










mu!m 
Postal Organization 123.43 

Absence From Office 

More Than Five Days 

For periods of absence more than 5 days, postmasters must obtain advance 
approval from their district managers, unless this approval authority is 
delegated. 

Five Days or Less 

Postmasters normally are not required to obtain advance approval for 
absences of 5 days or less, including periods of annual leave, sick leave, or 
personal absence. They must maintain an accurate record of all absences 
taken and advise their managers of planned periods away from the office. On 
an individual basis, district managers may require postmasters to obtain 
advance approval of all absences when the postmaster's previous 
performance warrants such action. 

Emergencies 
Emergency absences are governed by these provisions to the extent that 
conditions and time permit, but in all cases postmasters must advise the 
appropriate official of any emergency absence as soon as possible. 

ASM 13, July 1999 
Updated With Posta
Assignment of Postmaster Relief 
Determination 

Postmasters must determine the necessity of assigning others in their own 
relief. An employee relieving the postmaster must be engaged in the primary 
or core duties and be directed to assume the major responsibilities of the 
relief position. For example, if the postmaster is to be absent for a short time 
or is off duty for a period when window service is not available, it may not be 
necessary to provide relief for these responsibilities. 

Office Without Career Clerk 

In offices without an assigned career clerk, a temporary postmaster 
relieflleave replacement may be used for a limited term to relieve the 
postmaster during all hours the post office is open to the public. The 
postmaster may be in a duty status or off duty during the period of absence. 

Office With Career Clerk 

In offices with an assigned career clerk, the clerk is authorized to act in relief 
of the postmaster when the post office is open to the public and only when 
the postmaster is away from the local area or not in a duty status - that is, 
on the postmaster's regular day off, when taking personal absence, or on 
official leave. At other times when the postmaster is in a duty status and away 
from the office but remains in the general vicinity, such as when attending 
training or meetings, relief is not authorized. In these cases, the postmaster 
retains responsibility for the operation of the office even though not physically 
present. 
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