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Washington, DC 20260

Transmittal Letter
Employee & Labor Relations Manual (ELM) Issue 1, 4~1-78

A. PURPOSE
This manual sets forth the personnelpoliciesand regulationsgoverningemploymentwith the U.S. PostalServ-
ice. Topics include organizationmanagement,job evaluation,employmentand placement,payadministration,
employeebenefits,employeerelations,training,safetyandhealth,and labor relations.This manual is thepri-
mary referencesourcefor postal managersresponsiblefor administeringpostalpoliciesconcerningemployee
andlabor relations.

B. DISTRIBUTION

t. Criterion. The distribution of this manual is restrictedto (a) post offices and other facilities with desig-
natedpersonnelfunctionsand (b) units responsiblefor implementingUSPS employeeand labor relations
policy.

2. Post Offices. Copiesof this manual are mailed directly to postmasters.The quantity for eachoffice is
basedon its CAG designation,as follows:

Authorized
holders of
ELM

Post Offices by Cost Ascertainment Group (CAG)

CAG
A

CAG
B

CAG
C,D&E

CAG
F&G

CAG
H&J

CAG
K&L

Total

Quantity
determined

by each
office

6 copies 4 copies 2 copies I copy

No
copies

authorized

Postmaster
CustomerServices
Mail Processing
Finance
Employee& Labor
Relations

PersonnelManager
LeadSupervisor

x
x
x
x

x
x

x

x
~

x

x

x

x

* CAG K & L post officesdo not receivecopiesof this manual.Managementsectionalcentersfurnish functional

guidanceto their associateoffices.
Stationsandbranchesdo not receivecopiesof this manual.Postmastersprovide functional guidanceto these
facilities.



3. Other Instaflatlons. Copies of this manual are mailed directly to the facilities listed below:

Facility Quantity “ Facility Quantity

Area Maintenance Offices I Postal Employee Development Ceo-
Automatic Data Processing Centers lers (PEDCs) 1
(ADPC’s) 4 Postal Services Centers I
Bulk Mail Centers 4 PST & Dl
Districts 4 Bethesda 9$
Inspectorsin Charge
Mail Equipment Shops
Management Sectional Centers

varies
I
4

East Coast Field Center
Midwest Field Center
Southern Field Center

12
12
14

Maintenance Capable Offices
Maintenance Technical Support

I West Coast Field Center
Oklahoma (Technical Center)

12
12

Center 3 Regional Administration Branches ‘

Mailbag Repair Centers and
Depositories
Mechanization Overhaul Centers

I
I

Regional Chief Inspector
Stamped Envelope Agency
Transportation Management Offices

varies
i
i

Money Order Division I Vehicle Maintenance Facilities I
Postal Data Centers (PDCs) 6
Procurement Services Offices~ I
Personnel Services Centers 6 •

• Each regional administration branch receives enough copies to redistribute I copy to ~achimanagerat and above the divi-
sion level.

C. MANUAL MAINTENANCE
•/ 1. ResponsibIlity. All facilities receiving copies of the ELM are resp~onsiblefor insuring that each manual is

current. Specifically:
a. Each postmaster or installation head must designate a directivesdistribution liaison (DDL) to distribute
copies within the facility and to maintain distribution records.
b. Future transmittal letters (TL.c) must be filed promptly so that each manual will have the most up-to-
date information. _________________________________

2. Distribution Record.The directives distribution a. Total quantity received.
liaison must prepare a distribution record containing b. Tttle of each recipient.
the data indicated in the exhibit. If additional copies C. Quantity held by each recipient
of this manual are requisitioned and received, the dis- Distribution RecordData
tribution re~ordmust be updated. To assure correct distribution of future transmittal letters, the distnbution
record mustalways be accurate. It must always indicate the number of=copies.osi=hand 3leachfacilityandthe
title of the recipient of each copy.

0. REQUISITIONS
1. MIssingCopies.If you do not receive the quantity specified for your facility (see 8-2 and B-3), orderthe
missing copies on Form 1286-A. PublicationOrderBlank. Send the Form 1286-A directly to theEastern Area
Supply Center. Note:

a. Use Form 1286-A only to order missing copies.Do not use Form 1286-A if you want to change your
- . - distributionamount (i.e., change the mailing list).

b. The EasternArea Supply Center will honor requestsfor missing copies of TL-i of the ELM until July
1, 1978.Order any missing copies before that deadline.

2. DistributionChange.Increasing your authorized distribution quantity of this manuai-r-eqwresa c-har.ge~to
the mailing list. For that you must use Form 1286, Requestfor Postal Publications. Submit the Form 1286 to
the Directives and FormsDivision in Headquarters.Each Form 1286 must:

- . a. Specify the numberof copies on hand at the facility.
b. Specify the intended recipient (i.e., the position/function requiring the manual).
c. Explain the reason the manual is needed.
d. Bear the signature of the postmaster, installation head, or designee (i.e., the endorsed “Directives
Liaison” or “Supply Clerk”). -
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E. SALE TO PUBLIC
This manualis available to thepublic on a subscriptionbasis through:

Superintendentof Documents
GovernmentPrinting Office
Washington,DC 20402

F. ISSUANCES RESCINDED
1. Directives.

The directiveslisted below arerescindedby this manual.Do not takeanyactionbasedon information
containedin rescindeddirectives.Destroyall copiesof the following directives:
a. PostalServiceManual (PSM)—Chapter4.
b. PostalManual (PM)-.--Chapter7 (exceptthoseportionspertainingto payadministrationfor bargaining

unit employeesandto leave)
c. HandbookP-9,The Exit Interview
d. Publication 182, TheJob EvaluationProgram
e. Publication 183, Merit PerformanceEvaluation(PESSystem)
f. Publication 194, Guideto PromotionandReassignment
g. RegionalInstructionsappearingin the tablebelow.

File No. Sequence No. Title

712-I 803-P-I54 Assignment or Promotion to the Position Electronics Technical
Trainee(Bulk Mail) SF6-84, PS-7

7 12-3 643-P-l00 Appointmentof Postmasterat Fourth-ClassPostOffice
713 833-P-l62 ExaminationNetwork
714 (l006-P-207) Assignmentof Non-BargainingUnit Employeesin Regional Head-

quartersandRelatedOffices
715 839-P-164 SelectionMethodfor PostalSystemExaminers
719 862-P-I70 ChangesInvolving LetterSortingMachineOperations
721 926-P-187 Work ClothesAllowancefor Supervisors

930-P-l90 Amendment#1
945-F-193 Amendment#2

722 937-P-I91 UnemploymentCompensationProgram
731 721-P-124 Formsfor TrainingRequests

820-P-159 Amendment#1
732 725-P-I26 Establishmentof PostalServiceTrainingandDevelopmentInstitute
733 952-P-I94 Operating/TrainingMeetingsfor Postmasters
734 998-P-205 Headquarters/FieldInterchangeProgram

I034-P-2I3 Amendment#1
741 682-P-I14 Guidelinesfor FunctionalOrganization

695-P-I17 Amendment#1
743 953-P-I95 LeaveandTravel ExpensePolicies—PostmasterOrganization

999-P-202 Amendment#1
744 764-F-I39 ProceduralChangesandAmendmentsto Publication 1 82

800-P-ISI Amendment#1
870-P-175 Amendment#2

745 789-F-148 Changeof Positionsin the Motor VehicleService
801-P-152 Amendment#1

748 888-F-I79 PostalServiceRepresentationat PostmastersandSupervisorsMeet-
ings andConventions

89I-P-I80 Amendment#1
751 928-P-I28 (Amend.#2)SalaryChangesfor Managerialand RelatedEmployees

993-P-203 (Amend. #3) Salary Changesfor Certain Non-Bargaining Unit
Employees

I030-P-2I2 (Amend. #4) Salary Changes for Certain Non-Bargaining Unit
Employees

753 796-Pt50 GradesChangesby Reorganization
754 929-P-I89 HigherLevel Details
755 864-P-I72 ServiceScheduleChangesfor PostmasterSupervising Lessthan 2

Employees
756 1048-P-217 Reviewof PostmasterPositionsin the Non-City Delivery Schedule
757 919-P-I 84 RetroactivePayProceduresfor CertainPostmasters

3
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File No. Sequence No. Title

758 967-P-197 Overtime,Night Shift Differential, andTravel Pay for Non-Bargain-
ing Unit Employees

761 735-P-l3I Treatmentand Rehabilitationof Injured Employees
762 825-P-I60 ProblemDrinking andAlcoholism
763 830-P-l6l SafetyInstructionsfor ContractorsWorkingon PostalProperty
776-2 769-P-141 ServiceAwards—Retirementor PosthumousRecognition
791 I018-P-208 PersonnelActionsin Connectionwith the DiscontinuanceandCon-

solidationof PostOffices

2. Local Issuances. Any local issuancesbasedon the rescindeddirectivesor any local issuancesin conflict
with this manualarealso rescinded.

G. COMMENTS
Effortsweremadeto makethis manualcomplete,well-organized,andeasy-to-understand.If you cannotfind or
understandcertainmaterialor discoverthat topicswereomited,preparea memooutlining the problems.Send
thememothroughmanagementchannelsto:

U.S. Postal ServiceHeadquarters
GeneralManager

~ DirectivesandForms Division

)5
Attention: ELM
Washington,DC 20260

P. J. Skeliy
Director
Office of ManagementServices
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436.424 Employee & Labor Relations Manual

.424 A statementthat the employeewasreadyand
ableto performhisjob duringthe backpayperiod. If not,
stateinclusive datesnot readyandable andthe causeby
which incapacitatedor unavailable.The employeemay
requestpaymentof sick or annualleave as appropriate
andto his credit,for theperiodof incapacityor unavaila-
bility duringthe backpay period.

.425 If the backpayperiod is morethan 1 yearand
no outsideemploymentwas obtained,makea statement
giving the reasonswhy outsideemploymentwasnot ob-
tainedandfurnish aresumeof the efforts to secureother
employmentduring the backpay period.

.426 On healthbenefitand optional life insurance
coverage,theemployeeshouldstatewhetherhedesires(a)
to enroll in any plan or option, the sameas a newem-
ployee, or (b) to havethe prior enrollmentreinstatedre-
troactiveto the dateit was terminated.

437 Waiver of Claims for Erroneous Payment
of Pay

437.1 Purpose
This part establishesproceduresfor (a) requestinga
waiverof a claimmadeby the USPSagainsta currentor
formeremployeefor the recoveryof paywhich waserro-
neouslypaidand(b) applying for arefund of moneypaid
by or deductedfrom a currentor former employeeas a
resultof sucha claim.

437.2 DefInitIons

.21 Pay. Pay meanssalary,wages,or compensation
for services,including all forms of premiumpay,holiday
pay, or shift differentials,paymentfor leave,whetherac-
cumulated,accrued,oradvanced,andseverancepay. Pay
does not include rentalallowancesor paymentfor travel,
transportation,or relocationexpenses.

.22 Employee. Throughout part 437, employee
meansaformer employeeas well as a current employee.

.23 ApplIcant. Applicant meansan employee(cur-
rent or former) or an individual actingon behalfof the
employeewho appliesfor awaiverof aclaim for overpay-
ment of pay.

.24 InstallatIonHead. Installationheadmeansthe
postmaster,manager,or directorof fieldfacilities or the
departmenthead (or designee)of Headquartersunits
where the employeeis employedor was last employed.

437.3 Submission of Request

.31 Expiration Date. Waiver action may not be
takenafter the expirationof 3 yearsimmediately follow-
ing the dateon which the erroneouspaymentof pay was
discovered.

.32 Form 3074. The applicantrequestsa waiver of
aclaimor arefundof moneypaidasaresultof aclaim by

submitting Form 3074, Requestfor Waiverof Claimfor
ErroneousPaymentof Pay, in tr~plicateto the installation
head. The completedForm 3074 must contain:

a. Information sufficient to identify the claim for
which the waiver is sought,including the amountof the
claim, the period during which the erroneouspayment
occurred,andthe natureof theerroneouspayment.

b. A copyof the invoice and/or demandlettersent
by the USPS,if available,or a statementsetting forth the
datethe erroneouspaymentwasdiscovered.

c. A statementof the circumstanceswhichtheappli-
cant feels would justify a waiver of the claim by the
USPS.

d. Thedatesandamountof anypaymentsmadeby
theemployeein responseto theclaim.

437.4 Review by installatIon Head
The installationheadinvestigatesthe claim andwritesa
reportof theinvestigationon the reverseside of the Form
3074.Thereportshouldincludethefollowing dataand/or
attachments.

a. All relevantfactsor circumstancesnot described,
or incorrectlydescribed,on the Form 3074 by the appli-
cant.

b. An explanationof the causeof the overpayment.
c. If available,a listing for eachpay periodin which

anoverpaymentwasmade(I) of theemployee’spayrate,
(2) the grossamountduethe employee,and(3) the gross
amountthat wasactuallypaid.

d. A statementas to whetherthereis any indication
of fraud, misrepresentation,fault, or lack of goodfaith on
thepart of anyonehavingan interest.

e. A recommendationfor approvalor disapprovalof
the claim basedupon review of the facts and circum-
stances.

f A copyof the invoice or noticeto the employeeof
the amountrequestedto be repaid to the USPSshould
accompanythe Form 3074. If neitherof theseitems is
available,a statementestablishingthe discoverydateof
the USPSclaim should be included.

g. Copiesof pertinentForms50, Not~ficationsofPer-
sonnelAction; Forms 1303, Salary ChangeNotices; and
any correspondencehaving a bearing on the claims
shouldbe obtainedfrom the employee’sofficial personnel
folder andincludedwith theForm 3074.

h. Any otherinformationwhichwould assistin mak-
ing a determinationof whethercollectionactionto collect
the claimwould be againstequityor good conscienceand
not be in the best interestsof the USPS.

437.5 Review by Compensation Unit
The installationheadforwardstheForm 3074 to theap-
propriate compensationunit (i.e., the RegionalCompen-
sation Division or the HeadquartersOffice of Compensa-
tion) which:

a. Reviewsthe file for accuracyand completeness.
b. Completespart III of Form 3074.
c. Adds anypertinentcommentsto the file.
d. Forwardstheentire file to the Directorof theap-

propriatePostalDataCenter(PDC).
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.

437.6 ActIon by Postal Data Center (PDC)
ThePDC will waive the claim if it candeterminefrom a
review of the file that:

a. The overpaymentoccurredthrough administra-
tive error of the USPS.

b. Everyonehavinganinterestin obtaininga waiver
acted reasonablyunder the circumstances,without any
indication of fraud, misrepresentation,fault, or lack of
good faith.

c. Collection of the claim would be againstequity
andgood conscienceandwould not be in thebest interest
of the USPS.

437.7 Appeal of Disallowed Request

.71 AppealProcedure.Whena requestfor waiver
has beenpartially or completelydenied, the applicant
may submit awritten appealto thePDC that deniedthe
claim within 15 daysof receiptof the determination.The
appeal letter should clearly indicatethat the employeeis
appealingthe disallowanceof the waiver request,andset
forth in detail thereasonswhy the employeebelievesthe
claim should be waived.

.72 Final Decision. The PDC will thenforward the
appeal,with the entirecasefile, to theAssistantPostmas-
ter General of the FinanceDepartment(APMG—Fi-
nance).The FinanceDepartmentwill notify the PDC of
its determination;the PDCwill advisethe employeecon-
cernedof the decisionby Headquartersand, if necessary,
will adjustits records.The determinationof the APMG—
Financeis final.

438 Pay During Travel or Training

438.1 Pay DurIng Travel

.11 Travel TIme, Defined
Travel time is authorizedandcompensabletime spentby
an eligible employeemoving betweenone work facility
andanother,or betweenhomeanda work facility other
than theemployee’sofficial duty station.It mayoccuron
a scheduledor non-scheduledday during or outside of
regularscheduledwork hours dependingon the type of
travel involvedandon theeligibility of the employee.Au-
thorized travel time performedby eligible employeesis
consideredas work hoursfor pay purposes.

.12 Pay Considerations
.121 Out-of-scheduleovertime. Sundaypremium,

Christmasworkedpay. or guaranteedtime is not paya-
ble to employeesin a travel status.

.122 Night differential is paid to eligible employees
during thosehours of travel between6 p.m. and 6 am.
that fall within an employee’snormally scheduledhours
of service on either a scheduledor non-scheduledday.

.123 All employeesarepaid in accordancewith the
basiccompensationproceduresin 433 for travel time dur-
ing the hoursof their regularwork schedule.

.124 Eligible employeesarealso paid in accordance
with the overtime compensationproceduresin 434 for
travel time outside of their regularschedulewhen such
time combinedwith other paid hours is in excessof 8
hoursin a day or 40 hoursin aservice week.

.13 Compensable TIme

.131 One-Day Assignment Outside the Local
Commuting Area. When employeesare required to
travel from hometo work awayfrom thelocal community
andreturn home in the sameday, all suchtime, lessnor-
mal commuting time, is consideredworktime whether
within or without of the regularwork schedule.

.132 Travel from Job Site to Job Site. Timespent
by employeesin travel,whetherwithin or without of their
regularwork schedule,as part of their principal activity,
suchas travel fromjob site to job siteduring the regular
workday, is consideredworktime, including time spent
travelingfrom the principal work location andreturn.If
anemployeetravelsdirectly betweenhomeandajob site,
see438.141.

.133 Travel Away from Home Overnight. Over-
night travel away from home is worktime for all
employeeswhen it occursduring theemploye&sregular
work schedule.Overnight travel is also worktime for
non-exemptemployeesonly (434.122) during the cor-
respondinghours on non-scheduleddays. but is not
worktime for exempt (all other) employeeson non-
scheduleddays.

.134 Use of Personal or Public Transportation.
Whetheror not during normal working hours, all time
spentby anemployeefor workpurposesactuallydriving a
vehicleor riding in a vehicleis worktime—exceptduring
bonafide meal periodsor duringordinary home-to-work
travel. For an employeewho wasofferedpublic transpor-
tation but receivedpermissionto use apersonalconvey-
ance, compensabletime is (a) the time the employee
spendsdriving or (b) the time which would havebeen
spentin travel by public transportationis countedas work
hours—whicheveris less.

.135 Work Performed While Traveling. Any work
that is requiredto be performedwhile traveling, in addi-
tion to actual driving as describedin 438.134 aboveis
worktime.

.14 Excluded TIme

.141 Ordinary Home-to-Work Travel. Employees
who travel from homebeforetheir regularworkday and
returnto their homeat theendof theregularworkdayare
engagedin ordinaryhome-to-worktravel whichis a nor-
mal incidentof employment.Normal travel from hometo
work is not travel time whetherthe work is performed(a)
at afixed location,(b) atdifferentjob siteswithin thelocal
commutingarea, (c) during the regular workday, or (d)
whencalled in outsideof the regularwork schedule.

.142 Meal Time. Regularscheduledmeal period
time is excludedfrom any travel time—evenwhen travel-
ing on a day that is not a regularworkday.
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