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. THZ POSTIIASTER GENERAL -
\¥2:hingion, DC 20260

- 2pril 6, 1979 -

MEMORANDUM TO: Pegional Postmasters General
District llanagers : :
Yanag-—ent Sectionzl Center Managers
Bulk Mail Center hanaaers

SUBJECT: Reguests for Volun;ary
Transfer/Reassignment

. .

Since becoming Postmaster General, I have received con-
siderakle ccrrespande ce from Izeld enployees seexing
assistence in cbtaining transfers to other offices within
the Postal Service. Some of these employees had been cernied
transfers for sound reazsons; however, an cgual nutber hzad
Teceived denials by £fiels ranagers . aﬂua*cntlv only because
it was not their "policy" to consider filling’ vacant positior
by transfer. : '

Thexre is much to be cained by considering the voluntary
transfer of gualifieé, skilled and experienced Postal peopls
in lieu of hiring new employees. The apcroval of transier
reguests can improve morale and performance, and can bz
helpiul in controlling the accession rate.

. In fich of +he ﬁote:tial.benefits tha%t can be realized frcnm

granting tran-*-rs, short of instituting mancdatory peclicy
instructions which weculd impose restrictions on loczl hiring
auvtonony, I expect 21l managers to achera to the .basic
guidelines set forth below concerning voluntary trancfer
reoues-a. '

I am not unaware of the impact that these basic guidelines
may impose cn scxe nanagers) especially in the "Sun Belt"
offices which are curre 3tly rcceiving hundreds of transfer
reguests annuallyv. 1 anm also sensitive to field manacers
*ho are reluctant to grant rea <signments because of local
econonic conditicns, uncmployment rates, and an uncertainty

3

e - - ® ¢+ ° ® Owmeo oo ¢ ® sEeEd omoo



55

-2
concerning potentizl performance of trensferces Manageomen®
reaction to thesc potential nro olcrs, hewever, canﬂot b t«

cstablish & blankcet prohibition on znsfers, or to inglene.

s other harsh linmitations en trgnsfers.
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These guiéelir 5 are to be followed within: the
context ol aay richts ané obligations established
by apc liceble collecblve bazga;rluc agreerents &nd
erlstlng regqulations concerning the transfer/
reassigrunent of non—“arcaln*ng urit employees.

Installation he2ds may continue to £ill authorized
vacancies through premotion, internal reassignment
and change to lower level, transfer f£rom other
agencies, etc., consistent with existing regulations.

Prior to hiring from entrance reéisters, installa-

.tion heads will afford full consideration to.all

transfer>requests £rom within the Postal Service.
Such recuests £:rom ocuzlified emplcyees will not.be
unreascsnaply cenied. Sound judgment must be
exercised by 2ll emploving managers. Local economic
and unsmpleoyment conditions, as well as EEO
factors are valid concerns, hoviever, they must not
be used merely as an excuse in denying a transier
request. VWhen hiring from entrance registers is
justificd based con these local corditions, an
atteapt should ke made to fill vacancies from both
sources. Under these circumstances, if there are
sufficient cgualiiied applicants ior transfer, .
normally at least one out of every five entry
level craft vzcencies should be filled by the
granting of a transfer reguest. _ .

Responses to transfer regquests such as "It is not
my policy to accept transiers" are inconsistent
with cood emplovese relations and will not be
acceptable. (lhere vac;n:ies exist and consicderaticn
for reassigrment is afforded an ermployee, both the
gaining and losing installation head must be fair
in their evaluations. A manager can only feel
confident in making a reassignment decision if he.
or she can expect’ an accurate picture of an
employce's work recoré. Evaluations must be valid
and to the poins, with unsatisfactery work records
accuratcly documonted. Management at the losing
installztion has the resvonzibility to deal with
poor perfprmance through normsl corrective measures,
1nclud1wg @iccipling where approsriate, and must
not view voluntary transfers ac a means for avoiding
this rcsponsibility. .
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Similearly, caining installation manzgers -
must not deny Ces2rving and oua2lifieccd emplcvees
opportunities for reassignment tecause of un-
founded reservetions concerninc rerformance.
Prior disciplinary recordés must te reviewed
carcfully anc obiectively, taking into accouat
the nature, seriouvsness, and frequency of the
offense as well z- the employee's performance
record suksccuent to ¢the resulting discipline,
before mzking a reassignment Gecisicn.

esponsible maznagers must respond timely to

recuests, granting the transfer where appropriate,
or giving speciiic reascns ior cenial. Denials

st be baced on reasorable cause, such as cocu-
mented pocr perforizance, recent disciplinary
action, excessive absenteeism, local employment
conditions, etc. Similarly, employees must be
notified promptly if no suitable vacancies exist
or are expected in the near future.

Upon grantinc an employee's request for reessian-
ment, the installation head will contact the
empleyee's current installation heaé to arrange
for mutuvally agreeatble reascignment and reporting
dates. A minimunm of two wecks' notice to the
losing oifice will norrally be afforded. -

For bargaining unit enployees, when reassicnments
are cranted to a p051,1on in the same gra‘c, em-
ployees will be reassigned at the same grace and
step. tep increase anaiversaries will be main-
tained. Where voluntary reassicnments are to a
posi;ion 2t a lower level, employvees will be
ssigned to the step in the lowar grace consistent
w;th Part 753.323 of the Postal Manuzl (soon to be
issued as Chapter 420 of the Employce and Labor
Relations Manual). )

Salary adjusiments for non-bargaining employces
must be in accord with Chapter 410, Employee and
‘Labor Relations Manual.

Full-tire regular barcaining unit employecs re-
assigncé under these guvidelines arce not normally
reassigned to full-time positicne in the new

installation if carcer Part-Time Flexible emplovces
are available for cornversion at the new installatic:
In such cases recacsigned erployces will be rcassign:
as Part-Tixe Flexibles in the new installation.
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Full-tinme non-lkarcaining unit employeecs will be
re;ssigﬁcd irto full-time positions unless thes
reassignment is to a vacant bargazining unit
position. . .

111 errloyees reassigned to positions in the
barc=1h-no vnit will have their seniority esta-
blished in accoréance with appliceble col‘ectlve
barcaining agrecnents.

I. Relocation expenses will not be pald by the Pcstal
Scrvice incident to voluntary reessignment. Such
cxpenses, as well 2s any resulting in:crview -
expenses, Lust pe borne by employees.

J. Under ro circumstances vill employees be requested
or required to resign, and then be reins tated in
order to circumvent these pay provisions, or to
provide for zn additional probationary period.

Our employees are our most important resources, and
deserve the uvimost comeciderztion in those areas which
directly relate to their jobs and perZormance.

I will expec: each of you to ensure that all offices
afford incdivicdval and fair corsideration to employeas
reguesting raass*gnnent, in keeping with the intent of
this remorandunm, and to manage reassignments in such a -
way as to mzke th2 Postal Service a better place to
work for zll of us.

// Lt

1111am-r. Bolger

X



	Return to Main Menu

