s23 ;%ﬁgﬁﬁ( L. ol Coceny Jr.
‘ A‘; “%e ,4_06’4,?: ) Gﬁ/ﬂﬁlz.zé - . %&%ﬁm‘ Ca
|74 -/ LrwETREE Lw. A2y 7 A2 Wi
X “hs/s Cho| Chepvrn ﬁ’éa oy ~ Sackson S Fg2es | C2
W ‘ / &~ ’ —
| zéf %> | Davidsen | Jayits s o x| Cq
’ 20 - JRxE ST, 6. Tpikm Lwtel
| | X ‘/ %" /%Efﬂﬁ’ cﬁ’f;ﬁ"L o _._ h/ﬂ,é’&:ﬁr:‘b M ( 2
3 ’ 220N Ly mopewc B B8P LD, | 226X LEsrER D |
X “izs %3 fﬁp.pug Lre. 7 Ao S ,!ﬂ,g/n..? kv o5z | Cq
1 Loy P7H SFvE. Se. |3Fe il regs 3T,
LK 7h3/s4 23| SEay Sfssdhie S —" T W SV Cq
e < 7 X2 & Tivead Low'E Lo, Do .
A EM _)"%7 /‘/J CH;:! <€ w”;z__-fs ! _ Sy, Lovig e 23/: & (‘ﬁ"‘—

PS5 Form 3982, July 1988

(Discard previous edition)
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Office Work of Rural Carriers

Exhibit 241.21
PS Form 3546, Forwarding Order Change Notice

U.S. Postal Service

Employee Inits.

S

AL R o 714 | | |

| | 1 1 1 & ' 1 | |

[ 8. Print First Name of Each Individual Co\-ered B\; This Ordcr {Separate each name by a space.]

NEIL IR el yl | | | | | | | | | |

Check One
FORWARDING ORDER CHANGE NOTICE O entire Family HKrindivioua
1. Carrier Route No. 2. Carrier/CIK 3. Receiving 4. Original Order Date 5. This Order Date 6. Expiration Date

7. Print Last Mame or Name of BusinesZ/Firm H’r‘rrmm than one last name fill out an additional form.)

S N U I N

] Moved no order

] No such number

_ Print Number an, Stm% R Apt./Suite No, P.0. Box No. Rural Route No. Rural Box No.
R
2| T4 Lowe TREE L.
5f§ Print City 7 Stale/ ZIP+4
R, < 3glola)-| | | |
- Print Number and Straat ! Apt./Suite No. P.0. Box No. Rural Route No. | Rural Box No.
Sy A Harw Sw.
o 3;0 W State ZIP+4
N et ouye Y9 \JalAAg-1 | ||
- F?(t Number and Street /g Apt./Suite No. P.0. Box No. Rural Aoute No. Rural Box No.
Py ATVt T IH 7% &
= gé Print Cit / State P +4
g son s Bl L1
12. Discontinue Forwarding

D Refuses to pay postage due on ALL 4th-class

D Mo such street, check forwarding order

13, Post Office - "~ 14, Station/Branch

15. By (Route No., Name)

5 Form 3546, June 1988

September 2013

*U.5. Government Printing Otfice; 1990 — 282-404/25720 Previous edition usable)

282
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Exhibit 241.12e
PS Form 1564-B, Specia

| Orders

Rural Carrier Duties and Responsibilities

U.S. POSTAL SERVICE

SPECIAL ORDERS

This form is used to record special orders that are approved by management concerning the handling or delivery of a customer’s
mail. For example: firm callers, standing orders not to deliver on certain days of the week, temporary hardship delivery exceptions,
etc. Special orders are valid until cancelled by inanagement or at the customer’s request. Line out entries that are cancelled.

7/
Davspsen 49'/3-:73

Box B2

B Special Instructions Effective Date
Mame of Person or Firm Address or Unique Condition Date Cancelled
> S—

i
C205ED Saz N6 Dse.

Yot

Box 328

A J}F»;y

Cxo3£2 M&Mf:m; 1y
Vo DEcIvERy
rd

o

h/ifr TeAviEs

Tox 2,0

,C/A.'f/ CARLLER

 foo

PS Form 1564-B, Oct. 1983

64

{Continue on reverse)
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Office Work of Rural Carriers

September 2013

Exhibit 242.23

Suggested Layout of Carrier Throwback Case (Automated and
Nonautomated Units), Item 129

282

SUGGESTED THROWBACK CASE NONAUTOMATED OFFICES

PREFERENTIAL
MAL MISSORTS
MISSORTS o

LETTERS LETTERS

CARRIER

ROUTE INSUFFICIENT
PRESCRT ADDRESS
MISSORTS LETTERS

LETTERS

NOT
DELNESRABLE CARRIER
ADDRESSED | ENDORSED
UNABLE

TO FORWARD LETTERS
LETTERS

+

PREFERENTIAL CARRIER ROUTE INSUFFICIENT ADDRESS
AND NOT DELIVERABLE
MAIL MISSORTS PRESORT
FLATS MISSORTS FLATS AS ADDRESSED UNABLE
7O FORWARD FLATS
SPECIAL
BEM INSTRUCTION CARRIER
MISSORTS MAIL LETTERS & ENDORSED MAIL
FLATS FLATS FLATS

+ This cell designated for local office use based on need. Special Instruction mail examples
are local box mail, hold or vacation mail, general delivery mail, etc.

* Use this heading in automated offices - Automated Letters.

** Use this heading in automated offices - Nonautomated Letters.
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282 Rural Carrier Duties and Responsibilities

Exhibit 252.21¢c

PS Form 3867, Registered, Express Mail, COD, Certified, and Return Receipt for Merchandise
Matter Received for Delivery

U.S. Postal Service

REGISTERED, EXPRESS MAIL, COD, CERTIFIED, AND RETURN RECEIPT
FOR MERCHANDISE MATTER RECEIVED FOR DELIVERY

Registered Mo.
COD No coo .

ew of
Total Express Mail', R, RA, OS, N .
Total Certified", RE, AO, SD Delivery Clerk or Signature of

Amount Maoney
or Total Return (See Nore 2)
Rovsipt for Due Order

Merchandise' Sender Fee

#520 £
JC .4

2322582 55.08 ss¢

I 13987 00.00| /.00
2C 2

Reason for

Carrier's Signature Claaring Clark Ng?del'"ifi"'n
and Total Spositio

/gfﬁlﬁcﬂ'é&

Lot et |

IR
yxr vy v

NN

1Show **C"" to indicate Certified Mail, “E™ 1o indicate Express Mail, and “RM"" to indicate Return Receipt for Merchandise.

Notation will be made in this column indicating by (R) Return Receipt Requested; (RA) Return Receipt Requested, showing address where
delivered; (O8) Officially Sealed; (RE) R loped; (AO) Add Only; (SD) Special Delivery.

PS Form 3867, Feb. 1989
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Office Work of Rural Carriers

Exhibit 252.21d
PS Form 3883, Firm Delivery Book — Registered, Certified and Numbered Insured Mail
Bill No. In- Regis- arti- Returned Return Wt for
\ a sured a terad mod D 0D's g ?ﬂe;:ﬁ:n'&raa mﬂ V’ 5 Q he !ﬂ pﬂ g'rs
No. of Article Code | Use o?qf:‘: :;flrc\:;:?:;umal No. of Article Code | Use O?Ufl.f:’osfoarflnot:?:lltimal

Lo3p 75742,

L369373 029 |
L34 aga ZéJ

P 523755295 | £
L 039 757 5057\ £

*CODE: R =Return Receipt Requested.
RW =Returned to Writer. DC =R

——
0S= Gl[ici'arly Sealed. RE =Re-enveloped. SD =Special Delivery.
in ' ] '

Postmark —
Delivery Office

Date ?ehiarv E Received the Addresses
Daliv, by (Clerk or Carrier) ‘Piaces Agent
Described
%aﬂmx Above
3883, April 1988

#U, 5, GOVEANMENT PRINTING OFF ICE:41988-212-93

Exhibit 252.22¢

PS Form 2944, Receipt for Customs Duty Mail

U. 8. POSTAL SERVICE

RECEIPT FOR CUSTOMS DUTY MAIL

LIST OF
DUTIABLE ARTICLES

CAEsVieee [ to-y2-90

MAIL ENTRY NUMBER

RECEIVED FROM (Name) *

o

P9 62/ |

NUMBER O

F XRTICLES

WITH CUSTOMS ENTRY

-

{Forms ul‘!odl-d’}

SIGNED CUSTOMS MAIL ENTRY
FORMS

(From delivering employes)

NO. ARTICLES RETURNED

AMT, OF DUTY COLLECTED

$

DELIVERING EMPLOYEE (Signature)

CLEARING EMPLOYEE (Signature)

S Form 2044 *U.

June 1971

September 2013

5.GP0:1986-0-491-745/55412
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282 Rural Carrier Duties and Responsibilities

Exhibit 252.24a
PS Form 3582-A, Postage Due Bill

U.S. POSTAL SERVICE
POSTAGE DUE BILL

NAME OF CUSTOMER AND ADDRESS

FroDLE fwsveAwce (5,
3800 Nogsy o.
t_/ﬂad’.fod) Ms F22/7 p28TED

Postage due articles ting to. 3 dollars and /J cents are herewith tendered for delivery upon payment of this amount, for
which U.S. postage due ps or meter impressi quivalent in value are attached to this and the necessary follow sheets forming a part of this
bill. If you have deposited a sum in advance for postage due mail, the amount of this bill is being deducted from your account. Please see that the
value of the hed | ige due stamps ¢ ponds with the amount stated.

NUMBER OF FOLLOW SIGH E OF POSTMAST! PER
SHEETS TO THIS BILL '
74 , Fre— /e % é}e E£Ey

PS Form 3582-A y / #U.S. Government Printing Office: 1985—494-586

Aug. 1976
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Office Work of Rural Carriers

Exhibit 252.24b

PS Form 3584, Postage Due Log

U5 POSTAL SERVICE

DELIWERY ZIP CODE

DATE

POSTAGE DUE LOG FTREcX 7= /3 - Fo
CARRIER CHECK-OUT CARRIER CHECK-IN 7
MAIL ACCEPTED MAIL RETURNED
ROUTE CARRIER AMOUNT CLEARANCE CLERK
NO. PIECES am;l::ma (Sigmature) PIECES ”‘E‘TT GOL;:EE;’ED ?,:?r:fsn (Signature)
90#| 3 | £ 70| C. Lidasms
272 ¢ | 285\ LanmsTk _
270l 2 | .50 /(a z J;a}er
ol 2| 25 Lhotr
V7AW Ro

20len
oy

7oTAL OTHER LoGs THIS DATE))

‘ TOTAL OTHER LOGS THIS DATE

{Staple Logs Together)

3

TOTAL AMOUNT RETURNED ’

‘ REMIT THIS AMOUNT (a-b)

ENTER TO AIC 114

PS Form
Dec. 19&03“4

September 2013

# .5, GPD:1989-242-531/05273

282
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282 Rural Carrier Duties and Responsibilities

Exhibit 253.21
PS Form 3849, Delivery Notice/Reminder/Receipt

* IMPORTANT; Fresent this form to obtain your mall. | ARTICLE NO.

Sig may
You may pick up your mail after .M, (Date} _____ MiglL > -
—or notify your carrier or Post Office for redelivery. | AT n:n'
- F
O Registered (1 Numbered CJ Cusiom (Omit Number) | L] Letter L Flat | | 5
n Rept  — Postage
D Certified 0 COD O formdse T due o | (] Parcel (] Hold| & | €
Speacial }Fot special ) Placed Under 'I"It_)ul Do;r. 0O Be; _gia(:ted ; s
Delivery ) deliveries: Article [ Placed in Your Letter Box. ivery S
O If not called for at Post Office before carrier begins [ZIP of Origin 3|8 USED AS A MARKER
his next regular trip he will deliver it to you. » |1
Final Notice Return Date Amount Due g_
& L
@ *
Customer (Please describe Address Name (Print) 2
any visible damage) X -g
cle
Address s |5
FIORENNER |2 |2
22 =
1] -
&
Delivered by and Date Received By 2
PS Form 3849, Mar. 1988 DELIVERY NOTICE/REMINDER/RECEIPT
* IMPORTANT: Fresent this form to obtain your mail. | somiet e no /? ﬁs"
* ID required. Signature may be required. . * 7’
You may pick up your mail after & A- M. tDmo)i'/., ) MlglL ’ 2
or notify your carrier or Post Office for redelivery. AT B
- ES
¥ Registered OJ Numbered [ Custom (Omit Number) T etter L] Flat Ol < USED AS A
o~ . 7 Rtn Rept 1 Postage -]
O Certified {0 COD for Mdse Due O Parcel [J Hold [~ & DELIVERY NOTICE
Spacial ] For special [ Placed Under Your Door. [] Restricted R
0 ﬁeh\raﬂ’ deliveries: Article GE Placed in Your Letter Box. Delivery s | @
not called for at Post ice before rier bagins iqil | &
his next regular trip he will deliver F{ 1§a\;ou. g z§§_ 0"_"9}“‘-" ; k-]
Final Notice I Return Date Amount Due ] g
z | &
Customer (Please describe Address Name (Print) §_ %
any visible damage) 2. 2. (;yﬁgym 2 <
Address 6’ ‘5 / 3 <
EANER| | &
o028 [ =|f
&la
Delivered by and Date Received By sl @

PS Form 3849, Mar. 1988  DELIVERY NOTICE/REMINDER/RECEIPT

* IMPORTANT: [fesent this form to obtain your mai. | armicLe no. o #3570

You may pick up your mail after . M. (Date)?/s3 - 9o M&“—
— or notify your carrier or Post Office for redelivery. AT

ﬂfﬁegist!red [} m';[‘l‘rg%wd E F(::lstcm :&"" :"‘:’"’) M Letter [J Flat
- Rtn Rey ostage

O Certified [0 COD O for dgu D oue 2% | Parcel I Hold

Special } For special [ Placed Under Your Door. 0 Ee?_tricted

Delivery ) deliveries: Article (7 Placed in Your Letter Box. elive USED AS A
[m] ”I not called f]or ?t_ Pgst Q{Ifignrbafqrs carrier begins |ZIP of rl’g}

s next regular trip he will deliver it to you. RY
Final Notice Return Date Amount Due DELIVE RECEIPT
$

Customar (Please describe

any visible damage) Addrassz:aza '(Pnéu AR T
Addrssséég 8 &Fydfﬂ

W(S&u %

ar. 1988  DELIVERY NOTICE/REMINDER/RECEIPT

JaBeUBW 3UN [BRUBPISEY YUM 1O ]
*ggauIsnq JnoA aieveidde em ‘noA yueyj
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Office Work of Rural Carriers 282

Exhibit 263
PS Form 4240, Rural Carrier Trip Report

Carrier's Daily Time Record*
(Exact hour and minutes)

T¢|
Di
Day Rptd. Left Rtnd. Comp. Lunch
of Date at Office to Work Period Hi
Week Post to Serve Post at Post | Actual i
Office Route Office Office Time
Reg|
{1 (2) (3) (4) {5) (6) (7)

sat. | =2 | GprRo| #ive|l 2230 Free| . 3s 74
Mon | G=# | Zeoo| s0020| 2. 32| 3:o/5]| =34]7.-
Tues.| 68" | Zoo| y1r00| Fi0l| P:30| :3e0| 7.

é J-00| 2128 2:30| 3:3e| ‘36| g
Thu.| 62| Zioel/: 2:re . cde| ¥

/2
Wk 1
3

L
1
o

ol [Fi | 6-F| ooy astaide| Foso| 3ol 3.
“f s | 6-2] Zrod 4is
Mon ’
™ Tues.
§ Wed
Thur.
Fri.

September 2013 71



282 Rural Carrier Duties and Responsibilities
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3 Carrier Performance on Route

31 Route Travel

September 2013

311

312

312.1

312.2

312.3

312.4

312.5

Established Line of Travel

Serve your route in accordance with the authorized line of travel. (See Exhibit
132.2, PS Form 4003, Official Rural Route Description.) The official starting
and ending point of rural routes is the designated loading and unloading
area.

Changes in Line of Travel

Emergencies and Adverse Weather Conditions

During emergencies and adverse weather conditions, you may make
deviations from the route using alternate roads and reversing the line of
travel, where necessary. Advise your postmaster or supervisor whenever a
deviation was made in the line of travel.

Additional Mileage

When you are required to travel additional mileage because of road
construction, flooding, or other conditions, record the additional travel each
day in the Remarks section on PS Form 4240, Rural Carrier Trip Report.

Detours

Where it is necessary to make an extensive detour to effect delivery, when
practical, you may ask customers to:

a. Temporarily relocate their mailbox.
b.  Arrange to receive their mail through another customer’s mailbox.

c. Make some other arrangement for receiving their mail until regular
service can be resumed.

Incomplete Trip

When a trip is not completed, record on PS Form 4240 the reason for
curtailment, the number of miles traveled, the number of miles of the route
served, and the addresses or inclusive addresses not served.

Reasonable Effort

You are expected to make every reasonable effort to serve all customers on
the route and complete scheduled services to intermediate Post Offices,
relays, etc.

73



313

313

313.1

313.2

Rural Carrier Duties and Responsibilities

Dismount Delivery

Authorized Dismount Delivery

A satchel may be required for dismount deliveries to avoid multiple trips to
and from the vehicle. Also, the delivery vehicle must be closed and locked at
any time the vehicle is not in full view. When approved and directed by your
postmaster or supervisor, provide dismount delivery service to:

a. Apartment buildings or other multiple dwellings that use, or are
qualified to use, apartment house receptacles.

b. Other centralized delivery points, such as cluster box units, delivery
centers, etc.

C. Individual, groups, or clusters of boxes, located behind the sidewalk
where solid sidewalks abutting the curb prevent normal rural delivery
service from the vehicle.

d. Other specifically authorized dismount deliveries, such as businesses,
churches, hardship delivery customers, medical buildings, schools,
shopping centers, etc.

e. Relays for city delivery routes (see 132.7).

Emergency Dismount Delivery

When snow, vehicles, or other objects temporarily block access to individual
boxes, dismount to make delivery when such service can be provided
without undue physical exertion or risk of personal injury. You are not
required to dismount and provide service on foot when roads or entire
blocks, or equally large portions of the route, are impassable or when access
to several mailboxes (along a continuous segment of the route) is blocked.
Whenever necessary, request your Postmaster or supervisor to inform
customers with PS Form 4056, Your Mailbox Needs Attention (see Exhibit
131.1b), or Notice 38, Approaches to Curbside or Rural Mailboxes (see
Exhibit 131.1c¢), to keep the approach to their boxes clear by promptly
removing obstructions, including snow, that may make normal delivery of
mail from a vehicle difficult or impossible.

32 Delivery of Ordinary and Simplified Address Mail

74

321

321.1

321.2

Ordinary Mail

Proceed to First Box

Proceed to the first box on the route where there is mail to be delivered or
collected and begin service.

Verify Address

Before placing mail in the receptacle, verify address accuracy. Exception: It
is not necessary to verify mail distributed in accordance with 225.4
(Segmentation Prepared by Mail Processing).

Handbook PO-603



Carrier Performance on Route 322.21

September 2013

321.3

321.4

321.5

321.6

321.7

321.8

322

322.1

322.2

322.21

Stop for Signal Flags

While there may not be mail for delivery at a particular box, stop and make
collection if the signal flag is raised indicating there is mail to collect.

Deliver Mail Collected

Deliver mail collected on the route addressed for delivery on the portion of
the route still to be served, on the day it is collected if requested by the
customer. Cancel the stamps before delivering the mail by writing the name
of the Post Office, the date, and your route number across them.

Ignore Omission

Deliver ordinary mail addressed to a box and route number even though the
boxholder’s name is omitted.

Provide Dismount Service
Provide dismount delivery service in accordance with 313.

Provide Special Consideration

Deliver to a customer at any place on the route, if the customer’s identity is
known and you will not be unreasonably delayed.

Refer Recall Requests

Do not return mail collected from customers or collection boxes to any
person. Refer requests for the recall of mail to your postmaster or supervisor.
(See Domestic Mail Manual (DMM) 152.7 for recall of mail procedures.)

Simplified Address Mail (Boxholders)

Distribution With Individual Names or Addresses

Deliver each piece as addressed. Note: These mailings may be for only
portions of the route.

General Distribution Without Individual Names and
Addresses

One Piece Per Box

a. Mail Addressed Postal Customer. Deliver one piece to each box on
the route beginning with the first box and continuing until the supply is
exhausted. Do not deliver a piece to a box where a customer has made
a request of a mailer not to receive their mailing.

b. Mail Addressed Residential Customer. Deliver one piece to each
residential customer box beginning with the first residential customer
box and continuing until the supply is exhausted. Residential customer
boxes are defined as those boxes where residential customers receive
mail in the box and those boxes that serve primarily residential
customers with an incidental business at the same address. Do not
deliver a piece to a box where a customer has made a request of a
mailer not to receive their mailing.
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322.22

322.22

322.23

322.24

322.25

33 Parcels

76

Rural Carrier Duties and Responsibilities

One Piece Per Family

If a sufficient quantity of boxholder mail is received (and the mailer has
requested family coverage), deliver one piece to each family receiving mail in
a box. Do not deliver a piece to a box where a customer has made a request
of a mailer not to receive their mailing.

PS Form 3982-R, Rural Boxholder Non-delivery Request

Record on this form a mailer-provided address where a customer has
requested non-delivery of a specific boxholder. When you reach this delivery
point on the route, do not deliver the boxholder to this address. Return the
form to your case when you return to the office. If you case your boxholders,
do not case a boxholder in the case separation for the address noted on this
form.

Excess

If the amount of boxholder mail received exceeds the number of boxes and/
or families on the route:

a. Return the excess to the Post Office.

b.  Bundle all excess boxholder mail by sets. (You may use a sack,
hamper, tray, etc. for this purpose.)

C. Endorse a facing slip In Excess of Requirements; initial the slip; and
attach it to the bundle or container of excess boxholder mail.

d. Place the bundle or container in the designated location.

Insufficient Supply

If there is not enough boxholder mail for all of the boxes or customers on
your route, advise the postmaster or supervisor of the number of boxholders
needed to provide complete coverage. (Use excess boxholder mail from
other individual routes to complete coverage.)

331

331.1

331.2
331.21

Delivery

General

Parcels must be taken out for delivery on the first trip after they arrive at the
office.

Oversized Parcels

Attract Customer to Box

If a parcel is too large for the box, make a reasonable effort to attract the
customer to the box to receive the parcel. Do this by sounding the horn or by
hailing the customer. If unsuccessful, you must deliver parcels to any
residence or business that is on the line of travel, or within one-half mile of
the route and has a passable road leading to it. You are required to dismount
to effect delivery if there is no response to your efforts to have the customer
come to the vehicle, or if the customer requests that you do so. In
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331.22

332

332.1

332.11

332.12

multi-tenant buildings, make every effort to deliver parcels to customers
using existing building notification procedures.

Leave Outside the Box

Uninsured parcels or parcels that do not require a signature may be left
outside the box or in an unprotected location such as a stairway or
uncovered porch when the addressee has given written directions for an
alternate delivery location or the mailer participates in the Carrier Release
Program by endorsing the package “Carrier — Leave If No Response.”

a. Customer Authorization to Leave. If a customer has filed a written
order stating that parcels too large for the box may be left outside the
box or in another designated location, you may do so.

b.  Mailer Authorization to Leave. When a parcel is endorsed, “Carrier —
Leave If No Response,” and no one is available to receive it, you may
leave it in an unprotected location, e.g., stairway or uncovered porch. A
PS Form 3849, Delivery/Notice/Reminder/Receipt, with the “It Is
Located: ” block completed must be left in the mail receptacle
notifying the addressee of the mail if left in an alternate location.
Mailers who participate in the Carrier Release Program understand that
there are unsecured areas where the Postal Service will leave parcels
and also understand that carriers will leave parcels without protection
from inclement weather.

c.  Liability. By following the mailer’s or addressee’s instructions, the
Postal Service provides customers with a more convenient way to
receive parcels. Carriers are not liable for loss or theft when the
customer’s instructions and postal regulations are followed.

Incomplete Delivery

When the Carrier Is Not Authorized to Leave Ordinary
Parcels

When Someone Is Usually Available to Receive Parcels

When an ordinary or unnumbered insured parcel is not delivered on the first
attempt and you know that someone at the address is usually available to
receive parcels, do not leave PS Form 3849, Delivery Notice/Reminder/
Receipt. Write the date and your initials near the address and return the
parcel to the office. Place the parcel in the gurney at your case. Attempt a
second delivery on the next delivery day. If the parcel is not delivered after
the second attempt, complete and leave PS Form 3849.

When Someone Is Not Usually Available to Receive Parcels

If no one is available to receive the parcel and you know that someone at the
address is not usually available to receive parcels, complete and leave

PS Form 3849 after the first attempt. When you do not know if someone is
usually available to receive parcels, PS Form 3849 should be left after your
first attempt. Endorse the parcel with your initials and the date. Upon
returning to the office, deposit the parcel in the designated place for
undelivered parcels.
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Rural Carrier Duties and Responsibilities

Redelivery of Parcels

Except as provided in 332.11, make a second attempt only if requested by
the addressee. If the redelivery request is made using PS Form 3849, take
the form back to the office and give it to the accountable mails clerk. You will
receive the parcel from the accountable mails clerk on the day the addressee
requested redelivery. If delivery is not made on the second attempt and the
addressee did not authorize the parcel to be left, leave PS Form 3849, with
the Final Notice block checked. Endorse the parcel to show a final notice
was left and return the parcel to the designated place for holding.

34 Special Service and Express Mail

78

341

341.1
341.11

341.12

Special Service Mail

General

Acceptance

Registered Mail, COD, Certified Mail, insured mail, return receipt for
merchandise, delivery confirmation, and Signature Confirmation may be
accepted for mailing provided the customer prepays the required postage
and fees.

Delivery

a.  All special service mail (Registered Mail, Certified Mail, numbered
insured mail, return receipt for merchandise, custom duty, COD, and
Signature Confirmation) must be delivered to the residence or
business. Try to get the customer to come to the vehicle by sounding
the horn or by giving some other signal. If there is no response, or the
customer requests you to do so, dismount to deliver to any business or
residence that is on the line of travel or within one-half mile of the route
and has a passable road leading to it. Special service mail must be
delivered to the addressee or an authorized agent. A customer may
arrange for redelivery by completing PS Form 3849, Delivery Notice/
Reminder/Receipt, appropriately and leaving it in the mailbox or by
contacting the local Post Office.

b. PS Form 3883, Firm Delivery Book-Registered, Certified and
Numbered Insured Mail, may be authorized for use on routes where
warranted. (See 252.21d for delivery instructions.)

C. If payment of charges is due, tell the addressee the name and address
of the sender and the amount of the charges to be collected. Do not
surrender the mail for examination or any other purpose until all
charges due have been paid and a receipt was signed, when required.

d. Ifitis necessary to leave a notice, ensure that it contains the required
information and shows the location of the delivery unit where the article
is being held.
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341.2
341.21

341.22

341.3

341.31

341.32

Postage Due

Delivery

Deliver the article after the customer pays the amount due. Return to the
accountable clerk funds for any postage due article found in the mail and
delivered while on the route, for which you had not previously signed or paid
as provided in 433.1.

Incomplete Delivery

Complete and leave PS Form 3849 when delivery cannot be made. This
includes any postage due article found in the mail while on the route, for
which you had not previously signed or paid. Endorse the article with the
date and your initials and return it to the Post Office. If, at your discretion,
you elect to leave the article for the customer, attach PS Form 4245, Carrier’s
Statement. In such cases, you are responsible for the amount of postage
due. You are accountable for the total amount due for all articles for which
you sign a PS Form 3584, Postage Due Log, and for articles found while on
the route. You may make a reasonable effort at a future date to collect the
amount due from the customer.

CODs

Acceptance

a. Customers may present COD articles to rural carriers for mailing with
either postage and fees affixed or by paying cash for the required
postage and fees. If customers desire additional insurance coverage
greater than the COD amount to be collected, they must indicate how
much additional insurance they want.

b. Issue PS Form 1096, Cash Receipt, (see Exhibit 341.31a) endorsed
Temporary to show the amount of money received for postage and
fees and the name of the Post Office of destination. Take the articles to
the Post Office, affix stamps to cover the postage and fees, and deliver
the mailer’s receipt portion of PS Form 3816, COD Mailing and Delivery
Receipt, on the next delivery day (see Exhibit 341.31b).

C. Customers at nonpersonnel units must meet the rural carrier at the unit
for COD services (see DMM, 914.422).

Delivery

a. If addressees indicate that they will pay for the COD parcel, detach the
COD tag (PS Form 3816) and have the customers sign it in the space
provided.

b.  Deliver the parcel after you have received all funds and the customer
has signed PS Form 3816. If there is a difference between the amount
of the charges shown on the tag and the amount of the package,
collect the higher amount. If the money order fee is not correctly stated
on the tag, correct the fee and report the error to your postmaster or
supervisor.

C. Complete the PS Form 3816 showing the date of delivery and your
initials, and return it with funds to the Post Office (see Exhibit 341.31b).
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Rural Carrier Duties and Responsibilities

Complete and leave a PS Form 3849 when you cannot make a
delivery. Endorse the article with the reason for nondelivery, write the
date and your initials on the article, and return it with the tag intact to
the Post Office.

341.4 Registered Mail

341.41 Acceptance

a.

Customers may register an article by paying the required postage and
fees.

Issue the customer a receipt on PS Form 3896, Receipt for Registered
Article. Prepare the receipt in duplicate and give the carbon copy to the
customer. Return the original PS Form 3896, the stub from the carbon
copy, and the article to be registered to the Post Office (see Exhibit

341.41Db).

Keep registered mail accepted on the route separate from ordinary mail
collected.

341.42 Delivery

a.

Deliver registered articles to anyone authorized to receive mail for the
addressee. This person must sign PS Form 3849 before you may
deliver the article. Require identification if the customer is unknown.

Articles that are not endorsed Restricted Delivery may be delivered to a
competent member of the family, an agent, or to the person designated
on the PS Form 3801-A, Agreement by a Hotel, Apartment House, or
the Like, used to authorize delivery to a central point (i.e., a hotel,
motel, trailer park, etc.) or PS Form 3801, Standing Delivery Order.

Deliver articles endorsed Restricted Delivery to addressee, or to an
agent the addressee authorizes, in writing, to receive the restricted
delivery mail. PS Form 3849, or a letter from the addressee, can be
used for this authorization.

When a person other than the addressee signs for an article, the
person must enter his or her own name on line headed Received By.

Complete PS Form 3849 to show the date of delivery and your
signature (see Exhibit 253.21).

PS Form 3883 may be authorized for use on L routes, where
warranted. (See 252.21d for delivery instructions.)

341.43 Incomplete Delivery

Complete and leave PS Form 3849 when delivery cannot be made. Endorse
the article with the date and your initials. Return the article to the Post Office.

341.44 PS Form 3811

a.

Have the person receiving the article sign PS Form 3811, Domestic
Return Receipt, when this form is attached, or when the article is
endorsed Return Receipt Requested. In the space provided, enter the
date of delivery and ensure that the address side of the form is
complete. If the article is delivered to a person other than the
addressee, verify that the addressee’s name and address were
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341.5

341.51

341.52

341.53

341.54

entered, and the signature and date of delivery blocks are complete
(see Exhibit 341.44a).

b. If the article is endorsed Return Receipt Requested-Showing Address
Where Delivered, enter the address where the article was delivered.

Certified Mail

Acceptance

a. After they have paid all postage and fees, issue customers presenting
mail for certification a receipt on PS Form 3800, Receipt for Certified
Mail (see Exhibit 341.51a).

b. If a customer requests a postmarked receipt, deliver it on the next trip.

Delivery

a. Deliver certified articles to anyone authorized to receive mail for the
addressee. This person must sign PS Form 3849 before you may
deliver the article. Require identification if the customer is unknown.

b.  Articles not endorsed Restricted Delivery may be delivered to a
competent member of the family, an agent, or to the person designated
on the PS Form 3801-A used to authorize delivery to a central point
(i.e., a hotel, motel, trailer park, etc.) or PS Form 3801.

C. Deliver articles endorsed Restricted Delivery to addressee or to an
agent the addressee authorizes, in writing, to receive the restricted
delivery mail. PS Form 3849 or a letter from the addressee may be
used for this authorization.

d.  When persons other than the addressee sign for an article, they must
enter their own name on the line headed Received By.

e. Complete PS Form 3849 showing the date of delivery and your

signature (see Exhibit 253.21).

f. PS Form 3883, Firm Delivery Book-Registered, Certified and
Numbered Insured Mail, may be authorized for use on L routes where
warranted. (See 252.21d for delivery instructions.)

Incomplete Delivery

Complete and leave PS Form 3849 when delivery cannot be made. Endorse
the article with the date and your initials. Return the article to the Post Office.

PS Form 3811

a. Have the person receiving the article sign PS Form 3811 when this
form is attached or when the article is endorsed Return Receipt
Requested. Enter the date of delivery in the space provided and ensure
that the address side of the form is complete. If the article is delivered
to a person other than the addressee, verify that the addressee’s name
and address were entered, and the signature and date of delivery
blocks are complete (see Exhibit 341.44a).

b. If the article is endorsed Return Receipt Requested-Showing Address
Where Delivered, enter the address where the article was delivered.
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341.6
341.61

341.62

341.7
341.71

341.72

341.73

341.8
341.81

341.82

341.83

Rural Carrier Duties and Responsibilities

Insured Mail

Acceptance

a. Customers may obtain insurance for an article by paying the required
postage and fees.

b. Issue PS Form 1096 endorsed Temporary to show the amount of
money received for postage and fees and the name of the Post Office
of destination. Take the mail to the Post Office, affix stamps to cover
the postage and fees, and deliver a completed insurance receipt on the
next trip. Using PS Form 4245 (see Exhibit 341.61b), return to the
customer any excess money collected.

Delivery

Unnumbered insured parcels are delivered as ordinary parcels (see 33).

Deliver numbered insured articles to anyone authorized to receive mail for
the addressee. This person must sign PS Form 3849 before you may deliver
the article. Require identification if the customer is unknown.

Special Delivery

Acceptance

Customers may send articles as special delivery by paying the required
postage and fees.

Delivery

a. Deliver as outlined in 341.12a

b.  When delivery is attempted at a residence or place of business but
cannot be made, leave the special delivery article in the mailbox and
leave a notice of attempted delivery on PS Form 3849 at the residence
or place of business.

Return of Article

If the article is too large for the box or is accountable, complete and leave
PS Form 3849 when delivery cannot be made. Endorse the article with the
date and your initials. Return the article to the Post Office.

Customs Duty Mail

Acceptance

Collect duty (amount shown on Customs Form 3419, Mail Entry) plus the
postage due indicated on the parcel.

Delivery

Have the addressee sign on the bottom line of the original Customs

Form 3419. Sign the duplicate Customs Form 3419, and deliver it with the
parcel to the addressee. Return to the Post Office the original Customs
Form 3419 and all funds collected.

Incomplete Delivery

When, for any reason, delivery cannot be made, complete and leave
PS Form 3849. Endorse the article with the date and your initials. Return the
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341.9

341.91

341.92

342

342.1

342.2

342.21

article with both copies of Customs Form 3419 to the Post Office (see Exhibit
341.83).

Delivery Confirmation

Acceptance

a. Customers may obtain delivery confirmation by paying the required
postage and fees.

b. If a customer requests a postmarked receipt, deliver it on the next trip.

Delivery

a. When delivery can be made, delivery confirmation items should be
delivered in accordance with procedures outlined in sections 281.21
and 33.

b.  When delivery cannot be made, complete and leave PS Form 3849 for
customer notification. See sections 281.22 and 33.

Express Mail

Acceptance

Express Mail may be accepted for mailing provided the customer prepays
the required postage and fees.

Delivery

Dismount Delivery

a. All Express Mail must be delivered to the residence or business. Try to
get the customer to come to the vehicle by sounding the horn or by
giving some other signal. If there is no response, or if the customer
requests you do so, dismount to deliver to any residence or business
that is on the line of travel or within one-half mile of the route and has a
passable road leading to it.

b. In order to meet required delivery times, management may require a
carrier, during the course of normal delivery of the route, to deviate
from the established line of travel to deliver Express Mail and will
provide additional compensation as appropriate.

However, a carrier who traverses both sides of a roadway is expected
to deliver Express Mail to a residence or business on the opposite side
of the roadway in order to meet an established delivery time when it is
anticipated that the carrier will not traverse the opposite side of the
road until after the required delivery time for the Express Mail piece. In
those circumstances where divided highways, limited access roads,
hazardous conditions, or other unusual situations exist that may
encumber delivery to the opposite side of the roadway, management
may require the carrier to deviate and the carrier will receive additional
compensation as appropriate.

c. Regular rural carriers (covered under the Fair Labor Standards Act
(FLSA) Section 7(b)(2)) or leave replacements (when compensated on
the evaluation of a regular or auxiliary route served and when actual
hours do not exceed 40 hours for the week) will be compensated at
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342.22

342.22

342.23

342.24

Rural Carrier Duties and Responsibilities

2 minutes for each mile required for the deviation from the established
line of travel. Rural carriers serving a regular or an auxiliary route that
do not have an assigned employer-provided vehicle, will receive an
Equipment Maintenance Allowance (EMA) for each mile the carrier is
required to deviate when the total miles (route mileage and deviation(s))
for the day exceed 40 miles. During the Christmas period, regular rural
carriers, as noted above, will not receive additional compensation for
these deviations.

Signature

Use PS Form 3849, Delivery Notice/Reminder/Receipt, to capture the
customer signature for Express Mail items. If the waiver of signature option
has been requested and the shipment can be delivered to the addressee’s
mail receptacle or left in another secure location, follow the handheld
scanner waiver of signature procedures, capturing the delivery employee’s
signature image as instructed.

Complete Delivery

Utilizing the handheld scanner, scan the Express Mail barcode and enter
other appropriate information including the recipient’s first initial and last
name.

Incomplete Delivery

Complete and leave PS Form 3849 when delivery cannot be made. Utilizing
the handheld scanner, follow procedures for non-deliverable mailpieces as
prescribed in section 281.22. Return the article to the Post Office.

35 Collecting Mail

84

351

352

352.1

352.2

Types of Mail Collected

Accept any mailable matter from customers provided they fully prepay the
postage or furnish funds equal to the required postage.

Collecting from Rural Boxes

Signal Flags

Open all boxes when the signal flag is raised indicating it may contain mail
for collection. After collecting the articles, lower the flag and review the mail
collected for PS Form 3227-R, Stamp Purchase Order, notes, or other
nonmailable matter. Do not raise the flag or operate any other signal device
to indicate mail has been delivered. Also, check all cluster box unit (CBU)
collection compartments daily.

Affixing Postage

During the month of December, you are not required to affix stamps to letter
mail and greeting cards placed in a rural box for collection. During the
remainder of the year, make every effort to urge rural customers to affix
stamps to letter mail. You are not required to affix stamps to more than a

Handbook PO-603



Carrier Performance on Route 363

352.3

352.4

353

reasonable number of pieces of letter-size mail from a box. If a customer
continually leaves an unreasonable number of articles in the box requiring
you to affix postage, report it to your postmaster or supervisor.

Insufficient Postage or Identity Unknown

When mail customers leave mail in the box with no postage paid or without
sufficient funds for postage and the identity of the sender is known, place a
note in the box stating you cannot collect the mail until they pay the
necessary postage. If you do not know the identity of the sender, take the
articles to the Post Office for handling in accordance with DMM 146.12.

Mailable Matter Not Bearing Postage

When you find mailable matter in a box without postage paid addressed to,
or intended for, the person in whose box it is deposited, take the matter to
the Post Office for treatment in accordance with DMM 146.22. If general
distribution of the same bill, circular, or other matter was made on the route,
return two samples to your postmaster or supervisor with a statement of the
number of similar pieces without postage you observed in boxes on the
route.

Collecting from Collection Boxes

Collect mail from collection boxes or other collection points designated on
PS Form 4003 (see Exhibit 132.2).

36 Money Orders

September 2013

361

362

362.1

362.2

363

Application

The customer obtains PS Form 6387, Rural Money Order Transaction, from
you and completes it (see Exhibit 361). Note: In order to minimize your
waiting time on the route, you may give money order customers a supply of
PS Form 6387 in advance.

Customer’s Receipt

Issue Receipt

When you receive the completed application, money, and fee, issue the
customer’s receipt section of PS Form 6387 (see Exhibit 361).

Give One Receipt

Give only one receipt to a customer regardless of the number of applications.
Show the total number of applications on the carrier’s receipt section of

PS Form 6387. If you cannot make correct change, show the amount due the
customer.

Preparing the Money Order

Return the application, money, and fees to the Post Office. The money order
clerk prepares the money order.
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364

365

Rural Carrier Duties and Responsibilities

Carrier’s Receipt

The money order clerk completes the carrier’s receipt section of
PS Form 6387 to acknowledge having received funds from you. Retain this
portion as your record (see Exhibit 361).

Delivery

Deliver the money order application and the money order to the customer on
the next delivery trip. If the customer furnished a stamped-addressed
envelope at the time of application, the money order clerk mails the money
order, and the carrier delivers the application and the money order voucher
on the next delivery trip.

37 Other Services Performed by Carrier

86

371

371.1

371.2

371.21

371.22

371.23

371.3

371.31

371.32

Intermediate Post Offices

Definition
An intermediate Post Office is any Post Office located on the official line of

travel on the rural route, included in the official route description, at which the
carrier stops (daily) to perform service.

Servicing Intermediate Post Offices

Customer Requirements

Customers of intermediate Post Offices receive rural delivery service if they
request the service and erect approved rural mailboxes along the carrier’s
line of travel.

Processing and Delivery
Stop at intermediate Post Offices to process mail addressed to those offices
and to deliver to customers on your route.

Holdover in Headout Office

Hold overnight (in the headout office) any mail that is improperly addressed
to an intermediate Post Office intended for customers residing along that
part of the route already traveled. Deliver this mail on your next trip. This is
not mail forwarding, and no additional postage is required.

Transporting Mail to and From Intermediate Post Offices

Authorization

When authorized by your postmaster or supervisor, transport mail to and
from intermediate Post Offices located along your route.

Protection

Carefully protect all pouches that you transport to and from intermediate
Post Offices. Do not open or close these pouches, or handle the mail to be
pouched, or retain keys or locks for these pouches.
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371.4

372

372.1

372.11

372.12

372.13

372.14

372.15

372.2

372.3

372.31

372.32

Nondelivery to Intermediate Post Offices

If you are unable to make a scheduled delivery of mail to an intermediate
Post Office, return the malil to the office where your route begins and report
the reasons for nondelivery to your postmaster or supervisor.

Nonpersonnel Rural Units

Servicing Nonpersonnel Rural Units

Be Available

Service nonpersonnel rural units each delivery day and remain at each unit at
least 15 minutes to permit customers to transact postal business as required.

Collect Mail
Collect all mail deposited in the letter drop each day you service the unit.

Check Supplies Daily
Check each day to see if:
a. An adequate supply of money order applications is available.

b. A usable ballpoint pen is attached to the chain provided for this
purpose.

Store Supplies

Store supplies in the compartment above the customers’ boxes provided for
this purpose.

Report Malfunctioning

As soon as you return to the office, report to your postmaster or supervisor
any malfunctioning of the unit, including the vending machine.

Delivering Oversized Parcels

If a customer has selected an alternate delivery location for parcels on

PS Form 4232, Rural Customer Delivery Instructions, you may leave parcels
as authorized if the parcels are too large for the parcel post delivery boxes
and do not require receipts (see 331.22).

Servicing Vending Equipment

Stamp Stock Credit

If you service a nonpersonnel unit equipped with a vending machine, you will
be issued sufficient stamp stock credit to properly service the vending
machine in addition to the normal fixed credit.

Vending Machine Readings

At least once each accounting period, remove from the vending machine all
accumulated funds. Take the readings on the counters (if the machine is so

equipped) each time you remove postage funds from the vending machine.

When you return to your office, record the counter readings by denomination
on the reverse of PS Form 4240.
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372.33

372.34

372.35

372.36

372.4

372.41

372.42

Rural Carrier Duties and Responsibilities

Trust Fund Account

All postal revenue removed from the vending machine is credited to a trust
fund account established by your postmaster or supervisor. Your postmaster
or supervisor gives you a receipt for all deposits to the trust fund account on
PS Form 3544, Post Office Receipt for Money. Retain these receipts with
your fixed credit to keep the credit in balance.

Stamp Requisition

Use PS Form 17, Stamp Requisition, to purchase additional stamp stock
supplies to replenish the vending machine. Withdraw the necessary funds
from the trust fund account.

Consigned Credit Receipt

Only one PS Form 3369, Consigned Credit Receipt, is obtained from a rural
carrier servicing a nonpersonnel rural unit. However, the additional credit for
the vending machine is identified separately on the consigned credit receipt.

Shortages

You are accountable for shortages in fixed or vending credits in accordance
with Article 28 of the USPS-NRLCA National Agreement.

Transferring Accountability

Between Rural Routes

When a transfer of territory between rural routes requires the responsibility
for a nonpersonnel rural unit to be transferred from one rural carrier to
another, both the carriers and the postmaster or supervisor must make a
complete inventory of the vending machine.

Between Rural and Leave Replacement Carrier

a. When a leave replacement carrier serves the rural route for a short
period of time and the vending machine inventory is adequate, the
leave replacement is not assigned the key to the cylinder type inner
lock on the vending machine.

b.  When a leave replacement carrier serves a rural route for an extended
period of time and it is likely that it will be necessary to replenish the
machine’s inventory during that time, the regular and leave
replacement carrier must verify the vending machine credit before the
regular carrier goes on extended leave, and again when the regular
carrier returns. In emergencies, the postmaster or supervisor, and
either the regular carrier or leave replacement, may make the required
verification.
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381

382

383

384

385

General

As a courtesy to your customers, you may give them a PS Form 3227-R to
purchase stamps. Rural customers can purchase a variety of stamps and
postal products by using this form. The form provides clear instructions in a
simplified format to assist you with financial recordkeeping. Also, the size
and construction of the form make processing it easy when filling customer
orders.

Application

Provide the customer with PS Form 3227-R (see Exhibit 382). In order to
minimize waiting time on the route, you may provide this form to your
customers in advance.

Receipt

When you receive a PS Form 3227-R from a customer, fill the request
immediately, if possible. If the customer requests items you do not have,
separate the form from your collection mail and fill the request when you
return to the office.

Security

Take necessary protective measures to provide adequate security for all
funds and stamp stock items in your possession.

Delivery

Deliver stamp products to the customer as soon as you receive the request,
or on your next delivery.
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Exhibit 341.31a
PS Form 1096, Cash Receipt

i CASH RECEIPT

Received From J. ;/0 C H lr?

Amount (Written Out)

mf%fl?ley 1100 Dollars | $ 87, 20

Amount flin Numbers)

Purpose /a 0. D (}'yzé’)
SF}N_DST?U, 144 L3150

By (Signature and Title) Date

c jﬂﬁw )ﬁyfcm“

6 /8- Fo

PS Form 1096, November 1987

#U.5 GPO: 1989-242-531/92069

Exhibit 341.31b
PS Form 3816, COD Mailing and Delivery Receipt

Rural Carrier Duties and Responsibilities

%.0.D.

:10. B .5'—5 ~< 7 N /
SENDER’S RECEIPT :

Articles accepted by /

Thank You for using C 0 D Service

Received the article described on the front of this tag.

E R ¥

' MAILING OFFICE POSTMARK

P.M. (Per) _;'/ x } /f;f‘ £

(Signature of persun racaivln??
/ Date 6 "'//? ':9& Delivered by 4.’

Instructions to Delivery Office:

ADDRESSEE MAY NOT EXAMINE CONTENTS OF C. 0. D.
PACKAGE BEFORE DELIVERY
DO NOT collect M.O. Fee if paid by check payable to the mailer.
Otherwise, issue money order for amount of charges (not to include
money order fee).

SANDI7 o4, V22350

Enter name of addressee as remitter on the money order.
Insert C.0.D. article number on money order or check.
Attach customer receipt portion of M.O. to this tag or
enter check information below.

Check Number

Date check sent to mailer

N.: P
o &
[+ =
w
H T
=]
: N 3
S Q
g N 2
g‘ LY Y
.EN mh} - 2=
h xc|e SolE vl
E w WS 838 z2
._h (20| Y 2w|Bu| fa
o oo |2 © S i w
< §':E'Ug§ o [T ae
i oo w - - T a
mk.m'-—whkﬁ“ @ B ox
- ;;_N:J'_“*\g g Sw
=2 |ol|e W
s 215578 Ya |a | U
MAILER'S RECEIPT
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Carrier Performance on Route

Exhibit 341.41b

PS Form 3896, Receipt for Registered Article

No.
RECEIPT FOR REGISTERED ARTICLE

27

AINESVILLE,

Majled At (Post Office) Date

629 %

Fee Paid Postage Paid Declared Value

4, #e 28 Vi

Handling Chg{;,

Restr. Del

Fee Fee Fee Insurance

Return Rec |Special Del |[C] With Postal [_] Without Postal
Insurance
$25,000 Domestic Limit

From (Narg and Adaljess)
92 . ﬁzﬂ-e.
024 /5

Addressg To {Name @nd Address)

LRI N

£

boo-D 0OAr sT.

Gamwesvire e [t 3260

Received For For Postmaster lggnature of Carrier)
Postage and
Fees

$ PS Form 3896, Apr. 1982

Exhibit 341.44a
PS Form 3811, Domestic Return Receipt

. SENdDER Complete items 1 and 2 when additional services are desired, and complete items
Put your address in the "RETURN TO'' Space on the reverse side. Failure to do this will prevent this
card from being returned to you. The return rscsiFt feﬁ will provide you the name of the Enggn delivered
to and the date of ‘gallvarg or additional fees the Tollowing services are available. Consult postmaster

or Tees and chec x{es) for additional service(s) requested.
1. [0 Show to whom delivered, date, and addressee’s address.

2. O Restricted Delivery

W g : ra_charge) (Extra charge)
E n 3. Article Addressed to: 4. Article Number
=K - ¥/
g 5 c p[ ff 4 OV ‘ﬁpa of Servlcs . )
2o bo00-p OR&E 57, CJ Certiied O coo
E f E ‘, [ Express Mail R(:th mn.:c: ‘t“
for Merchandise |
I!'g" ° ”’Ies ‘/’ e J & z Always obtain signature of addressee
‘5 g or agent and DATE DELIVERED.
S2 5. %Ad * B Addresses’s }\ddre;j (ONLY if
t est ee
=2E X 3/ rea pa
e 6. Signature — Agent
X
7. Date of Delivery ,
7 hatl ¢2 —Fe

PS Form 3811, Mar. 19887 # U.S.G.P.0. 1988-212-865

DOMESTIC RETURN RECEIPT

Buisn 10} nOA yueyj

‘8o|mieg 1diesey uiniey

September 2013
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Rural Carrier Duties and Responsibilities

Exhibit 341.51a
PS Form 3800, Receipt for Certified Mail

P &894 735 ase2
Certified Mail Receipt

" No Insurance Coverage Provided
~ Do not use for International Mail
immnsures (See Reverse)

Sent tn)//! TR /{éﬂﬂ

Street & No

/7 0, &x o0

PO, State & ZIP Code

Sot1es, CA F3066
Poslaqe/ 7 $ , y.,,-

Certified Fee
, ¥

Special Delivery Foo

FAestricted Delivery Fee

Retun Receipt Showing
o Whom & Date Delivered M ?’

Return Receipt Showing to Whom,
Date, & Address of Delivery

TOTAL Postage
& Foes s ,Z " 6 ﬂ

PS Form 3800, June 1990

P 494 v3L A52
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Carrier Performance on Route

Exhibit 341.61b

PS Form 1096, Cash Receipt, and PS Form 4245, Carrier’s Statement

AT rosTy,

7.4 CASH RECEIPT

Received From
YR A 2.0 L&

Amount (Written Out)

"’—/f‘flyrﬂo Ve Lot /100 Dollars

Amount (In Numbers)

$ G, o

PurRose e S e SOED 74/9/4 ("/—"" o. 2 ")

By (Signature and Title)

> .

'/%-Mm/a,-m’, S PR 2

Date

é'b?ﬂ-ﬁdl

PS Form 1096, November 1987

4
wlU.5 GPO: 1989-242-531/92069

CARRIER’'S STATEMENT

M L) RIDDLE

please call it to my attention.

The following is a statement of the amount required for each of the
items indicated and if there is any part that you do not understand

Money Order

Money Order Fee

Postage on Letter

Postage on Package 2. M5O

Insurance Fee on Package (.90

Register Fee

C.0O.D. Fee

Certified Fee 40

Postage Due Mail

Total Amount Required 5.2.0
Amount Received (j )
Balance Due the Customer ; 8’0

Balance Due the Carrier

this envelope and leave it in the box. Thank you.

If there is a balance due you, the amount will be found in this
envelope. If there is a balance due the carrier, please enclose it in

Cwne L., Odama -

Post, Office

GAINESYIuE - FI 22602

l ZIP+4 Code

PS Form 4245, Mar. 1988 (Discard previous editions)

September 2013
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Exhibit 341.83

Rural Carrier Duties and Responsibilities

Customs Form 3419, Mail Entry

DESCRIPTION/ITEM NO. OF MERCHANDISE|  VALUE RATE AMOUNT
=
2 &
w
Tedy -
§2°5 m8 &
‘:i‘-é&' = g mé
z £@38
SRS E, < ZFaC
é%;g § o Customs Processing Fee (Pub. L. 99-272) e 3 ;“:3
sEFEl W 2 & 4
Flgcl e 8 & [MAILENTRY ~ o or o~ ~ |DATE POSTMASTER 3 2 gﬁﬁ
sl 858 NO. 00G0o00uU COLLECT ¢ = 8o E
2571 S 8 E{eY NAME o 3 I1B5
- of o 0BG
s22e | B g m|0Pm
855210 R <« b—x—0 -‘55 2 [Slaz
A REG. NO. STREET oir 81393
oy & >
§§.:E o §§§ "g g
FEEE & [NO.CFPACKAGES [CITY-STATE-ZIP CODE 27
"E‘tz Q. ' ?:l:
288 a T g,
£ |CoUNTRY SENDER ABOVE ARTICLES RECEIVED DATE|"§§
2 g

2,

INSTRUCTIONS TO POSTMASTER

1. The postmaster shall, befora delivering the parcel, collect the total amount assessed, sign and deliver the

recalpt to the addressee, and secure his signature on the original copy of tho entry,

If the addressse |s digsatisfied with the amounts assessed, he may: (2) Refuse the shipment pending review
by the [ssuing customs port shown on the reverse side. The Postmaster will then return to the isguing port
a |etter of protest from the addressee stating his objactions, &l copies Cf ihis farm, and any documenta-
tion to support claims; e.g,, involces, cancalled checks, etc., in addition to PS Form 2937 Part 822,233
International Mail, Publication 42, The Postmaster will also retain custody of the shipment until advice
Is received from the Issuing port; or if the addrassee is located In the vicinity of one of the customs ports
listed in Part 821.62 Intgrnational Mail, Publication 42, if the addressee so elects, the package and other
documents may be delivered to the local customs office for consideration of the protest; or, (b) The
addressee may take dellvery of the shipment by paying the duty and protesting (within 90 days of deliv-
ery) ort, including with his letter of protest the addressee recelpt portion of
Customs Form or & copy and any decumantation to support his claim.

. When monay is collected, the original of the mall entry together with the amcunt collectad shall be

treated as set forth in Handbook F-1.

. Shipments accompanied by a Declaration for Fras Entry, in addition to the mall entry {Customs Form

@

3419), may be released to the addressee without the collection of the sssessed duty if the addressee
executes and signs the Declaration for Free Entry. The original and recelpt copies of the mail entry
(Customs Form 3418) together with the Deslaration for Free Entry, shall be sent to the Reglonal Com-
missloner of Customs, Attention: Financlal Management Division, 8 Werld Trade Caenter, New York,
New York 10048,

Undellverable parcels shall ke disposed of es provided in Part 762 Internationa! Mail, Publication 42,
and Part 145, Custormns Regulations, If further Instructions are desired, they should be obtained from
the Mall Classificetion Divigion, Finance Department, U.S, Postal Service, Washington, D.C, 20260,
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Carrier Performance on Route

Exhibit 361
PS Form 6387, Rural Money Order Transaction

385

4’“‘ POST

= UNITED

™ Rural Money Order Transaction

= 5 Application

Faswnw

a
CUSTOMER: Complete this part only.

4TS vos

51"{5 Rural Money Order

f &= 7 Transaction
“ssssev Customer Receipt
CARRIER: Complete for money received.

O

Check if you want the Post Office to mail the
money order (MO). If so, complete “‘Pay To" &
“From’’ sections & give your carrier a stamped,
addressed envelope. Otherwise, carrier will deliver
moneg(yorder to Kou. AVOID FT: DO NOT PUT
MONEY IN YOUR MAILBOX. GIVE IT TO YOUR
LETTER CARRIER.

Amount of Money Order ] // 7
oL
Up to $35 [$35.01-700
“ne $
$ .75 $1.00 / i 2
Pay Carrier Total Amount $
of MO & Fee /é_/ Jd

Pay To

A PP

"Mailing Address (No., Street/City, State, 2IP]

a?.,lrf T FrwE Ly,
C}wﬁ:wu‘f’ /('C JRbo2

From

Name
;? Ry T4
ailing Address (No., Gjreet, City, State, 2IP)
:’6’/ Cw€ 7es L.

é;fﬂ'ffvu‘,f‘ /Q, j.Z o2

PS Form 6387, December 1988

*U.5.GPO:1989-0-244-161

Money Received From

Y Charere7H

Amount $
Received e / g
Total Amount for $
MO & Fee S/ Yy,
Difference Due | $ P

S % Rural Money Order
= Z Transaction

= UNITED

Thwwws

& . ]
Carrier Receipt

ISSUING OFFICE: This | No- MOs

certifies that | have
received the dollar
amount below to
issue the number of
money orders
indicated.

mo_unt s
Received So7 - 2
Total Amount for
MO&Fee (% o). 7o
Difference Due | $

Egnamre of Carrier

QWQWQ@;

é '-.-27-’?a

Only one receipt is given for all
applications submitted on the
same day.

Retain & show this
receipt in case of inquiry.

Egmtum of Accepting Employes

‘ e 01? ’f -]
ACCEPTING EMPLOYEE: 7
Return this receipt to carrier,

“CARRIER:

File this receipt.

Detached From
PS Form 6387, December 1988

Detached From
PS Form 6387, December 1988

September 2013
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Exhibit 382
PS Form 3227-R, Stamp Purchase Order

Rural Carrier Duties and Responsibilities

Dear Customer:

This lope is provided, In with tha U.S. Postal Service
and the National Rural Letter Carriers’ A ion N I Joint Steering
Committee on the Quality of Working Life/Employee Involvement Process, to
make it lent for you to p stamps and other postal products,
Please complste the order form on the right, seal the envelope and place it
In your mallbox for your carrier to fill. Just enclose cash, check or money
order, payable to “Postmaster,’” for the total cost of your order.

Add

City State __ZIP+4 -

Please seal and leave the envelope in your mailbox with your flag up.
Your Postmaster

P.5. Please assist your carrier by affixing stamps to cards and letters
before placing in your mailbox for collection.

P8 Form 3227-R, January 1991

Order Form
Items Cost Qty. Cost of Order
Roll of 100 29¢ stamps $29.00
1 Book of 10 29¢ stamps # 290
1 Book of 20 298¢ stamps $ 5.80
34¢ stamped envelopes § .34
Individual 29¢ stamps s .29
Stamps for post cards $ .19
Individual 19¢ postal card $ .19
Other
Total §

We Aim for Servicel

Need stamps, envelopes or postal cards?
We have them for sale.
Need to send something overnight?
We have Express Mail information for you.
Need to send a package?
We’'ll send it for you!
Want to buy a money order?
Ask for a money order application.
Pian to move?
Ask for a change of address card.
Going on vacation?
We'll be glad to hold your mail.
Not certain about the amount of postage?
Ask about our rates.

RURAL OR HIGHWAY CONTRACT ROUTE CARRIER
STAMP PURCHASE ORDER

PS Form 3227-R, January 1891 (Reverse)

For better service, please

s Affix stamps to your outgoing mail

* Have a level, sturdy box at the right height
for your mail carrler

» Display your correct box or house number
on the carrler approach side of your
mailbox

* Be sure the approach to your box Is clear
at all times

Thank You!
Your Mail Carrier
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4 Office Work After Return From Route

41 Use of PS Form 4240

411 Time Entries

4111 Record Return Time

As soon as you return to the office, enter the time, in ink, in column 4 of
PS Form 4240, Rural Carrier Trip Report (see Exhibit 411.1).

411.2 Record Lunch Break

At this time, also record in column 6, in ink, the total lunch time. If no lunch
time was used, leave this column blank.

412 Route Entries

In the Remarks column, explain any failure to serve the entire route, include
miles actually served, and state the reason for any deviation from schedule.
Notify your postmaster or supervisor immediately about these failures.

413 Vending Equipment Entries

On the reverse of PS Form 4240, record vending machine readings from
nonpersonnel rural units (see 372.32).

414 Route Change Entries

As they occur, record on the reverse of PS Form 4240 route changes
(addition of new boxes not previously served or deletion of boxes) and other
required delivery data. At the end of the accounting period, the net change is
added to or subtracted from the total number of boxes on the route (vacant
boxes are deleted after 90 days). During the accounting period, if a sufficient
number of boxes are added to or subtracted from a route to trigger a change
in the route’s evaluation, the postmaster or supervisor promptly completes
PS Form 4003, Official Rural Route Description, to adjust the compensation.
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42

Rural Carrier Duties and Responsibilities

42 Disposition of Mail Collected/Accepted on Route

421

4211

421.2

421.3

422

4221

422.11

422.12

422.2

422.3

422.31

422.32

422.4

98

Ordinary Mail
Affixing Postage

Affix stamps on all unstamped mail for which the customer has left a
sufficient amount of funds.

Facing and Depositing

Face and deposit mail in the location designated by your postmaster or
supervisor. Facing of mail may not be required in those offices where area
mail processing is in operation.

Undeliverable Ordinary Mail Returned From the Route

Case or dispose of all mail which you were unable to deliver on the route in
accordance with handling procedures required for the class and type of mail.

Special Service Mail

Registered Mail

PS Form 3896

Give the postmaster or supervisor, or designee, PS Forms 3896, Receipt for
Registered Article; the articles to be registered; and the funds for postage
and fees.

Clearance Receipt

The clearing employee initials and removes the original of PS Forms 3896
and returns the receipt book as your clearance receipt.

Certified Mail

Deposit certified mail with outgoing mail, or in a designated location, as
directed by your postmaster or supervisor.

Insured Mail

PS Form 3813

Carriers must issue a receipt on PS Form 3813, Receipt for Domestic Insured
Parcel, for an article insured for $50 or less (see Exhibit 422.31).

PS Form 3813-P

Carriers must issue a receipt on PS Form 3813-P, Receipt for Insured
Mail-Domestic-International, for domestic articles insured for more than $50.
Carriers must issue PS Form 3813-P for all international articles regardless of
the insured value (see Exhibit 422.32).

Special Delivery Mail

Deposit with outgoing mail, or in a designated location, as directed by your
postmaster or supervisor.
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Office Work After Return From Route 431.2

422.5
422.51

422.52

422.6
422.61

422.7

422.71

422.8

Money Orders

PS Form 6387

Give PS Form 6387, Rural Money Order Transaction, and all necessary
money to the postmaster or supervisor, or designee, for handling (see 36).

Carrier’s Receipt

The carrier’s receipt portion of PS Form 6387 is your record of and receipt
for money remitted. Retain this form for 2 years.

Express Mail

Handling

Give your postmaster or supervisor, or designee, all articles accepted and
the accompanying forms.

COD

Handling

After affixing stamps to cover postage and fees, give the article and tag to
the postmaster or supervisor, or designee, for handling. The clearing
employee provides you with the mailer’s receipt portion of PS Form 3816,
COD Mailing and Delivery Receipt. Deliver the mailer’s receipt on the next
delivery day.

Delivery Confirmation Mail

Give your postmaster, supervisor, or designee, all articles accepted and any
accompanying forms and fees.

43 Clearance and Disposition of Accountable Iltems

September 2013

431

431.1

431.2

Registered, Certified, and Express Mail
Handling

Give the postmaster or supervisor, or designee, all of the following for all
articles attempted for delivery:

a. Undeliverable registers.

b.  Certified and Express Mail articles.

c. PS Forms 3849, Delivery Notice/Reminder/Receipt.

d. PS Forms 3811, Domestic Return Receipt.

e. Labels 11-B, Express Mail Next Day Service Post Office to Addressee.
Clearance

The postmaster or supervisor, or designee, clears each item on
PS Form 3867, Registered, Express Mail, COD, Certified, and Return Receipt
for Merchandise Matter Received for Delivery (see Exhibit 431.2).
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431.3

100

431.3

431.4

432

432.1

432.2

432.3

432.4

432.5

433

433.1

433.2

Rural Carrier Duties and Responsibilities

PS Form 3883

Where the use of PS Form 3883, Firm Delivery Book-Registered, Certified
and Numbered Insured Mail, has been authorized, return the original bill (as
proof of delivery) and all return receipts for articles listed for clearance.

PS Form 3821

Complete PS Form 3821, Clearance Receipt, showing the number of
receipts and undeliverable articles returned for clearance. If the form is
properly completed, the clearing employee signs and returns it to you. This
relieves you of further responsibility for the items (see Exhibit 431.4).

CODs

Handling

Return to the postmaster or supervisor, or designee, all tags and funds for
delivered and undelivered COD articles.

Clearance

The postmaster or supervisor, or designee, clears each item on
PS Form 3867 (see Exhibit 252.21c).

PS Form 3821 for Delivered Articles

Complete a separate PS Form 3821 for each COD article delivered. If you
completed the form correctly, the clearing employee signs and returns it to
you. This relieves you of further responsibility (see Exhibit 431.4).

PS Form 3821 for Articles Not Delivered

Complete one PS Form 3821 for all CODs not delivered. If you completed the
form correctly, the clearing employee signs and returns it to you. This
relieves you of further responsibility. Note: If a PS Form 3821 was
completed for clearance of registered, certified, or Express Mail, include on
that form CODs not delivered. Do not complete another PS Form 3821.

Retention of Receipts

Keep all clearance receipts in your locker, or in another secure location, for
possible future reference. (The required retention period for this form is 2
years. Filing such items at the case does not provide adequate security and
clutters the work area.)

Postage Due

Collected Funds

Return to the postmaster or supervisor, or designee, all funds collected on
postage due mail and for any undelivered articles.

PS Form 3584

The clearing employee enters the number of articles returned in the Pieces
column and the amount of postage due remitted in the Amount column of
PS Form 3584, Postage Due Log.

Handbook PO-603



Office Work After Return From Route 461

434

434.1

434.2

434.3

Customs Duty Mail
Handling

Return to the postmaster or supervisor, or designee, any undelivered articles,
Customs Form 3419, Mail Entry, and all funds collected for custom duty mail.

PS Form 2944

After the clearing employee has entered the amount of funds and the number
of returned parcels on PS Form 2944, Receipt for Customs Duty Mail, verify
the entries. Then sign the form on the line opposite the clearing employee’s

name (see Exhibit 252.22¢).

Records

Place the first copy of PS Form 2944 in the locked receptacle provided. Keep
the second copy for 3 months from the last day of issuance.

44 Disposition of Signed Forms for Numbered Insured

Mail

Give to the clearing employee PS Form 3849 and PS Form 3811 obtained for
numbered insured mail. Where the use of PS Form 3883 has been
authorized, return the original bill (as proof of delivery) and all receipts for
articles listed.

45 Disposition of Undeliverable Ordinary and Insured

Parcels

Verify that the article has been endorsed by dating and initialing it; then place
it in the designated location.

46 Expedited Preferential Mail (EPM) Delivery System

461

September 2013

EPM Offices

In EPM offices, case all available mail unless otherwise directed by your
postmaster or supervisor.
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47

Rural Carrier Duties and Responsibilities

47 Ending Tour of Duty

471

472

General

Perform other prescribed rural carrier duties as directed by your postmaster
or supervisor, or as required to maintain the case, route book, and card index
file in good condition.

PS Form 4240
Record the actual ending time, in ink, in column 5 on PS Form 4240 (see

Exhibit 472).

48 Saturday Clearance

102

481

Security Pouch and Rotary Lock

At offices that do not schedule clerical employees to work on Saturday
afternoons, use the following procedures:

a. On Saturday morning, the postmaster or supervisor, or designee,
issues you or your leave replacement a pouch and rotary lock,
recording on your trip report, in ink, the lock and rotary number. You
initial the entry as verification. Where rotary locks are not available, the
office may implement other suitable security measures prescribed by
the field division general manager/postmaster.

b.  After returning from the route, place in the pouch the fixed credit, funds
collected, and all accountable items (including undeliverable mail) and
lock it with the rotary lock. Place the pouch in a locked and secure
place designated by your postmaster or supervisor.

C. Prepare all prepaid outgoing mail for dispatch and place it in the
designated location.

d.  On the next delivery day, you and the postmaster or supervisor check
the lock and rotary number on the trip report with the lock on the
pouch. If they match, your postmaster or supervisor opens the pouch
in your presence and gives you the contents. If you are absent on the
next delivery day, the lock and rotary number are checked in the
presence of the leave replacement carrier. If they match, your
postmaster or supervisor opens the pouch, verifies the contents, and
gives them to the leave replacement for disposition.

e. If the number recorded on PS Form 4240 and the rotary lock do not
match, your postmaster or supervisor opens the pouch in your
presence and takes the following actions:

(1)  If any of the contents is missing, your postmaster or supervisor
immediately notifies the Inspection Service; or

(@)  If the contents have not been tampered with, the postmaster or
supervisor makes a notation of the facts on PS Form 4240 and
proceeds as described in item d. above.
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Office Work After Return From Route 482

f. Normally, management assigns you a key to the Post Office on
Saturday morning. Unless the key is needed to lock the office, it is
included in the rotary pouch with the accountable mail. If the key is not
placed in the pouch, turn it in the next day you report for duty, unless
your postmaster or supervisor establishes another practical and safe
method to relieve you of the key on Saturday afternoon. Also, return
the key to the place designated by your postmaster or supervisor (see
481, item b).

482 Other Security Measures

If local conditions make issuance of Post Office keys impractical, use other
security measures approved by the field division general manager/
postmaster with which the Inspection Service concurs.
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482 Rural Carrier Duties and Responsibilities

Exhibit 411.1
PS Form 4240, Rural Carrier Trip Report
No. Length (Miles) Classification Week
Route cpe | Om [ g O Aux | Stanc

o AY Fo |0V |On W yZ

Carrier's Daily Time Record*
(Exact hour and minutes)

Tc

Day Rptd. Left Rtnd. Comp. Lunch o

of Date at Office to Work Period H

Week Post to Serve Post at Post Actual (i

Office Route Office Office Time Reg

(1) (2) (3) 4y | (5] (6) {7)

sat. | §-216:20\ n: 0| A30| T e8| :30] K

Mon. | g-4F| 00| 27: 30| Q50| 3: AT 30| F..

ﬁ\’ T|Tues.| g-97| Zigpo| ro0| F:00| 3:30| ‘30| 7,

= | Wed. é -é »oe| | 2:Fe| 313 N 17 ) A

Tl & <7 )| ool 80| 306 | Hive| 230]| &,

o Fri. é "2 z.“ & z’..gJ- d:zo __-?:3& iy 30 b
| |sa 6-9)| 2oo| 1t | e

Mon.

Exhibit 422.31
PS Form 3813, Receipt for Domestic Insured Parcel

RECEIPT FOR DOMESTIC INSURED PARCEL
(Not for International Mail)

ADDRESSED FOR DEL|VERY AT (P.O., State & ZIP Code)

GRERT [ees /17 39635

POSTAGE 0, Mg ¢ POSTMARK OF
INSURANCE ¢

FEE

V. ad

SPECIAL ¢

DELIVERY

SPECIAL ¢

HANDLING

Total J. / Z

INSURANCE

COVERAGE MAILING OFFICE
_gFragile O Liquid [ Perishable

STMASTER /By

C. G aree/

SENDER—Enter name and address of ad-
dressee on the reverse and read informa-
tion regarding insurance coverage and claims,

PS Form 3813, Feb. 1986
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Office Work After Return From Route 482

Exhibit 422.32
PS Form 3813-P, Receipt for Insured Mail Domestic-International

V-3LtL 547 970

RECEIPT FOR INSURED MAIL
DOMESTIC—INTERNATIONAL

ADDRESSED FOR DELIVERY AT
(Post Office, State and Country)

FERRIS 7 T5725

I AIR

3
POSTAGE | [ | #Lo ¥

INSURANCE COVERAGE | FEE

$ foo,. 00
SPECIAL HANDLING

TIC
ONLY Restricted
Delivery

RETURN RECEIPT
(Except to Canada) ¢
Fragile Liquid Perishable |[TOTAL

(101 1 [s3 2o

{Postmark)
Customer }

$
$
DOMES-} Special Delivery | $
3

SAVE THIS RECEIPT UNTIL PACKAGE iS ACCOUNTED FOR

Over

Postmaster
By

U.S. MAIL INSURED

V-3k1 547 970

NOTE: To file claim for damage or loss of contents,
you must present the article, container and
packaging.
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482 Rural Carrier Duties and Responsibilities

Exhibit 431.2

PS Form 3867, Registered, Express Mail, COD, Certified, and Return Receipt for Merchandise

Matter Received for Delivery

U.S. Postal Service

REGISTERED, EXPRESS MAIL, COD, CERTIFIED, AND RETURN RECEIPT
FOR MERCHANDISE MATTER RECEIVED FOR DELIVERY

Merchandise’

Registered No. coD
Tot IEOD oMai, | R.RA, 0S Signature of " .
ngtai*g:aer:?ian"al " | RE. A0, SD Delivery Clerk or Signature of N e:’?_"‘ or
or Total Return {,g,«". M,;,. 2) Amount Woney Carrier's Signature Clearing Clerk lg?sneo::i?n_
Receipt for Seo::er OF’g:' and Total

| Yrzo | K Y &Q&%QL#M

232972 Q.00 f 00 %%m‘/ oW ashce
(5957 200.00 |2 0 | W gpre. sy | 7

| 22C 2£ Wm%

N .
;ﬂ 2(5‘33( Aowoes

Js

'Show **C™" to indicate Certified Mail, “*E"" to indicate Express Mail, and *‘RM"" to indicate Return Receipt for Merchandise.

delivered; (OS) Officially Sealed; (RE) Re-enveloped; (AO) Addressee Only: (SD) Special Delivery.

2Notation will be made in this column indicating by (R) Return Receipt Requested: (RA) Return Receipt Requested, showing address where

PS Form 3867, Feb. 1989
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Office Work After Return From Route 482

Exhibit 431.4
PS Form 3821, Clearance Receipt

Posg Office or Stati D.
 QAnEsiILE, FL “6 -29- 20

RECEIVED OF the registered articles listed or total
certified, COD, and Express Mail articles shown below; also signed receipts for such mail delivered.
GISTERED ARTICLE NOS. Returned Delivery Receipts TOTAL
Articles
Registered
Certified / V. g
Express
Mail
Check M.O.
COD
Cleari | Signat £
ear| mployee ure
.P ¥ Egnal oD
1/27/A¢p | Funds

ete a separate form in duplicate for CODs. When COD’s are totaled, delivering employee must
ediately deposit a copy of this form in designated box. This form must be retained by delivering em-
ployee for 3 months from last day of issue for COD’s, 2 years if for Registered, Certified, or Express Mail.

PS Form 3821, March 1988 GPO : 1988 O - 213-992 CLEARANCE RECEIPT
Post Qffice or Stati Date
£ /‘ £ &6 -R 7 — Po
RECEIVED OF ( !, &’m the registered articles listed or fotal
certified, COD, and Express Mail articles shown below; also signed receipts for such mail delivered.
JREGISTERED ARTICLE NOS. Returned Delivery Receipts TOTAL
Articles
Registered
Certified
Express
Mail
coD Check M.O.
Clearing Esgployee S-ignature
[) ; . coD f
. 2 /pe2Pr £~ | Funds LS00 00 Z
Co a separate form in duplicate for CODs. When COD’s are totaled, delivering employee must

imniediately deposit a copy of this form in designated box. This form must be retained by delivering em-
ployee for 3 months from last day of issue for COD’s, 2 years if for Registered, Certified, or Express Mail.

PS Form 3821, March 1988 GPO : 1988 0 - 213-992 CLEARANCE RECEIPT
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482 Rural Carrier Duties and Responsibilities

Exhibit 472
PS Form 4240, Rural Carrier Trip Report
I 1 I I
No. Length (Miles) Classification \
Route oL D M D D Aux
Non
JIH R F o |0 | On Wk
Carrier's Daily Time Record*
(Exact hour and minutes) -
Day Rptd. Left Rtnd. Comp. Lunch
of Date at Office to Work Period
Week Post to Serve Post at Post Actual
Office Route Office Office Time [~
(1) (2) {3) (4) (5) (6)

sat. | G-2 | £6'3¢|l /f. 0l R220| Froe| 38
Mon. |G -/ | 200l y1220]| 2 32| 3:o57| 3o
Tues.) @ —S7|  Zpo| 1/200 Fiee| 3 30| 3¢
Wed | 6-& | Poo| 2/: 137 2:3e| 3:30| 30
Thur | g7 Zpol2/:3e Fore| ¥irel 3o
Fri. 6-—& Z: 04| :::lr' 2. #o Z'.?’ Y
sat. | g-@| ool i | R Yol F:Z0| :3e0

X
Wk 1

P/P
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5 Inspection, Count, and Adjustment of
Rural Routes

51 Types of Rural Routes

September 2013

511

511.1

511.2
511.21

511.22

511.23

511.24

512

513

Evaluated Rural Routes

Definition
An evaluated route is one based on weekly workload evaluation.

Compensation is authorized on the basis of evaluated time as determined by
office and route time standards after subtracting any relief time.

Types of Evaluated Rural Routes

H Routes
The regular carrier works 6 days a week.

J Routes
The regular carrier has a relief day every other week.

K Routes
The regular carrier has a relief day every week.

Auxiliary Routes

The carriers work 6 days a week. Normally, these routes are evaluated at less
than 39 hours per week.

Mileage Routes

Salary for rural carrier positions on routes classified as mileage (M) is
determined under the Rural Carrier Schedule (RCS), which provides a
combined rate based on fixed annual compensation and specified rates per
mile of route. Each rural carrier’s salary is based on the length of the route as
determined by the official measurement.

High Density L Routes

Any route having a density of 12 boxes or more per mile is classified as an
L route, and the evaluation is determined according to L route standards.
The route retains the L route classification as long as the 12-box-per-mile
density is maintained, as verified by a mail count. However, when the results
of a national or special mail count indicate that the box density of an L route
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52 Rural Carrier Duties and Responsibilities

has decreased to less than 12 boxes per mile, the route is evaluated and
removed from the L route classification.

52 Rural Route Inspections

521 Definition

The inspection of a rural route is the physical inspection of a route and route
conditions made by the postmaster or a designee while accompanying the
carrier on the route.

522 Purpose

The purpose of the inspection is to obtain current and accurate data,
including (but not limited to) route and delivery conditions; number and types
of boxes served; minimum stops necessary to serve all boxes on the route;
location, time, and frequency of authorized dismounts; and dismount
distances. Route layout is reviewed by management to identify necessary
route travel changes to improve efficiency and economy of service. In
addition, the postmaster examines hazardous conditions and takes
appropriate action to correct them.

523 Frequency

Management schedules at least one annual inspection of rural routes.

s24 Carrier Responsibilities

5241 General
During the rural route inspection, rural carriers must:

a. Travel the route and deliver the mail precisely as they do the rest of the
year.

b. Inform the postmaster or designee making the inspection of any boxes
that have remained vacant for over 90 days.

C. Assist in identifying hazards or hazardous conditions on the route and
recommend actions to eliminate or reduce them to the maximum
extent practicable.

5242 Providing Vehicle

If the vehicle (normally used on the route) does not accommodate the route
inspector, the carrier’s postmaster or supervisor may ask (but not require)
the carrier to supply an appropriate vehicle. The carrier receives Equipment
Maintenance Allowance (EMA) in accordance with 142.1.
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Inspection, Count, and Adjustment of Rural Routes 533.11

53 Rural Route Mail Counts
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531

531.1

531.2

531.3

532

532.1

532.2

533

533.1

533.11

General

Purpose

These instructions provide standardized and uniform procedures for
conducting mail counts on rural routes. An understanding of these
instructions by rural carriers and managers helps ensure accuracy of mail
count data, and prompt evaluation and correct classification of rural routes.
Postmasters, supervisors, and rural carriers must ensure that mail counts are
properly conducted and that data is accurately reported.

Definition

A count of mail is physically counting and recording, at specified times, the
number of pieces of mail delivered, collected, or handled on rural routes. This
includes both national and special mail counts. Mail counts are used to
assemble data that provides the basis for individual route evaluations. These
route statistics indicate:

a. Volume of mail handled.

b.  Amount of office and route time used by the carrier.
c.  Adequacy of service to rural customers.

d. Efficiency and performance of the carrier.

Route Evaluations

The evaluation of a rural route is determined by the mail volume handled,
daily miles traveled, the number and type of boxes served, and fixed or
variable time allowances, i.e., the types of data that are obtained from mail
counts (see Exhibit 531.3, PS Form 4241-M, Rural Route Evaluation
Worksheet).

Types of Mail Counts

National Mail Counts

A national mail count is conducted on all rural routes in accordance with the
provision of the USPS-NRLCA National Agreement.

Special Mail Counts

Special counts are held in September and are conducted during the last
12 working days of the month, in accordance with the provisions of the
USPS-NRLCA National Agreement.

Procedures for National and Special Mail Counts

Responsibility

Postmasters

Postmasters must hold joint conferences with supervisors and rural carriers
to discuss count procedures at least 15 days before the start of the count. In
addition, the postmaster must arrange a meeting with each eligible rural
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533.12

533.13

533.14

533.2
533.21

533.22

533.23

Rural Carrier Duties and Responsibilities

carrier to discuss requirements for election of a higher classification for
which the rural carrier may qualify (see 535.23i). The postmaster is also
responsible for including, in writing, any questions or comments raised by
the carrier after the count, forwarding PS Form 4241, Rural Delivery Statistics
Report, with the written comments to the Management Sectional Center
(MSC), and advising the carrier, in writing, of the MSC’s decision.
Postmasters must make every effort to immediately resolve disagreements
regarding the actual number of pieces counted at the local level.

Postmasters or Supervisors

Postmasters or supervisors must make completed PS Forms 4241 available
to carriers and ensure that all columns on PS Form 4241 have been
completed and totaled before giving the forms to the carriers to review. The
signature of the postmaster (or designee) is considered verification of the
validity of the count data.

Carriers

If you agree with the count data, your signature is considered verification of
the validity of the count data. When you disagree with the count data, you
need not sign the form. However, you must promptly submit written
comments to the postmaster explaining in detail the reasons for objecting
and the exact nature of the supposed errors or omissions.

Management Sectional Centers

The MSC is responsible for providing a prompt written reply to the
postmaster advising of its decision.

Conducting the Count

General

All classes of mail handled by each rural carrier must be counted daily during
the official count period. Before it is cased, mail must be counted at the
facility where the carrier cases the mail. The postmaster or supervisor must
exercise extreme caution to ensure that all entries on the count forms are
correct. Carriers may observe the mail count on their relief days or on days
when they are on leave. (Any carrier who observes the mail count on a relief
day, or while on leave, must be in a nonduty status and must not participate
in office work activities.)

Rural Carrier Schedule Mileage Routes

During the 12 days of the mail count on mileage routes, the carrier counts the
mail 8 days, and the postmaster or supervisor counts 4 days (picked at
random). Exception: Those mileage routes classified as high density (L) are
counted by management on all days. Carriers may observe, and may also
count if they wish to, on the days management makes the count. When in
management’s judgment the route borderlines evaluated status, the
supervisor or postmaster makes the full 12-day count.

Evaluated, High Density L, or Auxiliary Routes

On routes classified evaluated, high density (L), or auxiliary, the postmaster
or supervisor makes the count on all days during the count period. (This
requirement is applicable where Post Offices are closed on Saturday and
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534

534.1

534.2

534.3

534.4

supervisory personnel are not normally on duty.) The rural carrier may
observe and also count the mail. However, the postmaster or supervisor
must count the delivered and collected mail, and enter it on the daily count
forms.

Casing of Mail by Carrier

General

The principle underlying the count is that the same mail flow conditions
prevail during the count period that are normally in effect the rest of the year.
All mail available up to the normal cutoff time for distribution on the day
preceding the count is delivered on that day; and all mail available up to the
normal cutoff time on the last day of the count is included in the count and
delivered.

Methods of Casing Mail

The carrier chooses the method of handling or casing boxholder mail.
Carriers who normally case mail upon return to the office after completing
their routes are to continue this practice on the day preceding the count and
during the count period. Carriers who do not case mail upon return to the
office after completing their routes will not do so on the day preceding the
count nor during the count period. All mail must be recorded on

PS Form 4239, Count of Mail (Rural Route) (see Exhibit 534.2), for the day of
the count on which it is cased. Therefore, mail cased on the day preceding
the count is not included in the count. However, mail cased after the carrier
returns from serving the route on the last day of the count is credited on the
same PS Form 4239 used earlier in the day, and is included in the count.

Available Mail

Available mail is that mail distributed and placed on carrier case ledges, in
hampers, trays, or on the floor beneath the carrier case, and in distribution
cases up to the cutoff or final withdrawal time prior to departure time to serve
the route. It does not include mail distributed after the scheduled cutoff or
final withdrawal time, or mail received too late for distribution, as long as the
requirements in Postal Operations Manual (POM) 612.1 are met.

Note: Carriers who withdraw mail from distribution cases, or other
employees who place mail at or near cases, must do so in accordance
with the nationally established criteria. The withdrawal procedure
established for the count period must be the same as that normally
followed during the remainder of the year.

Distributed Mail

Mail is distributed to ensure a normal flow on the day preceding the count
period and the last day of the count. All simplified address mail available at
delivery units is distributed to rural carriers during the count period.

Exception: When a commitment has been made to a mailer to deliver on a
specific date other than the count period, the carrier must honor the mailer’s
request.
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535.1
535.11

535.12

Rural Carrier Duties and Responsibilities

Mail Count Forms
PS Form 4239

Description

a.

PS Form 4239 (see Exhibit 534.2) is designed to function as a
combination worksheet and mail count record. This important daily
record provides the basic source of mail volume and time data that is
transferred to PS Form 4241, Rural Delivery Statistics Report, and
consolidated for the count period. (Use a separate form to record each
day’s mail count.)

The postmaster, supervisor, or mileage route carrier responsible for
conducting the count prepares PS Form 4239 daily. PS Form 4239
worksheets are completed as the mail is counted. After PS Form 4239
has been completed each day, the postmaster retains the original, and
the carrier receives a copy.

When management completes PS Form 4239, it will be shown to the
carrier, upon request, before the mail is trayed or strapped out to allow
verification of the count data.

The postmaster, supervisor, or mileage route carrier who makes the
daily count must sign PS Form 4239 each day.

Carriers serving evaluated, high density (L) or auxiliary routes do not
make entries on PS Form 4239.

PS Form 4239 is completed at intermediate offices and forwarded
under cover daily to the headout office postmaster for consolidation on
PS Form 4241. PS Form 4241 is not completed at intermediate offices.

On presently classified evaluated, high density (L), and auxiliary routes,
PS Form 4239 is completed in accordance with 533.23.

On mileage routes not classified as high density (L), PS Form 4239 is
completed in accordance with 533.22.

Completion

During the entire mail count period, complete PS Form 4239 daily for each
route. Transfer the totals daily from PS Form 4239 to PS Form 4241. Use the
following guidelines to complete PS Form 4239:

1.

Column 1 — Letter Size

a. Enter in this column all letter-size mail, including ordinary letters,
cards, newsletter type mail, and circulars 6 1/8" or less in width
that can be cased in the separations of the carrier cases. Small
magazines and small catalogs 6 1/8" or less in width and 3/8" or
less in thickness are included in this column. Include detached
address labels (specifically addressed) for sample merchandise,
magazines, and catalogs in the letter count.

Note: The maximum thickness of 3/8" applies only to small
magazines and small catalogs. Letter-size mail is mail that
fits in the width of the case separation in use, regardless of
thickness. All detached address cards (with a specific
address) for sample merchandise, shared mail, magazines,
and catalogs are included in the letter count.
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b. Do not include newspapers, boxholders, flats, and rolls even
though they may be cased with letter mail. Count each direct or
segmented bundle (see 225.4) distributed and tied out at mail
distribution cases as one parcel and enter that number in
column D. Do not count direct or segmented bundles tied out at
the carrier case (see 225.5) as parcels. Do not include registered,
certified, COD, numbered insured, Priority Mail Express, and
other accountable mail in this column.

Column 2 — Sector/Segment Letters

Enter in this column all mail up to 6 1/8" in width that is processed on
automated equipment in sector/segment order.

Column 3 — Delivery Point Sequence (DPS) Letters

Enter in this column all mail up to 6 1/8" in width that is processed on
automated equipment as Delivery Point Sequence mail.

If fewer than 2,400 pieces of DPS letter-size mail are averaged per
week during the entire mail count period and/or the route, was not
validated before the count as meeting the 98 percent quality threshold,
mail processed as DPS will be cased and recorded as sector/segment
mail in column 2 on PS Form 4241, Rural Delivery Statistics Report, or,
if it does not qualify as sector/segment mail, recorded in column 1,
Letter Size, or column 4, Newspapers, Magazines, Flats, Catalogs, and
Rolls, as appropriate.

Note: Casing of DPS mail will not change mail count procedures
or time standards applied to DPS or other mail.

Column 4 — Flats, Catalogs, Magazines, Newspapers, Rolls, Other
Non-Letter-Size Mail

Enter in this column newspapers, flats, magazines, catalogs, rolls, and
other non-letter-size mail that can be cased for delivery using carrier
casing equipment. This includes catalogs cased with other mail or
cased separately. This does not include those items specifically
referenced in column 6, Parcels. Exceptions: Count simplified address
articles, including mail with detached labels, as boxholder mail and
enter the number in column 7. Count each direct or segmented bundle
distributed and tied out at mail distribution cases (see 225.4) as one
parcel and enter the number in column 6. Do not count direct or
segmented bundles tied out at the carrier case (see 225.5) as parcels.
Do not count registered, certified, COD, numbered insured mail,
Priority Mail Express, and other accountable mail in this column.

Column 5 — Delivery Point Sequence (DPS) Flats

Enter in this column all mail processed on the Flat Sequencing System
equipment in delivery point sequence flat order.

Column 6 — Parcels

a. A parcel is any rigid article that exceeds any one of the following
dimensions:

(1) 5"in height.
(2) 18"inlength.
@) 19/16" in width.
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Examples: A rigid article that measures 4" x 15" x 1 3/4" is
recorded as a parcel because the 1 3/4" thickness exceeds the 1
9/16" criteria. However, a rigid article that measures 5" x 18" x 1
9/16" is recorded as a flat because none of the dimensions
exceed the stated criteria. (This includes articles properly
prepared and endorsed in accordance with Domestic Mail
Manual (DMM 601.5.0).

b. In addition, any nonrigid article that does not fit in the letter or flat
separations (where flat separations are used) with other mail is
considered a parcel. (This includes articles that have not been
prepared in accordance with DMM 601.5.0), even though the
mailer has endorsed them Do Not Fold or Bend. These nonrigid
articles should be carried and credited as parcels, provided that
they do not fit in the letter or flat separation (where flat
separations are used) with other mail without damage to the
article).

C. The carrier has the option of handling odd-size articles either with
flat mail or separately, regardless of how it is credited.

d. Parcels with detached labels do not belong in this column. They
are counted as boxholders in column 7. Only specifically
addressed samples too large to be cased are included in the
parcel count.

e. Each direct or segmented bundle distributed and tied out at the
mail distribution cases (see 225.4) is counted as a parcel. Direct
or segmented bundles tied out at the carrier case (see 225.5) are
not counted as a parcel.

f. Registered, certified, COD, numbered insured, Priority Malil
Express, and other accountable mail are not counted in this
column.

7. Column 7 — Boxholders

Enter the daily number of boxholders (families, boxes, or deliveries, as
appropriate) taken out for delivery on the route. This includes all
simplified address mail; including samples with simplified address
(see DMM 602.3.2). When samples are received with detached address
labels (specifically addressed), enter the total number of samples.
(See 535.12.1, column 1, for recording the label count.) Include
simplified address, detached labels (no specific name or address) in
this column. The number of pieces of boxholder mail must not exceed
the number of families or boxes (as appropriate) on the route for each
mailing. Include in this column all boxholders, whether cased or not.

8. Column 8 —Accountable Mail Signature ltem

a. Enter the number of articles received daily for delivery in this
column. Entries in this column preclude entries for the same
items in columns 1, 2, 3, 4, 5, 6, or 10.

b.  On high-density (L) routes where multiple accountable items are
received for one address, enter the items on PS Form 3883. The
route receives credit for one accountable article per page or
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10.

11.

12,

13.

partial page completed. Example: If a route received 10
accountable articles of which five were for delivery to one
address, the route would receive credit for six accountable items:
one item each for the five articles for delivery to individual
addresses, and one item for the five articles entered on

PS Form 3883, Firm Delivery Receipt for Accountable Mail and
Bulk Delivery, for delivery to the one address. Under no
circumstances use a PS Form 3883 for delivery of only one
accountable item.

c. When a PS Form 3883 is authorized for use on high density (L)
routes, additional credit is allowed for handling return receipts on
items listed in the book (see Column 26 — Return Receipt, L

Route Only).

Column 9 —Customs Due Received for Delivery and CODs

Enter daily the number of articles received for delivery.
Column 10 — Postage Due

Enter the number of postage due articles taken out for delivery. Do not
include postage due items in columns 1, 2, 3, 4 or 5.

Note: A carrier can receive a double credit for a postage due
parcel. Example: An ordinary parcel with postage due would be
credited as a parcel in column 6, Parcels, and in column 10,
Postage Due.

Column 11 — Change of Address (COA)

Enter in this column the number of change of address orders

(PS Form 3575, Change of Address Order, or PS Form 3546, Official
Change/Correction to Mail Forwarding Change of Address Order)
received and entered during the count period that you are required to
record the name and old address data on PS Form 3982.

PS Form 3546, initiated by the carrier, is creditable as a forwarding
order, provided that it is not a duplication of a previous action. There
must be no accumulation of change of address orders at the start of
the count period.

Note: Enter these items on the day you receive the 3982 PARS
label, not on the day you receive the COA. Do not record the entry
of a new or additional customer’s name on PS Form 1564, Address
Change Sheet.

Column 12 —PS Form 3982 PARS Label

Enter in this column the number of 3982 PARS labels received for
change of address orders (PS Form 3575, Change of Address Order, or
PS Form 3546, Official Change/Correction to Mail Forwarding Change
of Address Order) that you were not required to enter information on
PS Form 3982 during the count period.

Column 13 — Marked Up Mailpieces

a. In this column, record the number of pieces of all classes of mail
marked up. Markups are mailpieces undeliverable as addressed
that require the carrier to endorse the mail with the reason for
nondelivery specified in DMM 507.1.4.1. Do not record mail
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missorted to a route as a markup. Do include missorted and
missent mail in the original count of mail. This applies where
routes have been adjusted, territory has changed, or the mail is
routed to the wrong carrier.

In instances where mailing addresses have been changed from
rural routes and box numbers to street names and numbers, mail
is not credited as a markup on the route where the territory
transferred to or from. This is considered a hand-off and credit is
given in the original count of mail.

A markup credit is provided for the following categories of
undeliverable mail:

(1)  Mail Individually Endorsed by the Carrier. Credit a markup
for each piece of mail in the following categories:

(@@ Deceased (DEC). This endorsement is used only
when it is known that the addressee is deceased and
the mail is not properly deliverable to another person.
This endorsement must be made personally by the
delivering employee and, under no circumstances,
may it be rubber stamped. Mail addressed In Care Of
another must be marked to indicate which person is
deceased.

(b)  No Record Mail. Credit as a markup each piece of
mail given to the carrier under the provisions of 242.4.

(c)  Other categories as defined in DMM 507.1.4.1 unless
listed in 535.13.c.2 (bundled markups).
(2) Each of the following Carrier Endorsed Bundles is credited
as one markup:
(@ Insufficient (IA). Mail without number, street, box
number, route number, or geographical section of

city or city and state omitted and correct address not
known.

(b)  Attempted Not Known (ANK). Addressee is not
known at place of address.

(¢) InDispute (DIS). Mail is returned to sender by order of
the chief field counsel when it cannot be determined
which of the disputing parties has the greater right to
the mail.

(d)  No Such Number (NSN). Nonexistent number and the
correct number is not known.

() No Such Street (NSS). Addressed to nonexistent
street and correct street not known.

i) Unable to Forward (UTF). Mail undeliverable at
address given; forwarding order expired.

(9) No Mail Receptacle (NMR). Addressee has failed to
provide a receptacle for the receipt of mail.
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(h)  Refused (REF). Addressee has refused to accept mail
or pay postage charges.

(i) Temporarily Away (TA). Addressee temporarily away
and period for holding mail expired.

() Unclaimed (UNC). Addressee abandons or fails to call
for mail.

(k) Vacant (VAC). House, apartment, office, or building is
not occupied. It is used only on First-Class Mail and
endorsed Standard Mail items addressed to
Occupant, Resident, etc.

(0 lllegible (ILL). Address not readable.

(m) Undeliverable Bulk Business Mail (UBBM). UBBM
with a specific customer name and address. When a
piece of UBBM with a specific name is undeliverable-
as-addressed, place the mail to one side of the case
ledge or in another designated location at the case.
After completing casing of all mail designated for
delivery that day, bundle this mail and mark the top
piece UBBM, put your initials and route number on it,
and leave it on the case ledge.

(n)  Other Undeliverable Bulk Business Mail. UBBM
addressed to Occupant, Resident, or using the
exceptional address format (John Doe or Current
Address). Normally, this type of mail is undeliverable
only because the delivery point is vacant or the
address is incorrect. Place undeliverable UBBM
marked Occupant, Resident, or Current Resident to
one side of the case ledge, or in another designated
location. After completing casing of all mail
designated for delivery that day, bundle this mail and
mark the top piece “Other UBBM,” put your initials
and route number on it, and leave it on the case
ledge.

(0) Excess Boxholder Mail. Place all excess boxholder
mail into the appropriate container (sack, hamper,
tray, etc.), endorse a facing slip “In Excess of
Requirement,” initial the slip, and attach it to the
container with the excess boxholder mail. Note: Do
not credit as a markup parcel post endorsed only to
indicate that an attempted delivery notice was left.

14. Column 14 — PS Form 3821 Completed

Enter only the number of completed PS PS Forms 3821, Clearance
Receipt.

15. Column 15 — Non-Signature Scan ltems

Enter the number of items scanned for which no signature was
required.
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Column 16 — Load Vehicle

Enter the time spent transferring mail from the carrier’s work area to the
vehicle. This time should include taking mail from the work area to the
vehicle, placing mail in the vehicle, and returning the equipment to a
designated location. Postmasters or supervisors must observe the
loading operation daily to ensure that carriers operate efficiently.

Include only the time required to place mail in gurneys or hampers in
loading time if mail cannot be placed in the conveyance during strap
out. In offices where the carrier does not normally withdraw all mail for
the route, the required final withdrawal from the designated distribution
case, or other equipment, will be accomplished in conjunction with the
loading operation, and the actual time required included in the loading
allowance. Do not include the time used for this function if the carrier
receives the withdrawal allowance. Loading time in excess of

15 minutes must be fully explained in the Comments section of

PS Form 4239. However, do not interpret the loading allowance to be a
minimum 15 minutes daily. The actual time shown for loading the
vehicle must not include time for arranging parcels in delivery
sequence; this is included in the time allowance for those items in
column 6.

Column 17 — Other Suitable Allowance

a. A reasonable time allowance may be claimed for unusual
conditions, or for other services rendered on a daily or weekly
basis that are not accounted for under the normal work functions.
This does not include time for vehicle breakdowns. Management
must authorize items for which time is claimed under this
heading. These items must recur daily or weekly. Weekly safety
talks must be conducted, and the actual time required (usually
5 minutes per week) recorded in column 17.

b.  The actual time required to place Central Markup System/
Computerized Forwarding System (CMU/CFS) mail in the
designated location is credited in column 17.

C. The actual time required for full completion of the additional data
required on the edit sheet and maintenance worksheet for
C.L.A.S.S. (Computerized Labeling and Address Sequence
System) will be recorded in column 17. The entries should reflect
the average weekly time needed for completion of this additional
data. Time spent for regular completion and submission of the
edit sheet is not entered in column 17.

d.  Where no office personnel are on duty when the carrier returns
from serving the route on Saturday, the carrier receives actual
time allowance only for those duties performed over and above
the normal functions of this day and the following work day. (This
does not include time spent counting mail or completing count
forms.)

e. Those carriers who serve a nonpersonnel rural unit receive a
minimum allowance of 15 minutes daily for each unit served.
Boxes located in these units are not included in the route totals
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18.

19.

on PS Form 4241. Additional time above 15 minutes claimed for
servicing a nonpersonnel unit must be explained in the
Comments section.

f. Personal time, or time used for purchasing and checking stamp
stock, should not be entered. These times are credited when the
evaluation is processed at the Information Service Center (ISC).

g. No entries are made in this column for those routes using USPS-
owned or -leased vehicles. The ISC will automatically credit
appropriate time allowances as indicated in 535.23. Time spent
waiting for vehicle repair or tow while on the route is not a
recurring function, and is not granted.

h. When a non-L route carrier purchases stamp stock at an
intermediate office, show the actual time required to perform this
function, not to exceed 5 minutes daily, in the Other Suitable
Allowance column 17 and explain in the Comments section.
During the mail count period, maintain the normal frequency of
stamp purchases at the intermediate office.

Note: For high-density (L) route carriers to receive this
additional allowance, their purchases must meet the
minimum requirements of 150 times the First-Class Mail
postage rate.

i All entries in column 17 require explanation in the Comments
section.

Note: No entries are made in this column for those routes
with collection compartments, or Parcel Post lockers located
in centralized delivery equipment.

Column 18 — Authorized Dismounts

The number of authorized dismounts is shown daily. (See 313 for those
instances where dismount deliveries may be authorized.)

A carrier authorized to dismount at a school. The school office is
closed on Saturdays. The route would be credited with a dismount
Monday through Friday, but would not receive dismount credit on
Saturday. Authorized dismounts must be explained in the Comments
section. When a carrier dismounts primarily to provide other services,
such as delivery or pickup of accountable mail, COD, Express Malil,
etc., do not authorize dismount credit; existing time allowance include
time for dismounting.

Column 19 — Authorized Dismount Distance (Feet)

Enter the authorized dismount distance (in feet) traveled daily by the
carrier. The distance entered could vary daily depending upon the
number of dismounts authorized each day (see Column 18 —
Authorized Dismounts). Before determining the authorized dismount
distance, the postmaster or supervisor must:

(1)  For single delivery point dismounts such as CBUs, a school,
mailroom, etc., establish the authorized parking location at the
closest practicable point.
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20.

21.

22,

Rural Carrier Duties and Responsibilities

(2  For multiple deliveries requiring a dismount (such as multiple
apartment buildings served from one park point, shopping
centers, etc.), a parking location is established at the most
advantageous point or points, and the authorized dismount line
of travel between delivery points is laid out in the most efficient
travel pattern. To avoid unnecessary trips to the vehicle and to
ensure employee safety, the postmaster or supervisor may
authorize the use of a carrier satchel or satchel cart.

When determining the authorized dismount distance, the postmaster or
supervisor must measure the most direct and/or efficient distance from
the point of dismount from the vehicle to the delivery point, or points,
and return to the vehicle. Record measurements to the closest foot.
Make all entries on the basis of the number of trips required by the
carrier each day.

A school is authorized as a dismount delivery point. The total dismount
distance from the vehicle to the delivery point and return is 140 feet. If,
on the first day of the mail count, the volume for this delivery requires
only on trip by the carrier, the carrier would receive credit for one
dismount in column 18 and 140 feet dismount distance in column 19.
If, however, on the second day, the volume for this delivery would
require two trips, the carrier would receive credit for one dismount in
column 18 and 280 feet in dismount distance.

There must be a reasonable expectation that the line of travel
established for the dismount is available to the carrier at least 90
percent of the time. This consideration is especially important in areas
that experience consistently heavy snowfalls where direct dismount
routes (not coinciding with existing sidewalks) will be blocked most of
the winter.

Column 20 — Letters and Flats Collected

Enter in this column the number of letters and flats collected on the
route. If mail is received in bundles, count each bundle as one piece.
Do not count each piece in the bundle. Do not include mail picked up
from a collection box or cluster box unit (CBU) collection compartment.
Centralized delivery equipment collection compartments receive a
standard allowance.

Enter in column 17 the actual time required to open the collection
boxes, remove the mail, and close the boxes.

Column 21 - Carrier Pickup Request and Prepaid Parcel Event

Enter in this column the number of official requests received via “My
Post Office” (MyPo).

Record the pickup event even if the official pickup request results in no

qualifying pieces being collected.Record one event for prepaid parcels
in excess of two pounds not associated with Carrier Pickup requests.

Column 22 - Carrier Pickup Items and Prepaid Parcels over 2 Ibs

Record each Priority Mail, International Mail, and Priority Mail Express
item picked up by the carrier at a Carrier Pickup location. Also, record
each prepaid parcel accepted in excess of two pounds including
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23.

24,

25.

26.

27.

Parcel Return Service (PRS) and Merchandise Return Service (MRS).
Sacks of parcels collected will receive one parcel accepted count.
Individual parcels in the sack will not receive an individual count unless
the carrier is required to scan each piece.

Record the ACTUAL number of eligible packages picked up by the
carrier. Obvious letter and flat mail pieces collected at a Carrier Pickup
location are not included in Column 22.

Column 23 — Parcel Accepted, Ordinary, Insured, COD

Enter in this column the number of ordinary and insured parcels
accepted on the route. These are parcels that require the carrier to
weigh, rate, and affix postage to the article.

Do not enter obvious letter— and flat-size mail, including filmpacks,
etc., whether the carrier affixes postage or not. Count presacked
parcels for which postage has been computed as one parcel for each
sack. Do not credit parcels that a customer refuses or are not
deliverable as a parcel accepted.

Column 24 — Registered and Certified Accepted

Record in this column the number of registered and certified articles
accepted on the route. Do not include in this column those items on
which postage has been prepaid by the customer and which do not
require endorsement of PS Form 3800, Certified Mail Receipt, or

PS Form 3896, Receipt for Registered Article. Do not include those
articles returned when PS Form 3849, Delivery Notice/Reminder/
Receipt, has been left for the customer in the count. Time credit for No
Response-Left Notice items is included in the time factor for delivery.

Column 25 — Money Order Applications Processed

Record in this column the number of money order applications
received on the route. If rural carriers reside on the route they serve
and regularly purchase money orders throughout the year, they will
receive credit. Postmasters or supervisors review each money order
application daily.

Column 26 — Return Receipt, L Route Only

On high-density (L) routes, an additional credit is received only for
those return receipts for accountable items handled via PS Form 3883
(see Column 8 —Accountable Mail Signature Item). Enter in this
column the number of return receipts attached to those accountable
items entered on PS Form 3883. Do not credit return receipts on
accountable items delivered other than those listed on PS Form 3883.

If a route received 10 accountable items and each had a return receipt
attached, but only four of the items were listed in a firm delivery book,
the route receives credit for four return receipts in column 26.

Column 27 — Lock Pouch Weight Carried Daily

Enter the weight carried in pounds (rounded to the nearest whole
pound) of all mail, including outside pieces, to or from designated
offices. Carriers serving nonpersonnel rural units do not receive credit
for a locked pouch.
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28.
29.

30.

Rural Carrier Duties and Responsibilities

Column 28 Reserved

Column 29 — Waiting Time

Enter the number of minutes the carrier spent waiting for mail after the
official starting time.

Column 30 — Counting Time

Enter the number of minutes actually used to count the mail. Only the

carrier’s time is recorded and not the postmaster’s or supervisor’s
counting time.

5352 PS Form 4241

535.21 Description

PS Form 4241 is the source document used to determine the evaluation of
all rural routes (see Exhibit 535.21 (p. 1), PS Form 4241, Rural Delivery
Statistics Report).

535.22 Completion

a.

General. The totals of columns on PS Form 4239 are transferred daily
by your Postmaster or supervisor to the proper lines on PS Form 4241.
This information may be made available to the carrier.

Official Length of Route. Show to two decimal places the official
length of the route obtained from the latest PS Form 4003, Official
Rural Route Description (see Exhibit 132.2). Example: Show a route
61.38 miles in length as 06138.

Types of Boxes

(1) Regular Boxes. Show the number of regular boxes on the route
as of the last day of the count. Show 487 boxes as 0487.

(2) Centralized Boxes. Show the number of centralized mailboxes
on the route as of the last day of the count. Centralized
mailboxes are defined as any mail-receiving unit where the
carrier has access to more than one customer’s receptacle by
opening only one door. This includes such items as CBUs,
apartment receptacles, delivery centers, postal centers,
mailrooms, etc. Not included are boxes served through
nonpersonnel rural units.

(3) CBU Collection Compartments. Record the total number of
CBU collection compartments on the route as of the last day of
the count. Normally the compartment is located in the top left
separation of a CBU. If a carrier serves 40 CBUs and 20 contain
collection compartments, an entry of 020 is shown. The
collection compartment is not counted and entered as a
centralized box in the centralized boxes block. Treat mail
collected from these compartments as collection box mail. Do
not count or enter this mail in column 20, Letters and Flats
Collected. (On the first day of any count, enter in the Comments
section of PS Form 4239 the location of all CBU collection
receptacles.)

Handbook PO-603



Inspection, Count, and Adjustment of Rural Routes 535.23

September 2013

(4) Parcel Lockers. Record the total number of parcel locker
receptacles on the route as of the last day of the mail count.
Parcel lockers are used for delivery of ordinary parcels and other
items too large to fit in mail receptacles. If there are 10 parcel
lockers on the route and each has two parcel post receptacles,
record 20 in this block. (On the first day of any count, enter in the
Comments section of PS Form 4239 the location of all parcel
lockers.)

(5) Vehicle Stops for All Boxes. Enter the minimum number of
vehicle stops necessary to serve all boxes on the route. Where a
group of boxes can be served without moving the vehicle, count
as one stop.

535.23 Additional Information
Please complete the boxes at the bottom of PS Form 4241 as follows:

a.

Type of Report. Place a check mark in the appropriate block to

identify if the PS Form 4241 is being submitted as the result of a
national count, a special count, or an amendment to a previously
submitted form.

Families Served. Enter in this block the total number of families
served. Example: If 325 families are served, show an entry of 0325.

Locked Pouch Stops. Record in this block the total number of locked
pouch stops per day. Example: If a carrier delivers two pouches to an
office every day, enter the combined weight (rounded to the nearest
whole pound) in column Z. However, because only one stop is
required, enter one locked pouch stop, shown as 01, in this block. If a
carrier stops and leaves one pouch in the a.m. and later returns and
leaves another pouch or picks up a pouch, enter in this block two
locked pouch stops, shown as 02. Identify the location of locked pouch
stops on the reverse of PS Form 4241.

Mail Withdrawal. Where a carrier withdraws all mail from distribution
cases, place a check mark in the appropriate block provided.

Follow the Instructions Below for Seasonal Routes. If this is not a
seasonal route, disregard and proceed to the next section.

(1)  Seasonal Routes. If this is a seasonal route, place a check mark
in the appropriate block provided.

Note: Seasonal routes Not “In Season” — Proceed to the
next section.

(2) In Season. If the route miles, boxes, stops, and volume data
recorded on PS Form 4241 represent a route In Season, place a
check mark in the appropriate block provided and continue to
complete Seasonal miles and box data.

(3) Seasonal Miles. Record the number of miles traveled daily on the
seasonal portion of the route. Example: If the seasonal portion of
this route represents an additional 13.2 miles, record 1320 in this
block.

(4)  Seasonal Boxes. Record the number of regular and centralized
boxes on the seasonal portion of the route.
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Vehicle Data. Place a check mark in the appropriate block to indicate
private (EMA) or postal provided (GOV). If the carrier provides a vehicle
for the route, place a check mark in the EMA block. If the route is
assigned a USPS vehicle, place a check mark in the Govt. Veh. block. If
a USPS vehicle is assigned to the route, the following standard
allowances are automatically calculated and included in the route
evaluation:

[ Each week 24 minutes is provided for completing PS Form 4570,
Vehicle Time Record, daily; a vehicle safety check (as outlined on
Notice 76, Expanded Vehicle Safety Check,) daily; and
PS Form 4565, Vehicle Repair Tag, as appropriate.

[ For each fueling of the vehicle 4.5 minutes is provided. The
number of fuelings is determined by multiplying the daily route
miles (DRM) by 6 days and dividing the result by 100 miles per
fueling.

[ In no instance is a rural route on which an employer-provided
vehicle increased in weekly evaluation by less than 30 minutes.

Note: If the fueling location is not on the carrier’s line of travel, use
the following formula to compute the daily average deviation and
include it in the total route mileage. Fueling mileage deviation times
daily route miles times six divided by 100 miles per fueling divided
by 6 days equals daily average deviation.

Time Used During the Count. Record in this section during the count
period the total time (Hrs. Hund.) represented by the start, leave,
return, and end time as recorded on PS Form 4240. Record separately
all office, route, and net total time used, as well as any auxiliary
assistance time provided the route during the count period. Also enter
the total actual time spent by the carrier waiting for or counting the
mail. Example: If during a 12-day count, a total of 41 hours and 45
minutes was spent in the performance of all office activities, enter a
04175 in this column. The same procedure is applicable to route time,
net total time, auxiliary assistance time, and waiting and counting time.
Enter only the time the carrier used in counting the mail. (Time entries
in the Waiting and Counting column, taken from columns 29 and 30 on
PS Form 4239, do not increase or decrease the route evaluation.)
Include intermediate office time in the total office time computation and
subtract from the total route time.

Date of Local Pre-Count Conference. Enter in this block the date the
precount conference was held with the regular carrier assigned to this
route.

High/Low Option. Any rural carrier whose route may be classified in
more than one evaluated classification may elect the higher option if:

(1)  The requirements of the USPS-NRLCA National Agreement,
Article 9.2.C.7 are met, and

(@) Leave Commitment (explained below) is checked.
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- Leave Commitment. If carriers are eligible to elect the higher option,
they must sign the Leave Commitment block. By signing this block, a
carrier commits to use sufficient annual leave to ensure that total actual
workhours do not exceed 2080 during the guarantee period. If the
carrier signs this block, place a check mark in the appropriate block
provided. If the block is not checked, the route evaluation will be based
on the LOW option.

Note: Signing this statement fulfills the requirements of Article
9.2.C.7.a(2)of the USPS-NRLCA National Agreement.

k. Current Detour-Detour Miles. Place a check mark in the appropriate
block if the route is currently serving a detour. Enter the total number of
miles (to two decimal places) the carrier travels daily to serve the
detour. Example: If the route is currently serving a detour requiring an
additional 3.75 miles, record a 0375 in this block.

54 Compensation Adjustments

September 2013

541

541.1

541.2

541.3

541.4
541.41

Requirements

Substantial Service Changes

When a substantial service change occurs (an increase or decrease of 60
minutes or more in route evaluation), an adjustment of the evaluated
compensation takes place.

Formula
Such adjustment is made by applying a formula based upon the following:

a. The volume only factor multiplied by the boxes added to, or subtracted
from, the route since the last evaluation. (The volume only portion of
the box factor is shown on PS Form 4241-A.)

b.  The appropriate box allowance for those boxes added to, or
subtracted from, the route multiplied by the appropriate factor.

C. The changes in miles multiplied by the appropriate factor.

PS Form 4003

When a substantial service change, seasonal route change, or a change due
to unusual conditions occurs, you receive a copy of PS Form 4003, Official
Rural Route Description, showing the change.

Automation Processed Mail

Additional Compensation

If a carrier assigned a left-hand drive (LHD) employer-provided vehicle is
required to use his/her privately owned vehicle, is being compensated under
DPS letter standards, and is required to case all or a significant portion

(125 pieces or more) of his/her DPS letter mail due to machine failure or other
problems, additional compensation will be provided in accordance with the
following formula:
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[ The average daily DPS letter volume from the latest mail count (when
all DPS mail is received in a raw, unprocessed state or all DPS mail is
improperly processed requiring casing), or

[ The actual piece count (when 125 or more pieces require casing)
multiplied by (x) 0.0365 minutes per piece equals (=) additional minutes
payment.

If a carrier assigned a right-hand drive (RHD) employer-provided vehicle is
being compensated under DPS letter standards and is required to case all or
a significant portion (125 pieces or more) of his/her DPS letter mail due to
machine failure or other problems, additional compensation will be provided
in accordance with the following formula:

| The average daily DPS letter volume from the latest mail count (when
all DPS mail is received in a raw, unprocessed state or all DPS mail is
improperly processed requiring casing), or

] The actual piece count (when 125 or more pieces require casing)
multiplied by (x) 0.0465 minutes per piece equals (=) additional minutes
payment.

Additional payment procedures will be the same as outlined in Article 9.2.N
of the National Agreement between the USPS-NRLCA.

Note: Carriers should notify their manager immediately when they
receive DPS letter mail requiring casing. If a manager is not readily
accessible, carriers should note the number of DPS letter pieces they are
required to case and report it to their manager at the first opportunity.

Formal Review of DPS Letter Mail Processing

If a route receiving DPS mail frequently experiences significant decreases in
the quality of the DPS mail or there is a disproportionate reduction in DPS
volume in relationship to the total letter volume of the route, the carrier may
make a written request asking for a formal review of the DPS processing for
the route. If the formal review indicates a zone or route is no longer being
properly processed on automated equipment, quality has deteriorated
significantly, or a pattern of random automated processing is revealed,
management will take corrective action to ensure that the processing is
returned to levels equivalent to those experienced during the previous mail
count period.

However, if corrective action has not resolved the problem within 30 calendar
days of the carrier’s written request, management will prepare a

PS Form 4003, Official Rural Route Description, discontinuing the application
of DPS standards. The DPS volume will be reclassified as sector/segment
mail (if processing standards are achievable) or raw mail, as appropriate, and
a base hour change made to adjust the route evaluation. The PS Form 4003
will be processed with an effective date beginning with the first day of the
pay period in which the carrier provided written notification requesting a
review of DPS processing.
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542

542.1

542.2

542.21

542.22

542.3

542.31

542.32

543

543.1
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Adjustments

If, for any reason, management takes a route off of the automated letter mail
sort scheme, PS Form 4003, Official Rural Route Description, will be
prepared to appropriately adjust time allowances and processed to be
effective on the first day of the pay period in which the automated processing
is discontinued.

Box Allowance

Definition
Box allowance is the time allocated for each box that the carrier serves.

Non-L Routes

Regular Boxes
The box allowance for each regular box is 2.0 minutes.

Centralized Boxes
The box allowance for each centralized box is 1.0 minute.

L Routes

Regular Boxes
The box allowance for each regular box is 1.82 minutes.

Centralized Boxes
The box allowance for each centralized box is 1.0 minute.

Volume Only Factor

Computing Volume Only Factor.

The volume only factor is determined by converting the evaluated time from

hours and minutes to minutes only and subtracting the following:

a. Number of miles multiplied by the appropriate factor.

b.  Number of boxes multiplied by the appropriate time allowance.

C. Fixed allowances, such as replenishing stamp stock, office work not
covered and personal needs, withdrawal, locked pouch, dismount,
CBU collection boxes, parcel lockers, and other suitable allowances.
The remaining time is divided by the total number of boxes on the
route. This determines the volume only factor for the route (see Exhibit

531.3).
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Exhibit 531.3
PS Form 4241-M, Rural Route Evaluation Worksheet

F, UNITED STATES

POSTAL SERVICE o Rural Route Evaluation Worksheet
(Delivery Unit: Route #:
Carrier: Count Dates:
PS 4241 Allowance Factors | Allowance Factors | Weekly | Office Time | Route Time
Ref. No. Data Description Office Time (min) Route Time (min) | Average| (mins.) (mins.)
*|Route Length Miles X 12.0
*|Regular Boxes (Non L) Boxes X 2.0
*|Regular Boxes (L only) Boxes X 1.82
*|Centralized Boxes Boxes X 1.0
“INDCBU Coll/Comp Compartments X 1.0
*|Parcel Lockers Lockers X 2.0
1|Random Letters [Wkly Avg *(.0555)
2|Sector Segment Letters [Wrly Avg *(.0444)
3a|DPS Letters - Without GOV Vehicle Wily Avg *(.0333)
3b|DPS Letters - With GOV Vehicle Whkly Avg *(.0232)
4|Flats, Cat., Magazines, Newspapers, Rolls [Wly Avg *(.1)
5a|DPS Flats - Without GOV Vehicle [[wkly Avg *(.0588)
5b|DPS Flats - With GOV Vehicle | Wly Avg *(.0232)
6|Parcels [y Avg *(.333) WKly Avg *(.167)
7|Boxholders [Iwkiy Avg *(.04)
8|Accountable Mail (Signature Item) ||Wkly Avg *(1.0) Whkly Avg *(3.466)
9|Customs Due (Rec'd for Del), C.0.D. [wkiy Avg *(1.5) WKly Avg *(4.466)
10[Postage Due [[widly Avg *(.2) round to #
11|Change Of Address [Iwkiy Ava *(2.0)
12|PS Form 3982 (PARS Label) [y Avg *(.25)
13|Markup [wkiy Avg *(25)
14|PS Form 3821 (Completed) [Wkly Avg *(2.0)
15|Non-Signature "scan" Items Wkly Avg *(.3)
16|Load Vehicle Actual Wiy Avg
17|Other Suitable Allowance [Actual Wkly Avg
18|Authorized Dismounts Whkly Avg *(.1)
19|Authorized Dismount Distance (Feet) Wkly Avg *(.00429)
20|Letters, Flats Collected [Wkly Avg *(0.04)
21|Carrier Pickup Request & Prepaid Parcel Event]lvmy Avg *(0.75) Wkly Avg *(0.75)
22|Carrier Pickup ltem & Prepaid Parcel over 2Ibs. | Wkly Avg *(0.15)
23|Parcels Accepted, Ordinary, Insured, C.0.D. ]|Wl<|5.I Avg *(2.0) Whkly Avg *(2.0)
24|Registered, Certified Accepted | Whly Avg *(2.0)
25|Money Order Application Processed Iwkiy Ava *(1.5) Wily Avg *(2.0)
26|Return Receipt ('L' Route Only) Wiy Avg *(0.25)
27|Not Used
28|Reserved
29|Not Used
30|Not Used
*|Stamp Stock 20 (
*|Scanner (Retrieval / Setup / Return) 6
*|Strapping Out WKly Avg (1)+(2)+(4)-{13)°0.01428
*|Other Office & Personal 0
*|Lock Pouch Stops # of Stops *30
*|Withdrawing Mail (Yes=30) (No=0)
*|USPS® Vehicle Allowance Daily Rie Miles *(6/100°4.5)+24
*|Reload / Unload 18 min Wkly
Weekly Totals (Minutes)
Standard Time (Hours and Minutes)
Rural Route Evaluation - Low Option
Rural Route Evaluation - High Option
Volume Only Factor

PS Form 4241-M, July 2012
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543.1

Exhibit 534.2

PS Form 4239, Rural Route Count of Mail
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Exhibit 535.21 (p. 1)
PS Form 4241, Rural Delivery Statistics Report

: UNITED STATES
‘ POSTAL SERVICE & Post Office ™, State, and ZIP+4°
Rural Delivery Statistics Report
District District ZIP Code™ Carrier's Name
Date of Count Errresi Route Route Miles Regular Centralized NDCBU Parcel Vehicle
From - Through - No. (Hundredths) Boxes Boxes Coll. Comps. Lockers Stops
- = 3.DPS 4. Flats, Catalogs, 8. Accountable | 9. Customs 10.
Date 1.Letter 2. Sector/ Seg Magazines, 5.DPSFlats | 6. Parcels |7.Boxholders | Mail Signature |Due, Rec'd for| Postage
Size ment Letters Letters papers, Rolls Item Del., C.0.D. Due
Total
11. Change of | 12. PS Form 15. Non- 16. Load | 17- Other Suit-| 18. Authorized |19. Authorized|20. Letters
Date Ve 9 3982 1:&::;’:"" . 1"‘“';2:"";'“3?21 Signature Scan — " |able Allowance| Dismounts Dismount | & Flats
ress | PpARS Label . P Items Vehicle (Exp.Req) | (Exp.Req) |Distance (Feet)| Collected
Total
21. Carrier 22, Carrier 23. Parcel Date of Local Pre-Count
Pickup Request|  Pickup Htem A d 24. Reqi 25. Money Order|  26. Return 27. Locked Conference
Date L £ Application Receipt (“L™ : 28. Reserved
Prepaid Parcel | Prepaid Parcel Ordinary, |Certified Accepted Prorassed Route Only) Pouch Weight
Event Over 2 lbs. Insured, COD
High Option?
Yes No
Leave Commitment
Signed?
9 Yes No
Current Detour?
Yes No
Detour Miles (Hundredths)
Total
—
Mational Special Amended Negated Vehicle Data EMA Govt. Veh. | Inthe event that | am eligible to elect a higher route classification, | agree
. Time Used During Gount (Hrs. & Hund.) (Subtract to use sufficient annual leave during the guarantee period to assure that my
Number of Families Served LllJrlCh Time ﬁuu;ngOﬁlc: aLdfur Ruut;e Tfrrl{e :s ! total actual work hours will not exceed 2,080 during the guarantes period
MNumber of Locked Pouch Stops (if i Reported on PS Form 4240) Carrier's Signature for “Leave Commitment”
Mail Withdrawal? Yes No Office Time
nal R 7 Yes Mo Route Time Count Data Certified To Be Comect/Agreement with Count
In Season? Yes No Met Total Time Carrier's Signature and Date (MM/DDYYYYY)
Seasonal Miles (Hundredths) Auxiliary Assistance | Office
Seasonal Regular Boxes Used Route Postmaster's Signature and Date (MMDD/YYYY)
Seasonal Central Boxes Waiting and Counting Time
PS Form 4241, July 2012 * Explanation Required when time exceeds 15 Min.
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543.1 Rural Carrier Duties and Responsibilities

Exhibit 535.21 (p. 2)
PS Form 4241, Rural Delivery Statistics Report (Comments)
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PS Form 4241-A, Rural Route Evaluation

Exhibit 535.31
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