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ELM 650 Non-Bargaining Disciplinary, Grievance and Appeal Procedures

Training Overview

• Always Check ELM Version (Current Version 55, March 2024)

• ELM 651 Disciplinary and Emergency Procedures

• NAPS Representation 

• Conduct & Response during an Investigative Interview (I&I)

• EAS Appeal Process under ELM 650 (Step A, B & Review)

• Actions of Member & NAPS Representative during Appeal

• Written Appeal Strategies & Timelines

• Letter of Warning (LOW) Example

• Removal of Expired Discipline



NAPS Disciplinary Defense Fund  (DDF)*

Adverse Action Cases By Infraction 

NAPS FY2023

1. Performance – 23

2. Finance -14 

3. Falsification – 13 

4. Sexual Misconduct – 9

5. Attendance - 9

NAPS FY2024

1. Performance – 35

2. Finance - 29 

3. Attendance - 12

4. Falsification - 10 

5. Sexual Misconduct - 8 

Violence - 8

6. Theft - 5

* As reported at the 2023 and 2024 NAPS Fall Executive Board Meeting



Who does NAPS Represent?

NAPS MEMBERS!

• Unlike postal unions, NAPS does not represent non-

members.

• Sign up newly promoted EAS as soon as possible with 

NAPS Form 1187. Check NAPS non-member list, too!

• Disciplinary Defense Fund (DDF) is available 90-days 

after an EAS employees joins NAPS, unless joins 

within 60-days from being promoted from craft.

ELM 650 Non-Bargaining Disciplinary, Grievance 

and Appeal Procedures



Understanding 

ELM 650 Nonbargaining Disciplinary, Grievance, and Appeal Procedures

ELM 651 Disciplinary and Emergency Procedures

651.1 Scope

651.2 Representation

651.3 Nondisciplinary                                                             

          Corrective Measures

651.4 Emergency Placement in                                                                                

Off–Duty Nonpay Status

651.5 Letters of Warning

651.6 Letters of Warning in                                                                              

Lieu of Time–Off Suspensions

651.7 Adverse Actions

652 Appeal Procedures 

 (Varies based on discipline issued)
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ELM 651 Disciplinary and Emergency Procedures

ELM 651.1 Scope

Establishes procedures for:

A. Disciplinary action against nonprobationary employees who are 

not subject to the provisions of a collective bargaining 

agreement (i.e. EAS) Letter of Warning (LOW), LOW in lieu 

of 7-or 14-Day Suspensions or Adverse Action) 

AND

B. Emergency action for conduct that also normally warrants 

disciplinary action. (Emergency Placement in Off–Duty Nonpay 

Status)



Example

USPS Disciplinary Action

How it can start?

Scenario: EAS employee (NAPS member) is directed 

by their manager to attend an Investigative Interview 

(I&I) about their attendance. 

Now What?

650 Nonbargaining Disciplinary, Grievance, and Appeal Procedures

NAPS Note: There are no USPS written policies or ELM References that an EAS 

employee must be given and Investigative Interview (I&I) or OIG Investigation before 

disciplinary action can be issued. OIG or Postal Investigations are NOT Disciplinary 

action. They are investigations that could later lead to disciplinary charges



ELM 665.15 Obedience to Orders

Employees must obey the instructions of their supervisors. 

If an employee has reason to question the propriety of a 

supervisor’s order, the individual must nevertheless carry 

out the order and may immediately file a protest in writing to 

the official in charge of the installation or may appeal 

through official channels.

ELM 665.3  Cooperation in Investigations

Employees must cooperate in any postal investigation, 

including Office of Inspector General (OIG) investigations. 
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NAPS Note: ELM 665.15 & 665.3



651.2 Representation

Subject to prohibitions regarding Executive and Administrative Schedule 

(EAS)/Craft representation, employees have free choice of representation. 

Representatives designated by employees, if postal employees and if 

otherwise in a duty status, are granted a reasonable amount of official time 

to respond to notices of proposed disciplinary action, to prepare for and 

represent the employee at a hearing held in accordance with 652.24, 

and/or to represent an employee who has appealed a letter of warning or 

emergency placement in a non-duty status in accordance with 652.4. 

Employees covered under these provisions may request representation 

during investigative questioning if the employee has a reasonable belief 

disciplinary action may ensue.
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ELM 651 Disciplinary and Emergency Procedures

EAS Have A Right To: 



When Called Into An OIG or Investigative Interview (I&I)

Member Should:

• Do NOT go alone to an Investigative Interview (I&I) or OIG Investigation. 

• Call NAPS Branch President (NAPS designee) immediately to request 

representation per ELM 651.2 

• Talk with NAPS representative prior to attending I&I.

• Discuss pending I&I issue with NAPS Representative

• Establish a code (word) for the member to stop                                            

overtalking or to take a break to confer outside the I&I.

Action by NAPS Representative

• Verify EAS employee is a NAPS Member via DCO or NAPS HQ

• Contact I&I Manager to coordinate time and location of investigation.

• Ask the reason for I&I. May be last minute and/or no reason given



During An Investigative Interview (I&I)

How the member acts and responds matters!

• Be professional – Not Defensive – Don’t make it Personal!

• Ask the reason for the I&I (Attendance, delayed mail, credit card misuse, 

scanning integrity, sexual harassment, etc.)  

• Ask if Disciplinary action is being considered

• Ask what the charges are

• Answer Questions. Keep answers short & factual.

• DO NOT speculate or elaborate on answers

• If you don’t recall – state you don’t recall

• Ask for information that might help you remember

• Tell the truth – DO NOT LIE!

NAPS Note: Member and NAPS representative should take notes during 

Investigation to document answers, if needed for future disciplinary appeal.



During an Investigative Interview (I&I)

Tell The Truth – DO NOT LIE!

“Based on my training and my experience, I _________.”

A supervisor was asked why they brought in letter carriers on overtime 

(OT) without prior approval?

Member’s response: "well, we were down 6 employees, and we had a 

huge backlog of packages to process. So based on my training and 

experience, I acted to correct the situation."

What could that manager say? EAS employees are paid to make 

decisions based on the information they have at the time. 

Sometimes, EAS are questioned and 2nd guessed about the decisions they 

make for the good of the USPS.

Unfortunately: Every EAS employee is one bad decision away from 

discipline. A bad decision as perceived by their Boss!



During an Investigative Interview (I&I)

Tell The Truth – DO NOT LIE!

By answering questions truthfully and basing it on experience and training 

provided by the USPS or the Lack of Training provided by the USPS the 

member is are basically saying:

"I did my best"

By answering questions truthfully and basing it on how the member’s  

manager coached and mentored them or did not coach or mentor them, 

member is basically saying:

"I did my best"

From the EAS employee’s prospective:

That is not a lie!

Member’s manager is accountable to the EAS employee under 

ELM 651.3. Did that manager fail the EAS employee?



ELM 651 Disciplinary and Emergency Procedures

If Disciplinary Action is being considered

Very Important EAS Right 

Topic of Discussion During I&I With Manager

ELM 651.3 Nondisciplinary Corrective Measures 

Accountable managers/supervisors are responsible for the direct 

day-to-day performance management of subordinates. The 

accountable manager/supervisor monitors subordinates’ performance 

and provides appropriate resources, coaching, and feedback to the 

subordinates. The manager/supervisor is responsible for leading the 

employee to a higher level of achievement. Performance 

improvement should be a shared concern and effort between 

manager and employee. Early dialogue and guidance are critical to 

achieving positive results and continuance of an effective 

manager/employee relationship.



Investigative Interview (I&I) via ZOOM
• Do Not go on a ZOOM Investigative Interview alone!!!!

• Bring a NAPS Representative to ZOOM

• Ask USPS for private room and computer for NAPS Rep and Member to 

conduct Zoom on USPS time and property

• NAPS Rep should physically sit with Member during ZOOM I&I  

• Same as In-Person I&I: Be professional - Not defensive - Ask reason for 

I&I, potential charges, short answers, do not speculate or elaborate, don’t 

recall – state you don’t recall, ask for information to help remember – 

TAKE NOTES!!!!!

• Tell the truth – DO NOT LIE!

• If NAPS Rep needs time to confer with Member                                   

anytime during ZOOM I&I:

– Inform Postal Official of time needed to confer / take a break

– Mute ZOOM audio

– Go off Video temporarily 

– Return to Video and Unmute to continue



After an Investigative Interview (I&I) Manager 

May:
• Thank the EAS employee (NAPS Member) for their time. 

– No discipline is issued -  Investigation is over; or

• Issue a Letter of Warning (LOW) per ELM 651.5; or

• Issue a Proposed Letter of Warning in Lieu of Time-Off 

Suspension (7 or 14 Day) per ELM 651.6; or

• Issue Notice of Proposed Adverse Action per ELM 651.7.

– (Removal, suspension of more than 14 days, and/or 

reductions in EAS level or pay)

• An I&I or OIG Investigation can lead to any of the above 

disciplinary charges.

• NAPS NOTE: There is No Progressive Discipline for EAS!!

ELM 650 Nonbargaining Disciplinary, Grievance, and Appeal Procedures



Scenario: After Investigative Interview (I&I):NAPS 

member is issued a Discipline. 

Charge: 

Violation of ELM 511.43 Employee Responsibilities. Failure to 

maintain employee’s assigned work schedule due to excessive 

unscheduled absences.

• ELM 511.43: Employees are expected to maintain their 

assigned schedule and must make every effort to avoid 

unscheduled absences. In addition, employees must 

provide acceptable evidence for absences when required.
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ELM 650 Nonbargaining Disciplinary, Grievance, and Appeal Procedures

ELM 651 Disciplinary and Emergency Procedures

651.4 Emergency Placement (EP) in                                                                                

Off–Duty Nonpay Status

651.5 Letters of Warning

651.6 Letters of Warning in                                                                              

Lieu of Time–Off Suspensions

651.7 Adverse Actions

All have One (1) Thing in Common!

Ten (10) Calendar Days to Appeal Discipline, Emergency Placement or 

request ELM 650 Mediation* from date of receipt discipline or EP action. 

(Unless an extension is granted)

 * ELM 650 Mediation based on discipline issued and if granted by USPS

Appeal Procedures Vary Base on Disciplined Issued



• Member’s actions after receiving discipline/EP

• NAPS Representative’s actions to address the discipline/EP

• NAPS Concept and Strategies for a Written Appeal 

• NAPS Written Appeal format. It’s the same for:

• Emergency Placement (EP) in a Non-Pay Status

• Letters of Warning

• Letters of Warning in Lieu of Time–Off Suspensions

• Adverse Actions

• ELM 650 Appeal Procedures and timelines differ based on type 

of discipline issued:

– ELM 652.4 Other Appealable Actions (EP & LOW)

– ELM 652.3 Appeal of Letters of Warning in Lieu of Time–off Suspensions

– ELM 652.2 Appeal of Adverse Actions

Understanding Disciplinary Appeal Procedures                

and Adhering to Timelines



After Receipt of discipline 

The NAPS Member -

• Calls NAPS Branch President immediately!

• Only 10 calendar days to Appeal Discipline

– Starts when Discipline is received and the 10 calendar 

days includes weekends & holidays!

• Has copy of discipline for NAPS Representative.

Understanding and Adhering to Appeal Timelines



• Verify NAPS Membership – DCO or call NAPS HQ

• Gathers NAPS Member’s Information for Appeal

– Name, address; 

– non-postal email; 

– personal phone #; 

– USPS Title/Level and Office of domicile.

• Is aware of 10-day appeal deadline

• Best Practice - Request in writing for an extension to the 10-day 

Appeal deadline. Request reasonable extension time.

• “Request for Representation & Release Form”

– Employee has free choice of representation (ELM 651.2 Representation)

– Have Member sign “Representation & Release” Form

Understanding and Adhering to Appeal Timelines Action by 

NAPS Representative’s Actions



NAPS

“Request for 

Representation & Release 

Form”

See NAPS.org

under

Members tab

 Forms & Documents 

Section





Action by NAPS Representative & Member

NAPS Process to Appeal Discipline

• Best Practice: Submit written request to issuing official or deciding official for an 

extension of the 10-day appeal deadline. Helps ensure for a fair and reasonable 

due process and appeal for member.

• Reasonable amount of official time is given to NAPS/Member to review 

documents USPS relied upon to issue discipline. Review, however, is not enough.

• Request in writing, copies of all USPS information and documents relied upon to 

support the USPS issuance of the discipline. Make copies. 

• Label USPS documents received to ensure no additional                                                        

documents are added after the fact.

• Request in writing other information that may be relevant in member’s defense 

and appeal (i.e. clock ring reports, SOPs, Form 50, PS 3971’s, PS 1260’s, scanning reports, 

dispatch logs, collection schedules, etc.). Don’t request more than necessary.

• Meeting and confer with NAPS Member to discuss discipline and strategy of 

appeal. Inquire if there is current live discipline.

• Prepare a written Initial Appeal within Ten (10) calendar days from date discipline 

was received. (Unless extension granted).





Action by NAPS Representative and Member

Prepare Written Appeal

What Documents and Evidence are in NAPS Appeal?

• Copy of Discipline Issued 

– (Ask Be aware of any current live Discipline)

• Written and signed witness statements 

• Written and signed statement from NAPS member.                                
This is the member’s discipline  -- they need to tell their story.

• USPS labeled documents & information USPS relied upon by to 

support issuance of discipline. 

• Additional information requested by NAPS from USPS for member’s 

AND received in defense in appealing disciplined                                           
(i.e. clock ring reports, SOPs, Form 50, PS 3971’s, PS 1260’s, scanning reports,                

dispatch logs, collection schedules, etc.)

• The Actual Written NAPS Appeal. A narrative that is easy to follow 

and relates to the facts and extenuating circumstances.



When Writing NAPS Appeal  - Consider Strategy and/or 

include the following  . . . . 

• Review current ELM Version. Verify ELM references/violations. 

• Again -- Provide a written narrative that is                                                   

easy to follow and relates to the facts and                                                      

extenuating circumstances.

• Keep tone of Appeal professional. Defend, but don’t be defensive, 

• Avoid personal attacks, claims of discrimination (EEO). 

• NAPS does not handle EEO. Separate Member issue. 

• State the understanding of charges and address each charge. 

• State the understanding of specifications. (dates, names, locations, times, etc.)

• Justify member’s actions and explain why.

• Explain why discipline is punitive, rather than corrective. 

• Reference ELM 651.3 Nondisciplinary Corrective Measures in Appeal 

as a possible defense.



Defense Measure for Appeal

ELM 651.3 Nondisciplinary Corrective Measures

Accountable managers/supervisors are responsible for the direct  day-

to-day performance management of subordinates. The accountable 

manager/supervisor monitors subordinates’  performance and 

provides appropriate resources, coaching, and  feedback to the 

subordinates. The manager/supervisor is responsible for leading the 

employee to a higher level of  achievement. Performance 

improvement should be a shared  concern and effort between 

manager and employee. Early  dialogue and guidance are critical to 

achieving positive results  and continuance of an effective 

manager/employee relationship.

650 Nonbargaining Disciplinary, Grievance, and Appeal Procedures



NAPS Written Appeal Strategy Continued . . .

• Express member’s service history, work performance, awards, 

mitigating circumstances, additional training needs required, etc.

• Address Medical, Physical or Emotional Issues. (i.e. addiction, sick 

child/parent, cancer or other medical diagnosis, mental health, etc.) 

• Refute charges with evidence, facts, reports, documents, witness 

statements and additional NAPS information.

• If evidence is overwhelming against member for doing wrong – 

Acknowledge remorse, take responsibility for poor judgment, request 

training for rehabilitation. 

• Request in Appeal to “Rescind” entire discipline. 

• If there is no consideration to fully rescind discipline,                                            

seek a reduction in time in eOPF. Less than 2-years. 

• Seek realistic settlement in relation to the charges and facts!

650 Nonbargaining Disciplinary, Grievance, and Appeal Procedures



Factors in Penalty Selection

“The Douglas Factors” 
Utilized by DDF Provider Adverse Action MSPB Appeal

1. The nature and seriousness of the offense, and its relation to the employee’s 

duties, position, and responsibilities, including whether the offense was 

intentional or technical or inadvertent, or was committed maliciously or for gain, 

or was frequently repeated. 

2. The employee’s job level and type of employment, including supervisory or 

fiduciary role, contacts with the public, and prominence of the position. 

3. The employee’s past disciplinary record. 

4. The employee’s past work record, including length of service, performance on 

the job, ability to get along with fellow workers, and dependability. 

5. The effect of the offense upon the employee’s ability to perform at a satisfactory 

level and its effect upon the supervisor's confidence in the employee’s ability to 

perform assigned duties.

6. The consistency of the penalty with those imposed upon other employees for the 

same offense in like or similar circumstances. 



Factors in Penalty Selection

“The Douglas Factors” 

7. The consistency of the penalty with agency guidance on disciplinary actions. 

(This FACTOR does NOT apply to USPS – only other Federal Agencies) 

8. The notoriety of the offense or its impact upon the reputation of the agency. 

9. The clarity with which the employee was on notice of any rules that were violated 

in committing the offense, or had been warned about the conduct in question. 

10. The potential for the employee’s rehabilitation.

11. The mitigating circumstances surrounding the offense such as unusual job 

tensions, personality problems, mental impairment, harassment or bad faith, 

malice or provocation on the part of others involved in the matter. 

12. The adequacy and effectiveness of alternative sanctions to deter such conduct in 

the future by the employee or others. 

 Douglas v. Veterans Administration, 5 MSPR 280 (1981). , etc.)



• NAPS Concept, Strategies and Format for a Written Appeal is 

the same for:

– Letters of Warning

– Letters of Warning in Lieu of Time–Off Suspensions

– Adverse Actions

• ELM 650 Appeal Procedures and timelines differ based on type 

of discipline issued

– ELM 652.4 Other Appealable Actions

– ELM 652.3 Appeal of Letters of Warning in Lieu of Time–off 

Suspensions

– ELM 652.2 Appeal of Adverse Actions

Understanding Disciplinary Appeal Procedures

Submit Final Written Appeal and support Documents by deadline.



Example 1

Scenario: After Investigative Interview (I&I):                                   

NAPS member is issued a Letter of Warning (LOW). 

Charge: 

Violation of ELM 511.43 Employee Responsibilities. Failure to 

maintain employee’s assigned work schedule due to excessive 

unscheduled absences.

• ELM 511.43: Employees are expected to maintain their 

assigned schedule and must make every effort to avoid 

unscheduled absences. In addition, employees must provide 

acceptable evidence for absences when required.
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651.5 Letters of Warning

When warranted by the failure of nondisciplinary corrective measures or by 

the seriousness of the offense, a letter of warning may be issued. Letters of 

warning are usually issued by the employee’s immediate supervisor. The 

written warning should contain:

1. Specific reasons for the letter; and

2. A statement of applicable appeal rights.

Letters of warning remain in the employee’s official personnel folder (OPF) 

and/or electronic official personnel folder (eOPF) for a period of two 

calendar years unless otherwise resolved or cited in subsequent 

disciplinary action.

650 Nonbargaining Disciplinary, Grievance, and Appeal Procedures

ELM 651 Disciplinary and Emergency Procedures



650 Nonbargaining Disciplinary, Grievance, and Appeal Procedures

Emergency Placement in Off–Duty Status

Letters of Warning and Grievances

652.4 Other Appealable Actions

652.41 Coverage

652.42 Step A (Appeal process)

652.43 Step B (Appeal process)

652.44 Review (Appeal process)

NAPS Note: Confirm how STEP A and STEP B official want to 

receive respective written appeals via U.S. Mail or email.



ELM 652.41 Coverage

Employees in EAS-17 and below, regardless of length of service, 

may appeal letters of warning, emergency placement in a nonduty 

status, and other matters not covered by 652.2 (Adverse Action) by 

using the procedures in 652.42 through 652.44. (Step A, B  & Review)

PCES Level I, and EAS-18 and above employees have access to 

these procedures only to appeal discipline in the nature of a letter of 

warning and emergency placement in a nonduty status.

650 Nonbargaining Disciplinary, Grievance, and Appeal Procedures

652.4 Other Appealable Actions

NAPS Note: Written NAPS appeal for a Letters of Warning must be submitted within 10 calendar 

days from date discipline was received, unless extension is granted and approved by Issuing 

Official.

https://about.usps.com/manuals/elm/html/elmc6_019.htm#ep453252
https://about.usps.com/manuals/elm/html/elmc6_019.htm#ep453334
https://about.usps.com/manuals/elm/html/elmc6_019.htm#ep453340


652.4 Other Appealable Actions

652.42 Step A Appeal

• Employee or representative states the Step A Appeal in writing.

• Submits Appeal to Immediate Supervisor (Issuing Official) within 10 calendar days 

of learning the appeal’s cause or receiving the discipline. .

• Issuing Official: i.e. Station Manager, Postmaster, MDO, Plant Manager, 

POOM, etc.)

• Employee or representative has the opportunity to discuss the appeal with the 

Issuing Official during the 10-day appeal period. Try to resolve at lowest level. 

• Issuing Official gives a written decision within 10 calendar days after receipt of 

NAPS STEP A written appeal. 

• If member does not receive the written Step A decision within the 10 calendar 

days, decision must explain the reason(s) for the delay. (i.e. extenuating 

circumstances)

• If NAPS member doesn’t agree with Issuing Official’s written decision, NAPS 

Member may submit a Step B appeal. 

• NAPS Note: Decision to settle or continue with appeal is ALWAYS the member’s 

choice. 

650 Nonbargaining Disciplinary, Grievance, and Appeal Procedures 
Emergency Placement in Off–Duty Status, Letters of Warning and Grievances



652.4 Other Appealable Actions

652.43 Step B Appeal

• Employee or representative may submit a written appeal to the installation head 

within seven (7) calendar days after receipt of the Step A decision. 

• Step A decision should state to whom to make the Step B Appeal. (a.k.a. 

Deciding Official)

• If the installation head (Step A Official) issued the discipline, the next appeal 

(Step B) is made to the next higher-level of management (Deciding Official) 

-- i.e. Postmaster issued  – next H/L is POOM

• The NAPS/Member’s Step B appeal must include the employee’s name, title, 

grade, location, nature of appeal, and basis for appeal. 

• Upon receipt of the NAPS Step B appeal, the Deciding Step B Official discusses 

the appeal with the employee or representative.

• Deciding Step B Official - renders a decision in writing within 10 calendar days 

after receipt of NAPS Step B appeal. 

• Deciding Step B Official’s decision is final (Usually). 

• If NAPS member does not agree with Step B decision, one (1) Appeal remains!

650 Nonbargaining Disciplinary, Grievance, and Appeal Procedures 
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652.4 Other Appealable Actions

652.44 Review

• Employee or representative may request a 650 Review of the Step B decision.  

Known as an ELM 650 Review.

• The request for an ELM 650 Review is made within 15 calendar days from 

receipt of the Deciding Official’s Step B decision. 

• Field EAS employees ELM 650 Review request is to the area Human Resources 

Manager, with a copy sent to the Step B Deciding Official. (15-day deadline)

• Headquarters, Headquarters field unit, or Inspection Service employees, ELM 

650 Review requests are sent to the VP of Labor Relations, or designee, who 

forwards the file to the reviewing official. Send Step B official a copy of ELM 650 

Review request. 

• The ELM 650 Review request is in writing and gives specific reasons why the 

employee believes the Step B decision should be reviewed. 

• The ELM 650 Review reviewing official replies in writing within 60 days and 

states the disposition of the employee’s request. This reply is final.

650 Nonbargaining Disciplinary, Grievance, and Appeal Procedures 
Emergency Placement in Off–Duty Status, Letters of Warning and Grievances



ELM 650 Nonbargaining Disciplinary, Grievance, and Appeal Procedures

ELM 650 LOW Appeal Timeline 

• August 1: LOW issued to NAPS member. (10 days to file appeal)

• August 11: 10th day, NAPS files STEP A Appeal to Issuing Official.

• August 21: 10th day, after receiving NAPS STEP A Appeal, Issuing Official 

provides STEP A Decision.  Member disagrees with STEP A Decision.

• August 28: 7th day, after receiving STEP A Decision, NAPS member files a               

STEP B Appeal to Deciding Official (next higher-level manager).

• September 7: 10th day, after receiving NAPS STEP B Appeal, Deciding Official 

renders a written STEP B Decision to NAPS member. Member doesn’t agree with 

STEP B Decision. 

• September 22: 15th day, after receiving STEP B Decision, NAPS member files an 

ELM 650 Review of STEP B Decision. ELM 650 Review is sent to the Area 

Manager Human Resources or USPS HQ VP of Labor Relations, or designee.

• September 22 to November 20: Reviewing official must reply in writing and state 

the disposition of the employee’s request. Reviewing Official has up to 60 days 

from date of receipt to respond ELM 650 Review decision. This reply is final. 

• Forgoing an approved extension, it should take no more than 112 days from the 

date discipline was initially issued to receive a final ELM 650 Review decision.



ELM 651.6 Letters of Warning

651.5 Letters of Warning

Letters of warning remain in the employee’s official 

personnel folder (OPF) and/or electronic official 

personnel folder (eOPF) for a period of two calendar 

years unless otherwise resolved or cited in subsequent 

disciplinary action.

NAPS Note: Contact Shared Services to have disciplined 

removed after final decision timeframe has expired or sooner. 

Submit PS Form 8043 to request removal of discipline.



650 Nonbargaining Disciplinary, Grievance, 

and Appeal Procedures

ELM 651 Disciplinary and Emergency Procedures

651.1 Scope

651.2 Representation

651.3 Nondisciplinary                                                             

          Corrective Measures

651.4 Emergency Placement 

          in Off–Duty Nonpay Status

NAPS Note: There are no USPS written policies or ELM References that 

an EAS employee must be given and Investigative Interview (I&I) or OIG 

Investigation before being put on Emergency Placement in Off–Duty 

Nonpay Status



651.4 Emergency Placement in Off–Duty Status

An employee may be placed in an off-duty nonpay status immediately, but 

remains on the rolls when he or she:

1. Exhibits characteristics of impairment due to alcohol, drugs, or other 

intoxicant;

2. Fails to observe safety rules;

3. Fails to obey a direct order;

4. Provides reason to be deemed potentially injurious to self or others; or

5. Disrupts day-to-day postal operations in any other way.

Placement in an off–duty nonpay status is confirmed in writing, stating the 

reasons and advising the employee that the action is appealable. The 

employee should be returned to duty after the cause for nonpay status 

ceases unless individual circumstances warrant otherwise. Use of these 

emergency procedures does not preclude disciplinary action based on the 

same conduct.

650 Nonbargaining Disciplinary, Grievance, and Appeal Procedures

ELM 651 Disciplinary and Emergency Procedures



NAPS Defense Strategy for Emergency Placement Appeal





ELM  650 Nonbargaining Disciplinary, Grievance, and Appeal Procedures

Emergency Placement (EP) in Off–Duty Status

Letters of Warning and Grievances

652.4 Other Appealable Actions

NAPS Note: Follow the 3-Step ELM 650 Process and adhere to 

timelines when preparing and submitting a written appeal for a case 

involving Emergency Placement (EP).

3 Step Appeal Process

652.42 Step A: Initial Appeal -- 10 days to file from date 

Emergency Placement was implemented.

652.43 Step B: 7 days to appeal STEP A decision

652.44 Review: 15 days to appeal STEP B decision
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ELM 650 Appeal Timeline for Emergency Placement (EP)

• August 1: EP issued to NAPS member. (10 days to file appeal)

• August 11: 10th day, NAPS files STEP A EP Appeal to Issuing Official.

• August 21: 10th day, after receiving NAPS STEP A Appeal, Issuing Official 

provides STEP A Decision.  Member disagrees with STEP A Decision.

• August 28: 7th day, after receiving STEP A Decision, NAPS member files a               

STEP B EP Appeal to Deciding Official (next higher-level manager).

• September 7: 10th day, after receiving NAPS STEP B Appeal, Deciding Official 

renders a written STEP B Decision to NAPS member. Member doesn’t agree with 

STEP B Decision. 

• September 22: 15th day, after receiving STEP B Decision, NAPS member files an 

ELM 650 Review of STEP B Decision. ELM 650 Review is sent to the Area 

Manager Human Resources or USPS HQ VP of Labor Relations, or designee.

• September 22 to November 20: Reviewing official must reply in writing and state 

the disposition of the employee’s request. Reviewing Official has up to 60 days 

from date of receipt to respond ELM 650 Review decision. This reply is final. 

• Forgoing an approved extension, it should take no more than 112 days from the 

date discipline was initially issued to receive a final ELM 650 Review decision.



651.4 Emergency Placement in Off–Duty Status

Note: If NAPS member is on Emergency 

Placement in a Off-Duty Paid Status, there is 

no appeal for the member or NAPS 

representative to make per ELM 651 

Disciplinary and Emergency Procedures.

650 Nonbargaining Disciplinary, Grievance, and Appeal Procedures

ELM 651 Disciplinary and Emergency Procedures



650 Nonbargaining Disciplinary, Grievance, and Appeal Procedures

Letters of Warning & Emergency Placement

652.4 Other Appealable Actions

652.41 Coverage

652.42 Step A (Appeal process)

652.43 Step B (Appeal process)

652.44 Review (Appeal process)

NAPS Note: Confirm how STEP A and 

STEP B official want to receive respective 

written appeals via U.S. Mail or email.



ELM 650 – EAS Workplace/USPS Policy Matters

652.4 Other Appealable Actions

652.41 Coverage

Employees in EAS-17 and below, regardless of length of service, may appeal letters of warning, emergency 

placement in a nonduty status, and other matters not covered by 652.2 by using the procedures 

in 652.42 through 652.44.

PCES Level I, and EAS-18 and above employees have access to these procedures only to appeal discipline in the 

nature of a letter of warning and emergency placement in a nonduty status.

652.42 Step A

An employee or representative states the appeal in writing to the immediate supervisor within 10 calendar days of 

learning the appeal’s cause. The employee or representative has the opportunity to discuss the appeal with the 

supervisor during this period. The supervisor gives a written decision within 10 calendar days after receipt of 

appeal. If this timeframe is impossible because of extenuating circumstances, the decision must explain the 

reason(s) for the delay.

652.43 Step B

A field employee or representative may submit a written appeal to the installation head within seven calendar days 

after receipt of the Step A decision. (If the installation head is the immediate supervisor, appeals are made to the 

next higher level of management.) A Headquarters, Headquarters field unit, or Inspection Service employee or 

representative may appeal within the same time limits to the next higher level of management (superior to the 

supervisor), at minimum, a manager or above. The appeal must include the employee’s name, title, grade, location, 

nature of appeal, and basis for appeal. Upon receipt of the appeal, the Step B official discusses the appeal with the 

employee or representative and renders a decision in writing within 10 calendar days after receipt of the appeal. 

Usually this decision is final.

652.44 Review

The employee or representative may request a review of the Step B decision. The request of an employee 

administratively responsible to the area vice president is directed to the area Human Resources manager. The 

request of a Headquarters, Headquarters field unit, or Inspection Service employee is sent to the vice president of 

Labor Relations, or designee, with a copy to the Step B official, who forwards the file to the reviewing official. The 

request is in writing and gives specific reasons why the employee believes the Step B decision should be reviewed. 

The request is made within 15 calendar days from receipt of the Step B decision. The reviewing official replies in 

writing and states the disposition of the employee’s request. This reply is final.

https://about.usps.com/manuals/elm/html/elmc6_019.htm#ep453252
https://about.usps.com/manuals/elm/html/elmc6_019.htm#ep453334
https://about.usps.com/manuals/elm/html/elmc6_019.htm#ep453340
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650 Nonbargaining Disciplinary, Grievance, and Appeal Procedures

Emergency Placement in Off–Duty Status

Letters of Warning and Grievances

Supreme Court 

652.44 650 Review

U.S Court of Appeals

652.43 Step B Appeal
District Court

652.42 Step A 
Initial Filing EAS 

Grievance



Do you have expired discipline in your eOPF?

Use PS Form 8043 Request to Amend Electronic Official 
Personnel Folder complete this form to request that it be 
removed from your eOPF.

It must be provided to your District Labor Relations and 
possibly Area Labor Relations for fulfillment. It has to go to 
someone who has the access to your eOPF. Typically, that is 
not your manager.

Keep a copy and follow-up by looking in your eOPF.  If it 
hasn’t been removed contact your NAPS Representative for 
assistance.

ELM 650 Non-Bargaining Disciplinary, 

Grievance and Appeal Procedures



ELM 650 Non-Bargaining Disciplinary, Grievance and Appeal Procedures

Training Overview

• ELM 651 Disciplinary and Emergency Procedures

• NAPS Representation 

• Conduct & Response during an Investigative Interview (I&I)

• EAS Appeal Process under ELM 650 (Step A, B & Review)

• Actions of Member & NAPS Representative during Appeal

• Written Appeal Strategies & Timelines

• Letter of Warning (LOW) Example

• Removal of Expired Discipline



Thank You!

Questions?
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