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CHAPTER 1
INTRODUCTION AND DEFINITIONS

110 INTRODUCTION

The following policies and proceduresgovern the
construction and management of schemes: the assign-
ment of scheme responsibilities; scheme training~ and
the verification of on-the-jobproficiencythroughout
the postal system.

121 REFERENCESCHEME

A “referencescheme”is anofficially publishedlist of
all elementsof addressandtheir distribution— those
that must be learned and those that may be looked up
— in a systematic plan to guide mail to its destination.
for a specific operation(i.e., Incoming secondary,
etc.).

122 SCHEME

A “scheme”is that part of a referenceschemethat
managementrequires to be learned by employees
whose assigned duties require scheme qualification by
examination. “Schemes” consist of 100 items or more.
Ninety-nine or fewer items are “memory items.”

A “scheme”may be divided into “schemesections.”
“Schemesections”may be groups of schemeitems
within a “scheme” identified for learning or mail
processing purposes. A scheme section may consist of

severalzonesproviding the mail is normally worked
commingled, on a single case.

124 SCHEMEITEM

A “scheme item” consists of a single set of addressand
routing information. In the following example,Mair
Street contains five carrier splits. This constitutes five
scheme items.

Item : 20 — 60 Adair Street Carrier 12
Item 2 61 — 130 Adair Street Carrier IS
Item 3 131 — 210 Adair Street Carrie~14
Item 4 211 — 240 Adair Street Carrier 12
Item 5 241 — OUT Adair Street Carrier IS

125 MEMORY ITEMS

Memnory items” are items, 99 or less, which must be
memorizedin conjunctionwith non-schemedistribu-
tions. (Any items includedwith schemedistributions
that would be“memory items” if part of non-scheme
distributions will be treatedas “schemeitems” for
purposesof the training provisionsandthe limitation
on the number of items allowed for a schemeor
scheme section set out below.)

126 CODED MAIL

‘Coded mail” is that mail which containsthe correct
ZIP Code.

127 UNCODED AND MISCODED MAIL

“Uncoded and rniscodedmail” is either that mall
without a ZIP Code or with an incorrect ZIP Code.

120 DEFINiTIONS

123 SCHEMESECTIONS

August, 1980



Schemes: Construction, Assigment, Training, and Proficiency 2

CHAPTER 2
SCHEME CONSTRUCTION AND MANAGEMENT

210 SCHEME CONSTRUCTION

211 STATE SCHEMES

Eachstate schemeshould be reviewedno less than
onceevery threeyears. The state schemeis to be
constructed by the following steps:

a. A density test on uncodedand miscodedstate
mail only will be conductedto arrangethe cities in
descending order of density.

b. A total uncodedimiscodedsamplesizeof at least
10 times the number of items in a state reference
scheme gathered over a period of at least 5 consecutive
weekdays, will be used to determine density.

c. Separationsfor all SCF’s within the statewill be
on the state ease.

d. The remaining separationson the casewill be
assignedto thehighestdensity directcities (3-digit or
5-digit) in descendingdensity order.

e. The scheme will be made up of the highest density
remaining cities which cannotbe finalized into the
direct city andSCF separationson the case.For this
purposeall SCF cities areconsideredto he finalized,
eitherto a separatecity holdout, when warrantedby
density,or to the SCF holdout,andwill not be items
in the scheme.

f. Low density cities shouldnot appearin the state
scheme.As a guideline, the assignedstate scheme
shouldbe madeup of the citiesrepresenting50% of
the volume by density not finalized a~per d. and e.
above.Larger stateschemesmust be fully justified
operationally. A maximum of 1,000 items may be
included in a state scheme.

g. The ultimate responsibility for approving outgoing
state schemedistribution guidelines rests with the
Regional General Manager. Logistics Division.

0. It is not necessaryto establisha specialcaseto
distribute only uncoded and miscoded state mail

exceptat specialconcentrationcentersfor stateu
coded mail as designatedby the Regional Gener
Manager, Logistics Division.

212 INCOMING PRIMARY SCHEMES; MULT
SECTION COMBINED INCOMING PRIMAM
AND SECONDARY SCHEMES

Incoming primary schemes should be reviewed ever
one or two yearsor whenevera significant chang
occurs (e.g., increasein population,change in ma
volume, etc.). Incoming primary schemeswill b
constructedon the volumes obtainedfrom the ur
coded and miscoded separations. The scheme is to b
constructed by the following steps:

a. A density testmust he conductedto arrangeth
streets and buildings in descending order of volume.

b. A total uncodedand miscodedsamplesizeof a
leastseventimes thenumberof streets,buildings anc
firm directs, selectedover a periodof at least fIvt

consecutive workdays, will he used to determim
density. The proportion of the sample taken each day
should be representativeof the relative volume 01
uncoded and miscoded city mail normally processed on
that day, of the week,

c. Identify all the schemeitems requiredto finalize
each street, building or firm. The highest density street,
building or firm, including all its requireditems,will
become the first group of items in the scheme or in the
“A” section of the scheme.As an example,if the
heaviestvolume Streetrequiresten items to finalize,
theseitems would constitutethefirst ten items of the
scheme.The secondheaviestvolume Streetmight
require eight items, andtheseitems would consitute
the next eight items in the scheme.

d. Continuethis procedureuntil no more than 950
items are assembled.(Although primary schemesor
scheme sections may contain up to 1,000 items, they
should initially contain no more than 950 items to
allow for possible future growth.) This will constitute
the entire primary schemeor the “A” sectionof a
multi-section incoming primary. When more than 950
items are justified as the result of a properly conducted
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213 Schemes: Construction, Assignment, Training, and Proficiency

density test, additional sections (up to a total of four)
should be addedin the samemannerby density in
descendingorder. Alternatively, the third andfourth
sections may he arranged alphabetically.

e. When more than four sections are required, all but
the first two sections are to be constructed alphabeti-
cally. Eachadditional section shouldbe composedof
not more than 950 high densityitems.

f. Extremely low density items are to be lookup
items.As such,theseitemsare part of the reference
scheme, but not part of the learned scheme, and should
be listed alphabetically.

g. Multi-section combined incoming primary!
secondary schemes are to be constructed by density.
The sampling and density methodologies are the same
as those applied to an incoming primary scheme. With
multi-sections, it is possible that employeesmay
encounter learning difliculties because of earner routes
beingsplit betweenthe two sections.If this results,
management should shift scheme items between sec-
tions so that entire carrierroutesarekept togetherin
single sections. For example, if 70% of a route’s
scheme items are in Section B and 30% in Section A.
the items from A should be shifted to B. By doing this.
all of the route’s scheme items would be in one section.
If this approach is taken, the office will have to closely
monitor the sectionsto insurethat all but the fmal
section has about 950 items; that the final section has
the residual items to be learned;andthat no section
exceeds 1.000 items.

h. Thereare a number of computerprograms in
existence that can assist offices in constructing incom-
ing primary and multi-section incoming primary!
secondary schemes. Regional Mail Processing can pro.
vide information on programs that are available.

213 INCOMING SECONDARY SCHEMES

Iticorning secondary schemes will include only those
items necessaryto finalize volume to carriers,firms,
buildings, boxes, etc. The following apply to incoming
secondary schemes:

Incoming secondary schemes should be reviewed
continuously based upon operational requirements.

b. A single section incoming secondaryschemeis
restricted to 1,000 total items. Sectionsof multi-
section incoming secondary schemes are restricted to
1,000 total items each.

t. Two or more carrier zones can be combined into a
single scheme or scheme section, providing the mail is
normally worked commingled, on a single case, and the
resultingschemeor schemesectiondoesnot exceed
1,000 items.

~ Foreignschememakeupandconstructionshould
be treated the same as an incoming secondary scheme.

e. Density may be used as the basis for constructing
secondary schemes. However, construction by density
is not man&tory.

220 SCHEME ARRANGEMENT

221 COMPLETE DISTRIBUTION IN ONE HAN-

DLING

22t1 At officeswith only oneZIP Codearea,where
complete distribution is accomplished in one handling,
the followimug method is recommended:

Example: (ZIP Code 42951)

NamedStreets Route

*Abbott

Adams Ave
1-399
400-898 even
401-899odd
900-1299
1300-out

Albany F
1-699
700-1499
1500-out

AlbanyW
ArthurCt&St
Atterson Blvd & Dr

*Street unless otherwise shown.)
(**RumI Route.)

5118

5102
5104
5102
5112

* *RRO3

5110
5108
5105
5109
5107
5106
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Example

AberdeenIlts
Adams E

1-899
900-out

Adams W
1-999
1000-out

Numbered Streets

1st to 16th 429
1-1999 06
2000-out 14

17th to 24th
-1899 06

1900-out 14
25th & 26th 06

224

223 SECONDARYSCHEMES

2221 At offices where a primary caseis used to
distribute some mail to carrier routes and other mnail to
delivery units where secondary distribution is required,
the following method is recommended:

Example:

Nammmed Street ZIP Code Route

429
AberdeenRd 04
Adams E

222.2 At officeswheretheprimary distribution is to
delivery units only, with all carrier separationsmade on
secondary cases, the following method is recom-
mended:

Where secondarydistribution occurs, the following
method is recommended:

Example

Named Streets Route

Adams E
1-399
4(J0-599 0704

Adams W
1-499 0705
500-999 0702

Bryan
1900.2000
2001-2001

Rooms 100-2399
Rooms2400-9999

Somerset
700- 799 RRO5
900-1200 11C12
(*Highway Contract Route)

224 BOX SECTION MAIL

City schemes shah not show the box numbers assigned
to hoxholders. One of the following methods is
recommendedto showpost office box information.

~‘!anmedStreets

2212 At offices with two or more ZIP Codeareas,
wherecompletedistribution is accomplishedin one
handling, the following method is recommended:

Example

Nnimmed Streets ZIP Code Route

429
AberdeenHwy 03 0301
Adams Pkwy

1499 02 0204
500.899 04 0406
900-1599 04 0418
1600-out 03 0312

Albany Cir, P1& Ter 04 0203
Atterson 02 0203

222 PRIMARY SCHEMES

ZIP Code

429
04

06
05

06
04

0705

1-399
400-899
900-out

Adams W
1-499
500-999
1000-out

429

06 0605
06 0604
05 —

06 0605
06 0602
04 —

0703

0705
0706
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225 Schemes: Construction, Assignment, Training, and Proficiency

Incoming distribution procedureswill determinethe
method or methods used.

a. Box Number Series Indicating the Delivery
units

Box NumbersDelivery Unit ZIP Code
429

3100-3199 Highland Station 03
40004199 Southside Station . . . . 04

b. Box Sections Shown

Main Office Boxes (42901) Sectiomm

1-999
1000-1999 2
4000-4999 4

c. Principal Boxholders by Name Only

Pthmcipal Box/molders (42901)

Southern Insurance Company
Telephone Companiesof America

225 SPECIAL SCHEME ARRANGEMENTS

Section

‘1

Where schemes have been traditionally established on a
specialbasis, suchas by useof the grid (boundary)
system,the office should coordinatecontinuationof
the useof the special system with Regional Mall
Processing to insure the scheme construction is accept-
able.

230 SCHEME CHANGES

231 IMPLEMENTATION

231.1 Maior scheme changes should occur only afler
route inspectiomus and adiustments, or when there is a
major changein the mail patternor mail network.
Otherwise,schemecorrectionsshould beconsistent
with service needs. Schemechangeswill not be
officially postedmore frequentlythan at the end of
each Postal Servicequarter. Schemechangesmay.
however, be unofficially posted prior to the emid of the
quarter, but omily where muecessamy for mail distribution
purposes.

231.2 At offices with primary-secondary distribution.
scheme changes shall be avoided between November 15

and January1. A scheduleof route inspectionsand
adjustmentsshall be made available to the scheme
section for coordination.

232 COST

Each installation head is responsible for insuring
coordinationof activities betweenDelivery and Mail
ProcessingManagersso that potential savings from
frequentor minor route changesare’ not offset by
other related costs. In computing those costs, consider-
ation must be given to schemechange study time.
error rate impact, productivity impact. and anticipated
changesto the growth pattern in the delivery area.

233 POTENTIAL ITEMS

Potentialschemeitems- (newstreets,firms, etc. not
approved for delivery) should be recorded and a
current file maintained by a central control for
informationpurposes.The fIle shall containthe street
numberor name,ZIP Code assigned, and general
location.

240 RELATIONSHIP OF PRIMARY MA-
CHINE DISTRIBUTION TO SCHEMES

241 GENERAL

In general, outgoing primary, state and incoming
primary distributions on letter sortimtg machines will lx
non-scheme using ZIP Codes, augmented by no more
than 99 memory items.

242 EXTREME VOLUMES OF UNCODED AND
MISCODEDMAIL

In complexfacilities with extremelylargevolumesof
uncodedand miscodedincoming primary mail, the
Regional Director, Mail Processing, may authorize the
use of machine scheme distribution for that mail. Any
facility requestingsuchusemust providequantitative
justification (e.g., number of hours in which to
distribute the scheme,costsof distributing the mail
manually, cost savings of utilizing machinedistribu-
tion, mail volume and the like).

243 SPLSM

When outgoing or managedmail is distributedon an
SPLSM and the facility cannot properly distribute that

August, 1980



Schemes: Construction, Assignment, Training, and Proficiency 273.5

mail by limiting the distribution to 99 memory items, a
schemewill be used.

244 OTHER MECHANIZATION

Machine sorting of other than letter mall will be by ZIP
Codeandmemoryitem only, unlessan.exceptionis
approvedby the RegionalDirector. Mall Processing,

with a copy of the approval sent to the APMG, Mail
Processing.

250 COPIES OF REFERENCE SCHEMES

Copies of reference schemes for each scheme distrib-
uted will be maintainedat distribution casesas an
information source. Any changesin copies of reference
schemesthat are requiredto be madeby employees
will be made on-the-clock. All copies of the reference
schemesused or maintainedon the workroom floor
must bear the following notice: “This scheme is
furnished as an aid in distributimig mall and is not to be
usedby postalemployeesoff-the-clockfor anypur-
pose, including home study.” Any copies of reference
schemessupplied to mailers should not contain this
statement.

260 ZIP CODE DISTRIBUTION AND DIS-

PATCH INSTRUCTIONS

261 ZIP CODE DISTRIBUTION

ZIP Code distribution is the distribution of mail based
on the ZIP Code in the addressaugmentedby
knowledge of the distributor acquired in training or by
experience. It involves the use of the first three or last
two digits of the five-digit ZIP Code number,or a
combination.All distribution systemsmust be ZIP
Code oriented,and ZIP Code distribution must be
performed to the maximum extent. Visual aids may be
used when necessaryin this type of distribution, in
orientationandtraining of employeesengagedin mail
processinginclude a full explanationof theZIP Code
system and its uses. See Personnel Handbook,P-23,

262 DISPATCH INSTRUCTIONS

Mail, other than local, is made up, labeled, and
dispatched to other installations accordimig to imistruc-
tions furnishedby the General Manager, Logistics
Division. Handbook M-22 contains further details
concerning the dispatch of mail.

270 LOCAL SCHEME COMMITTEE

271 ESTABLISHMENT

A local :~chcmnecommitteeshall be establishedat
offices with 30 or more full-time and part-time clerks
assignedto scheme distribution, and all sectional
centers having 12 or more full-time and part-time
clerks assignedto schemedistribution. In all other
offices thefunctionsof the local schemecommittees
shall be apropersubjectfor local labor-management
committees.

272 PURPOSE

Local committees function within guidelines and regu-
lations prescribedby the Logistics Division and the
Regional Postmaster General and under the immediate
supervisionof the installation heads.Local scheme
committeeswill determineand recommendscheme
qualification requirements, including assignments.
study,training and the actual examinationand will
review programs concerning scheme failures, counsel-
ing, assistance.andotherproblem areas,andrecom-
mend corrective measures.

273 SELECTION OF MEMBERS

273.1 Each local schemecommitteewill include an
equal number of management and employee represen-
tatives. Comniittees will be composed of two members
total, except that they will be composed of four
membersat offices with 500 or more full-time and
part-time clerks assigned to scheme distribution.

273.2 l’lte manager of mail processing (or his equiva-
lent) or his designee shall be the permanent committee
chairman.

273.3 To be eligible for and continue in committee
service, employee members must hold positions requir-
ing schemedistribution,musthavehadat least three
years scheme (listribution experience, and must have a
scheme record with no recurring failures.

273.4 Alternatemembers,consistingof onemanage-
ment and one employee member, shall be designated to
serve on the scheme committee in the absence of one
of the committee members.

273.5 If additional members(technicians)areneeded
for specific agendaitems, the agendashall indicate
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their attendancewith the approval of the committee
chairman.

273.6 The employee organization with exclusive
recognition for the clerk craft, in accordancewith the
termsof the NationalAgreement,shall designatethe
employee committee itiember(s).

274 FREQUENCY OF MEETINGS AND AGENDA

Local scheme committees shall meet quarterly and at
such other times as designated by the chairman. The
installation headwill furnish the regiomi a brief sum-
mary covering proceedings at each meeting. Meetings
will be conductedon official time. Managementand
employee members shall exchange agenda items 7 days
in advanceof a meeting. Each agendaitem will be
numbered and unresolved items may be an appropriate
subject for the next local labor-management meeting.

275 GUIDELINES

275.1 All committeemembersshall he furnishedthis
handbook.

275.2 A copy of all schemes,directives,changesor
implementations aflecting scheme distribution shall be
madeavailableto all committeemembers.

275.3 l’he installation heads,upon receipt of a pro-
posed notice of change in distribution requirements in
outgoing sections, shall advise mnembers of the scheme
committee20 days in advanceof implementationof
the change.(If the office does not have a scheme
committee, a notice shall be posted on all official
bulletin boards.) Cotnrnitteemembersshall also be
advised of proposed changes in city schemes sevemi days
in advance of the effective date.
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CHAPTER 3
SCHEME ASSIGNMENT

310 REQUiREMENTS AND POLICIES

311 WORKING SCHEMES 30 HOURS PER AC-

COUNTING PERIOD

Schemeswill be assigned to employees only when there
is a demonstrated need for scheme knowledge. When
managementhas a reasonableexpectationthat em-
ployeeswill work a schemefor at least30 hoursan
accounting period. scheme assignments may be made.
If more than one schemeor one section of a scheme is
routinely worked on one case and the mail is presented
in a commingledfashion,the 30-hourruleappliesto
the aggregateand not to each section or scheme
individually. In unusualcircumstances,in order to
meet operatingrequirements,the Regional Director,
Mail Processing,mayauthorizeschemeassignments
wherethe reasonableexpectationis of less than 30
hoursdistribution peraccountingperiod. (Copiesof
the approvalwill be sentto the APMG, Mail Process-
ing.)

312 TWO SCHEMESOR TWO SCHEME SECTIONS

An employeeshould normallynot be assignedmore
than two schemesor schemesections.The Regional
Director, Mail Processing, may approve, on an excep-
tion basis, the assignmentof more than two schemesor
scheme sections if operational requirements so dictate.
(Copies of the approval will be sent to the APMG, Mail
Processing.)

313 2000 ITEMS FOR SCHEMEDISTRIBUTION

No employeewill be assignedmorethan 2,000 items
for scheme distribution. In non-scheme distribution, an
additional 99 memory items may be assignedfor a
maximumn total scheme and non-scheme distribution of
2,099 items.No exceptionsare permitted to these
maximum limitations.

314 JUSTIFYING EXCEPTIONS (30 HOURS, 2

SCHEMESOR SCHEMESECTIONS RESTRIC-
TIONS)

When managementcan justify a need either to assign
more than two schemes(or schemesections)or to
assign a schemerequiring less than 30 hours of

distribution per accountingperiod, the manager,in
writing, will:

a Define the problem and explain why the standard
guidelines cannot be followed.

b. Providequantitativejustification (e.g., numberof
peoplenow assignedthe scheme,hoursin which to
distribute the scheme, costs of not having the scheme,
mail volume, and the like).

c. Submit the request, with necessary supporting data,
through appropriate channels to the Regional Ditectot,
Mail Processing, for approval.

315 STAFFING FOR UNCODEDAND MISCODED
MAIL

315.1 Number of Employees Assigned

The numberof employeesassignedto the state and
incoming primary schemes will not exceed the number
required to processthe mail from the appropriate
uncodedandmiscodedseparationsandfrom sources
outsidethereceivingoffice. Local managementmust
insurethat mail identified as uricoded and mniscoded
doesnot containunacceptablelevelsof properlyZIP
Coded mail.

315.2 Staffing Determination

In determiningthe proper staffing level to distribute
the mail from the uncodedandmiscodedseparations
and from sourcesoutside the receiving office, local
managers should consider: the volume to be processed.
operation productivities, the processing time available,
and leave replacements required.

316 SPECIAL RULE FOR INCOMING PRIMARY
MULTI-SECTION SCHEME ASSIGNMENTS

in incoming primary scheme distribution, each assign-
ment to an employeemust include the “A” Section,
either as the only section assignedor as oneof the
sections assigned. Exceptions, based upon operational
requirements may be authorized by the Regional
Director, Mail Processing.
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317 ASSIGNMENTS TO PROBATIONARY EM-
PLOYEES

When operations require that a scheme be assignedto a
probationary employee, the assignmentshould be
made as soon as possible after the probationary period
begins. Where there are several new hires and only one
requirement for a scheme (based on application of the
30-hourguidelineset forth in 311 above)any method
that is fair, consistent and non-discriminatory can be
used to determine who receives the scheme assignment.

318 SCHEMEASSIGNMENT REVIEW

Each facility having employees with scheme responsi-
bilities must continually review the appropriatenessof
schemneassignmentsandthe numberof employees
assignedeach scheme,and beable, at all times, to
identify eachindividual assigneda scheme,andthe
scheme assigned.

319 RELIEVING EMPLOYEES OF SCHEME AS-
SIGNMENTS

Employees rio longer required for scheme distribution
should be relieved of their schemeassignmentsin
writing. Forms 3974, Venfication of Distribution
Perfonae4 should also he annotated, and a copy of the
written notification should be attachedto it. (See
Exhibit 540.) Abide by the National Agreementand
local agreements with regard to seniority and reposting.

320 USE OF NON-SCHEME QUALIFIED
EMPLOYEES

321 OVERTIME

For overtime work involving schemedistribution,
full-time employees who do not possess scheme respon-
sibilities are not considered to have the necessary skills
and therefore should not be part of the overtime
desiredlist selectionprocedure.However,such em-
ployeeswho have no schemeknowledgeor some
scheme knowledge may be assigmied to schemedistribu-
tion (including to overtime work after the overtime
desiredlist selectionprocedureexhaustsemployees
possessing scheme responsibilities). Imi such instances,
visual aids or referencematerialswill be providedto
allow accuratemail distribution.Such employeeswill
not be held accountablefor schemeknowledgepro-
ficiency, but they will be held accountablefor the
accuracy of the distribution performed.

322 REGULAR USE OF NON-SCHEME QUALIFIED
EMPLOYEES

If employeeswho do riot currently have scheme
responsibilitiesareregularly working a scheme,addi-
licinal scheme assignments should be made consistent
with these guidelines.
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410 SCHEMES FOR ASSIGNEI) AND BID

POSITIONS

411 ASSIGNED SCHEMES

411.1 EmplOyreswho are assiptadschemesby the
Postal Servicewill receiveon-the’clock study time as
necessary,up to the amount provided herein. (See
432.)

411.2 ~ schemetraining mustbe acconipliskiedon
Dosial premises.Shouldoperationalrequirements so
dictate,ernp1oye~’schedulesmaybe chan~cdtempo-

so that they can attend formal t~hcmctrainng
ssionswith no “out of scheduleovertime” UabUity.

(Sec434of the Employeearni Labor RelationsMan
~L (ELM)),

412 ~Fd~’
412.1 Except as provided in Part 412.2 the

Jt~aiorhi&er for a prefen’edduty assignment which
requires scheme knowledg~as a prerequisite~
permanent filling of the assignment(Ste Artide
37 of the USPS—NALC/4&,.p’~JTj National Ag~-ce-
merit) will ~ provided t k following alternativee for
acqwrm,agtli~reqa~uteschemeknowedge:

a.) di.~ummgtAt seniorbidder law a sufficientannual
leat~ebalance, na-h employeewill br Oenaiittd to take
aruiwsf leautfor scheeseframing o~dksth~g.Th�irani-
aug and testng £tmt wilt ~e rrconi~tdon Farm 2132.
Wher,the sernorbidderpaiw the#/n~pr~akaamina-
twa and accepts thepeiition~th~annual leave w*tl b~
crnwrted 5p hours ~orA~~jand the em~toyeesannual
leavebalancerecred,teda like numbcr ajhosni.

b.) The senior bidder may elect to nter into scheme
training and kiting outside ss~chcmployeesregularly
.t�heduld hours. Theemployeewill net b paidfor such
lrauu,~~’and testing. Tht training and testing time will
be rwirded an Farm 2432. Vvlitr Me senior biddrr
pafles the 4lpropriaeeoamuiatwnand acceptsthepeal.
ti~n,the cmplayeewill be compensatedat the appropnase
o~ertimgrage

c.) In the event Mat the senior bid4er selectsthe
alLrnsatttse set fonk m Seciimt 112.1(a) al’lm(. wid
during the training period gx/aaarts Au or her antew.al
leavebalance, inch employeewould be pertniaed, only i*
thoje circunj~anc,,s,to completethe training pm4rsuanl£0
Section 112.l(b.

If the senior bidder d~sjr~sthe use of manual
schemc training materials, they will be made
available for use only on postalpie1~uses.Only

the aenior bidder shall be aflorded the use ol
u’aanrngmatertalsand study time ~thtduled will
be provided at the rate of one hour for e’~cry
sixteen items in the scheme. An emp~oyecwho
laila to qualify on a voluntary bid wW resnairsin
the present duty asaig~nment.Immediately after
the end of the defei’snen~tperiod, the Senior
~dder then qualified shall be permanentlyu
Ii—

412.2 ApptOpti2tC on-the-dock study woe will be
aITo~dstalto the senioremployeen’ho bids for a duty
asn~rsn1entrequiringschemeknowled~eand who is not
c~uz1ifl~ton thes~.ientia1scheme:

i) after ~boli$1Uflefltor wntscnnotlcc of botishme.nt
of the emptoYeit’5 duty 1~~smentby management;or

b.) after failing to retain a duty assignmentdue to
reposungbecauseof changein strt~ngtime, duties,or
non-scheduledwork days; or

e.) due to involuntary reaasi~ptncnt;

providedsuch employeehas not begun on-the’clock
study of anotherscheme.

420 TRAINING PHILOSOPHY

421 ORGANIZATION

Scheme trainingmust be organizedandcontrolled in a
uructuredmanner.Wherepossible,cmvtoycesshould
oc scheduled in groups to ensure the most effective use
of available fa~itie~and ~alningpersonnel.Scheme
training shouldtake place in an environmentconducive
co effectivelearning. All materials flecess*xy for the
accomplishmentof schemetraining will he suppliedto
the traineesby management.If an empLoyeeis disected
co prepareany training materials, suclt tune will be
paid and will nor be considered part of the allocred
paid study thne. These may include, bur are nor
limited to, standardor minianarecases,penoils, inapt,
‘paper. ~aZTiCthstin~,streetlistings. lists of scheme
item.s, fl.i~h~rds, etc. Trainees’maynat rc~ovethese
items from postal premises under any conditions,

422 CONTROL OF TRAINING MATERIALS

SchemetrainingmateriaI~are to becontrolledby the
PEDC Mamiager. ‘They are not to be usedor
exceptas expresslypermrrtedin thishandbook.

423 TRAINING AT FACILITIES NOT HOUS1~GA
PEOC

All facilities fafl within theservicearea of a PEDC. The
training guidelinestuted heremust be compliedwith
in all facilities. Referencesto raining activities and
requiresnenu it the PEDC should thereforebereadto
include trainin; activinca and requirementsat any
fa~11tyCn~ng ‘in training. AJI tr~nnizigm u s t b e
conducted by employeeswhoa~~cruficdas trainers
by the PEDC manager.Training in facilities nor
hous*ngaPEDC posesspecialproblems due to frequent
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lack of dedicatedtraining spaceazu4 training experI.
mcc. in such facilities, specialattention mustbe paid
to the need for coordinationbetween the locat cdTLcials
who will conduct the training and the PEOCManagers
and staff who are responsiblefor car1ii~,yingthelocal
trainers (who may,for example, be supervisors)arid for
aiding the local officials with adviec a n d training
materials.

430 TRAINING APPROACH

The complete detailedapproach to schemetraining is
presented in Handbook P-49, SchemeTraining-
lnszrucnn’r Guide, }ollowing ast st~itftcantlughuigisu
of this handbook.

431 ORIENTATION
431.1 General

General schen~eonelu,stiomtis pm-ovided only for an
en~pk’yee’sinitial schemeas.signnseut,not for su~~e.
ciuent anugrinlents. ‘the orientation is designedto
instruct the trainee in techniquesof schemedisiribu.
ucn arid methodsof learning a scheme.Areasto be
covered include but ate not limited tO, the proper use
of me ~rainthg materials, schemecontent, scheme
functi~,nin the distribution process,hewto hold mail
arid place it in a case, proper way to approacha caee,
sit, The orientation should be scheduled for a single
two-bout session.

435.2 SpecificOtianution4n~orin~tt*n

In addition to thegeneralitems slated in 43 1 .1, each
employee must be’ told:

a~Thealloted tune for schemestudy,

b, No additional time will begiven,

c. The spcci~ctraining schedule,

d. The ramaiflcanonaofschemefailure.

432 TRAINING GUIDELINES

432.1 study Tim.

The total study lime authorized It) acquirethe b~owI.
S dg II) qualify on an assignedor bid schemewill de-
pend upon the number of Items in the scheme.The

scheme study time will be calculated at the rate of one
bout for everySixteenitemsin the scheme.Increments
of testthan sixteentwins will be calculated at therate
of four minutes per item.

4322 Trsininq Arsa

In order to accommodate Vafl/U1~tOut~ of duty, the
PEDC will maketrainingspaceconduciveto learning
available for scheduled scheme study during the
tsiincc’s tour of duty, or immed.~re1ybeforeor after
the trainee’s tour of duty where Section 412.1 is
applicable, insofar as such scheduling jj practicab~.

432.3 L*sgth andS~i.~tlin9uf Tmainin~5g5~je~g

432.] Length and Scheduling of Training Ses-
sions Schemetraining will be scheduled for each
of the trainee’s scheduledworkdays j~sessionsof
one bout each.At local option, however, ll( hour
sessionsmay be used provided I X times as much
material is assigned to be kat~edduring each
session. Training should be scheduledto avoid
the latter pan of the trainee’s tour of duty where
there is a greater chancefor fatigue. Should there
bc a requirement for two training sc~~~ogufor an
employee’ in a single day, two s~sjon~not cx-
cuding one hour each may be scheduledwith an
adequate break b et w een the t w o sessions t o
afford effective learning Extensi~recontinuous
memorization is not an cffeaivr form of learning.

432.4 SchedulingCompl.rmn of Training

To the extent possible.the training program will be
teheduled to ensure sufficient time for the employee to
qualify at least sevendaysprior to completion of the
probationary period. The training pro~amfor em-
ployees bidding on scheme duty assignmentswho
te~eivepaid study tine (see 412.2),or senior bidders
upon request(see4121),must be scheduledto ensure
sufficient thus for the employeesto qualify prior to
completion of the deferment period as prosided for
in the National Agreement.

4325 Learning 5.qu.t~

Whereapplicable (i.e., state Or city primary schemes),
the learning sequenceshall be such that the employee
learns the itenut or separations with the highest density
first. For the study of schemeassignmentswhere
densitybreakouts arenot practical (e.g., incoming
secondaryschemesnot combined with a city primary
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434.21

scheme),theemployeekarns the itemsalphabetically
by carrier rOute, or by other accepted means.

432.6 Assisun~

Instructional assistancewill be madeavailableduring
all scheduledschemetraining. It is not necessaryco
havedirectsupervisionof thetraineeat all times.What
is necessaryis to have someoneavailable to the trainees
for assistance,monitoring of progress and verifying test
results.The traineeswili needto know that the USPS
expectstheir training timeto be spentin productive
study or practice.

432.7 Monitoring Performance
Trainee perfonnance in schemestudy will be

monitored through use of weekly review tests.
The tcst wslJ be administered using review tests,
in accordance with P-402T. &4tai~
san~ao~aGiä4e. The time required for the review
tests&i~il1bein addition to M~Aouri dlloc~ttdfor scAesi,
study. In tIi~ ar~t~tz~sij’ridscAemes,swli ~estuigthiv
wilt be on-Me-cta.L in Me case of bid idle~wz,the
testing Liaisewill be asspe4~’ledm Section liZ!.

4328 Records

Form 2432, !nthv~du~lTminin,~Pi-o~res~Record,will
be used to record study hours and to document the
traine,’t peifomsenceart thereviewLest.

432.9Mgchj~*Applicatiønof Schemes

Schemest o t~c applied throueii machineitissnbutiort
will be learnedin accordancewith this han~book.

433 PRODUCTIVE MANUAL SCHEME OISTRI8LJ-
lION

433.1 U,i

Muugeraesuis to provide productiveschemedistribu-
tion opportunhticswhere feasible to manual scheme
trainees to reInforce formal training. The treaters
should be ptacctL in a productivewutk setting where
they areactually performing the distributtonusing the
schemebeing studied. An employeeshould be abLe to
distribute 75% of the schememail voiwne accurately
before productiveschemedistribumion ii implemented.

433.2 Time

Productiveschemedistribution time will be chargedto
operations.Theamountof time will varydependingon
availability of mall, dispatch deadlines, and other
operational considerations., Producuve scheme distribu-
tion time is in addition to the allotted paid scheme
study tim.

433.3 Monitoring Pa~f~nrti~.

On-tour mail processingandtraining personnelmust
monitor the effectivenessand accuracyof the traitlee’s
p erforusancein productivescheme dribution,
through daily sampling of distributedsnail. Mthou~
no written record is required for productive scheme
distribution, feedback on dIfftcultic~ encountered by
traulecSshouldbe providedto training personnelso
that necessary aSsiStance ~xt be pros~ded.

434 SCHEME QUALIFICATION

434 kh.sn. Quoflflcattuu
434.1 Ceneral
Employees assigned schemeswill be provided

one try on the first workday following completion
of the allotted training time to passa qualifica-
tion test by coreccilysorting 95% or more of the
cards in a IOU card tat deck in eight minutes or
less. Employees bidding for schemeassignments
will be provided one try to passa qualification
test at the end of the defermentperiod, Such an
employee enay request and be penn~itedto at-
tempt co qualify no more than two times pnor to
the end of the defermentperiod. Should the cm-
ployce fail to qualiI~’ on the two early attempts.
the final opportunity at the end of the deferment
period will be allowed, The examination will be
designed and conducted in accordance with
Handbook P—402T. The time used to take the
schemequalification test by tr.,ainee,assigned
sthemci will be in addition to any paid study
rime provided for learningthe schemeand will
be compensable.For tenior bidders, the lest tune will
beprdfwdinSecthni412,!.

Section 513.1 ~Ofltalnsa change to the M-54
Handbookand the appropriate section of Publi-
cation 1 18 (second edition) which reflrcrl that

section,
434.2f~~Jun~ta Quality

.21 II the allocatedon-the-clock study time has been
usedandthe employeefails to quality on ~ assigned
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scheme,actionshould be takenconsistentwith the
applicable provisions of theNational Agreementto
d~qualify,reassign.or dischargethe etuiployeeas
circumstanceswarrant.Tl~rewiI3 be no additional
study Lime.

.22 In the eventof a proposeddischarge, if theem~
ployee passesthe testbeforethe effectivedate of the

discharge. the discharge action will be rescinded and
the employee will be qualit’~4.No more than one tIlJ

to pus the test will be allowed each day. Mditionaily,
if the empkyeerequeststhe opportunity of attempting
to bolster proficiency, such employeemay be assigned
to productiveschemedistribution during theperiod
prior to the effectivedate of the discharge.No train-

ing materialsor study time will be providedduring
this time.

435 SCHEME CHANCES

435.1 LanrningChnges

Sections4353435.4provide a meansby which dis.
tributors can learn certain schemechangesand become
responsiblefor them throughproductivedlstribudon.
without formal training. However,all machinedistdb-

ULOIS and ~ manual distributors will learn scheme
changes through formal training conducted m ~COt-

‘lance with the precedingguidelinesfor learningas-
siened schemes. Manual distributors who are providad
formal schemechangetraining following a substantial
period of productive distribution using the changer-
for exampLe,employeeswho havedistributedmail in
accordancewith a changed schemebut who, under
562, ue afforded formal schemechange training after
two succeasiveproficiency checkfailures—will take a
pre.test on the citanç Items before beginning the
fonnal training to detenninethe items which they need
rime to learn.Formal schenuechangetraining cnd.s
wheil the maximumallottedtrainingumeis usedup
(no Passingof s qulifieation test is required)or when
the employeepassesa testby correctlysorting95% or
more of the cards In a teSt deckcontainingall the
schemechange items studied in * total time produced
by allowing 4.8 seconds~oxeach changeitem.

435.2 R.c~eds

Any tort resultsand a ~eord of the paid studytime
used for formal schemechange training will be re-
cordedon a singleForm 2432 nuaintainedfor each

employeeto cOver all changesin a particularscheme
for which tht employee receives formal training.

4353 P~odm~ctis~Distribution

In general,minor schemechangesshouldbe learned
throughproductivedistribution. As a Me of thumb, a
changein a Postal service quarter of 32 or fewer
schemeitems should not requite formal schemetrain-
ing to Learn.Dependingon thE numberof scheme
changeitems over 32 it may be necessaryor desirabLe
to schedule formal schemetraining. In no eventare
schemechangesto be learned off-the-clock.

435.4 Visual Aids

‘usual aidsinflecting schemechangesmust he postedat
the casesto U~I~tin the learning of the changes
through productive distribution. Loose lists of changes
axenot to be furnishedto individual employees,nor
are employeesto be directed. encouraged.suffered or
permitted to study the changeitems off.the-clock.

4365 Formal 5themeChanqe Trainine Hequirsrnanta,
Machine D~ubitinn

Changes in schemesapplied on letter sorting machines
are to be Learnedthrough formal uaijsitig not through
productive schemedistribution. (Formal machine
speed*nd accuracytraining is providedonly if the
number of change items exceeds lU) Set Handbook
M-54. Letter Sorting Machines.

436 MEMORYITEMS—MAN UAL OPERATIONS

Employees asstgnedto non-schemedistribution may be
requiredto utilize memoryitems(99 itemsor less) in
thc performanceof such distribution. Thesememory
itemsareto be leamedon the job duringtk coutseof
productivework, VIsualaids will be utilized to assist
t~employeein learningthc memoryItems. Underno
cucwuzranceswill employeesbe required,enconrzgecL,
suffered or pennitted to study or leant such items
off-the&&. (Memory items for machinedlstxibuticim
will be learnedon-the-dock.See Q~apter5. Handbook

M.54.)
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CHAPTER 5
MAINTENANCE OF SCHEME DISTRIBUTION PROFICIENCY

510 EMPLOYEES AFFECTED AND METHOD

511 EMPLOYEESAFFECTED

AU employees who distribute mail are expected to do
so accurately.In addition, all employeesresponsible
for performing schemedistribution are expectedto
maintain proficiency in the accuraterecall of the
scheme items in the scheme distributed.

512 METHOD

512.1 Form 3974, Verification of Distribniion Per-
formed, has been designed to meet the requirements of
monitoring the individual’s schemedistribution pro-
flciency. (540 providesinstructions which must be
followed in using the form, which is set out as Exhibit
540.)

512.2 The form will also beusedfor monitoring the
accuracy of non-scheme distribution.

520 MONITORING SCHEME PROFICIENCY

521 RESPONSIBILITY

Supervisorsof schemedistribution operationsmust
monitor distribution by employees to guarantee distri-
bution proficiency. Eachsupervisorwill spot-check
each schemeemploye&s performanceone or more
times each accounting period. The performance of all
scheme employees, regardless of age or years of service,
must be checked. Supervisors will schedule the checks
throughout the accountingperiod so as to avoid
predictabilityasto when the checkswill be doneon
particular employees.

522 MORE THAN ONE SCHEME OR SCHEME SEC-
TION

If more than one schemeor schemesection is
distributed on one caseand mail is normally com-
mingled (e.g., an incoming primary multi-section
scheme or combined incoming secondaries), one pro-
ficiency check will suffice. II. however, more than one
scheme is distributed on one distribution case, but the
schemesor sectionsare normally workedseparately
(e.g., two incoming secondary schemes or Sections), a

proficiency check must be conducted on each scheme
or section.

523 ASSISTANCE FOR SUPERVISORS

Supervisors are encouraged to conduct all proficiency
checks.However,at installationshaving reviewclerk
posilions, employeesin suchpositions may be used
to assist in conducting initial proficiency checks.
Suchemployeesmay not beused to conductsecond
proficiency checks or scheduled case reexaminations.
Supervisory positions should not be established for the
sole purpose of conducting proficiency checks.

524 SUPERVISOR REQUIREMENTS

It is not necessary that supervisors pass examinations
on theschemesthey aresupervising.It is important,
however,that they becomefamiliar with the scheme
requirementsof the employeesthey supervise.The
proficiency checksmay be made by the supervisor
using a scheme book for reference.

525 MPLSMOPERATORCHECKS

Proficiency checksfor MPLSM operatorswill be in
accordancewith HandbookM-16, EngineeringData
Isolation Techniques (EDIT), OperatingGuidelines,
which will fulfill the accountingperiod proficiency
check requirement where the primary assignment is to
an MPLSM operator’s position.

526 BYPASSING SPOT-CHECK

If a scheme distribution employee, through no fault of
the employee’s,hasnot beenregularly distributing an
assigned scheme, managementmay choose to bypass a
spot-check,with notation as to why on the Form
3974, Item 6i, until after the employeehasregularly
distributed the assignedscheme for at least 30 days.

527 SAMPLESIZE

The initial monthly spot-check will consist of verifying
IOU piecesthat arerepresentativeof the normal mail

(non-scheme items such as hold-outs or directs should
not be excluded). The checks will be made where the
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528 Schemes: Construction, Assignment, Training, and Proficiency

employee usually works. The results will be recorded in
Item 6 of theindividual’s Form3974, Verificationof
Distribution Performed. The supervisor will discuss all
errors with the employee.If, in the discussion,the
employeeknowsthe correctdistribution or sortation
for the errorsnoted, this fact wil] be noted on the
Form 3974 in the remarks column (Item 6i). Knowl-
edgeof the correct distribution will not affect the
numberof errors recorded.(For the treatmentof
errors in scheme change items, see 560.)

528 PROFICIENCY CHECK FAILURE

If verification revealsperformanceto be below the
regular case examination standard of 95% correct, the
employee is to be advised that a subsequentcheck will
he madewithin two weeks.The employeewill not
receive additional study time on or off-the-clock.

529 SECOND CHECK

The secondcase check will be made on a case on which
the employeehas beenthe sole distributorandwill
consist of verifying 100 pieces that are representative
of the normal mail (non-scheme iems such as holdouts
or directs ‘should not be excluded). The second check
results will be recorded in Item 7 of Form 3974.

530 SCHEDULED CASE RE-EXAMINATION

531 NOTIFICATION

Any employee who fails the two successiveproficiency
checks will be given written notification that an
examination of the scheme will be conducted with live
mail in 30 days. The written noticewill include the
date, time, and location of the exantination. A copy of
the noticewill be sent to the PEDC Manageranda
copy will be attached to the employee’s Form 3974.

532 PRODUCTIVE DISTRIBUTION

During the 3Oday period, the employee will be
assigned to productive distribution utilizing the scheme
to be tested and will perform a minimum of 44 hours
distribution. All hours will be recorded on Fonti 3974,
Item 8. If, at the end of the 30-day period, the
employeehas not distributed (‘or the required 44
hours, the reexaminationwill be deferred until this
requirementis met. Neither study time nor traming
materials’are to be authorized during this period.

533 CONDUCTING THE RE-EXAMINATION

The test will be conducted by a member of the PEDC
staff or a supervisor who is not the immediate
supervisor of the employee. The mail used for this test
must be examinedby a supervisorfamiliar with the
operationto determinethat it is representativeof the
normal flow. Non-schemeitems,suchas holdoutsor
directs should not be excluded. Two hundred pieces of
representativemail will besupplied by the supervisor
to the designated examiner, who will again confirm the
count and then allow the employee 16 minutes for
distribution into a standard case. The examination will
be conducted under controlled circumstances to ensure
a Ihir testenvironment,preferablyon the workroom
floor. Referenceboardsarenot permittedanda clean
casemust be used. Since referenceboards are not
permitted,employeesareto be informedprior to the
casere-examinationthat low density (non-scheme)
itemsshould be placedinto the unknownseparation.
Thepiecesproperly placedinto the unknownsepara-
tion will not be countedas errors. If an unknown
separationdoesnot exist, the mail shouldbe setaside
and reviewed by the supervisor. Should the workroom
floor not provide a suitabletest environment,any site
which providesa fair and suitableexaminationarea
may be used.

534 EXAMINER RESPONSIBILITY

Theexaminerwill confirm the distribution of the 200
pieces,reviewing with the employeethe count, the
numberof piecescorrectly distributed,the number
incorrectly distributed and the percentagecorrectly
distributed. An error is any piece of mail not sorted to
the designated separation. The results of this examina-
tion will be recordedandmaintainedon Form 3974,
Item 9. Failure to distribute accurately 190 pieces of
mail (95% correct) within 16 minuteswill constitute
case re-examination failure. In this case, a copy of the
Form 3974 and any attachmentswill be placedin the
Employee’sOfficial PersonnelFolderfor appropriate
action.

535 CASE RE-EXAMINATION FAILURE

If an employeefails a casere-examination,that fact
may be relied upon as evidenceof unsatisfactory
performance. and the employee may be reassigned or
disciplined, up to and including discharge,consistent
with the terms of the National Agreement.No case
checks or casere-examinationsfor the purpose of
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modifying the action taken as a result of unsatis-
factory performance are permitted. Neither study
time nor training materials are authorized,

540 COMPLETION OF FORM 3974, Verifica-
tion Of Distribution Performed (EXHIBIT
540)

541 GENERAL INSTRUCTIONS

541.1 Form 3974 should be initiatedat the beginning
of eachcalendaryear for each employeeassigneda
scheme, or wheneveran employeeis assignedor
awardeda schemeother than at the beginningof the
calendaryear. The form must be f~edout by someone
other than the employee.

541.2 Form 3974 can also be used ‘for checking
non-scheme employees for accuracy.

541.3 If more space is required, add additional forms.

541.4At the endof each calendaryear,regardlessof
the number of proficiency checks, the fomis are to he
filed at the PEDC. If no PEDC exists. a separate file is
to be established. A]] forms are to be retained
indefinitely. (This includes forms for employees who
have been relieved of schemes, 1cR unit, etc.)

542 ITEMS 1-5

The following information is required for Items 1-5:

Item I — Year
Item 2 Name of the Employee
Item 3 — Social Security Number of the Employee
Item 4 — SchemeAssigned to the Employee
Item 5 — Employees Tour of Duty

543 ITEM 6 VERIFICATION

543.1 This Item of the form is to contain:

a. Date of Check (Each employeeassigneda scheme is
to havea proficiencychecknot less than onceeach
accounting period..)

b. SchemeProficiency. If an employeeis checked on
the scheme shown in Item 4, the scheme proficiency
block is to be checked.

Non-SchemeAccuracy. If an employee is checked
on non-scheme,distribution (ZIP Ct)de), the non-
scheme accuracy block is to be checked.

d. No. of Pieces. Each check is to consist of xerifying
100 pieces of distributed mail.

e. % Correct.The percentof piecescorrectlydistrib.
utedis to be entered here.

f. CheckedBy. The supervisoror employee in a
review clerk position who conductedthe proficiency
check must initial the block.

g. l’ass, If the employee passesthe check, with 95% or
better correct, the Pass block is to be checked.

h. Fail If the employee fails the check (less Thait 950/s

correct), the Fail block is to be checked.

i. Remarks.The supervisormay use this block for
remarks such as whether or not the employee knew the
correct distribution of the piecesincorrectly distrib-
uted.

543.2 If an employee is not available for a check for a
30 day period,the reasonshould benotedacrossthe
columns on the next vacant line (e.g., detailed,
extended sick leave, annual leave, etc.)

543.3 11 an employee is officially relieved of a scheme.
leaves the unit and goes to a unit where the schemeis
not required, etc., enter the date and enter an
explanation across the columns next to the date,
“Relieved of SchemeResponsibility,”“Retired,” etc.

543.4 If an employeeperfoniisbelow thestandardof
95% correct, a secondproficiency check is to be
conductedin two weeks andthe results recordedin
Item 7.

544 ITEM 7, SECOND PROFICIENCY CHECKS

544.1 This item of the form is to contain:

a. Failure Date. The data on which the employee
failed the proficiencycheck is to be enteredin this
block.

b. DateOF Secondcheck.When anemployeefails a
proficiency check, the employee is to be given a second
check within two weeks following the failure.
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c. No. O[Pieces.A secondproficiencycheck is to 30-dayperiodmay be extendeduntil the 44 hoursare
consist of verifying 100 pieces of distributed mail on a reached.
case on which the employeehas been the sole
distributor.

546 ITEM 9, SCHEDULEDCASE RE-EXAMINATION
d. % Correct. The total numberof piecescorrectly RESULTS
distributedshould be divided by the total number of
pieces distributed to determine the percent correct. 546.1 This item of the form is to contain:

e. Supervisor Name. A second proficiency check may a. Date. The dateon which the casereexamination
only be conductedby a supervisor.The nameof the was conducted.
supervisor conducting the check is to be entered in the
block b. No. Of ~ A case re-examination is to consist of

verilymg 200piecesof mail distributedin 16 minutes
f. Pass.If the employee passes the second check, with as defined in 533.
95°/sor betxer correct, the Pass block is to be checked.

c. % Correct.The total numberof piecescorrectly
g. Fail. If the employeefails the secondcheck (less distributed ii~ 16 minutes should be divided by the 200
than 95% correct), the Fail block is to be checked. pieces of live mail to determine the percent correct.

h. Remarks.The supervisormay use this block for d. Pass. if the employeeachieves95% or better
remarks,suchas whetheror notthe employeeknew correct, this block should be checked.
the correct distribution of the pieces incorrectly
distributed. e. Fail. If the employee achieves less that 95% correct,

this block should be checked.
544.2 If an employee fails a second proficiency check.
Item 8 of the form is to be completedanda Case f. Remarks.The supervisormay use this block for
Reexamination is to be conducted in 30 days. remarks.

545 ITEM 8, DISTRIBUTION RECORD FOR g. Examiner
30-DAY CASE RE-EXAMINATION

(I) Namnc The examiner’s full name is to be printed

545.1 This Item of the form is to contain: or typed in this block.

a. Date. Eachdate on which an employeeis given (2) Signature.The signatureof the examineris to
productive distribution is to be entered. be entered in this block.

b. Total Distribution Time. The total amount of time 546.2 ‘l’he case reexamination is to be conducted by a
in hoursandminutesspentin productivedistribution member of the I~EDCstaff or a supervisor who is not
for each date listed is to be entered in this block, the immediate supervisor of the employee.

c. SupervisorName. i’he name of the supervisor 546.3 If an employee fails a case re-examination, refer
recordingthe time spentin productivedistribution is to 535.
to be entered in the block.

550 COMMON AND RECURRING ERRORS
d,e,f. Same as a.b.c. All columns on leO (a,b,c) should IN DISTRIBUTION
be completedbefore using the columnson the right
~d,e,f). 551 REPORTING METHODS

545.2 An employeemust receive a minimum of 44 Form 1617. MissentMail Notice, and Form 1639,
hoursdistribution during the 30-dayperiod prior to Camen’ Report of Rea:n’iug Missorted Mail, are used
the CaseReexamination.If this is not possible,the for reportingmnissentand missortedmail. Fromthese
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Schemes: Construction, Assignment, Training, and Proficiency 554.4

and all othersources,lists of commonandrecurring
errorsnotedin distribution of incoming andoutgoing
mail should be prepared.Lists should showprimary
and secondary errors separately.

552 USE OF DATA

Copies of the errorlists shall be postedin the work
areaon casesand bulletin boardsand furnishedto
supervisors.A copy of thelist shall he maintainedat
the installation for appropriatereview by responsible
postal officials.

553 PROPERUSE OF FORM1639

553.1 Carrier supervisorsandstation superintendents
must takethe following actionsto obtain the desired
results from the use of Form 1639:

a Requirecarriersto prepareForm 1639 when they
notice that recurring errors involving certain blocks are
being made by clerks.

b. Requirecarriersupervisorsto observethenumber
of missorts and, if carriers are not reporting errors on
Form 1639, take the necessary action to assure proper
reporting.

c ForwardForms 1639 to thetour superintendentor
other designated supervisor at the secondary distribu-
tion unit.

553.2 Tour superintendents or designated supervisors
at secondarydistribution unitswill takethe following
actions:

a SeparateForms 1639 by secondaryunits andgive
them to the secondary unit supervisor involved;

b. Requiresecondaryunit supervisorsto sort Form
1639 daily by the route number reporting the error. At
irregular periods during the tour, withdraw mail from

the separationsfor the routes reporting errors to
determinewhich clerk or clerks are making similar
errors.The supervisorshould advisethe clerk of an
errorwhen oneis noted. If it is found that a clerk is
making errors frequently, the supervisor should make a
verification of distribution performed,following the
instructions in 520.

554 PROPER USE OF FORM 1617

554.1 PS Form 1617 is a multi-purposeform com-
pletedat AssociateOffices to report errors in the
makeup of mail received from Sectional Center Facili-
tiesor at deliveryunits to report errorsin themakeup
of mail received from secondary distribution units.

554.2 Supervisorsresponsiblefor the distribution of
mail at AssociateOffices must take the following
actionsto obtain the desiredresultsfrom the useof
Form 1617:

a Prepare Form 161 7 when 10 or more errors in
packages. trays, or loose packs are received from the
SCF;

b. Prepare Form 1617 when a missent sack or tray of
mail is received from the SCF. The label must be
attached to the completed form.

c. Complete Form 1617 in sufficient detail to permit
proper analysisof the forms by the ori~noffice;

d. Forward Forms 1617 directly to the office where
the errors occurred.

554.3Tour superintendentsor designateddistribution
supervisorsat the originating office will take the
following actions:

a. Review all Forms 1617 received to determine
responsibility for the reported errors;

b. Forward the Forms 1617 to the responsible unit
supervisor for corrective action:

c. Require the supervisoror a designee to make
periodic examinations of the separations, trays,
pouches or sacks designated for dispatch to the office
reporting the errors.

554.4 Carrier supervisors and Station/Branch managers
must takethe following actionsto obtain the desired
results from the useof PS Form 16 17:

a. CompleteForm 1617at leastonceeach accounting
period reporting all missent mail, by class and category,
receivedthat day by the carriersand the Lock Box
unit;

b. ForwardForm 1617 to the manager,distribution,
tour superintendent or other designated supervisor.
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554.5 The manager, distribution, tour superintendent
or designatedsupervisor shall take the following
actions:

a.Review all Forms 1617 receivedto determinethe
extent of missent mail.

b. Separate Forms 1617 by the secondary distribution
unit involved and give to the responsiblesupervisor for
corrective action.

.53 Require the supervisoror a designeeto make
periodic examination of the separation, tray, pouches.
or sacksdesignatedfor dispatchto the delivery unit
reporting the missent mail.

660 ACCOUNTABILITY FOR SCHEME

CHANGES

561 FORMAL SCHEME TRAINING

Employees who complete formal scheme training (see

436.1) arc thereafter held accountable for knowing the
scheme changes.

562 PRODUCTIVE DISTRIBUTION

Employees leaming scheme changes through produc-
tive distribution (see 436.3-436.4)will not be held
accountable for knowing the scheme changes prior to
90 days after the official posting of the changes. Thus,
errorsinvolving schemechangeitems that havebeen

posted less than 90 days will not be counted in
determining whether an employee has passed or failed
a proficiency check. Ninety days af’ter the official
posting of scheme changes. the employee will be held
accountable for the scheme changes. An employee who
fails Iwo consecutive proficiency tests. however, and is
scheduled for a case reexamination, will be scheduled
for formal schemechangetraining on any scheme
changes for which the employee became accountable
within 90 daysprior to the secondproficiency check
failure.
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