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hecnoneibility for Authorizing Positions

The director, postal operations division, shall establish complements-in
post offices, including supervisory ccmplements.

Guidelines to b: Used in Staffing

L. Survervisorv Comnlement

1. Definition

Supervisory complements consist of all authorized supervisory
positions except postmasters, including assistant postmasters,
zssistant to the postmaster, assistant to the station superin-
tendenZ, and all supervisory, clerical, speciazlized, and tech-
nical positions in level PFS~7, and above.

2. Receipt of Reguest for Changes

Request the postmaster to complete Form 820, Request for Ranking
of Position, im duplicate, and to submit an organization chart.
Large offices need to submit only a chart of the division affected.
Form 1994, Ewmplovees' Work Schedule, may be used for supervisory
schedules., Investigate requests for increases in supervisery com=
plements whenever necessary to determine the need for the pesiticn.

3., Determinsgtion Guides

a. Review organization chaert for proper grouping of ectivities
within each division.

b. Consgult Handboox P-1 for requiremants,

c. Compare request with staffs of similar offices. However, the
fact that an office is comparzble in employees and receipts
with standards set out in Handbook P~1, or with other offices
does not in itself indicate need for like or «dditional posi-
tions,

d. Consider dutiles, responsibilities, and post office level in
relation to grade and title requested.
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Examine proposed duties. Mzke certain they are supervisory,
not clerical, At the time of personal investigation, make
certain the employee perforyc the duties stated on Form 820,

Consider number ef employecs to be supervised in relation to
duties Cverall ratio of repn'xr employees to supervisors
increases with the size of oifice.

Study arrangement of schedulcs, They should not overlap.
Responsibility should not he divided. In wail handling
operations, maximum supervisicn should be provided during
peak periods and minimum supervision during light periods.
Consider rearrangement of cchedules to provide adequate
supervision with present corplc ' ’

Con51der effect on manpower.

The poriticn of assistan* to the postmaster in salary level
PFS-6 or salary level PFS-7, iuny be authorlzed under the
following conditions:

(1) Salary level PFS~6 =zt offices having A oT more em~
ployees, exclusive of rure 1 carriers, and the post~
master's position ic PTFS~7 or above.

(2) Salary level PFS~7 at offices having 470 or more
revenue units, city delivery service, and 5 to 8

«iudinﬁ ural carriers. At

;ees must be regular

regular employees, 1

least 2 of the regulc

clerks,
Authorization does not autcestically increase the clerical
complement.

The positicn of assistant pestmaster may be authorized only
at offices having in excess of 710 revenue units annually,
city delivery service, and 8 or morc regular employees, in-
cluding rural carriers. At least 2 of the regular employees
must be regular clerks. Authorization does not automatically
increase the clerical complemunt,

Where an essistant postmxste: position has been established

and the supervisory dutie:z hiuve increased to the extent that

the postmaster and assistrnt poctimaster are overburdened, the
next supervisory positicn ta be authorized should be either a
foreman, mails, or superinicndent of mails, depending on the

needs of the of fice under consideration. When the position
of superintendent of mails is auvthorized, he will assume
direct charge of mail hendling and delivery functions.
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Where a superintendent of mails position has been estab=-
lished and the supervisory obligations have increased to

the extent that additlonal supervision is needed, the next
position to be authorized is that of foreman, meils. As a
general rule the superintendent of mails should report with
the carriers in the morning, with the foreman directing the
mailhandling activities in the afternocon and performing such
other duties as may be directed by the superintendent of
mails., The position of overall assistant supcrintendent of
mails should be authorized only when the facts clearly demon=-
strate the need for a supervisory position having the sawe ore-
ganizationzl jurisdiction as the superintendent of mails,

Assistant to the station superintendent, salary level PFS-5,
may be authorized at offices where the station or branch
superintendent is in level PFS-8 and some assistance is re-
quired each day in managing the station, where there are five
or more regular employees assigned to the station, exclusive
of the superintendent, at least two of whom are clerks. The
assistant to the superintendent will provide all necessary
general assistance to the superintendent, including replacement
of the superintendent during all absences, and will perform
clerical work regulerly when not engaged in supervisory duties.
No increase in the total complement of the station will be
authorized to provide for the positicn of assistant to the
superintendent. Whenever the superintendent's position is
reranked to PFS=% or above at stations or branches having

the position of assistant to the station superintendent, re=
view the workload to determine whether the superintendent
requires full-time assistance in managing the statiom or
branch. If he does, consider the need for the position of
assistant superintendent in lieu of the position of assistant
to the station superintendent.. g

Customer relations representative position PFs-6 (standard

position 2-427), and initial customer relations representa-

tive positions, PFS-7 (standard position 2-426) and PF5=8'

(standard position 2-425) may be authorized under the following

conditions: ‘ ‘ .

(1) PFS~6 may be authorized only as a trainee position for
a period of six months at post offices having a vacant,
duly authorized position of customer relations repre-
sentative at PFS=7 or Prs-8 At the end of the six month
period, the trainee will either be promoted to the vacant
PFS~7 or PFS-8 position or will be returned to his former
position.
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(2)

(4)
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PFS~7 may be authorized when (a) a minimum population

of 100,000 persons is served through the post office,
includic those who zre served by city delivery, rural
end stai routes and (b) a wminimum of 25 mailers is
served, each of whom has mailings that produce 2 minimum
of 150 revenuec units annually for the post office,

PFS-8 may be authorized when (2) a2 minimum population

of 250,000 persons is served through the post office
including those who are served by city delivery, rural

or star routes and (b) a minimum of 50 mailers is served,
each of whom has mailings that produce a minimum of 150
revenue units.annually for the post office.

Positions of customer relations representatives may be
necessary in some post offices that do not meet the cri-
teria for authorization of the standard positions of this
title, Recommendations for authorization in these offices
need to be supported by justifications particular to the
cases., If and when authorized, the assignments shall be
identified and ranked as individual positions.

In a post office having an administrative services or-
ganization (office or section), the customer relations
representative reports to the supervisor in this organi-
zgtion who has immediete responsibility for the customer

relations program. In a post office not having an admin-

istrative services organization, the customer relations
representative reports to the supervisor in the mails
organizetion who has immedizte responsibility for the
customaer relations program. The custumer relations repre-
sentative reports directly to the postmaster when called
upon to perform customer relations, public infermation,

and/or public reletions assignments for which the postmaster

has chosen to retain immediate responsibility,

4, Annual Review of Supervisory Positions

8.

During the last fiscal quarter of each year, regional office
initiates a management review of all supervisory positions to
ascertain whether changes should be made in salary levels to
teflect changes in conditions which may have occurred since
last review.



or status has changed.

c. Retire superseded Forms 320.

b. Amend Form 1832, Erployee Complement and Organization Data,
Form 1832-A4, Authorized Supervisory Complement, and organi-
zation chart as necessary,

t Regional or

o

5. Positions Recuiring Authorization or Ranking
Departnental Level

o

a. Review PM 751.43, 757.22, and 757.6 for use of Form 820.

b, Submit to the Instazllations Menagement Division, Bureau of
Operations, for approval:

(1) All requests for new supervisory positions that are in
addition to those previocusly authorized, including
assistant to the postmaster, PFS-6, and assistant to
the station superintendent, PFS-6.

(2) All requests for new superxrvisory positions which are
in lieu of other positions reverted.

(3) All requests for changes in titles of positicn, with ox
without changes in principal duties or salary levels.

(4) All reguests for reranking of positions from PrS-6, or
below, to PFS-7 or above.

(5) All requests for reranking of positions which in effect
create new positions by adding additional duties of
higher level work.

c. It is not necessary to submit to Installations Management

Division for approval requests for reranking of positions

in PFS-7, or above, with no change in title or principal

duties, ’

d. Forms 820 must be approved and endorsed by the director, postal
operations division, before being referred to the regional cozpen-
sation branch or the compensation division, bureau of personnel,
for ranking. When approval of position authorization by Instal-
lations Management Division is necessary, the Form 220 shall not
be forwarded to the compensation branch for ranking until after
such approval has been obtzined. Under section 34 of Form 820,
add the endorsement: This description properlv describes a
position considered necessary in this installation.
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Clerical Complement

1. Definltion

A1l authorized clerical and supervisory positions, except postmaster.
Separate complement records are kept of the clerk positions authorized
and the supervisory positions authorized, but the stated total clericzl
complement is always the combined total.

2. Postmaster's Reguest for Clerk Position

a. The chief, organization and standerds branch, shall obtain from
all first- and second~class post offices an explanation of need
for position, a statement that 8~in-10 hour schedule can be ar-
ranged, and a statement that an equivalent amount of substitute
assistance will be surrendered, except when position is requested
because of an increase in the supervisory complement or the in-
auguration of new service, such as establishment of station or
branch or consolidation of offices.

b. The chief, organizaticn and standards branch, shall obtein from
small first~ and all second-class post offices, in addition to
information outlined in 2e, above, Form 1994 showing present
schedules of regular clerks and substitute assistance used, pro-
posed schedules of regular clerks ans proposed substitute assis=
tance 1f position is authorized, and times of receipts and dis~
patches of mail and percentage of mail at each receipt and dis-
patch. Post ofiice hours, window service hours, and source of
revenue, i.e,, from individual or large mailers, from seasconsal
or year-round mailers, should alsc be obtained.

c. 1f doubt exists, or downward trend in business is indicated, in-
vestigate postmaster's request. Increased or inefficient use of
substitutes may be attributable to improper scheduling of both
regular and substitutes, inefficient arrangement of equipment,
and weak supervision in units where increase proposed.

. nalvsi f Postma > Reques
3. Analvsis of Postmaster's R est

a. At large offices, use personal knowledge of office. Analy:ze
manpower reports and, where available, work measurement re-
ports, to determine trend and efficiency of manpower usage,
whether suffici at auxiliary hours will remain to maintzain
the flexibility of scheduling to permit usage of manhours
to maximum advantage and whether positions are justified during
light periods of the year.
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b, At small first-class and sccond-class offices, review man-
power reports, Conmpare with office of similar size. Deter-
mine permanent nced for position; receipts should show a con-
sistent increase from a source likely to continue. Review
dutics of proposed position; work should be of a character
performed under normal conditions. Do not authorize regular
positions feor sezsonal work or work brought on by unusual
conditions. Review Form 1984, HNote schedules during light
and heavy periods of the day. Determine that substitute
assistance is being used daily on an 8~in~10 hour basis for
the regular position requested and that the schedule is a
service necessity the year round. Ascertain that sufficient
auxiliary hours remain to maintain flexibility.

c. At third-class offices, determine that schedule covers at
least 40 hours a week., Cocmpare with office of similar size
for manpower usage. Consider same factors as those outlined
for small first-class and second-class offices. Review Form
1994, ©Note clerical schedules in relation to receipt and
dispatch of mail, Determine that postmaster is fully em-
ployed 2nd that clerk assistance is provided only when
actually needed. Only where unusual conditions exist will an
annual rate regular position be necessary in third-class offices.

d. Authorize regular annval rate positions only in lieu of
40 hours substitute time weekly on an 8-within-10 hour
basis daily, except as provided in B, 2a,.

e. Provide necessary manpower by regular annual rate employees
wherever practicable to establish 8~in-10 hour tours,

£. Authorize a regular position only when an eligible person is
available to £ill it,

g. Authorize regular positions to cover scheduled off-days only
when advantageous at the large offices.

h. Authorize reguler positions to cover leave replacements where
the positicns can be utilized annually on a continuing basis.
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Make necessary reductions in clerical complements when
vacancies occur, Exception is made when action will re-
sult in & substantial saving ir wmanpcower. In such cases,
give suiteble advence notice of personnel action.

C. Self-Service Postal Unit Technician, PFS-6

No

rmally, the director, organization snd standards branch, will

authorize at least one position of Self~Service Postal Unit
Technician, PFS-6 in each post office where a Self~Service Unit
is estsblished, with the following excepticns:

ae

A position cshall not be auvthorized in post offices where
the only Self-Service Unit is located in the post office
lobby, without pricr approval of the Installations Man-
ggement Division, Bureau of Operatioms.

In offices having more than one Self-Service Unit, additions
to the initial position may not be approved without prior
approval of the Installations Management Division, Bureau of
Operations,

Selection of Emplovee for Pogiticn of Self-Service Uinit Technicizn

as

bo

Employee selected must have qualificd on the special exam-
ination given for the position.

He must meet all the requirements in Handbook X~118B, Qual-
ification Standard,

Assignment of Self-Service Unit Technician

a.

b,

The Technician may be assigned to the mein office, or to the
station or branch nearest the location of the Self-Service
Unit,

In no case shall the position of Self-Service Unit Technician
be authorized as an additional position in a station or branch,
unless the services of the Technician can be economically
utilized on five full B-hour days at the station or branch.



c. Neither should the assignment of the Technician result in an
arbitrary reassignment of & clerk assigred to a station or
branch, merely to make room for the Technician,

d. At offices having more than one Self-Service Unit, 1t will
generally be mare desirable to zesign the Technician to the
main office.

e. Excessive travel time, timely respcnse to patron troubles,
delays affecting good patron relations, and other factors
contributing to increased costs should be primary consider=-
ai.ions in meking the assignment.

f. The servicing of a Self-Service Postzal Unit is a part-time job
" and the employee receiving the assignment as Self-Service Unit
Technician, PFS-5, must be assigned other duties which will
insure his full-time employment.

D. Vehicle Service Complements

1., Establishment

The establishment of a position should be based on service needs
and must be fully justified,.

2. Staffing Criteria

The criteria as outlined in Handbook CR-4, Vehicle Service Stzffing
Criteria, chall be used in determining appropriate Vehicle Operations
and Vehicle Maintenance complements,

E. Mail Handler Complement
1. Definition
All authorized mail handler positiocns.

2. Postmaster's Request for Regular Mzil Handler Position

Obtein explanation of need for position and statement that
authorization will not increase overall manhours,
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3. Analysis

Deterrine that: —
a, There are sufficient duties of the type described in items
(&) to (E) of key pcsitien 8, to warrant arrangement of u-
10-10 hour tour, [lixil handler positicn usually can be
justified only at la*ga off‘ces‘

F
b. Fo clerical duties will be assigned.

4, Assipgrnoent

See key position 8, for duties of mail handlers and stendard
position 1-33 as to position of grouvp leader, mail handlers,
Mail harndlers may not be assigned to:

a. Work involving rating, checking, or recording of mail.

b, Distribution of mail matter, other than parcel post as

follows: — N )Ckﬁ
. )¥V
(1) Incoming Parcel Post &yﬂ
!
(a) May sort out a quantity of "outside" parcels 5
addressed to a firm. p

(b) lMay move bulk quantities of parcels for a firm
ggrom the workroom floor to a back platform for
delivery to the addressee, provided any neceSSary

recording or taking of receipts is performed by
clerks, .

(c){‘ﬁay not' make separations according to delivery
routes or delivery statiens when such sorting is
Q, i governed by street sddresses, even though charts
Lpr diagrams are available for consultation.

(2) Outgo’ng Parcel Post

f .
(a)g;May make separations which require no scheme
E knowledge and which involve only reading the
{ name of the office or state to which addressed.
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(b) May separate outgoing parcel post into é&rect
separations for cities) (separaticns for statcs;>
%ég)into alphabetical “groupings of states when

i contalner ic plainly labeled to show the

alphabetical groups.}

(¢) May not make a separation in which certain cities
or states are held out, as such "hold-outs', neces-

e e e
sitate either a knowledge of the "hold-ouC"0f Lhe
consulting of a chart or scheme,

e e e i,

5. Group Leader, Mail Handlers, Positions

_@. The group leader, mail handlers, pesition is esuthorized
at post offices to asscure proper handling of mail and
maximum utilization of mail handlers where intermediate
supervision is needed because:

(1) The responsible foreman, mails cannot provide
direction due to the detached location of the
mail handlers group or for otl o compelling
reasons.

(2) A knowledge of the work details and dispatch schedules
is needed at the work location.

b. These positions should be filled by promotion of experienced
and qualified mail handlers. The full requirements of standard
position 1-33(R) (Handbook P-1) must be assigned and met to
warrant ranking ir salary level PFS-5,

c. Positions of this type authorized prior to issuance of
standard position 1-33 and ranked on an individual basis
above PFS-l are not affected by reguiremeuts of b re-
lating to authorization and promotion as long as in=
cumbents remzin in these positions.

d. Establishm-nt of the position of group leader, mail handlers,
' does not relieve the foreman or other supervisor of any basic
responsibilities for the mail handlers' functionse.
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6. Watchman {1Mail Handling Areas) Positions

a. This position is authorized for the limited number of
larger post cffices having need for the function, the
particulars of which are outlined in standard position
2-216 (Handbook P-1).

b. The position is in the mail handler group. Preference
shall be given to physically handicapped employees in
that group.

C. Although the duties are usually outside those of guards
in the maintenance service, the maintenance service may
be drawn upon for technical assistance in establishing
the performance standards and the training program which
should be instituted fo; all incumbents.

d. Incumbents are eligible for the uniform allowance under
PM 722, o

.. . 1

e, = The duties are most closely related to the handling and
protection ¢f mail, and ordinarily the incumbents will be
under the immediate supervision of the mailing floor super-
visor cof the assignment area.

r. City Carrier Complements

1. Regular Carrier Positions

a. The chief, distribution, delivery, and vehicle services
branch, shall recommend regular carrier positions to the
chief, organization and standards branch, when avxiliary
routes require 8 hours daily on a continuiug basis,

b. Use Form 1644 to authorize the regular positions.

C. Enter change on Form 1817, Citv Deliverv Complement, as follows:

(1) Complement changes in spaces provided, and include a brief
statement of circumstances as a basis for a reduction, or
indicate the number of the auxiliary route converted to

regular,

(2) A very brief statement of important actions occurring and
provide a date of the correspondence,



d.

Adjust Form 1832, Employee Complement and Organization Data.

vtilicty Carrier and Carrier Technicilan

e

The chief, distribution, delivery, and vehicle services
branch, shall recommend these positions to the chief,
organization and standards branch, on the basis of on2
for each five regular positions, taking into considera-
tion that two- or thrce-trip routes provide only one
delivery on Saturday.

Use Form 1644 to authorize the positiens.
Enter change on Form 1817 as outlined in F,l,c, &l ove.

Adjust Form 1832 .

Regular Carrier for Leave Replacement

E=Y

The chief, distribution, delivery, and vehicle services
branch, shall reccmmend authorization of regular carrier
positions for replacement of annual and sick leave to
the chief, organization and standards branch, when these
zbsences cannot be covered by substitutes, and the
positions can be used annually on a continuing basis.

Positions will be authorized on Form 1644,
Enter change on Form 1817 as outlined imn F,l,c.

Adjust Form 183Z.
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G.

4.

Substitute Carricre

The distributicn, delivery, and vehicle services branch shall
observe the following:

a. Career substitute quota may be no greater than ome for each
five regular positions or fractions thereof. When there are
no career regulars, one carcer subsuitube may be authorized.

b. VWhere both the maximum number of Annual Rate Regular Employees
and Career Substitute Employees are authorized and some
augmentation is still necessary to effect delivery service
functions, the minimum number of Hourly Rate Regular positions
ghould be estzblished to suppert the regular and substitute
force., The establislment of these positions should be strictly
in accordance with Regiomal Imstructions 362 2.

c. Employment of temporary substitutes shall be authorized only
when it is not possible to augment the career substitute
force through use of liourly Rate Regular positions,

Maintenance Force=--1"2il Processing NCChunlC 1 Positions

(Sece also Part 632)

The chief, plant m intenance branch, and the chief, orgenization
and standerds branch, shall consider the following when allocating
standard positions 6-62, 6-63, 6-64 and 6-65:

1.

The position of oiler is to be used where full time cleaning and

lubricetion routes of machinery can be arranged. Mechanic-helper
SP 6~1 may be applied when it perm;ts nore advantaoeoas arrange=

ment of employee schedules.

Tour foremen of mechanics will provide on=the-job supervisiom
and wlll participate as necessary in actual performance of the
work., They will have knowledge of trouble-shooting procedures
and complex maintenance egual or superior to that of the SP 6-64
mechanic.

In general, repair work on mail-processing machinery and systems
shall be performed by PFS level 6 mechanics (Sp 6~63). Level PFS-7
mechanics (SP 6-64) shall perform the more difficult trouble~
shooting and testing in complex equipment and circults as described
They will Le allocated only to those tours where therc is a posi-
tive need for these services to avold and minimize interruptions

to mail processing services and the skill and knowledge of main-
tenance supervisors is not readily avallable.



H.

Personnel Manciement Cemnlements

1.

. 1}

Orpanization an

o.
(@)
E}
J
§t
o
s,
rr

The instructions in 84%4.4, Postal Manual, on organization and
complement for personnel management are to be used as guides
whenever a regional office is examining the suitability of the
existing personnel management organization in z post office
having total authorized employee complements of 150 or more,
Occasions for cxemining the organization include proposals by
post offices for changes, appraisals initiated by the regional
office, and studies requested by the Department.

Tmplementation of Guides

Satisfactory personnel management in 2 post office depends
largely on the degree of knowledze loczl management (partic-
ularly the postmaster) has on what a gcod personnel program

can do., Before implementing these guides in a post office,{on

a long or short range basis), determine to what extent local
management understands the program and where needed, provide fur-
ther information., Encourage their interest, cooperation, and
ideas in implementing the guides., How to do thi" will vary from
office to office in recognition of differences in existing con-
ditions and in degrees of local knowledge and understanding of
personnel management,

Improvecd Organization

411 regional or post office personnel involved in implementing
the guides should recognize that this affords a prime opportun-
ity to improve the organization and complement of their particular
post office resulting in a personnel management organization that:

a. Facilitates satisfactory accomplishment of all functions.
b. Centains the number of positions needed,
c. Contains the kinds of positions according to their duties

that will contribute most effectively to accomplish these
functions.,
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Conduct of Review

8

When an occasion arises requiring examination of the organi~
zation for personnel management in a post office, the directer,
industrial relations division, should initiate the development
of a plan for conducting a review of the total personnel
function in that office. The director, postal operations
division, must participate with the director, industrial
relations division, in construction of the plan. The Regional
Director should normally approve the plan, The director,
industrial relations divisic', should enlist the active
participation of every branch of the industriazl relations
division, requiring that they give current evaluations of

the status of the personnel management functions in the post
office to be studied. All reports on the office should be
obtained, The plan should designate who will conduct the
review and the group leader. The director, postal operations

‘division, shall designate a member of his staff to be a member

of the group to participate in the review. If considered
appropriate by the director, industrial relaticns division,
he may include a post office member of the review group.

The director, industrial relations division, should advise
the postmaster, prior to a visit by the review group, the
reasons and purpose of the review., It may be appropriat

to furnish information relating to the guides and the method
to be used in conducting the review.

The review group should wmeet with the postmaster and key
members of the post cffice personnel and operations staff
to discuss the review in further detail. The group should
also provide for a censultation with the postmaster and
interested employee organization representatives. This
meeting may be either prior to or after the review, depend-
ing on local preferences.

The review group should interview employees of the personnel
section and any employees, organizationally located elsewhere,
doing perscnnel work, When the post office has an Esteblish-
ment Board, the review should include positions, if any, of
Executive Secretary and staffs, When the post office is an
examining point without an Establishment Bozrd, the review
should include the position, if there is one, of Civil Service
Examiner-in-Charge. Interviews should disclese what personnel
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functions are being performed, who is performing them, where
they are being performed, the amount of time being spent on
their performance, and the effectiveness of their performance,
Incident to the interviews, the review group should check on
the adequacy of facilities and equipment for performing these
functious.

e. The review group should draft summary statements of its find-
ings ovn each persovnnel managewment activity, such as traeining,

employment, placement, and incentive awards,

5. Development of Proposed Organization

a. Determine the form and size of personnel management organi-
zation 2llowed by the guides in 844.4, Postal Manual, inelud-
ing both the total number of positions and the number of
positions in PFS-7 and above.

b, Draft a proposed organizationzl alinement that will provide
staffing for the personnel management functions. Personnel
assistant positions, with responsibilities in more than one
function, may, in some cases, be more suitable than special-
ist positions in a single function. Positions should not be
‘established solely because the criteria permit, but only when
justified on the basis of need to perform functions of the
organization,

c. Post Office Establishment Board personnel and those with re=~
lated Civil Service examining functions are included in the
personnel office organization structure though not neces-
sarily counted against the criteria. The work of the Civil
Service Examiner-in-Charge should be integrated to the extent
possible with the personnel activity. In applying stafifing
guides, review each position to determine after organization
analysis whether the position: ’

(1) Requires full time and attention to Civil Service examin-
ing functions,

(2) 1Is a combination of Civil Service examining and non-person-
nel functiocns. ’ '

(3) Is a combination of Civil Service examining functions and
personnel duties.

(4) 1Is one where Civil Service examining functions can be ab-
sorbed in the personnel section,

23L4-0-62 362-1



' request which reflects

Positions identified with (1) or (7> are not counted as part
of the allowance of r <v number of PFS-7 or

gbove positions pernm roueffing eriteria. Posi-
tions identified wit {?1 be counted as personnel
section positions in ep cstaffing criteria.

e e s
LLIi0n

4ssure that the proposud a
ienel oo

1 aslignment represents
the views of all interc £

(fice divisions.

S
e
('\

Heet with the postmaster ono bi ipal personnel and

cperations staff to pre ipgs of the review

group and the proposed :1 glinement stemming
from the review. Discu- ‘ens and explain what
the post office needs to ¢o in re stirg organizational

P

and complement changes.
stands he is expected

he postmaster under-

to the regional office a
sment after due consider-
the review group. His

Sl
I

T oL
[ S

ation of the alinement
request should includc:

(1) & chart of the proposcd
tion, showing all peceiti

perroinel mansgement organiza-

(2} Descriptions of the pooits
tion havirng eilther
ments the content of
by mere citation of s

in the proposed organiza-
¢ zssignments or assign-
not specifically disclosed
csiticn numbers.

(3} A recommendetion cf the complorznt changes involved.

(4) A statement of reszcons supperting the reguest.

(The chart to be included in thie reguest could be either the
identical chart presented hy the veview group or a variation
of it, depending on the visws of the postmaster). Inform the
postmaster that his request should be forwarded to the direc-
tor, postal operations divisi

6. Regional Level

&,

sh to the director,

The review group leade
5 the director, pOSta-

industrial relations

operations dfvision, rgenizaticnal alinement
proposed to the posg ;ritten statement of
additional informati cessary to assure a

full understanding s of the project.
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" b. The director, industrial relations division, and the director,
postal operations division, should examine this report of the
review group's work with appropriazte members of their respec-
tive staffs.

c. Upon receipt in the regional office, the postmaster's request
for complement change and request for position ranking shculd
be processed in accordance with existing instructions.

(1) Any differences between the industrial relations division
and the postal operaticns division not resclved by staff
discussion should be settled by the directors of these
divisions.

(2) Any differences between the regional office and the post
office should be discussed with the postmaster and be
resolved by the regicnal office.

d. The director, postal operations division, should submit a
report to the Director, Installations Management Division,
Bureau of Cperations, with a copy to the Assistant Postmaster
General, Bureau of Perscunnel, showing the organization and
comp lement changes endorsed by the regional office. This
report should contaln:

N

(1) Weme of post coffice and date of review,

(2) pPresent and proposed complement of the personnel manage=
ment organization.

(3) Proposed personnel management organization chart and
total authorized employee complement of post office.
The chart should show the title and salzry level proposed
by the regional office for every position In the proposed
personnel management organization.

(4) Bither a copy of description or a citation of standard
description for every position in the proposed organiza-

(5) Request for approval of complement changes requiring prior
approval of Installations Management Division.

23)~0-62 362-4
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(6) Narrative explanation of proposed changes, with justi-
ficatdion for deviations from thie guides and for cholces
among altcrnatives wit1in the guldes.

Upon recedpt of Departmental approval, the directors, postal
operations division and industrial relations division, should
proceced with appropriate actions to effectuate the approved
plan, including notification to the postmaster on Form 1644
of approved complement changes and approved position rankings.
In addition, the director, industriel relations divisicn,
sbould.

(1) A331st the postmaster in .mplewentln" the changeover to
the new organizational alincmﬂqt.

(2) Review status of the changeover after 3-month and 6-month

- . periods.

III Employce Complement Control

A. Actions

Regquired At The Regions

1.

The chief, organization and standards branch, shall maintain Form

1832 and such other office records as may be needed to provide
up~to-date information of the actions affecting the complements
of poot offices :

Qe

b.

First~, second- and third-class post offices shall prepare in
quadruplicate Form 1832 reflecting the number of positions
cuthorized on the firet day of each postal fiscal year. 1In
addition, post offices with 50 or mere ennWches shall prepare
in quadruplicate Form 1832-A and an organization chart as of the
szme date. Three copies of Forms 1832 and 1832~A, and the
organization chart where applicable; shall be submitted to the
director, postal operations division, within 5 working days
after the beginning of the postal fiscal year. One copy of

each shall be retained in the post office until superseded.

The chief, organizaticn and standards branch, shall make a
prompt review of the forms to insure that they are complete,
legible, accurate, and that the finance number of the post
office is correctly listed,

He shall submit one copy of Form 1832 and. any related forms
to the Installations Management Division, Bureau of Operations,
by the end of the first week in August each year.
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The chief, organization and standards branch, shall prepare au-
thorization and record of changes on Form 1644, Authorized
Chauge In Complement, for the signature of the director, postal
operations division., The form should include the following in-

formation:

a. Number of positions being authorized or reverted.

b. Titlecs and PFS levels for new or additional positions as well
as for positions to be reverted.

c. Type of se:vice under which positions are assigned, i.e., par-
cel post, collection service, etec.

d. Identify the unit in which positions are assigned, i.c., "Regie~
try Section', '"West End Station', etc.

e. Specify action as '"Increase" for addition to existing comple-
ment; and'Decrease' for positicn (s) reverted.

£. Show "increases! and 'decreases' on same form when both actions
pertain to the came specific complement, and space permits.

g. Amend forms as necessary to identify complement totals properly
as “supervisory', 'clerks", or other.

h. Use “Remarks" to:

(1) Explain basis of action,

(2) Point out that authorization is not authority for increased
hours,

(3) Indicate whether or not supervisory authorization increcases
clerical complement,

{(4) Other pertiuent statements.
(5) For supervisory changes only:.
(a) Attach Forms 820 in duplicate for ranking action,

(b) When position is rankzd, send Forms 1644 and 820 to
postmaster,

231-0-62 362-L



A control number should be entered on each Form 1644 when re-

guired. The exact post office finance nurber must be shown in
the appropriate block, and the appropriate change action block
must be checked to indicate the type of change being effected.

Each TFoim 1644 should be serially numbered when the form is used

to authorize an incrcase or decrease in the complement of any
first-, second-, or third-class post office. In order that a uni-
form practicc be maintained in serially numbering the forms, it is
desired thet the first form will be No. 1, preceded by the account-
ing period in which the form is issued. For example, the first form
issued in A/P 1 shall be numbered "1-1"; the second form will be
numbered "1-2', etc. In A/P 2, the form shall be numbered "2-1",
12-2", etc. This numbering system shall continue throughout the
fiscal year and begin anew with the new fiscal year.

When Form 1644 is issued for purposes other then an actual change
in complement of any employee category or designation code, the
form need not be numbered and a copy need not bLe distributed to
the Postal Date Center,
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W e compl t a post ce,
whether the Form 1644 is issued to the Postal Data Cen , or the
Fostmaster, or both, complete information must be entered, in-
cluding the net changes, and total authorized complement on Line

37.

When a3 Form 1644 is issued anthorizing positions of a different
title and different PFS level within the same designation code,

no entries shall be made opposite the employece category, and
neither shall & copy of the form be distributed the Postal Data
Center as stated in Paragraph 5 above. A statement under 'Remarks",
such as '"one General Foreman, Mails, PFS-9", is authorized in lieu
of a '"Foreman, Mails, PFS-7", will be sufficient to affect changes
in titles and levels within the same category.

The authorization of both temporary indefinite and temporary
limited (NTE) positions must be accomplished by the use of Form
1644 without exception. Also, it will be necessary to issue Form
1644 reverting temporary positions. Therefore, it will be neces-
sary that a control file be established to insure the issuance of
a Form 1644 reverting those temporary (not-to-exceed) positions on
the expiration date of the authorization. Otherwise, the Postal
Data Center will not be able to pick up the changes in this cate-
gory of employment,
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9. When a temporary limited (NTE) authorization is extended for an
additional specified period, a Form 1644 should be issued without
a control number and without entries on any of the numbered lines.
The position (s) will be identified under the '"Remarks" section of
the form and the new period of authorization shown thereon,

10. When authorizing changes in the number of Annual Rate Regular
positions, any resulting change in the corresponding career sub-
stitute positions must be entered on the same Form 1644,

11. When a new post office is established (other than fourth-class),
issue Form 1644 for the positions authorized in each employee cate-
gory and designation code under the column headed "Authorized Com-~

. plement'. 1In every instance, the columns must be totaled so that
the overall complement will appear on Line 37. Check change block

#2.

12, When a post office is discontinued (other than fourth-class), it
will be necessary only to complete the heading of the form, and
check block #3.

13, In the event a post office (otner than fourth-class) changes name
and finance number, two Forms 1644 shall be issued:

(a) One form shall be issued for establishment of a new post office
as outlined in Paragraph 11 above..

(b) The other‘form shall be issued for the discontinued post office
as outlined in Paragraph 12 above.

14, The net of all changes at fourth-class post offices, including
establishment of new offices, discontinuance of existing offices,
and changes in the number of rural carriers shall be reported on
one consolidated Form 1644 each accounting period. This one form
shall be identified as '"All Fourth-Class Post Offices" in the block
entitled "To Postmaster', The finance number "99380" and the Re-
gional Code as assigned by the Postal Data Center shall be used,
Check the appropriate block under ''Change Actions'. (Change actions
2 and 3 will not be used at any time for reportlng changes in com-
plements at fourtﬁ-class post offlces).

15. Class advancements and relegations shall not be reported on Form
1644, except for advancements from and relegations to fourth class.

234-0-62 362-4
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17..

18,

a., 1If a fourth-class advances in class, one form shall be issued
for establishront of a new post office as outlined in Para-
graph 11 above. The corresponding reduction in complement
shall be included on Form 1644 covering normal accounting
period activity for all fourth-class offices. (Paragraph 14).

b, If an office relegates to fourth-class, one form shall be issuec
"for discentinuance of an existing post office as outlined in
Paragrzph 12 above. The corresponding increase in complement
will be included on Form 1644 covering the normal accounting

AN

period activity for all fourth-class offices.{(Paragraph 4).

Distribute serially numbered Forms 1644 as indicated on each of the
five copies. The copies for the Postal Data Center shall be held
for forwarding as one group at the close of business each Friday in
control number sequence, The transmittal slip must show inclusive
control numbers.

Upon receipt of the accounting period report of Status of Employee
Complement from the Postal Data Center, an immediate review shall
be made to determine that the combined figures given on each line
(1 through 37) under columns headed "Complement Filled" and ''Com-
plement Under-Over" (vacancies and excesses), egual the figures given

on the samz lines under the columns headed '"Complement Authorized'.

Promptly ¢ :ermine the cause for discrepancies and, if necessary,
issue Form 1644 correcting any error (s) before the end of the

‘accounting period.

Actions Required By Postal Data Centers

1.

Prepare the following "Status Of Employee Complement" reports:

a. Detail reports for each first-, second-, and third-class post
office in duplicate, except for the last accounting period in
each quarter, when they will be prepared in triplicate.

b. Summary reports by regions and each class in each region in
quadruplicate. .

Prior to preparation of accounting period reports on Status of
Employee Complement , the Postal Data Center will:

a. Update the complement control tape to include all complement
changes covered by Forms 1644 issued through the last Friday

of each accounting period.
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b, Update the payroll master tape to include all Forms 50 man-
ually processed through the fourth Wednesday of each account~
ing period. Forms 50 received late are not included because of
manual or machine processing difficulties.

The report on the Status of Employee Complement and summary cards
should be prepared not later than the second Tuesday of each ac-
counting period. The 'net change'" column on the Status Of Employee
Complement represents the nct of the incrcases and deercases au-
thorized for each employee designaticn during an accounting period,
The "Ending Complement” column represents the authorized ccmplement
at the end of an accounting period after adjustment of the prior
periods' "Ending Complement" for the net changes. The "Complement
Filled" column represents the complement on the payroll master tape.
The "Complement Under-Qver' column represents the difference be-
tween the "Ending Complement' and the “"Complement Filled". This
difference will be shown under the caption which applies to it.
"Over" complement will also be indicated by two asterisks (¥%).

Distribute the Status of Employee Complement reports and summary

cards as follows:

a. Original detail reports to Postal Operations Division,

b. Duplicate detail reports retained at Postal Data Center for two
accounting periods.

c. Triplicate detail reports (prepared the last accountlng period
of a quarter) to postmaster,

d. Original suﬁmary reports and related summary cards to:
Director
Installations Menagement Division
Bureau of Operations

Washington, D. C. 20260

These reports must arrive at Headquarters not later than the
second Wednesday of each accounting period,

e. Duplicate summary reports to Postal Operations Division,

f. Triplicate summary reports to Regional Controller,

g Quadruplicate summary reports retained at Postal Data Center

for two accounting periods.

234-0-62 | 362-L
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IV. Instructions Superseded

This issuance supersecdes sub-chepter 362, Regional Manual and Regional

Letters géef/wt.g d G:3-664-66=TT15dated 7-21-66; 66117, dated
7-28-66:Nan¥ (6-145

, dgted IU=3=0GE.
%8
\c,M{/

78[
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Assistant Postmaster Gencral



