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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

October 2012

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.

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

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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f. Completing 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

13141

131.2

131.3

1314

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. Form 4024, Request to Repalr Roads (see Exhibit 131.1a).
b. Form 4056, Your Mailbox Needs Attention (see Exhibit 131.1b}.

cC. Notice 38, Approaches to Curbside or Rural Mailboxes (see Exhikit
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 Form 40562, Notice to Customer of Correct Address,
advising them of their proper mailing address. Every 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 biclogical 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 (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 1o 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
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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

1421
142.11

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.

Handbook PO-603
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14212

142.2

142.3

151.2

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.

o} 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 1o you.

Time Certificates

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

(see Exhibit 142.2a) or Form 1314-A, Auxifiary 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

October 2012

151

1511

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 ot older, and catriers who have served continuously

5
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152

1821

182.2

152.3

152.31

152.32

152.4

152.5

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 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 petiod and must be recorded under lunch on
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 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 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
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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.
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162.2

162.3

163

163.1

163.2

163.3

164

164.1
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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 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 Form 3369
must be signed, and the previous form canceled and returned to you. A
supplemental write-in 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.
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164.3
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166.1

166.2

166.3

167

168
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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-348, 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,
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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

1711

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 Form 4056 to notify customers to
correct any deficiencies. Form 4056 must be signed by your postmaster or
supervisor (see 313.72),

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.
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171.51

1715 Protection

17151 Federal Employees’ Compensation Act (FECA)

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 warn 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 BHD 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.

(2) 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
raute, 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 cartier determines it is safe to do so.
The rural carrier should consider the following factors when
assessing the use of the seat belt and approptiate seating
position;

(@  Distance between stops.
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171.6

171.7

171.8

172

Rural Carrier Duties and Responsibilities

(b)  Traffic density and weather conditions.

(c) Roead design characteristics, such as number of
intersections traversed, rocad shoulder width, and surface
conditions.

(d)  Other factors affecting safety.

Authorized Passengers

Only authorized passengers cn official postal business are permitted to ride
in postal-owned, GSA-ownhed, rental, or contract vehicles {including
employees’ privately owned vehicles when used in postal cperaticns). All
passengers must use seat belts. Where conventicnal passenger seats have
nct 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
rcadways, 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 ¢n 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 metion.

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

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

c. Inform your postmaster or supervisor immediately of the revocation or
suspensicn of your state driver’s license. Note: Revocation or
suspensicn 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 cr suspension of the state driver’s license is with the
condition that the employee may cperate a vehicle for employment
purposes, the OF-346 is not automatically revoked.,
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173.1

173.11

173.12

173.13

173.13

Accident Reporting

Vehicle Accidents

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.

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.

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.

~ 0o o0 0

Provided other drivers or principal parties to the accident the
information required by law using Form 4585, Postal Driver Accident
Information (see Exhibit 173.131).

g. Obtained, as far as practicable, the names and addresses of all
principals and withesses using 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 31. 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 31 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.,
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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 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 173.2h). 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,
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18 Rural Carrier Duties and Responsibilities

Exhibit 12f (p. 2)
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 hlocks on the upper poriion of the form.

¢ Complete Columns 7-12 on a daily or weekly basis. as appropriatc.

See that the carricr 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
10 hours and hundredths und enter the time in Columns 7-8. Entries in Columns 9-11 tnust aivo 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 spucified in the Agreement), and not on the basis of calendar or fiscal vear.

Kecord daily ovenime for all actual time worked in excess of 12 hours a day, or 8 hours a day, whichever is appropriate (National
Agreement). Authorized evertime hours worked Jduring the prescribed Christmas period shall be identified by circling the entry
in Column 9.

* Record weekly oventime for all hours and hundredths worked in cxcess of 56 or 40 in a weck, whichever is apprepriate (National
Agreement), in the open blocks in Columns 10 and 11.

Enter A/L, S/L, ctc., in Column 7 when the regular carrier is on annual leave, sick leave, etc., enter hours worked each day by
thie relief carrier in Column 8.

* Submit amended Form 4003 if unnecessary travel can be climinated 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.

Carricr shall:

e Make daily entries in Columns 1-6 and the REMARKS columa.

* 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 rowte miles, ete.,
in the space below as the changes occur.

Names of Past Oftices Supplied by Lockaed Pouch

1, 4, 7.
2 5 ES
3 6. 9.
Use this information to update *'DELIVERY DATA™ when next Form 4240 is prepared.
Renidential Business Dat
Data B[‘):]!:;S:S%s Box #. Strest Addrass, Apt./Suite # and Customer's Name Sirar T Box!
) Other | Curt |npcau [ 200 | Other | Curo [NBCBU | TR | NPU
=¥ | +{s F3¥T Soms £ le
f Co ddems #
C.A_fidones *ol
U_{leta ens 7
F (ded s 4
("- MAI;‘U (. 0
\j Dag P fa
fa-fo | * ¢ 3376 (Grofed (A, = Fegian £
- = ¢ S¥€1 PA L Bueud (Uacaat -q0) ~f

Additional [Infarmatian

The collection of this information is authorized by 39 USC 401, 1003, 1005, 5 USC 8339. It will be used 1o reflect accurate timekeeping. As a routine use,
this information may be disclosed 10 a Federal agency when relevan to the adminisiration of employment benefits and programs including EEQ, to an approptiale
law enforcement agency for investigation or prosecalive purposcs, to a Congressional office at your request, to the OMB for review of private relief legislation,
to a labor organization as required by the NLRA, and where pertinent, in a legal proceeding to which the Postal Service is a party. Completion of this form
is a pre-condition of your employment.

P5 Form 4240, Aug. 1987 (Reverse)

WL LGFD: LS/ 1RI-TON/HGT T
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Exhibit 131.1a
Form 4024, Request to Repair Roads

BTES POSTY

» UNITED 5,
5
E

* IA¥IS

Fusunad

United States
Postal Service

The United States Postal Service requires that roads traveled by its delivery personnel shall he 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 pramptly so that changes in delivery service do not
become necessary.

Offiee & Route No.: f;/f;el/# /40'?& /V) "'/?V/?Al— /?'V-"-E Vd

FJ

Location of Road(s): ﬁﬂffk/ﬂﬂ_b ﬁl?b’ ,’A- //455 %ff (o‘fféd/-ﬁ/dd_ﬂ

Work Needed: 11£P4/£_ -3/?/,055

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

W24 ,d:;,xrn?

Sincerely,

P5 Form 4024, Apr, 1986 REQUEST TO REPAIR ROADS

October 2012



18 Rural Carrier Duties and Responsibilities

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

Your Mailbox Needs

Attention INSTRUCTIONS

Whenever possible, boxes must be located sc that carriers
vehicle is off pavement when serving them.

YYHICH ONE
LOOKS LIKE
YOUR MalL
Box?

D)

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

g - y -
Paostal regulations require customers to provide and eredt at their own expense rural h

mail boxes which meet official standards. A recenl inspection disclosed the following Post must be neat and of adequate strength and size.
faults.

| Vo boe i nol a0 aporovest b 10. Tha Sugnal Flag reeas B1onbon Approach to box should be a hard level surface (gravel, cinders,
11. Your tox 1s 6o noar the 1oad stone).
2. Tho door naeds altanton ; X . .
' 2. Your box s loo far from the rosd Boxes must be placed to conform with state laws and highway
3 Box must be kcated S0 Caroer can serve @ 13 our Box shauld face fhe road regulations.
withaut ladviny vehicke 14 Your bax should be sacuredy fastanad 10 s
SupROrt
4. Your box is nob walerproo! 5. Your bax shouid He mada lavel, and 1he pos! % B 0 e S PN SN YFTREERS Y
firmly planted
5 Your 5ok shoukd ba ralsod Suggestad installation
gl 16 A new post foryour b should be prowded | S95°S100 D Suggested stallatlon whare snow rarmoval
6 Your ok should Do ks 17 The raeal box number mMust ba panfod in
I hes numerals nat less than ane ingh high aa tha
ide of the box wsible o the caitier os thay
7. Your box must be iocated on the nght-hand | ! o
sdin of the road in the carmer's direction of :?;’?,2::.;'.:“' o i o g 4100 003 T
traval 926 PINE AVE. 7615 OAK 5T
8. The approach o your box should ba fiksd and 48 Your box should be pitnird 10 Srewn|
rroperty graded & kep: unobsiructad at all Fusting ”=‘| ] ﬁ
tenos
18. Your houss numbor musl be clearty
9 The appruach W your box shogkd be kept displaped ____ on your house
L ciear of snow, veh'cles, and ofher obstacles. o O your Dox y
{20, Gihar Faulls Y
. J
- e, L
Please help us provide you with betler service by correcting these faults W
¥
After this date, delivery senvice may be suspended untii the faults are
comected. Your coaperation is greatly appreciated. .
greatly 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 1o adjust box height.
(Poslmmsiart
o S/
PS Form 4056, February 1391 Ps Form 4056, February 1991 (Rovarsa)

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

Approaches to Curbside or Rural Mailboxes
Dear Postal Customer:

This 15 a reminder that postal regulations regarding delivery of mail to rural
or curbside boxes reguire custorners te keep the approach to their mailbox clearcd
of snow., vehicles, and other objects. This will pernut the carrier to drive up
o your mailbox o deposit and colleet mail without Teaving the vehicle. Clear
the approach o and exit trom the mailbox on both sides 10 allow the carrier
to drive ahead rather than bick up the vehicke after delivery.

Your cooperation in this matter is sincercly appreciated. M vou have any
questions. please contact us.

Natice 38, January [988 Your Postinaster
1.5, Govatment Firting Offica; 1061 — 28240426772

18 Handbook PO-603
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Exhibit 131.5
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 k™ 4 , 197&_, your new maiting

address will be:

- Foere 2 L2

(Rural Route): : - (Box No.})

(House No.) {Street) o _ {Apt. No.)
EFeRpr Kockx VD e s —o 2

(City) (State) (ZIP + 4)

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 doer 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 Farm 3576, Change-of-Address Request for Correspon-
dents, Publishers and Businesses, for use in notifying correspondents and publishers of
your new address.

Mail bearing your old address wiil 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.6. GPO:1990- 262-474/05407
PS Forrn 4052, December 1988

October 2012
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18 Rural Carrier Duties and Responsibilities

Exhibit 132.2
Form 4003, Official Rural Route Description

L 5 Pastal Sorvice
OFFICIAL RURAL ROUTE DESCRIPTION
Pastmaster will complete this part. See insteuctions for completion on reverse of Part 3.
Posr O**ice “New Gase Hour (STardard Hour Change Renuired ]
1] Aagustment Z Col'Comp 71 Censobaation®
Mechanicsvillle ] Coanvert 1o Rey C 3scont nuee T1 Mew Avurtes
N - T Lewsnsion [} L oceud Pouch ) lretour-
Blatoard 218 - 4 Coue [ Dbt on E ection [ Poregl Lacker .1 Seasona Route”
VA 23111-9998 [ Rer-tasared [ vennle Lata 1 nacetn e
Convertes o centrahired boxes onl - raren Ation
Fonanue No RauteNe M| j'; K R T aféa‘;eas.‘;‘ﬂ “:?tﬁu' ‘F':**‘“’ [il Hugh
Li1633 001 ol 5 5[ 1 o]l o 0l of of of of 0| 0 ol o] 0] 0| 0| 0] 0| 1 o] o] I Lo~
Lo ked Ponrh Week v Wk oy s ount Hugy a1 Centra zed . Base Vuhowly Do Eftect ve
o e omg] Drsmanacs Distanie Hewes Roxns Blows Charae  l ) wa Cate
- LJorsa n
o000 dq o § 0 0/ 0] O 9 Of 0] 4 4/ 0] 0 0] 13| 4 3| 0] 4 5 2| G icovr vor 0|6 1 6/9l0
Netin of Carrier approved By / Date
Penny Seay M%/ é ‘5/ ?d
L BRISFLY OESCHIGE THE LINE OF TRAVEL Miles Line SOW ONLY ONE DIRECTIUN AND RF TRACE " Wi
-ne Fro THE POST OFFICE AND RETUAN e B ON EACH LINE TD TWQ DECIMaL FLACES win
! | an Mill 2d to Rlufiside fd L Bl
2 L gn Bluffeide Wé Digmounl. Serye CHU LE a2 o
1 Betrace Bluffside &d tn WMill Rd .13 ai ]
I |__ 4 on Mill B4 te Mapie Br N 108 ]
L.v 4 Bonwapte Or & Retrace to #ill Rd ) 1] an I
Roon_Will Rd to Reck Ridge Rd o 2.00 a6
7 0 R on Rock Ridge Rd 1o River Rd ) 5.60 ar i
S} raaasr Dangerous Intersection hsedt a8 |
L2 L on River Rd to Deer Run Ln 4.80 Ay ]
L.Jo [t on Deer Run Ln B Relrace lo River Rd .5 50 __ ]
" L on River Rd Catlin R4 .85 | » _
v L on Callin Rd 1o Atlee R4 1,70 | s |
vt ) & on Atlee 3d to Mountain Rd 3.80 54
P 14 L on Wountain Rd 10 HWY 141 4.15 ha e ]
15 L on HRY 141 to Remaine Creek Rd__ 1.10 55
_t ] A oon Romajne Creek 84 to Sandston Ré 0 bis L ]
ki L on Sandston Rd to Amelia St N 57 |
| ] R on Amelia S1 to Chesterfield 9r .55 ot
" L on Chesterfield dr to Arvemia S1 A5 | so
20 R on Arvonia St 1o Moaidelia B¢ 15 60
s L on Hontdetia Dr to Ashland §t .80 | &
2z R on Ashland S5 to Lowwsa Dr 5.80 G2
25 L oon Louisa §1 fo Stafford Or 4.85 | 2
| 2a | seater fayurion RA Crossing *eerts 64
25 R on Stafford Dr 1o West §t 1.40 65
26 L an Test 51 to Will Rd 1.30 G0
[ Roan MilL Rd to Post Gffice B0 87
28 [£:]
1y - T T T T T I : Gt
40 - 30
1 Fal
12 iz
13 iy
!z:"- T T n Ta
EE i
T T T T 74
i 77
15 A
it 79 -
40 - Total Otficial Roure Mileage 55,

PS Foarm 4003, tune 19587 SO TS TER
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General Information

Exhibit 142.2a

Form 1314, Regular Rural Carrier TIme Certificate

Exhibit 142.2b

o ] Regute Ruiy Sarciar, Tine Cortdicate
P T ; . " ]‘ ol G ity Nt ors | Re np JLEEM v i
ROSLNJRRK DA l 11 8000 :I: 468-23--3012 71 ROOT[E [ 90) 1% R
____“_“‘*L e !‘ -_-_ . B :__‘_‘I_ " o <I Al Wk Ly T COP | Limited Buly } Route [GT veh| miles  [Chosimas Asst
tweel]  5al. Man Tum wad . Tu Work Hour. | Overtimo Hours Howes Hours Cov. | Used | Omitted | Wrk Hes.
1| K 42 /5|
W J 1000 | nee [ 1008 | His | 100s M | 1006 | mies | Tops | mitps | Hes | 1005
o - .
Bl2) k | X 3¢ /o
e K\ Hrs_ | 1005 | s, | 1005 | M | 100s s | 100 | wties | Teipn | Mites | His | 1008
=3 : Wornek | Wl mation T Wk 7 ot v
2 Mame ot Aclual Wkiy Mo | EM Whaois Miles Actual Wkly No | EM Whals Miles
E DES Roliot Casries Soulal Secunty Numbur wik M 70 kM ] Only { Bev (o) Jomita ] WrkHis. | em | Only {Dev o8 fomita 1)
o ;
- . .
0L, 40 of
e{73|8Revicik R |333 23 - yyaa| Sl FO1/ 149512
g
2 B R S0 L bes | 1008
-4
Hn, l 100s Hr:._]_ 100
wrs | 1005 Hrs. | 100s
» L L o _ MNJ 1a0s el FHn l 10003
Yhis certaten | [P [N e R Uate Careies's Inealy
D cfifge DAR

Form 1314-A, Auxiliary Rural Carrier Time Certificate

U.5. Posta! Service
AUXILIARY RURAL CARRIER TIME CERTIFICATE

18

Mame of Ass:gned | Corrnr Fimance Number Social Security Number Des. At No Elosg': Yr. P‘r:::d
JUHNS JLA3-4343 579-23-6846 |18 |AD0G [P | 901 I3
W Actusl Temmnngy } [F— Lauiprwnt Adouwance Leave - Whain Hrs N - Mo Servire
K| wan viowrs s Rk T BN Mites GT Janmun T son Jomn [ coo |5t T teon [ Tue [ wea I mae | i Work o
] o 1
2, /& '
1 ?lri 100s | W | voos A?’_’_ 1003 2% b| 250 Hrs I 1001
/ 7 = N
2L | 87| e [ | e |0 [RO15| 205 ws | 1008
o R - T U 5 Waek 1 Infarmat on - ‘Week ? Information FOIE
M, ] Actual + Wark Equipment Aflgw Actunl 3 H tnuipmant Aligw

5 D Pciry- i Socum Sacunty Nombar W\:\;ku“ t'f“ m!:, e 17,1 miee Jar w.M., T e 1] mues lar
) ; :
- T - oL 24 :
= 78 \S‘TONE 5 iao 3‘f'78i) Hrg l 1005 Hn;;'l 100 o¥ { 0‘){3
3
- e D voos e | anes
<
I3 o Hes } 1002
—
2 Hrs l 1005 His ] W00
g : Hry I 1004 His ] 1603 [t} i 100
| Ths ceviilies that the above caener rendered service Pns!maslel 5 a(ule Date / Cartjy’s Inryigls
@ | in commpiiance with portal regulanons é A //5 F0 pogﬂ

ECM-7833

October 2012
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18 Rural Carrier Duties and Responsibilities

Exhibit 162.3
Form 3369, Consigned Credit Receipt

Location of Credit

L AKESHoRE SBervcy
Credit j,' ;

¥ /375
Date
é-2 7- e

| wilt’ fdithfully account ta the U.S. Postal Service for the consigned credit amount shown above or modified by
dnyactions recorded on my Daily Financial Reparts. ) have read the following statements and have been advised
AiiAhe 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 Mandbook, F-50. Employees and contractors will be held responsible for losses of
stamps and funds from stamp credits eesulting from failure to give the hest availakle protection during and after
past office hours in accordance with Part 430, Lisca! Handbook, F-1. Withdrawal of official funds fos personal use,
whether temporary or permanent, may subject employees or contracters to removal from office, cancellation of
contract, and criminal prosecutiop fgr violation of Title 18, Section 641 or 1711, U.S. Cade.

Signature 2' (/7{ ’é,t_ Date

é "'4?7—— 74
PS Form 3369, May T9R7 . e ianss

swsoanacon it CONSIGNED CREDIT ‘RECEIPT

W CLomER

{Check One)

mStamp Credit

D Cash Credit

a0

Max. Authorized
Cash Portion

Exhibit 173.12
Item 087-H, Vehicle Accident Report Kit

UNITED STATES POSTAL SERVICE
VEHICLE ACCIDENT REPORT KIT

CONTENTSa. Standard Form 81 b. Form 4585 c. Form 4586 d. Pencil e. Chalk {. Local Instructions

INSTRUCTIONS FOR OPERATORS INVOLVED IN ACCIDENT

a. Stop at the scene

b. Aid or assiat any injured person,

¢. Safeguard the scene againat further accidenta.

d. Bafeguerd the mail.

¢. Provide other driver(s) and/or police with any information
required by law. (UJse Form 4685 for this purpose.
Note: Do not make any etatement 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 ownera
or drivers of any vehiclss or property damaged. Note the
extent of visible damage.

h. Obtain the names, addrese and telephone nwunbers of any
witneases. (Use Form 4586 for this purposs.)

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

j. Complete Standard Form 9! and submit it ta your immediate
superior before going off duty on the day of the accident.

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

FOR YOUR PROTECTION—REPORT ALL ACCIDENTS IN WHICH YOU ARE

FTEM 087-H

INVOLVED WHILE OPERATING ANY VEHICLE ON OFFICIAL BUSINESS

22
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General Information

October 2012

Exhibit 173.13f

Form 4585, Postal Driver Accident Information

U.S. Postal Service

POSTAL DRIVER ACCIDENT INFORMATION

by law.

The United States Postal Service desires fo fulfill its responsibility toward persons in accidents
involving vehicles operated by postal personnel.
To prevent misinformation, postal personnel are instructed not to volunteer information nol required

The fullewing 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

h 4 For further information ahout this accident please contact: v

Name, Title and Address

Phone No.

PS Form 4585, June 1988

Exhibit 173.13g

W USGPO: 7988 - 181-700/825% (Mar. 1971 edition usable)

Form 4586, Accident Information (Front & Back)

18

.

PINALTY FOR PRIVATE
USE TO AVOID PAYMEN]
QF POSTAGE, 3300

i

UMITEQ STATES PQSTAL SERVICE
UHHUIAL BUSINESS

Postmaster

U 5. Postal Servien No.

ACCIDENT INFORMATION

You can wsust 1n the national endessor 1o reduce acodenis by pron sding
infurmativn abagt s accident

Please complele this foon amd give # o the postal deaer nvalyved

If waou arc unable oo retecn 11 to the Jriver, please dog u o a Ioiter-hox
Mes puosta e v regquized

Thank Yo,
Postmaster
O you sec tha Whers waee you &t the hmp?
accidant?
Tyee Ome

Did yuu 48 oither | What was the postal vehichs doing?
vahicle voived
priot 14 the acq!
dent?

Zves 1o

Who do you think What was the other vehscie doing?
wasg ar fault}

1 eastat

(2 Othar

Was anyona hurt? | Your name and adgrets uclade Apr iSwie No.
Cv M n wid ZIP + 4 Codej
_ Yes o

Your Teigphone No,

Comments

PS Form 3586, Nov 1987 S e e ey et

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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18

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

Exhibit 173.13h (p. 2)

General Information
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Rural Carrier Duties and Responsibilities

18

Exhibit 173.2a

Form 1769, Accident Report

Use Badl Point Pen to Complets. Press Hard.

LS POETAL SFRLCE

ACCIDENT REPORT

Carttutty o a3t nvs i Thw 31t bchmd Boatins ftems mecbed wilh an exienst 7' must be answered
S COS M thE aramed ook

Nama [ o5t Kurst, Mi Suabl Satanity b IEi et G

i T 3 AggonDumen BA Tade
—— T s Report
— . - BN -
1 Pom Orfce Stanon. BAaRCn UG (i STAN knd 2y = 40 . _ Drielan
—_— - are
_ Nirmaa 4 Accdert Aurbar - Amenement

General Information

5 Kwd cf Accomnt B baw nvateea? 7 Accubant Resu'tee w

Tl e

- o —

L Errmared frop
fround 10 AR gaar,

Mo1gr Vangte

D Halmrg & Contants
Gtrer

v Davagn
2 Dwnersho ol
Deraged Pracety

b Kon Paste

e SRy 2443 00, ot Weas

- 1 AuidenrDane 12 [ ELRSY

5 Posie 1 vosia b Moa Tostal " Ma Day v _ T 2 a Il

CBan L oMac D Tues. Wea
S
- - — 3 ]

- —

e R L

Accident Location and Conditigns

14 Wenzhar b Geners Desciahion Wrera D hrcaent Hpppee

of -

Acusen: 16 B ey
s

L y S

2" Sirace 27 Sordms L 1)
Fonhts

- = _

_. - [P R

Motor Vehicle Accident Information

g vehile was mvolved o the acctienr, skip Mz sectom tems 34 38 are raserveds

tmpiayne Eectea

24 29. verc+ Tyne 0. 37 WS SeaT Bl Te e Uae” 37 Pl Denr

Lt e
e
Meseverdl L L ju

| © e
. . I Hz

LW theut Calin r T
2 lBetorr Cotamn
3 . Jater Lo som

8 NeAorgee
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i _ 2 Complae
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o vorie Impacs

N :
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What? How? Why! Whara?

Acatert Pracribes

[PASCAlS DCOIOBAT, & vANIS SING T0 BCLAUNT, COUSES OF wipury Hr JAMAGE, Ond SPECAC ICSN0N OF acient)

Harard Conditions. i Etc.

Involved Persan(s] Information

of 38 Pasan Wi AcCudenr a0 hpme 4. dge 47 Sen a3 Do & acty
o o Dess bod 1Last Hame & 1nral
N £ Was
1 iangngten [ 7
"
: | o
s 7 el
Coe S S

Apr o haruen of Man
1 esy Seventy Y Severs nur,
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ag Tl beuwey N

48 Urae Fractoe AR

Pous Seade
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Pay L LOC
52 trmung 54 4

53 Fors Yewr Peats Accagen: Rocora P prien ¥ Fosn

; Tems | Mus

HE Poen Nomcw - -
A codents

Mo Prugs induatrial

e 2 e Accudans T

B IR
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r, —, -
10 ves
—

80, I 5 JSA on Fie?

ur_?ou

1. Prevantha Action - M
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| |
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General Information

Exhibit 173.2b {p. 1)

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

Compensation

18

Federal Employee’s Notice of
Traumatic Injury and Claim for
Continuation of Pay/Compensation

e.l.S. Department of Labor

Employment Standards Administration
Offica of Workers’ Compensation Programs

&

Empluvaa: Plesse complete all boxes 1 - 15 bel;)w. Do not complete shudaé-ja-r-eas:
Witness: Complete hottom asction 16.

Employing Agency (Suparvisor or Compensation Spacialist): Completa shaded boxes. a. b. and c.

[ Employee Data

2

1. Name of empioyee (Last, First, Middle}

2. Social Security Number

3. Dataof trth Mo, Day vr. 4. Sex i5. Home 1elephone

L \ .1 Male 7] Femate { )

6. Grade as of

date of injury  Level Step

7. Employee's homao mailing address finclude city. stata, and ZIP Code) i

B. Dependents
1 whfc, Hushand

_.J Children under 18 years
© . Qther

f Description of Injury

9. Place where injury gccurred (e.g., 2nd floor, Main Post Office Bldg.. 12th & Pine)

10. Date .'nTm, sccurred | Time "T11. Date of this notice | 19. Employee’s occupation
Mo. Day Yr. . I 1am. | Mo, Day ¥Yr
S B L. p.m Lt 1 ]

13. Cause of injury IDescrine what happer-mé-:i ‘and whyl

14. Nature of injury lldemlﬁ hoth the ;;uurv and the part of body, e.g., friaciure of Jeft leg}

a. Occupation cods

b. Type coda|c. Source code

Employes Signeturs

OWCF Use - NOI Code

15 1 certify, undar penalty af law, that the njury described above was sustained in perfarmance of duty

or annual leave, or be desmed an overpayment within the meaning of 5 USC 5584,
_ b. Sick and/or Annual Leave

Signature of amployee or parson acting an his/her behalf

as an amployee of the

United States Government and that it was not caused by my willful musconduct, intent 1o injure myseli or another person, nor by
my intoxication. | hereby claim medical treatment, if needed, and the following. as checked below, while disabled for wark:

| . a Continuation of regular pay {COP) not to exceed 45 days and compansation for wage loss if disability for work continues
beyond 45 days. If my ¢taim is denied. | understand that the continuation of my regular pay shall be chargad to sick

Have your supervisor complate the receipt attachad to this form and return it to you for your records.

End of Employea Report

Any parson who knowingly makes any false statement, misrepresentation, concealment of fact or any other act of fraud 10 obtain campensatian
as prowvided by the FECA or whe knowingly accepts compensation 10 which that person is not enutled 15 subject 10 civil or administrative
remedies as well as felony criminal prosecution and may, under appropriate ¢riminal provisions. be punished by a fine o imprisonment or both.

" Wimess

16. Statement of witness {Oescribe what you saw, heard, or know about this injury}

Name of witness Signatuse of witness

Address City

Data signed

T State | 2P Cade

form CA-1
HAev. Nov. 1989

October 2012
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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

Ofilcial Suparvisor's Report: Please camplete Informatlen ruqueu!ed below:
| Bupsevisor's Repon
17. Agency name and address of reporting office linclude city, state. and ZIP Code! ‘OWCP Agency Code
i T OSHA Site Cade
- ZF Cods
1B8. Employee's dht\) ‘station (Street addrass and ZIP Code) - T 2P Code T
19. Hegu-\ar‘ . IZO‘ Regutar ’ -
work ~lam. Lam. | wark
hours From: 5 1 p.m. To: H [ p.m. 1 scheduwte i Sur. .. Mon. _! Tues. ) Wed. I Thur. T, Fri. ) Sat
21. Date Mo. Day Yr. 22. Date N Mo, Day Yr. 23. Dawe Mo. Day Yr. .
of nouce stopped — a.m.
njury received S J work L Tlmc N [ p.m.
24, Date Mo. Day  Yr. 25. Dawe Mo. Day  Yr. 26. Date Mce. Day Yr .
pay 45.day rewrned I am.
stoppod I_I_I_J perlod began . l_.__.i | to work . | o] Time. 2 | . p.m.
27. Was employee injured in performance of du!y’ T Y¥es 1 No (It “No,~ explan)
28. Was in.iury c'aused by employee’s willful misconduct, mthicrahon, or intent to injure self or another? ! 1 Yes (f "Yes,” explain) Z-'Nb
29, Was 'lnju?y caused 30. Name and address af thi_r;:!-parlv Unclude city, state, and ZIP Codel
by third party?
1 Yes L= No - - -
{if "*No.”"
go ta O .
itern 31.)
1. Name and address of ;5H-v-5icmn first providing medical care (include city. state, ZIF Codel T 77 [37 Furst date .Mn Dav. vr T
medical care Y .
e e —— e received |
33. Do medical . ¢ N
- e T reparts show 1 ¥es {7 No
employee 1s
disabled for work?
34, Does your knowledge of the facts about this injury agree with statements of tho cmp\oyee andlor witness? ) Yes L. No «f "No,”" explain)
35, 1f the employing agency controverts contauation of pay, state the reason in detail ’ TAE. Pay tate
whan employee
stopped waork
; $ Per
I
[ Bigneture of Buparvisor.and Filing Instrucifons . -
37. A supervisor who knowingly certifies to any false statement, misrepresantation, concealment of fact, etc., in respect of this ¢claim
may also be suhject to appropnate felony criminal prosecution.
| certify that the information given above and that furnished by the employee an the reverse of this form is true to the best of my
knowledge with the following exception:
Name of supervisor [Type or print} o T S i
Signature of supervisor T 77 Date
Suparwisor's Title - o QOffice phone
38. Filing instructions [ 7 No lost time and no medical expense: Place thus farm in employee’s medica! folder (SF-66-D)
7 J No lost ime, medical expense incurted or expectad: forward thig form 1o OWCP
7 Lost time covered by leave, LWOP, ot COP: forward this form to QWCP
| First Aud Injury
Form CA-1
Rev. Nov. 1969
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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 an your section of the form. if additiona! space 15 required to explain ar clarify any point, attach a supplemental
statemant o the form. Somo of the itoms on the form which may require further clarification are explained below.

| Employes {Or person acting on the employee’s behalf)

131 Cause of Injury
Desctibe in datail how and why the injury occurred. Give

appropnate detals ia.g., if you fall, how far dig you fall and in
what position did you 'and?}

14) Nature of Injury

Give a complete description of the condition|s) resulting from
your injury. Specity the right or loft side if applicable le.g.,
fractured left lag: cut on right index finger).

15} Einction of COPiLeave

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

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

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

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

Your agency may controvert (dispute} your entitlement to COP,
but must continue pay unlsss the controversion is based on one
of the nine reasons listed in the instructions for item 36.

1t you receive COP, but OWCP later determines that you are not
entitled to COP, you may seither change COP to sick or annual
leave or pay the employing agency back for the CCP raceived.

| Bupesvisor

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

items 17 through 38, tha supervisor is responsible for obtaining
the witness statement in item 16 and tor tilling in the proper codes
in shaded baxes a, b, and ¢ on the front of the form. If medical
axpense or lost time is incurred or expected, the completed form

The supetvisor should also submit any other information o«
ewidance pertinent to the merits of this claim.

It the employing agency controverts CCP, the employee shoutd
be natifiad and the reason for controversion explained to him ar
her

17} Agency nams and address of reparting office

The name and address of the office 10 which correspondence
from OWCP should be sent |if applicable, the address of the
personnel or compensation office|.

18] Duty station street nddress 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 orgamezation {other than the
injured employee or the Federal government) who is fiable for
the injury. For instance, tha driver ot 2 vehicle causing an
accident in which an emplovyee is injured, the ownar of a
building where unsafe conditions cause an employee to fall, and
a manufacturer whose defective product causes an employee’s
injury, could al be considered third perties to the injusy.

31) Neme and address of physiclen first proviging

medical care
The name and address of the physician who first provided
medical care for this injury. If initisl care was given by a nurse
or othet health professionat (not a physician] in the employing
agency's health unit or clinic, indicate this on a separats sheet
of paper.

should be sent to OWCP within 10 warking days after it is received.

32} First date medicel cere received
The date of the first visit to the physician listed in item 31,
35) Deoes the employing agency controvert

continuation of pay?

CCP may be contioverted {disputed) for any reasen; however,
tha employing agency may rafuse to pay CCP only if the
controvefsion 1s based upon one of the mine reasons given
below:

d

The disability results from an occupational disease or illness,

b

The employee is a voluntaer working without pay or for
nominal pay. ar a mamber of the office staff of & former
President;

¢l The employee is neithar a citizen or a resident of the United

States or Canada:

d

The injury occurred off the employing agency’s premises and
the amployee was not invaolved in official ’off premise’” duties;

e

The injury was praximately caused by the employee’s wiftful
misconduct, intent to kring about injury or death to self or
anothor person, or intoxication;

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

g) Work stoppage first occurred 90 days or mare following

the injury;

h

The employee mitially reported the injury after his or her
employment wag terminated. or

Tha employes is enrolled in the Civil Air Patrol, Peace Corps,
Youth Conservation Corps. Work Study Frograms, or other
similar grolps.

[ Empioying Agenay — Required Codes

Box s {Occupatinn Codel, Box b {Typs Coda),

Box ¢ {Source Codel, OSHA Sits Code

The Occupational Satety and Health Administration (OSHA|
raguires &'l employing agencies 1o complete these items when
reparting an injury. The propar codes may be found in OSHA
Booklet 2014, “Recordkeeping and Reporting Guidalines.™

OWCP Agency Coda

This is a four-gigit {or four digit plus two letter) code used by
COWCP to identify the employing agency. The propar code may
be obtained from your parsonne! or compensation office, or by
contacting OWCP.

Form CA-1
Rev. Nov. 1989

October 2012
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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

| Dissbliiry Banafits tor Empioysss under the Fadersl Empicyses’ Compenaation Act (FECA} : ‘ ; ]
The FECA, which is administered by the Office of Warkers® At the time an employee stops work following a traumatic,
Compensation Pregrams {OWCP). provides the following job-related injury, he or she may request continuation of pay or
bengfits for job-related trsurnetic injurigs: use sick or annual leave credited to his or her record. Where the
employing agency continues the employee’s pay, the pay must

(1} Contmupation of pay tor disability resulting from traumatic, not be intarrupted untl:

job-ratated injury, not to excead 45 calendar days. (To be

ehgible for continuation of pay. the employee, or somecna 11} The employing agency receives medical information from

acting on his/her behalf, must file Form CA-1 within 3C days the attending physician to the effect that disability

following the injury, however, to avo:d possible intgrruption of has termmated;

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

form is not filed within 30 days, compensation may be {2) The OWCF advises that pay should be terminated; or

substituted for continuation of pay.!
{3} The sxpiration of 4% calendar days following initial work

{2} Payment of compensation for wage loss aftar the 45 days. it stoppage.
disability extends beyond such period.
If disability exceads, or it is anticipated that it will exceed, 45
{3} Payment of compensation for permanent impairment of days, and the employce wishes to claim compensation, Form
certain organs, members, or functions ot the body (such as CA -7, with supporting medical evidence, must be filed with
loss ar loss of use of an arm or kidrey, loss of vision, etc.}, OWCP. To avoid interruption of income, the form should
or for serious distigurament of the head, face, or neck. be filad on the 40th day of the COP penod. Form CA-3 shall
be submitted to OWCP when the employee returns to work,
{4) Vocationai rehabilitation and related sarvices where disability ceases, or the 45-cday period expires.
necassary.
For additional information, reviaw the regulaticns governing
(5] Full medical care from either Federal medical officers and the administration of the FECA (Code of Federal Regulations,
nospitals, or privata hospitals ar physicians, of the Titie 20, Chapter 1) ar Chapter B10 of the Office ot Personnel
employee's choice. Genarally, 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; howavar, other
pertingnt facts must also be considered in making selection
of physicians or medical facilities.
[ Priveey Act . . . : . !

In accordance with the Privacy Act of 1374 {Public Law Ne. 93-579, 5 U.S.C. B5b2a} 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.5.C. 8101, et
s8q.} 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 determne
sligibility for and the amount of banefits payable under the Act. {3) The information collected by this form and other information collected in
relation to your compensation claim may be verifisd through computer matches. {4) The information may be given 10 Federal, State, and lacal
agencies for law enforcement and for other lawful purposes in accordance with routine uses published by the Department of Labor in the
Federal Remster. {5} Failure 1o furnish all requested information may delay the progess, or result in an unfavorable decision or a reduced level
of banefits. (Disclosure of a sacial security number (8SN) is voluntary; the failure to disclose such number will not result in the denial of any
right, benefit or privilege to which an individua! may be entitled. Your SSN may be used 1o reguest intormation about you from employers and
othars who know you, but only as allowed by law or Prasidential directive. The information collected by wsing your 55N may be used for
studies, statistics, and computer matching to benefit and payment files.)

[ Receipt of Notica of Inury”

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

Which occurred on (Mo, Day, Yr.)

At (Location) . O

Signeture gf Official Superiar Title Date (Mo, Day, Yt}

Form CA-1

WULS.GPO.1900.282-479: 15197 For sale by ihe Superintendent of Documents, U.S. Government Printing Office. Washington, D.C. 20402 Rev. Nov. 1989

30 Handbook PO-603



2 Office Work of Rural Carriers

21 Reporting for Duty

211 Recording Arrival

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

212 Obtaining and Preparing Mail for Casing
2121 Withdrawal By Carrier

212.11 Routine

As directed by your postmaster or superviseor, 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
maorning.

21212 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

32

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-CII7 (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, ltem 124-D, or a combination of Item 124-D and other
eguipment, will be established, as necessary.

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

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

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

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

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

Various distribution equipment,

bl o]
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Office Work of Rural Carriers

October 2012

213.3
213.31

213.32

213.32

Labeling Carrier Cases

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 Forms 3575,
Change of Address Order, and 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).

(2) 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

221.1
22111

22112

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 Elm Street. NOT: RR#l,
Box 1-2-5 or 1-0-3-9-7 Elm 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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2231

223.2
223.11

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 ¢ther 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 ltem
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.

22342 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
superviscr 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.qg., 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.

October 2012

Stance. When casing flats and odd-size pieces, stand directly in front
of the flat separations. Hold approximately 5C 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. |f 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.
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225.31

225.32

225.4

225.41

225.42
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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 ina
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
approptiate 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

2256

225.61

225.62

Segments for More Than One Box

When segments prepared by mail processing are for more than one box,
cpen 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 1o 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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Rural Carrier Duties and Responsibilities

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

2311

231.2
231.21

231.22

Roster of Customers on Route

Purpose

Maintain a roster of customers with assigned route and box humbers 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 Form
4232, Rural Customer Delivery Instructions, in each box
(see Exhibit 231.21).
(2) When the completed form is returned, file it alphabetically in the
proper section of an index file box, such as ltem 0-394C.
b. Loose Leaf Binder Method (Cption #2}

(1)  Obtain the names of each customer on the route by leaving 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 Form 1564, Address Change Sheet. Keep Form 1564 in
a looseleaf binder, such as Item 0-391M.

Privacy Act Provisions

Because of Privacy Act provisions, completion of 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

23241

232.2

232.21

232.22

241.11

Route Book

Contents
The official route book for each rural route consists of:

a. Item 0-391M {or similar} binder.

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

C. Item 0-89B, Alphabetical Index Sheets (as appropriate).

d. Form 1564-B, Special Orders.

e. Handbook PO-603, Rural Carrier Duties and Responsibilities.

f. Form 4003, Official Rural Route Description, containing the current line
of travel.

g. Form 4240, Rural Carrier Trip Report.

h. Form 4241-A, Rural Route Evaluation.

i Route map.

Filing

Order of Forms
Place Form 4240 in the front of the book followed by:

- ® a0 T ®

Form 4241-A.,

Form 4003.

Route Map.

Form 1564-B.

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

Forms 1564

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

24 Undeliverable-as-Addressed Mail Information

October 2012

241

2411
241.11

Recording Address Change Information

Form 3575

Purpose

Customers complete 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 Form 3575.
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24112

42

24112

241.2

241.21

241.22

241.3
241.31

Rural Carrier Duties and Responsibilities

Preparation

a. When you receive Form 3575, check it for completeness and accuracy
and enter the data on Form 3882, Change of Address (see Exhibit

241.12a).

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

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

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

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

Form 3546

Purpose

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 Form 3575 was submitted.

Preparation

a. When you receive Form 3548, enter the appropriate data on Form
3982, Changes of Address. Process Forms 3546 in the same manner
as Form 3575 (see 241.11).

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

(2) Preparation at Office of Second Address.

(a) When there is a change in a customer’s forwarding order
{refuses to pay postage, or moves to another address),
complete 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 Form 3546. If you receive a subseqguent change of
address order from the customer, send an amended Form
3545 to the original office.

Form 3982

Purpose

Leave replacements and carriers unfamiliar with the route can use 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 fegible 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. 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 241.32¢c

Handbook PO-803



Office Work of Rural Carriers

October 2012

241.32

241.33

241.4
241.41

241.42

241.42

Preparation

a.

Enter on Form 3882 all related items from 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 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 Form 39882.
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 Forms 3982,

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

Form 1564-B

Purpose

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 Form 1564-B (see Exhibit 241.12¢) 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 Form 1564-B on routes with a large
number of Temporarily Away-Hold Mail requests. This prevents
accumulation of an excessive number of Forms 3982 for the route.
Enter temporary hold orders on this separate form as described in
241.421 instead of recording them on 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
242,11

24212

24213

242.2

242.21

Rural Carrier Duties and Responsibilities

Procedures

a Review 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 Form 1564-B.

b. Withdraw mail for each caller or other customer listed in the same
manner described for 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 perscn is
deceased.

(2) 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 annctations). This includes
mail such as the following:

(1)

(@)

Insufficient {|A). Mail withcut number, street, box number, route
number, or geographical section of city or city and state emitted
and correct address neot knewn,

Attempted Nct Known {ANK). Addressee is not known at place of
address.

In Dispute (DIS). Mail is returned to sender by crder 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 te accept mail or pay
postage charges.

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

Unclaimed (UNC). Addressee abandons cr 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 nct 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, ot using the exceptional address format
(John Dee 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

242.5

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 242.213a; 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), Iltem 129). Separate marked-up malil (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 Form 3575 is on file, return the mailpiece to the forwarding
unit.

C. If no errors are noted, and no 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
approptriate 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 ltems

October 2012

251

252

2521

252.2

252.21

Definition

For rural carriers, accountable items include:
Postage due.

Customs duty.

Special delivery.

COoD.

Certified.

Registered.

- ® o0 T ®

Express Mail.
Return receipt for merchandise.
Receipt for recorded delivery.

J ©

Accountability Procedures

Acquiring Accountable Items

Obtain acccountable 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 cf these articles to determine if
the addressee has moved or lives on ancther route. If the addressee
has moved, or the article is for ancther 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 Form 3867, Registered, Express Mail, COD,
Certified, and Return Receipt for Merchandise Matter Received for
Delivery.

C. Sign (surname and initial) 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 252.21¢).
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48

252.22

252.23

252.24

Rural Carrier Duties and Responsibilities

Form 3883, Firm Delivery Book-Registered, Certified and Numbered
Insured Majl, 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 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 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,

Customs Duty Mail
Process these items as follows:

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 Form 2944, Receipt for Customs Duty Mail, and, if
correct, sign in lower left corner (see Exhibit 252.22¢).

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.

of Verify the total number of COD articles received with the entry on Form

3867. If they agree, sign 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 Form 3582-A, Postage
Due Bill (see Exhipit 252.24a).

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

Sign Form 3584, in ink, on the appropriate line. You assume full
responsibility for articles far 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

2531

253.2

253.21

2583.22

253.23

253.24

253.25

October 2012

Special Delivery Mail
Handle special delivery mail as follows:
a. Check the name and address (see 252.214a).

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

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

General

As you make delivery, use Form 3849, Delivery Notice/Reminder/Receipt, or
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 Mail.)
Form 3849

Use as Notice or Receipt

Use Form 38489 (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 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 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 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 Form 3849.)

Use as a Marker

Place Form 3848 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

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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26 Preparing To Leave Office

261

2811

281.2

262

282.1

2862.2

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 (Form 4240)

Just prior to leaving for the route, record, in ink, in column 3 of 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.

of 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

October 2012

281

2811

281.2
281.21

281.22

281.3

No Signature Required

Preparation in Office

Obtain and prepare the mobile data collection device assighed 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 assighed 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 supetvisor 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
Form 4240, Rural Carrier Trip Report
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282 Rural Carrier Duties and Responsibilities

Exhibit 213.21 (p. 1)
ltem 124-D, Carrier Case ltems 124-D and 143-D for the Two-Bundle
System

1INCH
SEPARATION
MMMM-UMMM/

I I T 10 INCH

1 SEPARATION
T — E

200 LETTER SEPARATIONS
4 PAPER SEPARATIONS

ITEM 124D
—d |
L d
1 INCH
SEPARATION
S ’ x x
T = 10 INCH
mmmmﬂuﬂ.mlm’ SEPARATION
T ——
H I
IO TR 1
Lo peenu gy 1 ]
LU L UL L J] i S S
| A ——
—
ITEM124 D ITEM143 D [
t‘//l s B
\\
T

54 Handbook PO-603



Office Work of Rural Carriers 282

Exhibit 213.21 (p. 2)
ltem 124-D, Carrier Case ltems 124-D and 143-D for the Two-Bundle

System
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|
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282

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

[TUSRTTRNTRT AN || e

L1
|1

|
L
LT LEL
EENRNRERENT

L]
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LLLLL
L

1

SINREENINRENERENNENY
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LU L
T T
L]
LT LLUJALLLLLLLLLL
E,J_JJLMML LLO L L L L L
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b
& 3 ||
ITEM 143D ITEM124 D

ITEM144 D
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Office Work of Rural Carriers 282

Exhibit 213.31 (p. 1)
Labeling Cases

Where there are two stops per :V.hor': :lllor;llro t'hru lt:::l per
separation place letters for paration place letters

i 730 at loft, 734 at right and
706 at left side and 708 at right. 732 In center.

=704 - 710-14 ' 716-18 | 7222 13-
TEBROORSSY. T T T T T T T T T T T T NGRTA D,
5 n N ) . . NORTHIRDst.
e
RELAY MARK
LB Li LJ L] L | L |

704 708-08 710-14 716-18 722-26 730-34 | 1810-12 1814-16 1
1 E. BROOKS ST.

October 2012 57



282 Rural Carrier Duties and Responsibilities

Exhibit 213.31 (p. 2)
Labeling Cases

500 & 800 ELM 700, 800, 800 E. BROOKS 00, 800, 800, ELM 00, 800, 800 OAK
— — — e —— e — i — — b e e — e —
300, 400, 500 6th 1 £00, 700 Tth 2 800, 700, 30¢ Bt 3 700, 800, 800 TROY
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Office Work of Rural Carriers

Exhibit 213.31 (p. 3)
Labeling Cases

ONE DELIVERY TWO DELIVERIES
PER SEPARATION PER SEPARATION
. 70 Brown, C. 72 Robinson, P.
68 Jones, J. | 69 Smith, R. 717 Jdohnson, R.§{ 73 Mizler, 7.

October 2012
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282 Rural Carrier Duties and Responsibilities

Exhibit 231.21
Form 4232, Rural Customer Delivery Instructions

UNITED STATES Rural Customer Delivery Instructions
‘ POSTAL SERVICEw (See Privacy Act Statement on reverse. Your correct mailing address is shown below.)
Name (Last, First, Ml) Box No. Telephone No. Roule No.
Post Office. State. and 2P + 4 House No. |Apt. No. Streat Name

We want to deliver your parcels. If your parcel does | 15 5u0id dela i i i i
4 p © : y and to assure prompt delivery of all mail, please complete this form and retum it
not require a signature for delivery anc will not fitin | 4" - carmier. Enter the name of each person who may raceive mail at your address in the ten

;’gg?gﬂéfe%e&lﬁgf£%ﬁzei;egloﬁ£%waﬁgg;'32£_ spaces provided below. Include the names of all children and/or employees. Print the full name.

ery (Check location). inciuding middle initial, of each individual. This information will expedite delivery of your mail.
. i Rural camiers maintain a supply of stamps, cards, and envelopes for sale, Additionally, your
O Leave outside the mailbox camrier will acoept cerified or registered mail, insure packages, and prepare money orders.

Generally, rural camers can extend practically all services available at a post office.

O Leave on the porch of residence” . . .
Please purchase a sufficient supply of stamps and afix proper postage on all outgoing mail.

O Leave in other location (Specify focalion]:* -
¥ Enter names of people who may receive mail at your address ¥

1. 6.

O Leave no parcels

Parcets will not be left in uncovered locations 2 7
duning inclement weather. . ’
When parcels are left in one of the above checked
locations, | understand that the Postal Service and (3 B
the carrier are not responsiblein case of loss or
damage.
" Option available only if residence is within 1/2 4. 8
mile of carrier's route.

Signature Date 5. 10.

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

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 expent, 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 certifted 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 28 CFR 1614; to the Merit Systems
Protection Board or Office of Special Counsel for proceedings or investigations involving personnel practices and
other matters within thelr 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
authcrities or firms under contract with those authonities, 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 Fomm 4232, Oclober 2001 (Page 2 of 2) Previous Edlitions Not Usable
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Office Work of Rural Carriers

Exhibit 241.11
Form 3575, Change of Address Order

Faytal Service Custiamer Imisuons: Complets Beres 1thry 9 Fscept liem K. pleane OFFICIAL USE
CHANGE UF ADDRESS ORDER I PRINT all taforsiation anelyding_aduress oo face of card ONLY

T Chaege of Aaaress bt (Check ane! ™ ndivadual X otitn Farmuly T Bunrans ZonaRouts 1D No.

00 Enta-odonFa«m 982
M . bl .

Month Oy Vo LILYCN ay Yoar

7 Stat Date

R Y : Y~
! TPrint Lant Name o Ao o7 Busmass b9 ogls than aog. uss sepmrats (hange of Agdiess et +arm far
sacn

| M oM D DY Y

for s buz«-ass

8 Pam Fu:\ ;«nu of Head of :Inu-mhn\ﬂ tmchde 3r., Sr., ae 4. s eavs Biank | Thw Shange of Address Qrder s ‘-Eﬁc_'m—'

% Pum OLD hn.ng P T————" of Puerta firca, ErTTETRT——— rone;

Apt Huna Mo

Coty
A+ N ES Vil L E :
Foenm NEW maikng acdeeyy number and street (o Purrm Aica, inchade urbaniraton Jons.
"

_? .\HL M;L

Coy ) " aute 21 Coda

W7 Lo/ 3 1 M;w.e;sl—l

E ﬂinmm iSex candighng an raverse; OFFICIAL USE ONLY
- ) éémuw oar

T aB e s

Lot o ”’“’/a?'.z:f’fa
{ OFFCAUSEONY S

Vanfication Endorsemant

PS Form 3675, Mar 19K +JSGPQ-1988-210-646

October 2012
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282 Rural Carrier Duties and Responsibilities

Exhibit 241.12a
Form 3575, Change of Address Order, and Form 3982, Change of Address

' U.S. Postal Service Custemer Instruct:ons: Complete [tems 1 thru 9. Except Item 8. please OFFICIAL USE
. _CHANGE OF ADDRESS ORDER [} PRINT all infprmation inclydi ONLY

n_including address on face of card.
1. Change of Address for iCheck one) Dlndwidual E,EEnwe Farouly D Business Zoneffoute 1D No.
’ ’ i S
Month Doy Yaar 1t TEMPORARY : P

address, prnt !

Month Day Year - !
2 Start Date > i‘r ? ﬂ 3. ;j:(!\:t;;ﬁ;ominue' ‘ é i

: 1
. \ Cata Entared on Fon‘n 398
; H M M D D Y

B ' | .

o [ Y S S : i ' i H

4. Pant Last Nz e S T e Gl H i :
each)

)/i ML 4 : . R : E S

f "Print First N:jme of Hoad of Household linciude Jr.. Sr., exc|i Leave blank if the Eihange of Address Order is ’ . v

[+ Camer Enduraemem
for a businetp.

M ES | 7

6. Print OLD iling address number and street (if Puerto Rich, inciude urbanization ronel

——>;z;g,;_¢;9_‘ TN P NE L

™ TAptiSuite N P.G. Box No. TRRHCR Ne. Rursl Box/HCR Box No
1 City Stata 2P Code 7

Wegsvie e & - QFelI2biox] ] i

piling address, number and steeat i Puerte Balo, include urbarration tonel

HI BN 2V, 2V, 4F RURY. 4N HE E_DER? N NN S S NS R S

P 0. Box No. A.A/HCA No. Rural Bax/HCR Box No.

(U NS O S S N U INOEINN INNTN S S N

State ZIF Code

NN 771 VAL 0ar S AS
. OFFCIAL USE ONLY

FFICIAL USE ONLY
Veritication End prsement

PS Form 3575 Mar. 1988 *USGPQ-1988-210-546
U5 Pocral Serwce Indicato michusive sepsra
B 1. CHANGES OF ADDRESS iiome, ravr, shail. male ﬂ

INSTRUCTIONS

Foter peomancat ordess dut 13 fmonths and lemporary arders for the duration of the lempuran |changes. | Discominug sending minl 10 CFS/CM L at the end of 18 nwemihs Ior portianent  hanges und lict he ¢ hprstun
dake for temporary vhinges

Line vt pegmawnent estries st 5 days afier the oo nf the &h fall momih Line st €nimirary enoes o

the zxparation Jale of {he leriporaey order

fend all maul, £xcept Lneodoced Bulk Business Mail IUBBM). toihe CFSCMU fur forwanting . Bum Je UHRM
i leae on’ camier case for e prw by wpervisar.

it ¥ Elous o Dais Lot Name Fust 1 fein
| 3o| Eo[rrrecese [uof oe | eewiea r X R OMd Avsrass hiow Addiess E[‘::::::.
: z3 ; Date Ir: 1::;., ag;g;n feaina of Busines: 1o huaine: Hnchudde Api. S ol whess appluablel “Must s dunde 2IP Cide) et

' - 4 4 A ) 2y 7.
’/‘ J;A_ "/6 4)42#: .| CHeelers /4-_'%’1”4 < o fgﬂ;.@/ o G

4 s - ,?M‘
}X 4/,,%‘? Yhs| Cagery | Meea » (i Ftrnes Lol " it 2o 7

- Yooy | | Y| Davidson | dagibs |27 “

e 7
At iny, S -

| T Zae-0 e "Sr  Tin R

. X ‘/% /5 ﬁE,e,e.,,J Caraly ,z.lidf_ _ = ,i ) /“;“h‘f?’; oI Fe (‘Q

) -, 0. s BeR P . et LT L, .
X1 %boga | 3| sTopee | 20e "’;:' ’ S_’ “x.ijlni;f}f«“ﬁfw 7]

. ; ‘ P VE. Do, | ST Ir

o l I’AI/M ,,,,,;,’/’-l S f:ﬂ)/ |/E (2228 P o’ / ° /“;,“”,:1 12’;:;;(: (g
’

l

Sy, Levig e 63r2 &

> f{ Iﬂ A /i N
] )‘-%"'M _)"ﬁfl/oc:ﬁ;;rﬁ/ﬁf; P22 f Twien Fon & Lt 2250 kDot D G

— | ]

(card previons editivn)

PS Form 3982, hay 1+x
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Office Work of Rural Carriers

Exhibit 241.21
Form 3546, Forwarding Order Change Notice

U.5 Postal Service

FORWAROING ORDER CHANGE NOTICE

r Check One T
. Entre Famcy

Q*”‘nmwdn.al

Z CamenCIK 3. Retenny 4 Degirgl Order Cate P& Ths Grdet Date

Ipi Employes Inits

jaer (0

PP st Marne o Name ol Basinesi o '{fﬂt ngre tha wne st neme (il out an addnonal o
1 .
Al Ll 7 |
iy g Fu st hame of Cach nan ’I.ml Covmied Bv This Oraa- ’Sr{mm i vdCh ard B o SPHCE
/7fuumo.,v _____ I
o L L_
hesls JunhL m<°\l ey

/ fowe TREE /,.,

I Sdtres Angie Ny

jf:—: Sune Hiy [ D0 B M
tra?e;?_

.0 8ox o

Prant Loty

Al ES ¥V LY - "“[A-_’,E o —

© P N smber and Steeet

ﬂ: & P””fc' State

o ‘-‘t Py Y /4
o " Pt Nomber ard Streat Apt.iSuite Yo P O Bux No.

2w Ty A /q A//‘/ ( .

. ir; Prnt {1t Siate

,&5

[ ] fefeses 1o poy postage due an AL 414 class

C AcLSon

r2 Giscontrie Forearding
‘ _ 1 Moved 1o order

! N2 osuch numbes

B. Exprration Date

Aural Reute Yo, | Aural Box Ao
“Tapsa T T — T
.2% 0|:— _| 1 ;

Rural Route No Rural Box he

Tapaa T

JRl/2d-1 | |

Rura Boute No, Fural Box No

Tevsa”

Jﬁpl'a{-'fl Ll L

[Z] Mo suen strest, chack forwardiag crder |

" 13. Post Dff e

T 'rc Statwon.Brarch T 157 By ‘Aoute No., Namer |

|

BE Fure 3045 e 1988 ‘US Gowernment Prinling Otice; 1990 - 262 40426729

October 2012

1Previnus edibor ugablel
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282 Rural Carrier Duties and Responsibilities

Exhibit 241.12e
Form 1564-B, Special Orders

U.S, POST AL S RVICE
SPECIAL ORDERS
This form is used te record special orders that are approved by management concerning the handling or ﬂEiivcry of a custumer's
mail. For example: ficm callers. standing orders not to deliver on certain days of the week, temporary hardship delivery cxceptions,
ete. Special orders are valid until cancelled b) management or at the customer’s request. llnc vut entries that ure cancelled.

Addross Special Inst\rucnuns Fifective Pate
or Unique Candition Date Cuncl.llud

| ] | conitun |
_)q/ 2D _r.w/;r/’nera ﬁx 22 CLOSED Sav - 4o Dse. !%/7/9‘,! ]
|_PA' < .JZF?/ ‘ Box 3228 (o 3ED A/Em/f.r.wy, ]
S I B (4 -)f"‘/“'e/' _ %/v
r@‘;r Teavee ,,,@1 FyZ | Lomy cacise (6 oy

Name af Parson or Furm

- e ._} . . [

S o 1

PS Farm 1564-B, Ocl. 1983 {Continue on reverse)
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Office Work of Rural Carriers

October 2012

Exhibit 242.23

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

282

SUGGESTED THROWBACK CASE NONAUTOMATED OFFICES

i
NOT
PREFERENTIAL CARRIER DELIVERABLE
MAL e o ROUTE | INSUFFICIENT AS i
MISSORTS i PRESORT | ADDRESS | ADDRESseD [ ENDORS
. MISSORTS |  LETTERS UNABLE |
terrers || LETTERS | eyreRs ToroRwaRD || ETTERS
LETTERS |
INSUFFICIENT ADDRESS
PREFERENTIAL CARRIER ROUTE
MALL MISSORTS PRESORT i ANDNOT DELIVERABLE

| AS ADDRESSED UNABLE

+

FLATS MISSORTS FLATS | "0 FORWARD FLATS
SPECIAL
8EM INSTRUCTION CARRIER
MISSORTS MAIL LETTERS & ENDORSED MAL
FLATS FLATS FLATS

+ This cell designated for local otfice 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 beading in automated offices - Nonautomated Letters.

65
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Exhibit 252.21¢

Rural Carrier Duties and Responsibilities

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

Received for Delivery

U 5. Postal Service

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

Reqistered Mo

2C

Coo
€OD No . . 5 Signature al
Total Exprogs Mai', §ORA DS Delivary Clerk Signature of Ruasun for
Total Certiheg . RL. AQ. 80 Amount Maney Cartiee’ w5 ratu-e sl 'g o g| )k Nondulivery
or Total Return Ser Nowe 2) Do Order ariier s awnature canng Lot Dispositian
Recena fur Bl and Total
Marcnandise' Seadar Foe P
752 £ 7 Conatl /I/{ : :
- 2 L R A
g
A
JC .
VEN L P 3.2 A A ¢
o008 L ¢¢ ; L e C e
-
2,598 0e.00| /00

TR

yrr vy v

Al

'Show O w indicdte Cernficd Mail, -
Notation will be made in this column indicating by (R) Return Receipt Requested: iRAY Return Receipt Reguested. showing address where
delivered: {085) Othenally Sealed; (REY Re-enveluped: (AQ) Addressee Only; (8D} Special Delivery .

BT do mdicate Express Mail, and RM' 1o indicate Return Receipt for Merchandise.

PS Form 3867, kb, 14y

66
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Office Work of Rural Carriers

Exhibit 252.21d

Form 3883, Firm Delivery Book — Registered, Certified and Numbered Insured Mail

fu'y.mﬂﬂq R

i Ot I BN OB Climy [Dovipson IMPIRTY
Office of Ongin * Qffica of Origin
Na. of Article Ceds Use ONLY for Internationsl No. of anicte Code | Use ONLY for International

Po3p 7s7¥9, | L o
Psrspsass £ I
Fo3g7srs0s” £ | ]
F369s73029 | ]
F-—d -

fﬂ 49797 90 B R I N

»CODE: A. Return Recaipt Requested. OS5 = Cfficially Sealed. RE =Re-enveloped. S0 =Spacisl Delivery.

Postmark —
Dalivary Qffica

RW = Returned to Writer. DC = Recalved in damagaed conditan.
Date cZ}a/erv Received the Addrassee
pd /96 - o -
Agent

Datypged by 1Cte or Carrier) Piecas
Descrbed
+ LAbgvg
évf 3883, aprit 1988

Sy S CUVIRRENT

PRIATING UFF LCE 13881 7-9

Exhibit 252.22¢
Form 2944, Receipt for Customs Duty Mail

U. 8. FOSTAL SERVICE

RECEIPT FOR CUSTOMS DUTY MAIL

LIST OF

DUTIABLE ARTICLES

MAIL ENTRY NUMBERL

; o su‘nou ,ttg /’Z EA:E/;.’?'

MCEVED MOM  (Name)

o

7%

NUMBER OF XRTICLES

L2792 62/

WITH CUSTOMS ENTRY
-

(Forms attochad)

SIGHED CUSTOMS MAIL ENTRY
FORMS

{From delivering employes)

NO. ARTICLES RETURNED

AMT. OF DUTY COLLECTED
$

(*fom:

DELIVERING EMPLOYEE [Signature] CLEARING EMMOYEE (Signohre)

S Form 2044

June 1571

October 2012

* U5 0GP0 1086-0-491-745/55412
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Exhibit 252.24a

Form 3582-A, Postage Due Bill

Rural Carrier Duties and Responsibilities

U.S. POSTAL SERVICE
POSTAGE DUE BILL

NAME OF CUSTOMER AND ADDRESS

Fropre /wsvehuce (5,
d8o0 /I/aaa/ p.
S acwson, MS 3920

DATED
POSTMARK

to.

Fostage due articles

dollars nnd__Lcmt! are herewith tendered for delivery upon payment of this amount, for
which LS. postage due slamps or meter impressions equivalent 1n valuc arc attached to this and the necessary follow sheets forming a pant of this
bill. If you have deposited 3 sum in advance for postage duc mail, the amount of this bill is being deducied from your account. Please see that the
value of the attached postage due slamps coreesponds with the amount stated.

NUMBER OF FOLLOW
SHEETS TO THIS 8ILL

SIGH

E OF POSTMAST

2L

l&r)/a‘rn-—-

PER

/éd/, @zflry

P Foum

Auvg. 1976 3582-A

68

RS, Government Printing OIfice; 1305494 386

Handbook PO-603



Office Work of Rural Carriers

Exhibit 252.24b

Form 3584, Postage Due Log

US BOSTAL SEAVIGE DELWERY ZIP COCE DATE
POSTAGE DUE LOG FT2Ecr Pe /2~ G
CARRIER CHECK-OUT CARRIER CHECK-IN 4
MAIL ACCEPTED MAIL RETURNED
CARRIER AMOQUNT
RQUTE # ; CARRIER CLEARANCE CLEAK
NO. PIECES AMO?:; CE fSignuture! PIECES M‘{??r OOL::?IED INITIALS (Sgnature
d0#| 3 | £ 70| (. ddacns I
a/2| 7 25 P CoarnnTt o _
-
2/0| 2 2 | A FJ.: _
- .
g1t 2/ A3 @/A;;ff i
AN 20 K. o0l

( TOTAL OTHER LOGS THIS DATE}

‘ TOTAL OTHER LOGS THIS DATE

(Staple Logs Togowmer)

TOTAL AMOUNT
DUE

TOTAL AMOUNT RETURNED b

4

REMIT THIS AMOUNT (a-b)
ENTER TO AIG 114

PS Form
Dec 19503384

October 2012

o

U8, GHO: 1989 42-531/05273

282
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Exhibit 253.21
Form 3849, Delivery Notice/Reminder/Receipt

Rural Carrier Duties and Responsibilities

+ IMPORTANT: Presant thia form to oH1ain your mail,

ID required. Signature may be required. | AR TICLE NO-
You may pick up your mail after M, (Date} Mé"'-
or notify your carrier or Post Otfice for redelivary. AT

= Numbered 1 Custam {{mit Number}

Insurad
- Rtn Rept - | Pastage
7 coD H Tor Mage ! Dus

I'] Registorod
[1 Certified

(2 Letter OJ Flat

[3 Parcel . Hoid

Specia’ gFor spacial  Placed Under Your Door,

astrictad
0 Be ivary

~ Delivery } deliveries: Article .| Placed in Your Letter Box.
L tf not called for at Post Qffice bafare carrier begins | ZIP af Origin
his next regular trip ha will dalivar it 10 you.
Final Notice Returr Date Amount Due
3

Customar (Pleuve describe
any visible damage}

Address Name (Print)

Address

602 8 TRENNER,

Dslivared by and Cale Raceivad By

saBeuel LN 1GNP WM BT [ WP

PS Form 3849, Mar. 1988

. Present thia form 10 obtain your mail.
* IMPORTANT: 10 required. Signature may be required.

DELIVERY NOTICE/REMINDER/RECEIPT

MAIL
15
AT

W Rsgistared || Numbered 1 Custom i Number)

nsurad
- Btn Rept - Postage
D Certifies 0 COD " for Mdse ) Due

Letter L Flat

—J Parcel . Hald

[ Spocia’ jFor special ) Placed Undes Your Door.

01 Bfteeted

Dalivery } delivaries: Article (] Placed in Your Latter Bax
[] 1 not called for at Post Qffice bafora carrier beging ZiP tigyin
his naxt regular trip he will daliver it to you. 9 di?l_gf J—-’
Final Notice Return Date Amount Due
5

Customaer (Please describe

Address Name {Priai}
any visible damages

£ Lo CHIRTH

Address

o028 [Srrvacre

Celivarad by and Date Received By

safiewey LU (€1UAPISaY YAy 1B 2

PS Form 3849, Mar. 1988

. Prasent this form 10 abtain your mail.
* IMPORTANT: ID required. Signaturs may be required.

DELIVERY NOTICE/REMINDER/RECEIPT

MAIL
IS
AT

ﬂ,ﬁagismred o INumhered C Custom (Ormir Number}

nsure . Atn Rept - . Pastage
L1 Certified " CQD — for Mdse — Due

M Letrer [ Flat
[ parcet [] Hold

- $pecial ) For spacial I'| Praced Under Yout Door,
- Detivery ) daliveries: Article ) Placed in Your Letter Box.

Restricted
[] De]r‘iver

L If not called for at Post Office before carrier begins [ZIP of Qrigin
his next ragular trip he will deliver it to you. ,g_f'
Final Notice Return Date Amount Due
§
Custamar (Please describe Addrass Nama (Prin
anv visible damage) "L B ‘udf‘f‘/’m

Address

b028 Hrywbr

w-ﬂ(:‘:tu ﬁ

>

iebRUEW UM IERUBDISEY LI 18T [

DELIVERY NOTICE/REMINDER/RECEIPT

'8§0U)ENq JN0A 81810eidde am ‘NOA NUBY]L

I ARTICLE NO. ,?. f’j';?,
You may pick up your mail atter ZﬁA_ M. (Dnts)’M

or notify your carrier or Post Office for radalivery.

‘Esewmsng Nk aieidexdde om ‘noA yueyy

| ARTICLE NO. AP = 570

You may pick up your mail aftar ii M. IData]M
or notHy your carrier or Post Office for redslivery.

'8E8WSNq N0k Me1oaidde em MoA yuey)

USED AS A MARKER

USED AS A
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Office Work of Rural Carriers 282

Exhibit 263
Form 4240, Rural Carrier Trip Report

Carrier's Daily Time Record*
{Exact hour and sinutes)

T
D)
Day Rptd. Left Rtnd. Comp Lunch
of Date at Oifice to Work Period Hi
Week Post to Serve Post at Post Actual 7t
Office Route Office Oftfice Time
Reg
(1] (2) 3) (4) (5] 6} (7

sat. | 62 | G20 srovel R34 7 08| 24 fA
Mon | G | Ziaa| pti20| 2 070 Z:ois] -3417..

"1 Tues. A Zeed| s1° 00 3208 P20 L ,7‘4
'{:3 Wed.| £ «& | Poe|l 181 2:30| 2:20| 36| &
Tha | §=2| Zioels: 3o 3ore| Miel ~F0| F.
ol i | 6-F 7:0_51.411_'.3..’_%:_..2;& ol .4
o Sat. é-'? AL W22
Mon.
N Tues,
i Wed.
Thur.
Fri.

October 2012 71



282 Rural Carrier Duties and Responsibilities
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3 Carrier Performance on Route

31 Route Travel

October 2012

311

312

31241

312.2

3123

3124

312.5

Established Line of Travel

Serve your route in accordance with the authorized line of travel. (See Exhibit
132.2, 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 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 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.
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313

313

31341

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
gualified 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 setvice 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 supetrvisor to inform
customers with Form 4056, Your Mailbox Needs Attention {see Exhihit
131.1b), or Notice 38, Approaches to Curbside or Rural Mailboxes (see
Exhibit 131.1¢), 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 Malil

74

321

32141

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).
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Carrier Performance on Route 322.21

October 2012

321.3

321.4

321.5

321.6

321.7

321.8

322

32241

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 reguest 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

3311

331.2

331.21

Delivery

General

Parcels must be taken cut 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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Carrier Performance on Route 332.12

October 2012

331.22

332

3321

332.11

332.12

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

Leave QOutside 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, “Cartier —
Leave If No Response,” and no cne is available to receive it, you may
leave it in an unprotected location, e.g., stairway or uncovered porch. A
PS Form 38489, 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 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 Form 38489.

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 Form
3849 after the first attempt. When you do not know if someone is usually
available to receive parcels, 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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332.2

332.2

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 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 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 Malil

78

341

341.1

34111

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.  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. If it is 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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Carrier Performance on Route 341.32

October 2012

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 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 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
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 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 Form 3816, COD Mailing and Delivery
Receipt, on the next delivery day (see Exhibit 341.31k).

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 (Form 3818) 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 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 etror to your postmaster or
supervisor,

o Complete the Form 3816 showing the date of delivery and your initials,
and return it with funds to the Post Office (see Exhibit 341.31h).
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341.4

80

Rural Carrier Duties and Responsibilities

Complete and leave a 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.

3414 Registered Mail

341.41  Acceptance

a.

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

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

341.41h).

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 Form 3849 before you may deliver
the article. Require identification if the customer is unknown,

Articles that are not endorsed Restricted Defivery may be delivered to a
competent member of the family, an agent, or to the person designated
on the 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 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. 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 Form 3849 to show the date of delivery and your signature
(see Exhibit 253.21).

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 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 Form 3811

a.

Have the person receiving the article sign 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
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Carrier Performance on Route 341.54

October 2012

341.5
341.51

341.62

341.53

341.54

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.

Certified Mail

Acceptance

a. After they have paid all postage and fees, issue customers presenting
mail for certification a receipt on 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 Form 38489 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 Form 3801-A used to authorize delivery to a central point (i.e., a
hotel, motel, trailer park, etc.) or 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. 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.

€. Complete Form 3849 showing the date of delivery and your signature
(see Exhibit 253.21).

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

Form 3811

a. Have the person receiving the article sign 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 compilete. 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

82

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 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 Form 4245 (see Exhibit 341.81b), 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 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 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
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
3418. 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 Form
3849. Endorse the article with the date and your initials. Return the article
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Carrier Performance on Route 342.21

October 2012

341.9

341.91

341.92

342

342.1

342.2

342.21

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 cpposite side
of the roadway in order to meet an established delivery time when it is
anticipated that the carrier will not traverse the cpposite 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 approptiate.

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 reqular or auxiliary route served and when actual
hours do not exceed 40 hours for the week) will be compensated at
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34222 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.

34222 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.

34223 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.

342.24 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

ss1  Types of Mail Collected

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

ss2  Collecting from Rural Boxes

352.1  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 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.

3s2.2  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
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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 ldentity 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

Form 4003 (see Exhibit 132.2),

36 Money Orders

October 2012

361

362

362.1

362.2

363

Application

The customer obtains 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 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 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
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.

85



364

364

365

Rural Carrier Duties and Responsibilities

Carrier’s Receipt

The money order clerk completes the carrier’s receipt section of 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

37141

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.

Handbook PO-603



Carrier Performance on Route 372.32

October 2012

371.4

372

3724

372.11

37212

372.13

372.14

372.15

372.2

3723

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 mail 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 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 Form 4240.
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372.33

372.33

372.34

372.35

372.36

372.4

372.41

372.42

88

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
Form 3544, Post Office Receipt for Money. Retain these receipts with your
fixed credit to keep the credit in balance.

Stamp Requisition
Use Form 17, Stamp Requisition, 1o purchase additional stamp stock

supplies to replenish the vending machine. Withdraw the necessary funds
from the trust fund account.

Consigned Credit Receipt

Only one 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 cone 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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Carrier Performance on Route

38 Stamps Purchase Order

385

October 2012

381

382

383

384

385

General

As a courtesy to your customers, you may give them a 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 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 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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385

Exhibit 341.31a
Form 1096, Cash Receipt

Rural Carrier Duties and Responsibilities

Y

Ty
1;
!1:.-—

CASH RECEIPT

Received FromJ [CH IH

Amount (Wiitten Our)

TEMEFo B ARY

1100 Doflars

Amount iin Numbers)

.

Purpose /C 0' D G'%z&fj
Sandston, VA 23570

By (Signature and Titla)

C Contames )wa{’cm

Date

PS Form 1096, November 1987

sl

’/.? fd

Exhibit 341.31b

Form 3816, COD Mailing and Delivery Receipt

W 5ER

P.M. iPor)

SENDER'S RECEIPT
Articles accepted by

'MAILING DFFICE POSTMARK

/

Thank You for using £ O D Service

Received the article daescribcd on the front of this tag.

, /@;rfu 7y

.
-~ (Sirnature of
~ person recalwnW
;‘\\ i Dste é P{ ﬁ -2 2 Dalivered by é‘
M
\l. . o Inatructions to Dalivery Office:
‘ L'\ \ & ADDRESSEE MAY NOT EXAMINE CONTENTS OF C. 0. D.
4 Q z PACKAGE BEFORE DELIVERY
| o 3 &Ql 5 DO NOT collact M.O. Fae if paid by check payabte to the mailer.
i ~ = ) Y L Otherwise, issue money order for amount of charges [not to include
g § wa S0 money order fas).
G N ] —_ Enter nama of addressae as remitter on tha money order.
= w b;\i @ . 2= Insart C.0.D. articis number on money order or check.
— g e E % g ol Z ol g Attach customer receipt portion of M.O. to thia tag or
< ‘l\ Blalo ‘ 2 & K & g . snter check Information balow.
i JES e I Ml T I N
. ol 17 gy
S k-”’ Slwle \'\ 82 E B % Check Number Dato check sant to mailer
- >»_N 58 NG G g
S olz2lalEIT 18 |50
i s 2 [ o«
MAILER'S RECEIPT
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Carrier Performance on Route

Exhibit 341.41b

Form 3896, Receipt for Registered Article

RECEIPT FOR REGISTERED ARTICLE

No.

77

AINESVILLE,

Majled At (Post Officel Dato

629 %

Fea Paid Postage Pad Ceclared Vaiuo

. ¥e .28 Y

Handling Ché.

Restr. De!

Fee Fee Fee Insurance

Return Rec | Special Del  J] With Pastal [ Without Postal
Insurance
$25 000 Domastic Limit

From (Namg and Agdjess!
.
L

LN

Addressg Toﬁme ing Addrass) L

boo-b OAx 3T,

Received For For Postmaster (S’\'gnature of Cariier)
Postaga and

Fees

Gamesviieé -t 32603

£ PS Form 3896, Apr. 1982

Exhibit 341.44a
Form 3811, Domestic Return Receipt

{Extra charge)

. SENDER Complete itams 1 and 2 when additional services are desired, and complets items
Put vour address In the “RETURN TQ"" Space on the reverss side. Failure to do this will prevent this
card from heing returned to you, The return receipt fee will provide you the name of the person delivered
to and the date of delivery. For additional fees tfgo Tollowing services are avallable. Conault postmasier
Tor Tees and chack onlesi for additional service(s) requasmd

Show ta whom deliverad, date, and addressee’s address.

2. [J Restricted Dalivery
(Extra charge)

3. Article Addressed to:

C FPErRoN

Coo-L oxRx 57
myes/uu:‘} <

o2

4, Article Number

- ¥/

Type of Service:
Registared O nsured
I centifiag O coo
[ express Mail [[] Return Receipt

{or Merchandise
Always gbtain signature of addresses
ar agent and DATE DELIVERED.

5. Sigpgture — Add
e

Is your RETURN ADDRESS
completed on the reverse side?

6. Signature — Agent
X

7. Date of Dalivery

-2 — e

8. Addressee’s Address (ONLY if
requested and fee paid)

PS Form 3811, Mar. 1988 » U.S.G.P.0. 1986-212-865

DOMESTIC RETURN RECEIPT

‘enAueg 1d1edey uiney
Buisn 10} NOA yuey )

October 2012
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92

Rural Carrier Duties and Responsibilities

Exhibit 341.51a
Form 3800, Receipt for Certified Mail

rm 3800, June 1990

Fs

o
=g

P 894 735 B85

Certified Mail Receipt
' " No Insurance Coverage Provided

» 1o not use for Internatonal Mail
pnosuny (See Reverse)

BOATAL SEHH |

Streot £ Mo

[Ghm “‘%ﬁ ng /f-a”"
/
/70, Box Looe

PO State & 21 Gude

S041:5, CH 73066
e

Cerbfiend Foao yf
L4

Gpecdl Delvenry Feg

Pestrsectedd Deivgsny ben

Mezturn Recaeipt Showag
to Wharn & Date Delvend . 7’

Heturn Reraipt Shewing o Whom,
Date, & Address of Devery

TOTAL Postage
& ey $/{‘ 1 6 d

Presbmg
A2 /T o

6%4 ?I5 B5Z
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Carrier Performance on Route

Exhibit 341.61b

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

. = CASH RECEIPT

Received From =
oy, /t? 2D & E

Amount fWritten Out)

Amount fin Nurnhers)

-’7'£4y/oﬂ/7£,'/ /100 Dollars | $ é- g <

Purposa//”’.y’?f.p %,‘ (’/’fo, ﬂ’}
%fyn/aﬁ/z)’, SN EF22

By (Signature and Title)

Date

ég\ém 5"03&—75

PS Form 1096. November 1987 Wl nro: lung ,ﬂ'.,’.-7.'1|(<1.:1:<'-'?

CARRIER'S STATEMENT

M it RiDDLE

The following is a statement of the amount required tor each of the
itams indicated and if there iz any part thet you do not understand
please call it toa my attention.

Money Order

Money Order Fee

Postage on Letter

Postage on Package 2 . “;’{J
Insurance Fee on Package |’ (‘f O

Register Fee

C.0.D. Fee

Cenified Fee (’[O

Postage Due Mail

Total Amount Required 5 2
Amount Received &, o)
Balance Due the Customer O

Balance Due the Carrier

1f thare is a balance due you, the amount will be found in this
envelope, If there is a balance due the carriar, please enclose it in
this envelops and leave it in the box. Thank you.

Carrier - g .
O (dcdwid -
Post Office — ZIP+4 Code
GANES e . Fl 20602
PS Form 4245, Mar. 1988 (Discard previous editions)

October 2012
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385 Rural Carrier Duties and Responsibilities

Exhibit 341.83
Customs Form 3419, Mail Entry

DESCRIPTION/ITEM NO, OF MERCHANDISE|  VALUE RATE AMOUNT
Z
L
- e
m & 5
2 1 ne
:_u' § 251
ES E'n'_
22 < % Far
:: - N - = -
- Customs Processing Fee (Pub, L. 99-272) e 3338
= C o 4 = Z
v & ® HAIL ENTRY DATE POSTMASTER 3 3 |QmS
Eacing - VT 2 Z |Zkow
g gC| OOUO(JJU LOLLECT 5 o [Pz
S & ey NAME )
oo E eg o °3m
SR .ng T 811’“
HEG. wO. STREET n3c g [Hof
23¢ T - D5
- §§3 3 =)
& INO.CPACKACGES |CITY-STATE.ZIP CODE az8 ¢
Ll
o 173 B,
£ [coonTRY SENDER ABOVE ARTICLES RECEIVED DATE ‘gg
L8 )
1
L

INSTRUCTIONS TO POSTMASTER

1. The postmastor shall, Bafara delivering the parce!, collect the totol amount asssssod, 5ign and delivar the
raceipt to the addressee, srid reclire his slgnatura on the original copy of tho eairy.

2. If the addressee [z dizsatizfied with tho amgunts Bssessed, he may: (2) Refuse tho shipment pending review
by the lssuing custdms port shown on the reverse side, The Postmaster wil| then return to tha issuing port
s {atter of protest from the addrassee stating his objactions, ol copigs of 1bis form, and any documenta-
tion to support claims; a.p., Involces, cancelled chocks, gtc, in addition to PS Form 2937 Part 822.233
Internatianal Mali, Publication 42. The Postmaster will also ratain custody of the sh!pment until advice
ls received from the izsulng port; or if the addrassae is located In the vicinlty of one of the customs ports
ilsted in Part 821.62 Intarnstional Meil, Publicetion 42, if the addressee so elects, tha packega and othar
documents may he delivered to the local customs offlce for congidaration of tha protest; or, {b) The
addrasses may take dellvary of tha shipment by paying the duty and protesting {within 90 deys of delly-
ary} s o the ort, (ncluding with his letter of protest the sddregsea raceipt portion of
Customs Form or g capy and any documontation to support his claim,

3, Whan monay {5 colloctad, the origing! of hn muil antry togethrnr with the aroni cellectad shall bo
treatod es gat forth in Hlondbook F.5,

4, Shipmanta accomparniad by o Declaration for Fraz Entry, in addition to 1hwe snoil entry {Customs Farm
3419), may be rajegwed to tia eddrossee without the callection of the posprsud duty if the addresses
executss and signs tha Daclaration for Free Entry, The original und recolpt copios of the mall entry
{Customs Form 3419) togather with the Doalaratlon for Froe Entry, shell be sent to the Reglonal Com-
mlmsloner of Customiz, Atinntion: Financial Manegemeant Division, E Werld Trade Canter, New York,
New Yark 10048,

L

Undaelizarable porcals sha!l be dicpoesd of 6o provided in Past 7562 tnternationa! Mall, Publicetion 42,
and Part 145, Custorns Hopulatiens, If ferther instructions arc ceslrod, thay should De obtained from
the Mall Classtfleetion Rivigion, Financo Dopartmant, U S, Postal Seivics, Washingion, D.C, 20260,
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Carrier Performance on Route

385

Exhibit 361

Form 6387, Rural Money Order Transaction

g’“‘”“‘-: Rural Money Order Transaction g"i‘: Rural Money Order f',,":'; Rural Mo_ney Order
E &=z gAppIication H &= i Transaction ; o= i Transaction

Crssann

CUSTOMER: Complaets this part only.

~rwase Customer Receipt
CARRIER: Complete for monoy received.

money ardar ta
MONEY N YOU

MAILBOX.
LETTER CARRIER,

D Chack if you want the Post Qffice 10 maul the
money urdlr [MO). if so, complete ""Pay To” &
From™ sections & give your catrier 8 stamped,
addressed envalope. Otherwise, carrier will daliver
ou. AVOID THEFT:

00 NOT PUT
GIVE IT TO YOUR

Money Received From

A CreresH

Amount of Money Order

s - pos

Up to $35 |$35.01-700

§ .76 $1.00

“ne $

/ o2

Pay Carrier Total Amount
of MO & Fee

o s L2

Pay To

AR /f Felras

Nnmu\/
Mailling Address i;]o., _élraet%n State, 2IF)

G/dt-‘.l'l/;ccé' /(C .),azé o2

M E 14/,

Nama

Qf}ev 7

ai ng Address No.,

From

T TR

raet, C!tv. Stata. ZIF]

Qfﬂ&wu_é" ﬂ )’2 o2

5 L.

PS Form 6387, December 1988

*u S GPO 1989-0-244187

Amount

Received 6 /J/ . FC
Total Amaount for
& Fen § yr iy

Difference Dus | $

S

Signature of Carrler

é’g—..z Y—’fa

l-n.nn"

Carrier Receipt

ISSUING OFFICE: This | No- MOs

certifies that | have
received the dollar
amount below to
issue the number of

maney orders
indicated.

Amount
Raceivad 3 Yl i &
Total Amount tor $
Fae L/ &8
Differance Due | $ -‘&—

Signature of Accepting Employea

ate ‘lgna b&/
-~ Y P

Only ona racaipt is given for all
applications subrnitted on the
same day.

Roetain & show this
recaipt in case of inguiry.

ACCEPTING EMPLOYEE: <

Return this raceipt to carrier.

CARRIER:

Fila this receipt.

Detached Fram
PS Form 6387, December 1588

Detached From
PS Farm 63B7, December 1988

October 2012
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Exhibit 382
Form 3227-R, Stamp Purchase Order

Rural Carrier Duties and Responsibilities

Dadr Customsr:

This snvelope It providad, In conjunction with tha U.5. Posial Sarvice
snd the Natlonal Rursl Letter Carrlers” Associstion National Joint Steeding
Committes on the Quality of Working Lie/Employes Involvament Pracase, 10
Mg it convenlent for you 10 purchess siamps and other postal products.
Plasss complate ths ordér form on the right, ssal the snvelops and place it
In your mekbon tor your carrier ta fil. Just sanciose cesh. check or money
ofded, payable 10 "Postmestes,’” foc the total coat of your order.

MName

Adideass

Chy Starve __ ZIP+4

Plasag #aal and lsavae tha snvelope in yow maibox with your flag up.
Your Postmaner

P.5. Plasse sasist your cartier by sffizing stamps to cards and latters
bafocs placing In your maibox tor collection

#§ Form 3227-R. Janusry 1991

Order Form
Itemns Cost Qty. Cost of Order
Roll of 10¢ 29C atamps 423.00
1 Book of 10 29¢ arampa & 290
1 Book ot 20 29¢ wlempe $ 580
345 stemped anvelopas T
{ndeentual 29C wthmpa $ 29
Stempa ot post carda LI
Individuai 19¢ poyzel card s 19
Othar
Toiw #

RURAL OR HIGHWAY CONTRACT ROUTE CARRIER
STAMP PURCHASE ORDER

We Aim for Servicel

Need stamps, snvelopas or postal cards?
We have tham for sale.
Need to sand somaething overnight?
Wae have Express Mall informatlon for you.
Nead to send a package?
We'll send it for you!
Want 10 buy a money order?
Ask for a monay order application.
Plan to move?
Ask for & change of address card.
Gaing on vacation?
We'll be glad to hold your mail.
Not certain about the amount of postags?
Ask ahout our rates.

PS Form 3227-R, Jenuary 1891 (Ravarsse)

For better service, piease

+ Affix gtamps to your outgoing masil

* Have a level, sturdy box at the right helght
for your mail carrier

* Display your correct box or houss number
an the carrler approach slde of your
maiibox

+ Be sure the approach to your box s claar
at all timas

Thank Youl
Yaur Mall Carrler

96
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4 Office Work After Return From Route

41 Use of Form 4240

411 Time Entries

4111 Record Return Time

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

4112 Record Lunch Break

At this time, also record in column 8, 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 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 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 Form
4003, Official Rural Route Description, to adjust the compensation.

October 2012 97



42

Rural Carrier Duties and Responsibilities

42 Disposition of Mail Collected/Accepted on Route

421

4211

421.2

421.3

422

4221
422.11

42212

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

Form 3896

Give the postmaster or supervisor, or designee, 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 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

Form 3813

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

Form 3813-P

Carriers must issue a receipt on Form 3813-P, Receipt for Insured
Mail-Domestic-International, for domestic articles insured for more than $50.
Carriers must issue 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 supetvisor,

Handbook PO-603



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

Form 6387

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

Carrier’s Receipt

The carrier’s receipt portion of 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 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 ltems

October 2012

431

43141

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. Forms 3849, Delivery Notice/Reminder/Receipt.

d. 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 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

4321

432.2

432.3

432.4

432.5

433

43341

433.2

Rural Carrier Duties and Responsibilities

Form 3883

Where the use of 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.

Form 3821

Complete 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 ar supetvisor, or designee, all tags and funds for
delivered and undelivered CCD articles.

Clearance
The postmaster or supervisor, or designee, clears each item on Form 3867

(see Exhibit 252.21¢).

Form 3821 for Delivered Articles

Complete a separate 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).

Form 3821 for Articles Not Delivered

Complete one 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 Form 3821 was completed for
clearance of registered, certified, or Express Mail, include on that form CODs
not delivered. Do not complete another 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 formis 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.

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
Form 3584, Postage Due Log.
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434

4341

434.2

434.3

Customs Duty Mail

Handling

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

Form 2944

After the clearing employee has entered the amount of funds and the number
of returned parcels on 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 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 Forms 3849 and Form 3811 obtained for
numbered insured mail. Where the use of 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

October 2012

EPM Offices

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

471

472

General

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

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

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.

of 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 Form 4240 and the rotary lock do not match,
your postmaster or supervisor cpens 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

(2) If the contents have not been tampered with, the postmaster or
supervisor makes a notation of the facts on 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).

4g2  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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Exhibit 411.1
Form 4240, Rural Carrier Trip Report
No. Length (Miles) Classification Week
Route cee | OO m D0 g T aux | Stanc
N
JO#| A Ko | M| On e vz
Carrier’s Degifly Time Record* !

{Exact hour ared minates) T
Day Rptd. Leit Rtnd, Comp. Lunch L
of Date at Office 10 Work Pericd H
Week Post 1o Setve Post at Post Actual i
Office Route Qffice Office Time Req
(nm (2) {3) (4} (5] (6) (7}
sa. | 62| L2 20\ n: w0l AF0| F0e| 3] K
Mon. | & -4F| Zina| y1: 0| Alyo| J:NAT 30| ¥,
':{ lTues| g-J7) Zipo| Moo Fieel F:3e| o] 7,
slwed | -6 | 2rgel frrm”| 2 de| 3134 [3ply |
Thar | G =7 | Dreelsrise| 3:/6| Mvre| 26| &,
ol 1fi | bF | 22 p e/ 23 | Rivel 3:2A ol ¥

* Sav | & ",9 Qe o\ K121 S" | RN e

Mon

Exhibit 422.31

Form 3813, Receipt for Domestic Insured Parcel

RECEIPT FOR DOMESTIC INSURED PARCEL
(Not for International Maily

ADDRESSED FOF?VERY AT (P.O., Stare & ZIP Code)

ERERT

Gees /17 39435

OSTAGE a,. 0(‘ ¢ POSTMARK OF
INSURANCE ¢
FEE
v ad
SPECIAL ¢
DELIVERY
SPECIAL ¢
HANDLING
Total T 0
INSURANGE
COVERAGE MAILING OFFICE

[ Perishable

_%F ragile O Liguid
STMASTER (5)/
C. G are/

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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Exhibit 422.32

Form 3813-P, Receipt for Insured Mail Domestic-International

V-3L1 547 970

RECEIPT FOR INSURED MAIL
DOMESTIC—INTERNATIONAL

ADDRESSED FOR DELIVERY AT

(Post Office, State and Country}

FERRIS 7F J5725

I AIR

POSTAGE | [

S
L ¥

&

INSURANCE COVERAGE

Yoy,

FEE

SPECIAL HANDLING

DOMES- > Special Celivery
TIC

ONLY ’ Restricted

Delivery

RETURN RECEIPT

{Except to Canada)

Fragile Liquid Perishable

111 []

TQTAL

s J. 92

SAVE THIS RECE'PT UNTIL PACKAGE iS5 ACCOUNTED FOR

{Postmark)

Customar
Over

Postmaster
By

A Asers

U.S. MAIL INSURED

V-3k1L 547 970

NCTE: To file claim for damage or loss of contents,

you must present the article,

packaging.

container and

482
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Exhibit 431.2
Form 3867, Registered, Express Mail, COD, Certified, and Return Receipt for Merchandise Matter
Received for Delivery

U.5 Postal Service

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

Regisiered No con
D e S
gnatute of
anl' R. RA, .

To_;gl{gxg;e::;:‘m«.‘nl RE AQ Osso Delivery Clerk or Signature of ~Fe:s?n for

or Total Return (Sec \‘,H;'. a Amount Maney Carner's Signature Cleanng Clerk gns F.O:nrﬂyn

Y " ; i
Receip! for Due O’d'_” and Tatal P
Merchandise’ Sender Fee

Wry, £ L Corren /2. C’/Z«M -@4’ e,
Z 3 ,UM 7 lopenias]
23297 C. | /O ,Mlm c{%n/no/ A H RO

yx s ﬁ,7 Ak 2 G-z/nnw/ 4
| 2C 22 T/ Feron (e

/3¢ 02l () COLrirnir

o R
N

'Show C™" to indicate Centificd Mail, 'E’" to indicate Express Mail. and “"RM™" 10 indicate Return Receipt for Merchundise.

*Notation will be made n 1his column indicating by (R) Return Receipt Requested: (RA) Return Receipt Requested. showing address where
dehvered. {08) Officislly Svaled. (RE) Re-cnveloped: (AQ) Addressee Only: {SD) Special Delivery

PS Form 3867, Feb. 1989
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Office Work After Return From Route

Exhibit 431.4
Form 3821, Clearance Receipt

Post Office or Statio Date
éméézg/ £ 6 ~RF-So

RECEIVED OF the registered articles listed or total
certified, COD, and Express Mail articles shown below; also signed receipts for such mail delivered,

REGISTERED ARTICLE NOS. Returned Delivery Receipts TOTAL
Articles
Registered
Centifled / Y Z
Enpress
Mail
M.O.
con Check
e
Cleari mployee Signature
' coD
SR IACL, Funds

ete a separate form in duplicate for CODs. When COD's are totaled, delivering employee myust
mediately 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, Cenlified, or Express Mail.

PS Form 3821, March 1988 GPO 1988 O - 213992 CLEARANCE RECEIPT
Post Date
/ £ & - R 7 - Po
RECEIVED OF (P, /Ztt opr the registered articles listed or total
certified, COD, and Express Mail articles shown below; also signed receipts for such mail delivered.
IREGISTERED ARTICLE NOS. Reiurned Delivery Receipts TOTAL
Articles
Registered
Centifled
Express
Mail
oD Check M.G.
Clearing ployee Sighature
. con f
. 'y AP £~ | Funds iwely/. -

Cn%pamtc form in duplicate for CODs. When COD's are totaled, delivering employee must
imnlediately deposit a copy of this form in designated box. This form must be rewained by delivering em-
ployee fur 3 manths from last day of issue for COD's, 2 years if for Registered, Certiflied, or Express Mail.

PS Form 38217, March 1988 GPO : 1980 0 - 215-692 CLEARANCE RECEIPT
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Exhibit 472
Form 4240, Rural Carrier Trip Report
T T I T
No. Length (Miles) Classification )
Route L [:] M D D Aux
Non
JIH R~ F o | DN | U ok
Carrier's Daily Tima Record*
(fxact hour and minuees) —
Day Rptd. Left Rind. Comp. Lunch
of Date at Office to Waork Period
Week Post to Serve Post at Post Actual
Office Route Office Qffice Time |~
(1) 12) {3} (4) (5) (6}

sat. | -2 | 63¢l /10l L2220 Fros| 238
Mon 1 g -af | 00| 11230 }?QT’ 3.'-;:" .‘;o
Tues. -t . //.'ﬂ ‘o 3'- o b I
wed. | § -6 —'7:15: 2itd] 2:3e| 3270 38
Thu | ge?| Zpois/:3e¢l Pive| lirel 23e
Fo. | -1 Zod| 1738 2. w0l J:30| 30
sa | -l Zoolyiu| 2 %e| IiF0| 30

Mon.

PR s
Wk 1

pip
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5 Inspection, Count, and Adjustment of
Rural Routes

51 Types of Rural Routes

511

5114

511.2

511.21

511.22

511.23

511.24

512

513

October 2012

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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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

522

523

524

5241

524.2

110

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.

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.

Frequency
Management schedules at least one annual inspection of rural routes.

Carrier Responsibilities

General
During the rural route inspection, rural cartiers 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.

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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53 Rural Route Mail Counts

October 2012

531

5311

531.2

531.3

532

5321

532.2

533

5331

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, 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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112

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 535.23k). The postmaster is also
responsible for including, in writing, any questions or comments raised by
the carrier after the count, forwarding 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 Forms 4241 available to
carriers and ensure that all columns on 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 Secticnal 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

5341

534.2

534.3

534.4

supervisory personnel are not normally on duty.) The rural carrier may
cbserve and also count the mail. However, the pestmaster or supervisor
must count the delivered and collected mail, and enter it on the daily count
forms.

Casing of Mail by Carrier

General

The ptinciple 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 distributicn 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 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 cartier returns from
serving the route on the last day of the count is credited on the same 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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Mail Count Forms

Form 4239
Description
a. 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
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
making the count prepares Form 4239 daily. Form 4239 worksheets
are completed as the mail is counted. After Form 4239 has been
completed each day, the postmaster retains the original, and the
carrier receives the carbon copy.

When management completes 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 Form 4239 each day.

Carriers serving evaluated, high density (L), or auxiliary routes do not
make entries on Form 4239.

Form 4239 is completed at intermediate offices and forwarded under
cover daily to the headout office postmaster for consolidation on Form
4241, Form 4241 is not completed at intermediate offices.

On presently classified evaluated, high density (L), and auxiliary routes,
Form 4239 is completed in accordance with 533.23.

On mileage routes not classified as high density (L), 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 1o PS Form 4241, Use the
following guidelines to complete PS Form 4239:

a.

Column A — Letter-Size Mail

(1) 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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(2) Do notinclude 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, Express Mail, and other
accountable mail in this column. For special delivery articles see
column F.

Column B — 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 C — Papers, Magazines, Catalogs, Flats, 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 D, Parcels. Exceptions: Count simplified
address articles, including mail with detached labels, as boxholder mail
and enter the number in column E. 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 D. 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,
Express Mail, and other accountable mail in this column. For special
delivery articles see column F.

Column D — Parcels

(1)  Aparcel is any rigid article that exceeds any one of the following
dimensions:

(@ 5"in height.
(b) 18" inlength.
(¢) 19/16" in width.

Examples: Arigid 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 Do Not Fold or
Bend in accordance with Domestic Maif Manual (DMM)
C010.8.2¢c))

(2) Inaddition, 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 C010.8.2¢c, even though the
mailer has endorsed them Do Not Fold or Bend. These nontigid
articles should be carried and credited as parcels, provided that
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they do not fit in the letter or flat separation (where flat
separations are used) with other mail without damage 1o the
article).

(3) The carrier has the opticn of handling odd-size articles either with
flat mail or separately, regardless of how it is credited.

(4)  Parcels with detached labels do not belong in this column. They
are counted as boxholders in column E. Only specifically
addressed samples too large to be cased are included in the
parcel count.

(5)  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.

(6) Registered, certified, COD, numbered insured, Express Mail, and
other accountable mail are not counted in this column. (For
special delivery articles see column F.)

Column E — 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 A040). When samples are received with detached address labels
(specifically addressed), enter the total number of samples. (See
535.12a, column A, 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.

Column F — Registered Mail, Certified Mail, Numbered Insured
Articles, Express Mail, and Other Accountable Mail

(1)  Enter the number of articles received daily for delivery in this
column. Entries in this column preclude entries for the same
items incolumns A, B, C, D, or H.

Note: here the carrier dismounts or leaves the line of travel
to effect delivery or attempt delivery of special delivery mail,
enter the number of special delivery articles in this column,
Otherwise, enter them in columns A, B, C, or D as
appropriate. Do not record any articles entered in columns A,
B, C, D, orLincolumnF.

(2)  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
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 Buik
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Defivery, for delivery to the one address. Under no circumstances
use a PS Form 3883 for delivery of only one accountable item,

(3)  When a PS Form 3883 is authotized for use on high density (L)
routes, additional credit is allowed for handling return receipts on
items listed in the book (see column T).

Column G — CODs and Customs Due Received for Delivery
Enter daily the number of articles received for delivery.
Column H — Postage Due

Enter the number of postage due articles taken out for delivery. Do not
include postage due items in columns A, B, G, or L.

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 D, Parcels, and in column H,
Postage Due.

Column | — 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. PS Form 3548, 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: Do not record the entry of a new or additional customer’s
name on PS Form 1564, Address Change Sheet.

Column J — Marked Up Mailpieces

(1) Inthis 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 F010.4, Do not record mail
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
rauted to the wrong carrier.

(2) Ininstances 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.

(3) A markup credit is provided for the following categories of
undeliverable mail:

(@  Mail Individually Endorsed by the Carrier. Credit a markup
for each piece of mail in the following categories:

(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
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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.

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

Other categories as defined in DMM 507.1.4.1 unless
listed in 535.12.j.3.b (bundled markups).

Each of the following Carrier Endorsed Bundles is credited
as one markup:

{n

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; 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 pericd 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 Mail and
endorsed Standard Mail items 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
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piece UBBM, put your initials and route number onit,
and leave it on the case ledge.

(14) 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 “Cther UBBM,” put your initials
and route number on it, and leave it on the case
ledge.

(15) 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.

Column K — PS Form 3821 Completed

Enter only the number of completed PS Forms 3821, Clearance
Receipt.

Column L — 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 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 guality threshold, mail processed
as DPS will be cased and recorded as sector/segment mail in column
B on PS Form 4241, Rural Delivery Statistics Report, or, if it does not
qualify as sector/segment mail, recorded in column A, Letter Size, or
column C, 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 M — Money Order Applications

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 N — 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.
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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 cellection compartments receive a
standard allowance.

Enter in column R the actual time required to open the collection
boxes, remove the mail, and close the boxes.

Column O — Ordinary and Insured Parcels Accepted

(1)  Enter in this column the number of ordinary and insured parcels
accepted on the route. That is:

(a) Parcels that require the carrier to weigh, rate, and affix
postage to the article, or

(b) Parcels weighing more than 2 pounds for which postage
has been prepaid.

(2) 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 P — Registered and Certified Accepted

Record in this column the number of registered and certified articles
accepted con 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 3886, Receipt for Registered Article. Do not include those articles
returned when PS Form 3848, 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 @ — Loading 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 eguipment 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 D.
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Column R — Other Suitable Allowance

(1)

A reasonable time allowance may be claimed for unusual
conditicns, 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 R.

The actual time required to place Central Markup System/
Computerized Forwarding System (CMU/CFS) mail in the
designated location is credited in column R.

The actual time required for full completion of the additional data
required on the edit sheet and maintenance worksheet for
C.L.A.5.5. (Computerized Labeling and Address Sequence
System) will be recerded in column R, 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 R.

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.)

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
on PS Form 4241, Additional time above 15 minutes claimed for
servicing a nonpersonnel unit must be explained in the
Comments section.

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).

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.

All entries in column R 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 5 — Purchasing Stamp Stock

All rural routes will be automatically credited with 20 minutes per week
for purchasing and checking stamp stock.
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Note: The Minneapolis ISC will credit the 20 minutes per week and
record the proper allowance on PS Form 4241-A, Rural Route
Evaluation.

Column T — Return Receipts

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 F). 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.

Example: 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 T.

Column U — Authorized Dismounts

The number of authorized dismounts is shown daily. (See 313 for those
instances where dismount deliveries may be authorized.)

Example: A carrier is 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 Mall, etc., do not authorize dismount credit; existing time
allowances include time for dismounting.

Column V — Authorized Dismount Distance (in feet)

(1)  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
U). Before determining the authorized dismount distance, the
postmaster or supervisor must:

(a) For single delivery point dismounts such as CBUs, a
school, mailroom, etc., establish the authorized parking
location at the closest practicable point.

(b)  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 cant.

(2) 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
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measurements 1o the closest foot. Make all entries on the basis
of the number of trips required by the carrier each day.

Example: 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 one trip by the cartrier, the
carrier would receive credit for one dismount in column U and
140 feet dismount distance in column V. If, however, on the
second day, the volume for this delivery required two trips, the
carrier would receive credit for one dismount in column U 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 W — 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.

Column X — Waiting Time

Enter the number of minutes the carrier spent waiting for mail after the
official starting time.

Column Y — Intermediate Offices Serviced Daily, Services
Performed at Intermediate Offices

(1)

Enter the number of intermediate Post Offices served daily.
Carriers who perform functions or services at intermediate offices
for which time allowances are provided will receive appropriate
time credit for these services.

Record daily on PS Form 4239 all functions performed or
services provided at intermediate offices, and forward, in a
sealed envelope, to the postmaster at the carrier’s originating
office.

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 Cther Suitable
Allowance column 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.

When completing PS Form 4241 for the week, the postmaster or
supervisor at the office from which the route begins will include in
the proper Total columns the items applicable to the intermediate
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office, and writes in above the signature line the words, includes
services performed at intermediate office. Indicate on the form, in
the Comments section, the functions or services performed.

Column Z — Weight of Locked Pouches 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.

Note: To determine the daily weight, total the pouch weight of all
days and divide by 24. Then divide the daily weight by the number
of locked pouch stops from line C, Additional Information, to
determine the average daily weight. Enter this number in column Z
on PS5 Form 4241.

Form 4241

Description

Form 4241 is the source document used to determine the evaluation of all
rural routes (see Exhibit 535.21 (p. 1), Form 4241, Ruraf Delivery Statistics
Report).

Completion

a.

General. The totals of columns A-Z on Form 4239 are transferred daily
by your Postmaster or supervisor to the proper lines on 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 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 ohly 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) Vacant Boxes. Include temporarily vacant dwellings,
apartments, and places of business with or without a box
erected, that have not been vacant more than 90 days. Do not
include abandoned boxes, permanently vacant buildings,
dwellings and apartments vacant more than 90 days, buildings
under construction, or dwellings and businesses receiving
delivery solely through general delivery or a Post Office box. In
resort areas, transient trailer parks, and transient mobile home
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parks count only the boxes being served during the mail count
period.

(4) 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 M, Letter Size and Flats
Collected. (On the first day of any count, enter in the Comments
section of Form 4239 the location of all CBU collection
receptacles.)

(5) 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 Form 4239 the location of all parcel
lockers.)

(6) 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
Boxes A-L are completed as described below:

a.

October 2012

Type of Report. Place a check mark in the appropriate block to
identify if the 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 cne 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 ancther 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 Form 4241,

Mail Withdrawal. Where a carrier withdraws all mail from distribution
cases, place a check mark in the Yes block. If an employee other than
the carrier daily withdraws mail and places it on the carrier’s case
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ledge, in hampers, trays, or on the floor beneath the carrier case, place
a check mark in the No block.

Time Used During the Count. Record in this section during the count
period the total time represented by the start, leave, return, and end
time as recorded on 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 04145 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 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.

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.

Follow the Instructions Below for Seasonal Roufes. If this is not a
seasonal route, place a check mark in the No block, and go to Block H,
Equipment Maintenance Allowance.

(1)  Seasonal Routes. If this is a seasonal route, place a check mark
in the Yes block and complete the remaining blocks.

(2)  In Season. If the route miles, boxes, stops, and velume data
recorded on Form 4241 represent a route /n Season, place a
check mark in the Yes block.

(3) Notin Season. If the route miles, boxes, stops, and volume data
recorded on Form 4241 represent a seasonal route Not In
Season, place a check mark in the No block.

(4) Seasonal Mifes. 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.

(5) Seasonal Boxes. Record the nhumber of regular and centralized
boxes on the seasonal portion of the route.

Equipment Maintenance Allowance (EMA). Place a check mark in
the appropriate block to indicate what type of EMA the route receives.
If the carrier provides a vehicle for the route, place a check mark in the
EMA block. If a USPS vehicle was offered to the route but the carrier
declined the vehicle, the route is compensated with Optional EMA. In
this case, place a check mark in the block. If the route is assigned a
USPS vehicle, place a check mark in the Govt. Veh. block. If a USPS
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vehicle is assigned to the route, the following standard allowances are
automatically calculated and included in the route evaluation:

(1)  Each week 24 minutes is provided for completing Form 4570,
Vehicle Time Record, daily; a vehicle safety check (as outlined on
Notice 76, Expanded Vehicle Safety Check,) daily; and Form
4565, Vehicle Repair Tag, as appropriate.

(2)  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 10C miles per
fueling.

(3) Innoinstance is a rural route on which an employer-provided
vehicle increased in weekly evaluation by less than 30 minutes.

Note: |f the fueling location is not on the carriet’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.

Conversion to Regular Status. Note: This block is applicable only to
auxiliary routes. If a check mark is placed in the Yes block and the
route evaluates over 39:00 standard hours as a result of the mail count,
the route is automatically converted to regular status on the effective
date of the count. A check mark placed in the No block leaves the
route in an auxiliary status.

Date of Local 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

(2) Leave Commitment (explained below) is checked.

Leave Commitment. |f 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 Yes block. If the
carrier elects not to sign this block, place a check mark in the No block.
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.

535.24 Carrier Verification

a.

Upon request, a rural carrier may verify that the totals from Form 4239
are transferred accurately to Form 4241 daily.

Before submitting Form 4241, the carrier must review and sign the
completed form as outlined in 533.1. Carriers must be allowed up to
2 days for their review prior to submitting Form 4241.
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Form 4241-A

Carrier Copy

Before the effective date of a route evaluation resulting from a national count
of mail, or a special count of mail, you receive a completed copy of Form
4241-A, Rural Route Evaluation (see Exhibit 535.31). This copy is for your
personal records. It contains the route evaluation time credits as developed
from Form 4241 completed during the count. In addition, line 6 of Form
4241-A contains your new salary information and the new route
classification.

Route Copy

At the same time you receive Form 4241-A, another copy goes into the route
book (see 232). This copy contains all the information on your copy of Form
4241-A except for line 6, which includes your personal salary information.

54 Compensation Adjustments

128

541

5411

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 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.

Form 4003

When a substantial service change, seasonal route change, or a change due
to unusual conditions occurs, you receive a copy of 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
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(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) 0.0365 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 reportt 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 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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Adjustments

If, for any reason, management takes a route off of the automated letter mail
sort scheme, 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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Inspection, Count, and Adjustment of Rural Routes 543.1
Exhibit 531.3
Form 4241-M, Rural Route Evaluation Worksheet
RURAL ROUTE EVALUATION WORKSHEET Office: Route:
Count Dates:
PS 4241 Allowance Factors Allowance Factors | Office Time| Route Time
item| Ref. No. Data Description for Office Time for Route Time (Mins.) {Mins.)
1 Route Length Miles X 12.0
2 Regular Boxes {Non L} Boxes X 2.0
Regular Boxes {L Only) Boxes X 1.82
3 Centralized Boxes Boxes X 1.0
4 CBU Collection Compart. Comparnments X 1.0
5 Parcel Lockers Lockers X 2.0
6 A Letter Size *{Total / 2) X .0555
7 B Sector/Segment "{Total / 2) X .0444
8 C Papers, Mags., Cats. *{Tctal / 2) X 1
9 D Parcels *(Total 7 2) X .333 *(Total / 2) X 167
10 E Boxholders “(Total / 2} X .04
1 F Reg Cert Ins Del Spec/Exp "(Total / 2) X 1.0 *(Tetal / 2} X 3.466
12 G COD Customers Due Del “(Total / 2} X 1.5 *{Total / 2} X 4.466
13 H Postage Dues “(Totali2)X.2 round 1o next #
14 | Address Changes *(Total / 2) X 2.00
15 J Mark Ups "(Total / 2) X .25
16 K Form 3821 ‘(Tolal /2) X 2.0
17 L Del. Point Sequence Lirs. *(Total / 2) X .0333
18 M M.O. Applications *(Total/2) X 1.5 “(Total /2) X 2.0
19 N Letters/Flats Collected "(Total / 2} X .04
20 0 Ord/Insured Parcels Accept. (Tolal/2) X 2.0 (Total /2) X 2.0
21 P Reg & Cent Accepted “{Total / 2) X 2.0
22 Q Loading (actual) *(Total / 2)
23 R Other Suitable *(Total / 2)
24 S Stamp Stock 20
25 Strapping Qut *A+B+C-J /2 X 01428
26 T Return Receipts (L Only) *(Total /2) X .25
27 Other Office & Personal 30
28 U Auth. Dismounts “(Total /2) X 1
29 vV Auth. Dismount Distance "(Total / 2) X .00284
30 c Lock Pouch Stops # of Stops X 30
31 D Withdrawing Mail Yes=30 No=0
32 H USPS Vehicle Allowance Rt MilesX 6/100X4.5
< B+ 6to 24 Mins.
> 6 + Tolal to 24 Min
33 Relcad/Unload 18
WEEKLY TOTALS
TIME IN HOURS AND MINUTES
No Option
Total Route Time: Hours Minutes High Optien  or Low Option
Assigned Carrier Route EvaI.I ]
*items divided by 2 are rcunded tc one decimal position (Example 95/ 2 = 49.5).
PS Form 4241-M, January 2007 NOTE- Office & route time, rounded to two decimals (Example 146 5321 = 146.53)
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Inspection, Count, and Adjustment of Rural Routes 543.1

Exhibit 535.21 (p. 1)
Form 4241, Rural Delivery Statistics Report

US Postal Service
Ru raI Pellvery Post Office, State. and ZIP + 4
Statistics Report
(Foliow Instructions in Chapler & of Handbook PO-603)
District District ZIP Code Carmiar's Name
Data of Count Finance No Route Route Miles Regutar Cenlralized NOCBU | Parcel Vehicle
From - Thraugh : Ne. (Hundredths) Boxes Boxes Corcr,lp's Lockers Stops
9 . : .
| ;
Papers, Reg. CcCD
Date Lseit;:zr Semtgﬁ:&""’“ Magazines, Parcols | Box Holders | Cerl. Ims. [Customs pogiaega (;P:Egda Mark-Ups ';grzr?
and Catalogs Spec. Exp. |Cue Del [ W -
(A} 8 1 {8 () 7 {(G) H { %), %]
ar —— | -V—-l_-' —
T
Total |
1 1
MO Letter Siza Ord. Reg. & | Loading Other Pur. |Return| Auth. Daily Tolal Distance of Locked
Date DPS Lelters | Applica- and Flats ns. PP Cert. |inActual| Suitable |Stamp| Re- | Dismounts | Auth. Daily Dismount | Pouch
tions Caoll. Accapled [Accepted | Minutes Allow Stock { ceipts {Total} Del. {Faat} Welight
L) M Y Q) {F Q) (/) {s) | {7} “ | v . 4]
T ] H N
! i :
Total ] i 1
(Al (] Wational (3 Special [} Amended Current Detour O Yes  [1MNo |inthe event that | am eligible 1o alect a higher route
{B)| Families Served l ‘ {F} i classificallon. | agree to use sufficient annual ieave during
Detour Miles {Hundreds) 1 ] the guarantee period to assure that my total actual work
{C)| Number of Locked Pouch Stops | Seasonal Routa? 0 ves 0 Ho hours will nct exceed 2,080 during the guarantee period.
{D)| Mail Withdrawal J Yes [ No in Season? 0O Yes [1No |Carrers Signature
Time Used During Count (Hrs. & Hund.) (Subtract
Lunch Time from Office ana/or Route Yimo as (G)| Seasonal Miles (Hundreds) )
Reportad on Form 4245} N .
Office Time Regular Boxes - +- | Date of Local Conference
- 4 —_ Cantral Boxes
Route Time . BiCiEMA  COBWA O Gonven | _i_.‘?t’"'ﬂe" To Be Correct
(E) et Total Time "It 38:00 Plus arrier’s Signature
- -1} Convert to Regular O Yes 0 No '
ﬁ:;:gfﬂzce Office (J)f High Option [lves [ No o _ _
! - Postmaster's Signature and Date
Used Route {K), Leave Commitment (J Yes O No 4
L . } Rotatin
Waiting and Counting Time (L)J Relisf gav O Yes O No ’
PS Form 4241, May 1994 All Entries in Column "R" Must Be Explained on Raverse. (Discard Previous Edition)
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5431 Rural Carrier Duties and Responsibilities

Exhibit 535.21 (p. 2)
Form 4241, Rural Delivery Statistics Report (Comments)
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Inspection, Count, and Adjustment of Rural Routes

Form 4241-A, Rural Route Evaluation

Exhibit 535.31
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Forms Glossary

Form ID Title References

17 Stamp Requisition 372.34

1096 Cash Receipt 341.31b., 341.61h.

1314 Regular Rural Carrier Time Certificate 142.2

1314-A Auxiliary Rural Carrier Time Certificate 142.2

1564 Address Change Sheet 231.21,232.1, 232.21, 232.22, 535.12

1564-B Special Orders 232.1,232.21, 241 12e., 241 .4, 241 41,
241.42a., 241.42b., 241.43a.

1769 Accident Reponrt 173.2

2944 Receipt for Custecms Duty Mail 252.22,434.2,434.3

3227-R Stamp Purchase Order 352.1, 381, 382, 383

3369 Consigned Credit Receipt 182.3,372.35

3419 Mail Entry 341.81, 341.82, 341.83, 4341

3544 Pcst Office Receipt for Money 372.33

3546 Ferwarding Order Change Notice 213.31,241.2,241.21, 241.224a., 53512

3575 Change of Address Order 213.31,241.1,241.11,241.124a,,
241.12b., 241.12¢., 241.12d., 241.21,
241.22a., 241.32a., 242.4, 53512

3582-A Postage Due Bill 252.24

3584 Postage Due Log 252.24,341.22,433.2

3800 Certified Mail Receipt 341.51a.

3801 Standing Delivery Order 341.42b., 341.52h.

3801-A Agreement by a Hotel, Apartment House, | 341.42b., 341.52b.

or the Like

3811 Domestic Return Receipt 341.44, 341.44q., 341.54, 341.54a,,
431.1

3813 Receipt for Domestic Insured Parcel 422.31

3813-P Receipt for Insured Mail- 422.32

Domestic-international

3816 COD Mailing and Delivery Receipt 341.31b., 341.3%7a., 341.32b., 341.32¢.,
422.71

3821 Clearance Receipt 431.4,432.3, 432.4, 53512
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Rural Carrier Duties and Responsibilities

Form ID Title References
3849 Delivery Notice/Reminder/Receipt 253, 253.1, 253.2, 253.21, 253.22
253.23, 253.24, 253.25, 332, 341.22,
341.32d., 341.42a., 341.42¢., 341.42¢.,
341.43, 341 .52a., 341.52¢., 341 .52¢e.,
341.53, 341.72,341.73, 341.83, 431 .1,
535.12
3849-C Express Mail-Notice of Attempted 253, 2531
Delivery
3867 Registered, Express Mail, COD, Certified, | 252.21, 252.23, 252.25, 431.2, 432.2
and Return Receipt for Merchandise
Matter Received for Delivery
3883 Firm Delivery Book-Registered, Certified | 252.21, 341.12b., 341.42f., 341.521.,
and Numbered Insured Mail 431.3,535.12
3896 Receipt for Registered Article 341.41b.,422.11,422.12
3982 Changes of Address 241.12a., 241.22a., 241.3, 241.31,
241.32a., 241.32¢c., 241.33a., 241.33b.,
241.42b., 241.43b.
4003 Official Rural Route Description 132.2,232.1,232.21, 311, 353, 414,
535.22b.,541.3
4024 Request to Repair Roads 131.1
4052 Notice to Customer of Correct Address 131.5
4056 Your Mailbox Needs Attention 131.1,171.3, 313.2
4232 Rural Customer Delivery Instructions 231.21,231.22,241.12d., 372.2
4239 Rural Route Count of Mail 534.2, 535.1, 535.11, 535.12, 535.22,
535.23, 535.24a.
4240 Rural Carrier Trip Report 152.2,152.31, 152.32, 152.71, 211,
232.1,232.21,263,312.2,312.4,372.32,
411.1, 413, 414, 472, 481, 535.23
4241 Rural Delivery Statistics Report 533.11, 533.12, 535.11a,, 535.11¢,,
535.12,535.2, 535.21, 535.22a., 535.23,
535.24
4241-A Rural Route Evaluation 232.1,232.21, 535.12s., 535.3, 535.31,
535.32,541.2
4241-M Rural Route Evaluation Worksheet 531.3
4245 Carriet’s Statement 341.22, 341.61b.
4565 Vehicle Repair Tag 535.23
4570 Vehicle Time Record 535.23
4585 Postal Driver Accident Infoermation 173.13
4586 Accident Information 173.13
6387 Rural Money Order Transaction 361, 362.1,362.2, 364, 422.51, 422.52
Application
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