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UNITED STATES POSTAL SERVICE
475 LEnfant Plaza, SW
Washington, DC 20260

AUG 4 1881

Mr. Gerald Anderson
Executive Aide, Clerk Craft
American Postal Workers Union, AFL-CIO
817 — 14th Street, NW
Washington, DC 20005

Re: Class Action
Valdosta, GA 31601
HBC—3D—C—21690

Dear Mr. Anderson;

On July 7, 1981, we met with your representative to discuss
the above-captioned grievance at the fourth step of our
contractual grievance procedure.

The matters presented as well as the applicable contractual
orovisions have been reviewed and given careful consideration.

The question in this grievance is whether or not management
violates Article XVII of the National Agreement with regard
to how much time is to be allotted for investigating and
processing a grievance.

Stewards are entitled to reasonable in~w.stigative_time
on~Zthe~clock for haiidliiiq3~r27~Vances and such investigative
time co’illd conceiv bTF ld th~iiiechanics of copying

,

__ ay~ncue
lo~jThg or converting of i,iTormation_fTom_original documents
to~grap~, forms, notes, etc

.

The problem here appears to be one of application rather than
interpretation. We cannot determine at this level whether
the amount of time for investigation requested by the steward
was unreasonable nor can we determine whether the time
allotted by local management was unreasonable.

If you agree with the above, we can remand this case back to
Step 3 for final disposition at that level.
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Please sign the attached copy of this decision as your
acknowledgment of agreement to remand this case.

Sincerely,

U _

R bert L. E ene
Labor Rela ions Department

Gerald k~3er~7oz~i
Executive Aide, Clerk Craft
American Postal Workers Union,

AFL-CIO



TIF~5 FOR FILING OBREVANCES
ON MAXIMIZATION

I. Getspecificinformationon thestaffingcomplementof thePostOffice, including
the Postmaster,all supervisorsby title and level. full-time regularclerks by
seniority, including bid hours and days off and part-time flexible clerks by
seniority. (In largeroffices you only needto list the numberof regularsin the
clerkcraft, noteachpersonby name.)

2. Getauthorizedcomplementfor the PostOffice.

3. Get the operatingplan for the Post Office. If not available, interview the
Postmasteror supervisoror postaloperationsand detail a daily scheduleof
operations.

4. Identify all casuals,transitionalemployees,andloanerPTFsworking in theclerk
craft. Identify all crosscraft assignments- into or outof the clerk craft.

5. UsingForm 1627list theschedulesofworkhours for all full-time clerks. (We do
not needthis for largeoffices with over25 FTR1s.)

6. Include a payperiod andaccountingperiodcalendarshowi~gthe datesof the
survey (you will needtheseto assembleall the forms as someare by PPand
othersareby AP).

7. Obtainthepositiondescriptionsof thepostmasterandsupervisors,aswell asone
jobdescriptionof eachauthorizedclerkposition.

8. Determinethe numberof clerk hoursthatarebeing allocatedfor eachday (ask
supervisorto showyou how he/shescheduleshis/heremployeesandhow many
hoursof clerkwork h~’shescheduleson a daily basis).

9. Get theseForms:

o PS Form 1230A & 13 Employee Time Cards for all PTJ~ clerks,
casuals,loaners,or carriers(if crosscraftwork
is performed)going back six (6) months to
includesummer.

o PS Form .1234 Utility time card details any cross-craftwork
performed.



o l’s Form 1236

o PSFormI627

o PSForm393l

Transfer,loanandtraininghours(lists hoursby
NO and LOC codes),

Employeeworkschedules.Identify clerk craft
hoursusedby category;FTR, PTF,loanerPTF,
casual,TB, crosscraft, etc., if shownor listed
antheform.

Weekly customerservice operationsanalysis
(weeklycompilationof daily figures).

10. PrepareEmployeeWork Schedule Graphs.

o List all employeeson the samesheet,if thereis room,for oneday.

o Useseparatesheetsfor eachdayof eachpayperiod.

o Showall hoursworkedby PTFs,casuals,loanedemployees,crosscraft or
EAS in theclerkcraft.

o Include overtimehours workedby the abovecategories(i.e.. all hours
worked).

o Do not show annual leave, sick leave or othertypesof leave as bouts
worked. Whenyou graphan employeeon AL or SL, indicateso on the
graph.

o If an employeebeginswork on oneday andendswork on thefollowing
day,showonly thehoursworkedup until midnighton the first sheetand
thebalanceof hourson thenextshcet(next day).

o Stapleorclip eachpayperiodseparatelyfrom otherpayperiodsandkeep
in orderaccordingto date.

o Graphby color codefor eachcategoryof employeeworking in the clerk
craft; e.g. color PTF hours blue, PTFcarriersworking in the clerk craft
green,casualhoursyellow, TE hoursred, loanedPTFhoursorange,LAS
hourspurple,etc. Be sureto include a color code.
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o Lay out Forms 1230A & 13, 1234. 1236,and 1627 in front of you in a
logical orderto verify hoursworked. Hoursworkedon timecardscanbe
crosscheckedwith PS Form 1627 (work schedule). Always checkand
crosschecktheseformsto verify that theemployee:

a. wasscheduledto work;

b. did workasscheduled;and

c. hoursofworkbetweenthetwo forms all coincide.

o The useof PS Form 1236 will give you the amountof work that was
chargedas crosscraft during theAL’. For example: 43/4 to 41/0 5.
(See Exhibit 611.329e. DesignationActivity Codes,) The example
indicatesa PTFcarrierwasusedasa PTFclerk for distributiondutiesfor
five hours. Thisshouldalsoberecordedon thePTFcarrier~stimecardand
utility time card (PS 1234).

o Your staffingsurveyshouldincludea minimumof 13 payperiods.

I I. Situationsto be looking for whengraphinghoursofwork!

o Are anyPTF’s working40 hoursperweek?

o Are a combination of PTF employeesworking the samehours (eight-
within..ten) for theentiresix-monthperiod?

o Are any regularclerks working overtimewhen PTF’s are working short
hours?

o Are any cross-craftemployees(FTR or PTF) working in the clerk craft
while PTh clerksareworking short hours?

o Casualemployeesshouldalwaysworkwhen th~ FTF clerk~ areworking -

casualsareto beusedas“supplementalto” not “insteadoft PTFclerks.

o Checkthe hoursof casualwork and cross-craftwork if they addup to
eighthoursormore,couldthesehoursbemadeavailableto PTFclerksfor
additionalhours?
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o Is Postmasteror supervisordoingclerk craft work while PTF clerksare
availableand not scheduled?Supervisorshouldnormally be performing
bargainingunit workonly “when theworkloadrequires.”

32. A maximizationgrievanceis alwaysfled for violation ofArticle 7, Section3.B.

13. As a final resultof thegrievance,if it is determinedthatadditionalFTR positions
canhe accomplished,whatwould be the impacton hourswork availablefor the
remainingPTFclerks?

14. Threewaysin which maximizationgrievancescanbewon:

o if one PiT employeehasactuallyworkedan eighthourshift consistently
duringtheaudit period;

o if two employees’hourscanbecombinedto createone eight hourposition;

o if hoursof work of many employeescanbe combinedto createan eight

hourposition.

REQUESTEDREMEDY

1. Create,postandfill appropriateFTh positions.

2, Convert.appropriateseniorPTF clerksto FTR,

3. CompensateaffectedPTFclerks for deniedconversion,includingall lost hours,
outof schedule,etc.

4. Ceaseanddesistfrom furtherviolationsofA.rticle 7.3~B.
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