
A LETTER CARRIERS DAY



YOU’RE ON THE CLOCK
NOW WHAT?

Scanners/Clocking in
Vehicle Inspection

Casing mail
Reporting requirements – Handbook M41

Estimating your route
Delivering mail

Unauthorized overtime?



VEHICLE 
INSPECTION



VEHICLE 
INSPECTION
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CASING MAIL

�Cut all straps at the same time if possible. 
�When loading ledge with flat mail, stack enough to fill the ledge but 

not so high that is obstructs the first row to case. 
�DPS Mail: Volume may be verified to assess your OT needs. If 

loading DPS mail into your hamper is an office function, per the 
SOP, you may also check the trays to make sure you have all mail. 

�You are not permitted to rubber band or separate DPS mail.  



CASING MAIL



CASING MAIL



REPORTING REQUIREMENTS
� Reporting requirements are found in Handbook M41.



OFFICE PROCEDURES
� Any item in the parcel hamper that is less than 2 lbs. and smaller than a 

shoe box, is considered a SPR (Small Parcel or Roll). SPR’s can be 
cased into the mail or placed in trays according to delivery order. Count 
SPR’s and record per piece with Flat volume. 

� When casing any large or oversized magazine and newspapers, set them 
aside on case ledge. Route them into sequence with SPR’s. 

� Parcels are not handled on office time. They are to be loaded in the 
vehicle by zones or by delivery order after moving to street time.

� Reversing a letter or using a placard to mark parcels (over 2 lbs. or the 
size of a shoebox) is not permitted. M-41 section 225.16 allows for 
reversal of a letter for a “parcel” classified as a SPR. (Small Parcel) 



OFFICE PROCEDURES
� Accountable items should be reviewed and verified when signing the log. 

Complete PS Form 3849, Delivery Notice, for each mail piece.  

� Only the address or customer name should be completed on the delivery 
side of the form in the office. All other sections should be completed on 
the street at the time of attempted delivery. 

� Registered mail- Do not case the mail piece. Place it in your satchel. Only 
case the PS Form 3849. 

� Review hold mail weekly on the day after your NS day. Only bundle mail 
during your review. If you are instructed to review more frequently, follow 
local procedure. Do not make a second review of mail that has already 
been verified and banded. If customers comes to window to pick up hold 
mail, review and verify loose pieces before handing to the clerk. 



OFFICE PROCEDURES
Estimating your workload

As an example, if your route is an averaged of 8 
hours, and you spend 1 hour in the office each day, 
that means you will have 7 hours of delivery (inclusive 
of loading your vehicle, allied time, etc.).

In this example your case is 5 shelves, making each 
shelf worth 1.4 hours on the street as an approximate. 

Each carrier and route will be different, but learning 
to give the best estimate you can will help keep 
management off your back.

But remember, an estimate is an estimate, nothing 
more. Estimates can be wrong for a number of 
reasons. 



OFFICE PROCEDURES
Overtime or auxiliary assistance/PS Form 3996



OFFICE PROCEDURES

� Report any undelivered mail using PS form 1571, (estimate of 
curtailed or misc. mail returned from street). 

� When in doubt ask management what you are to do with the mail.

� M-00413 Step 4 Settlement, October 28, 1983, H1N-5F-C 12482
    We agreed to settle this case based on our mutual understanding  

that forms 1571 and 3996 are to be completed on the day to which 
they apply
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http://mseries.nalc.org/M00413.pdf


DELIVERY
� Curb line/mounted delivery:

� Should normally be made without leaving vehicle. 
� Collect any outgoing mail first.

� Use one motion to box. Collect all mail for the address first. Once you 
have the mail in your hand open the mailbox and put all the mail in the 
box at the same time. 

� Place vehicle in neutral with foot on brake at each curb line delivery. 
(M-00341,M-00972,M-00994)

� Never finger mail or hold mail in hand while driving!



DELIVERY
PROCEDURES 
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More memos on this are:
M-00341 and M-00972. 

If management instructs 
you not to do this, 
contact your steward 
immediately. Safety is a 
priority with all Postal 
vehicles especially the 
aging LLV.



DELIVERY
� Delivery to apartment mail boxes or Central Delivery boxes:

� Use only one pass to the mailbox.
� If there is 3 or more bundles, it is permissible for 2 passes. 

� Park and Loop Delivery:
�  Flats should be in satchel. 
� Finger mail between deliveries, when safe to do so. (Not while walking up or 

down hills, using steps, crossing streets, on curbs, etc.) 
� Have mail ready for delivery when you reach the house. 
� There is no street standard for walking (M00304, M00360)

� Management must ensure the carriers hold the number of park points, relays 
swings, loops to an absolute minimum necessary to provide delivery.  M-39 
141.131
� If you want to combine relays due to light mail, you may.



DELIVERY



DELIVERY
� Parcel delivery procedure for park and loop route: 

� If parcel fits into the satchel, make delivery at the same time as other 
mail. 
� Knock and attempt delivery- complete PS Form 3849 if there is no 

answer and leave notice. 

� Endorse mail piece with reason, route number, date and initials. 
� Parcel delivery procedure: 
� If parcel is too heavy or large for satchel, skip mail delivery at the house.  

� Drive to delivery point and attempt delivery of both mail and parcel. 

� Knock and attempt delivery- complete PS Form 3849 if there is no 
answer and leave notice. 

� Endorse mail piece with reason, route number, date and initials.



DELIVERY

� Express mail should be handled according to your local policy. 

� If you are not required to attempt delivery before starting your route, stay 
in delivery order and deviate only to make delivery by time requirement. 

� If accountable mail is found in DPS: 

� Attempt delivery in the same manner as if received in the office. 
� Complete PS Form 3849 on the street.
� Upon return to office, add the item to the accountable log and your PS 

Form 1838C.
SIGN ON GLASS FEATURE DOES NOT REPLACE THE PS FORM 3849. 



DELIVERY

� Conversations with customers: 
� If the conversation is about the mail or business related, the 

time should not be deducted. (M41 section 35)

� If the conversation is about the route examiner or other 
matters not related to business, the time will be recorded as - 
street waiting other- and deducted from street time. 

� Vehicle Doors should be locked, including the cargo door, 
when the vehicle is out of the driver’s immediate sight.



DELIVERY
� Carriers receive a 30 minute lunch period. Lunch begins when you deviate from 

the line of travel (LOT) and ends when your back in LOT. Keep the examiner 
informed. Tell them when you leave and return to your LOT. 

� Lunch and break locations are authorized on PS Form 1564A. 
� Lunch deviation- need permission 

� Lunch cannot be combined with your break. 
� Carrier receive two 10 minute break periods. These should not be combined.

� The first break can be in the office or street based on local union annual 
option. 

� Carriers are permitted reasonable comfort stops. 

� Should be the nearest suitable location. 



OVERTIME AFTER 
YOUR ESTIMATE

If after your leave the office, you realize that 
in fact you’ll need overtime to finish the route. 
You should:

Ø  contact your office (sending a text on the 
scanner is sufficient, your personal phone 
is not for management’s use to get the 
mail delivered).

Ø Tell your supervisor how much overtime 
you believe you’ll need and explain why, 
after you left the office, you now need it. 

Ø Make them give you instructions.



PM OFFICE DUTEIES
� Handbook M41 section 4 

governs your PM office 
duties.

� There is no contractual 
“drop and go” or “5 minute 
PM office time”.

� Complete all the duties 
required by the M41 section 
4, and that time takes what 
it takes. 



PM OFFICE DUTIES
Here is a list of the items you may have to deal with upon return from the street on PM office 
time:

Ø Keys

Ø Registered and Certified

Ø Insured mail

Ø CODs
Ø Customs mail

Ø Postage due

Ø Undelivered mail

Ø Answering official communications


