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American Postal Workers Union, AFL-CIO

Lamont Brooks
National Business Agent
Clerk Division

Pamela Richardson
National Business Agent
Cierk Division

Nancy Olumekor
National Business Agent
Clerk Division

RO. Box 3609
Woodmoor Station
Siiver spring, MD 20918
(301} 622-5797

1301} 622-6076 Fax

Natlonal Executive Board
William Butrus
President

Chff “C.." Guffey
Executive Vice President

Robert L, Tunstall
Secretary-Treasuret

Grey Bell
mdustrlal Relatons Director

James “Jim” McCarthy
Director. Clerk Division

Steven G. “Steve” Raymec
Director, Maintenance Division

Robert C. “Bob” Pritchard
Director, MVS Diviston

Regional Coordinators
Sharyn M, Stone
Central Region

Jim Burke
Fastern Region

Elizabeth “Liz* Powell
Northeast Reglon

Terry R. Stapleton
Southern Region

Omar M. Gonzalez
Western Regton

Local President,

1300 L Street, NW, Washington, DC 20005
Date:

Local Name:

Improper Appeal to Arbitration

USPS Regional Case #
Local Union Case #

>( The Case was appealed from Step 2 directly to Arbitration, when it should

have beendappealed to Step 3)in accordance with Article 15.2 (Step 3).

__The Case was appealed from Step 2 to Step 3, when it should have been
appealed directly to Arbitration, in accordance with Article 15.2.h (Step 2). These

case types are applicable.
1. Discipline cases

2. Article 30 LMOU (interpretation, application or compliance).
3. Issues in MOU Expedited Arbitration (CBA).

Please send the proper appeal via proof of mailing to the Mid-Atlantic
Advocacy Office with courtesy copies to the National Business Agent’s office
and a copy to Local Management. Please include a copy in the grievance file
also. With the new appeal, it is important that you include the following

documents.

—

w2

Copy of the original appeal to Step 3 or Direct Appeal to Arbitration.
Copy of this letter,
Copy of contractual provisions agreed to by the parties at the National Level

maintaining timeliness of the grievance. (Copies of the MOU’s are attached to
this letter. Please take care of this matter as expeditious as possible.

St Bisls

Lamont Brooks
National Business Agent



!

LABOR RELATIONS

UNITED STATES
Bzl rosTaL service

Mr, Greg Bell

Director, Industrial Relations

Arnerican Postal Workers Union, AFL-CIO
1300 L. Street, NW

Washington, DC 20005

SUBJECT: MOU - Timeliness Regarding Step 2(h) Appeals
Dear Greg:

This letter confirms our mutual understanding of the issue discussed with Doug Tulino on

March 10, 1999 regarding the intent of the above-referenced Memorandum of Understanding.

This memorandum includes the scenario where the union incorrectly appeals a arievance
under Article 15,2 Step 2(h) directly to arbitration that should have been appealed tq Step 3,
™THe grievance will not be waived as untimely provided the union can show a timely appeal to
arbitration. If no timely appeal can beestablished by the union, then management retains the
right to raise the timeliness issue.

* . . ¥ . e} P
‘@S&w Tree Nodv

Peter A. Sgro Greg Bell

Acting Manager Director, Industrial Relations

Contract Admiristration American Postal Workers Union,
(APWU/NPMHU) AFL-CIO

Date: 5)101 149 Date: '3// ¥ /'7' 7

A75 L'EnFant PLazy SW
Wasranaton OC 28260:4 100

Page 4
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June 199



American Postal Workers Union, AFL-CIO

1300 L Street, NW, Washington, DC 20005

Lamont Brooks Date:
National Business Agent

Clerk Diviston

Pamela Richardson

National Business Ager:

Clerk Division .
Nancy Olumekor I..Ocal Pl‘eSldent,
National Business Agert

Clerk Division

RO. Box 3609 Local Name:
Woodmaoor Station

Silver Spring, MD 20918

(301) 622-5797 Improper Appeal to Arbitration
(301] 622-6076 Fax

Nationai Executive Board

Wiliom Burmos USPS Regional Case #

President Local Union Case #

CHff “C.J." Guftey
Executive Vice Prestdent

Robert L. Tunstall
Secretary-Treasurer

The Case was appealed from Step 2 directly to Arbitration, when it should
Greg Bell  ioms ohecor 1AVE been appealed to Step 3, in accordance with Article 15.2 (Step 3).

James “Jim" McCarthy
Director, Clerk Division

Steven G. “Steve” Raymer

Dactor, Maintenance Division >< The Case was appealed from Step 2 to Step 3, when it should have been
roveri ¢ o s (appealed directly to Arbitration) in accordance with Article 15.2.h (Step 2). These
Director, MVS Division case ’[ypeS are a‘pplicable.

1. Discipline cases

Regional Coordinators 2. Article 30 LMOU (interpretation, application or compliance).
AN 3. Issues in MOU Expedited Arbitration (CBA).
ditn Burke

Eastern Region

Please send the proper appeal via proof of mailing to the Mid-Atlantic
Moo o ! Advocacy Office with courtesy copies to the National Business Agent’s office
Terty . Stapleton and a copy to Local Management. Please include a copy in the grievance file
Fouthar Region also. With the new appeal, it is important that you include the following
Weser Reghon- documents,

1. Copy of the original appeal to Step 3 or Direct Appeal to Arbitration.
2. Copy of this letter.
3. Copy of contractual provisions agreed to by the parties at the National Level

maintaining timeliness of the grievance. (Copies of the MOU’s are attached to
this letter. Please take care of this matter as expeditious as possible.

Rt (81884

Lamont Brooks

National Business Agent
Gm%%%“éx?gﬁ 53 g



MEMORANDUM OF UNDERSTANDING
BETWEEN THE
UNITED STATES POSTAL SERVICE
AND THE
AMERICAN POSTAL WORKERS UNION,
AFL-CIO

RE: Timeliness Regarding Step 2(h) Appeals

When the Union incorrectly appeals a grievance under Article 15.2 Step 2(h) to Step 3
rather than to Arbitration, and can show the appeal was made timely, Management will
not consider timeliness as a waiver of the grievance. If no timely appeal to Step 3 can
be established by the Union then Management retains the right to raise the timeliness
issue.

e oskook

MEMORANDUM OF UNDERSTANDING
BETWEEN THE
UNITED STATES POSTAL SERVICE
AND THE
AMERICAN POSTAL WORKERS UNION,
AFL-CI1O

Re: Grievance/Arbitration Appeals

Arbitration panels will be established by District, so each District will have its own
panels. Grievance and arbitration appeals to the former Regional Level will be made
to the five grievance/arbitration processing centers located at the five Area offices
previously identified as Regional Offices. Cases will be scheduled for arbitration by
the parties in those offices.

This Memorandum is intended to continue the practices by which the above-
referenced activities are currently being



STEP 2 DIRECT APPEAL TO ARBITRATION

A. Discipline
B. LMOU (Article 30)

C. Expedited Arbitration

l. Individual Overtime Issues

O

Withholding of Step Increases

3. Individual Leave Requests Concerning Annual Leave, Sick Leave,
Leave Without Pay, Court Leave, Restricted Sick Leave, and Requests
for Medical Certification.

4. AWOL

5. Individual Holiday Scheduling Issues

6. Suspensions (Except Emergency Suspensions)
7. Article 25, Higher Level Assignments

8. Employee Claims

9. Letters of Demand of Less Than $2,000

10.  Individual Clerk Craft Seniority Disputes

11.  Such Other Matters as are Mutually Agreeable at the Area/Regional
Level .

Article 15.2(Step2) (h) states: "The Union may appeal an adverse Step 2 decision
to Step 3. Any such appeal must be made within fifteen (15) days after receipt of the
Employer’s decision unless the parties’ representatives agree to extend the time for
appeal. However, the Union may appeal an adverse Step 2 decision directly to
arbitration for disciplinary grievances or contract grievances which involve the
interpretation, application of, or compliance with provisions of any Local
Memorandum of Understanding not in conflict with this Agreement, and those
issues the parties have agreed are appealed to Expedited Arbitration. These
grievances will be appealed to the appropriate Grievance/Arbitration Processing
Center within thirty (30) days after the receipt of the Emplover’s Step 2 decision.
Any appeal must include copies of (1) the standard grievance form, (2) the Employer’s
written Step 2 decision, and, if filed, (3) the Union corrections or additions to the Step
2 decision.”




APWU STEP THREE WORKSHEET

Date:

USPS Grievance #:

Local Grievance #:

APWU REPRESENTATIVE USPS REPRESENTATIVE
Lamont Brooks «C ) James Varsalone C )
Pamela Richardson () Jeff Olesnevich ¢ )
Nancy E. Olumekor () John Simaitis )
Other ) Other C )

Positions of the parties:
1. Same arguments advanced from previousstep ()

2. USPS made additional arguments at step three ()

Union’s rebuttal to USPS step three argument

Remarks:

Status:

1. USPS Denial and Appealed to Arbitration by Union ()

2. QGrievance Withdrawn by Union ()

3. Grievance Resolved ¢ )

4. Grievance Remanded to Step Two for further development ()

5. Interpretive, Referred to Step Four ( )

6. Held in Abeyance Pending National Case # (

Fomant B8k

Signature of Clerk NBA




AMERICAN POSTAL WORKERS UNION, AFL-CIO

Date:
Certified mail #
Confirmation # .

GRIEVANCE INADVERTANTLY APPEALED TO STEP 3

TO: Grievance and Arbitration Processing Center
Appeal to Arbitration
Post Office Box 9799
Chester, PA 19013-9799

USPS Grievance #
Local Grievance #
Grievant:

Contractual Violation:
Installation:

The above referenced grievance(s) was inadvertently appealed to step three instead
of being directly appealed to arbitration.

Your office received this grievance via certified mail/delivery confirmation #
as our records indicate. Please place this
grievance on the pending arbitration list in your computer system. A proper step

two _appeal to arbitration has completed and attached in accordance with Article 15.

We will update our files and system accordingly.

If there is any problem accommodating this request please contact the appropriate
National Business Agent of the APWU.

Your prompt attention to this matter is greatly appreciated!

Sincerely,

Authorized Union Representative

Name of Local:
Address:
Telephone Number:

Cc: National Business Agents
Post Office Box 3609
Woodmoor Station
Silver Spring, MD 20918



AMERICAN POSTAL WORKERS UNION, AFL-CIO

(Attach to step 2 grievance appeal form)

LIST OF ATTACHED DOCUMENTS

Local Grievance #
Grievant:
Issue:

Step One Waorksheet (if applicable)

-

-

ISR LEE

page ( )of ()

Signature and Title



AMERICAN POSTAL WORKERS UNION. AFL-CIO

GRIEVANCE CHRONOLOGY
LOCAL GRIEVANCE NUMBER:

1. ___Date of contractual violation, receipt of letter of charges or other
reason for the grievance.

2. Last date for Step 1 grievance meeting (within 14 days of #1 above)

3. Step 1 meeting held (within 14 days of #1 above)

4, Last date for Step 1 oral decision from USPS (within 5 days of
meeting)

5. Step 1 oral decision from USPS (within 5 days of meeting)

6. USPS initials on Step 2 form (within 5 days after step one decision)

7. Last date for Step 2 Appeal to USPS Step 2 designee (within 10
days of Step 1 decision)

8. Date of Step 2 Appeal to USPS Step 2 designee (within 10 days of
Step 1 decision)

9. Last date for Step 2 meeting with USPS Step 2 designee (within 7
days after receipt of Step 2 appeal)

10. Date of Step 2 meeting with USPS Step 2 designee (within 7 days
after receipt of step 2 appeal)

11. Last date of Employer’s Step 2 decision, in writing to Union
(within 10 days of Step 2 meeting)

12. Date of Employer’s Step 2 decision, in writing, to Union (within
10 days of Step 2 meeting)

13, Written statement by union to USPS, listing any corrections or

additions to Step 2 decision (within 10 days of receipt of Step 2 decision)

14. Last date for Step 3 appeal (within 15 days after receipt of
Employer’s Step 2 decision)

15. Date of Step 3 appeal (within 15 days after receipt of Employer’s
Step 2 decision.

16. Last day for Direct Appeal from Step 2 to Arbitration (within 30
days of receipt of Employer’s step 2 decision)

In accordance with Article 15.4.B and C., the Union must move the grievance to the next step, within
the prescribed time limits even if the USPS fails to schedule a meeting or render a decision.



Grievants Name

Telepbone #(home) (work)

Grievants Address

The Union must initiate a grievance at Step 1 within 14 days of the date the employee feels
aggrieved or a violation occurred with the supervisor who shall have the authority to settie the
grievance.

The supervisor shall render a decision orally stating the reason for the decision in 5 days,
The Union shall be entitled to appeal an adverse decision to Step 2 within 10 days.

q ve developed all
in accordance with Article 31,

An adverse Step 2 decision must be in writing with a full statement of all relevant facts, the
contractual provisions involved, plus a detailed reason for the denial within 10 days.

The Union must write a statement of corrections or additions when management’s facts or
contentions are incomplete or inaccurate in their Step 2 decision. Wit 10 days -

This Step 2 decision may be appealed to Step 3 within 15 days or appealed to arbitration within

20 days (keep evervtbing timely and uumber all pages in the fike)
1. Step 2 Appeal to Arbitration in 2D days.
2, . Step 3 Appeal in 135 days.
3. Grievant’s letter of charges or other reason for grievance.
4, Step 2 Decision additions and corrections.
5. Step 2 Decision from management,
6. Grievant’s own staternents of events (FOR THE UNION ONLY),
7. Request for information forms.
8. Copy of all information - Local Memo, section from the right

handbook or manual, document, (Stcp | Grievance Form.)

DO NOT SEND THIS FORM IN YOUR PACKET TO MANAGEMENT



DATE

TO: POSTMASTER
U.S. POSTAL SERVICE
AMERICA, U.S.A.

The attached is a favorable decision in behalf of the Union conceming the following ap-
peal: :

GRIEVANT:
NATURE OF APPEAL:
APPEAL CASE NUMBER:

This decision was rendered at the . level of the grievance procedure
provided for in accordance with Article 185,

Will you kindly advise me of the date the decision is implemented within your office and

kindly advise if the following supervisors—who have deniea the appeal before this favor-
able decision-—have been notified about the results:

1.
2
3.

Your written reply will be appreciated. Thank you.

SIGNED

TITLE




APWU STEP THREE WORKSHEET

Date:

USPS Grievance #:

Local Grievance #:

APWU REPRESENTATIVE USPS REPRESENTATIVE
Lamont Brooks ¢ ) James Varsalone ¢ )
Pamela Richardson () Jeff Olesnevich ()
Nancy E. Olumekor ( ) John Simaitis ()
Other ¢ ) Other )
Positions of the parties:

1. Same arguments advanced from previous step ()

2. USPS made additional arguments at step three ()

Union’s rebuttal to USPS step three argument

Remarks:

Status:

1. USPS Denial and Appealed to Arbitration by Union )

2. Grievance Withdrawn by Union ()

3. (rievance Resolved ()

4. Grievance Remanded to Step Two for further development ( )

5. Interpretive, Referred to Step Four ()

6. Held in Abeyance Pending National Case # (

Signature of Clerk NBA



American Postai Workers Union, AFL-CIO

Lamont Brooks
Mational Business Agent
Clerk Division

Pameia Richardson
National Business Agent
Clerk Division

Nancy Olumekor
National Business Agent
Clerk Division

RO, Box 3609
Waoodmoor Station
Sitver Spring, MD 20918
{301) 622-5797

{301) 622-6076 Fax

National Executive Board

Willian Burrus
President

Chif "C.J." Guffey
Executive Vice President

Robert L, Tunstali
Secretary~Treasurer

Greg Bell
Industrial Relations Director

James “Jim* McCarthy
Director, Clerk Dwision

Steven G. "Steve” Raymer
Director, Maintenance Division

Robert C. "Bab” Pritchard
Director, MVS Division

Reglonal Coordinators

Sharyn M. Stone
Centrat Region

Jim Burke
Eastern Region

£lizabeth “Liz” Powell
Northeast Region

Terry R. Stapleton
Southern Region

Omar M. Ganzalez
Western Regioh

<SR

BTSRREES 53

Dear Local President:

1300 L Street, NW, Washington, DC 20005

RE: Local Grievance #

The above cited case has been received by this office and logged into our system.

FACTUAL, DETAILED DOCUMENTATION IS NECESSARY TO ENABLL A PROPER
ANALYSIS OF YOUR CASE. WE NEED THE FOLLOWING DOCUMENTATION TO
MAKE THIS FILE COMPLETE:

copy of pre-discipline interview
copy of letter of warning or date of discussion, if known
notice of suspension or removal
. doctor’s certificate or other medical evidence
forms for family medical leave

copy of form 3971

individual absence report - form 3972

individual clock rings

overtime desired list and chart

list of all employees who worked or did not work
N grievant’s statenent and witnesses’ statements

copy of local memorandum of understanding
copy of any section of any hand book relevant to the case

copy of letter of demand
copy of form 3294 count sheet

copy of form 3368 audit history

copy of form 3369 stock history
copy of last audit and was it within 4 months

copy of key check records fevery 6 monthsi

copy of supervisor’s form 2608 step 1 meeting
copy of form 17
copy or check form 3977 tkey envelopel

check current status of the main stock

OTHER:

Keep in mind that as your grievances progress it becomes more difficult for the Union to defend

without all the facts.

St (5140840

R R han B2

LAMONT BROOKS } Z PAMELA RICHARDSON

DATE REQUESTED:

NAKCY OLUMEKOR




American Postal Workers Union, AFL-CIO

Lamont Brooks
National Business Agent
Clerk Division

Pamela Richardson
National Business Agent
Clerk Dwision

Nancy Olumekor
National Business Agent
Clerk Divisian

£0. Box 3609
Woodmoor Station
Sitver Spring, MD 20918
[301) 6225797

[301) 622-6076 Fax

National Executive Board
William Burrus
President

et “C.1." Guffey
Executive Vice President

Rokert L. Tunstall
Secretary-Treasurer

Greg Bell
Industrial Relations Director

James “fim" McCarthy
Director, Clerk Division

Stevert G, "Steve” Raymer
Director, Maintenance Division

Rovert . "Bob” Pritchard
Directot, MVS Division

Reglonal Coordinators
Sharyn M. Stone
Centrai Region

Jim Burke
Eastern Reglon

Ehzabeth “Liz" Powell
Martheast Region

Terry R. Stanleton
Southern Region

Omar M. Gonzalez
Western Region

1300 L Street, NW, Washington, DC 20005
Date:

Local President,

Local Name:

Improper Appeal to Arbitration

USPS Regional Case #
Local Union Case #

The Case was appealed from Step 2 directly to Arbitration, when it should
have been appealed to Step 3, in accordance with Article 15.2 (Step 3).

______The Case was appealed from Step 2 to Step 3, when it should have been
appealed directly to Arbitration, in accordance with Article 15.2.h (Step 2). These
case types are applicable.

1. Discipline cases

2. Article 30 LMOU (interpretation, application or compliance).

3. Issues in MOU Expedited Arbitration (CBA).

Please send the proper appeal via proof of mailing to the Mid-Atlantic
Advocacy Office with courtesy copies to the National Business Agent’s office
and a copy to Local Management. Please include a copy in the grievance file
also. With the new appeal, it is important that you include the following

documents.
1. Copy of the original appeal to Step 3 or Direct Appeal to Arbitration,
2. Copy of this letter.
3. Copy of contractual provisions agreed to by the parties at the National Level

maintaining timeliness of the grievance. (Copies of the MOU’s are attached to
this letter. Please take care of this matter as expeditious as possible.

Lamont Brooks
National Business Agent



SETTLEMENT IMPLEMENTATION FORM

DATE

TO: POSTMASTER
U.S. POSTAL SERVICE
AMERICA, U.S.A.

The attached is a favorable decision in behalf of the Union concerning the following
appeal:

GRIEVANT:

NATURE OF APPEAL:

APPEAL CASE NUMBER:

The decision was rendered at the level of the grievance procedure
provided for in accordance with Article 15,

Will you kindly advise me of the date the decision is implemented within your office
and kindly advise ifthe following supervisors~who have denied the appeal before this
favorable decision—have been notified about the results:

1.

2.

3.

Your written reply will be appreciated. Thank you.

SIGNED

TITLE




AMERICAN POSTAL WORKERS UNION, AFL-CIO

STATEMENT OF CONDITIONS

Date:

USPS #
LOCAL #

To: USPS Step Two Designee:
Installation:

In accordance with Article XV, Section 2. Step (2g); the union issues this
statement of CORRECTIONS AND/OR ADDITIONS, in reference to the above
mentioned grievance, for the reasons stated below:

Sincerely,

Name and Title page () of ()

** Enclosed is a list of attached documents made available at the Step 2 meeting **




American Postal Workers Union, AFL-CIO

L.amont Brooks
National Business Agent -
Clerk Division

Pamela Richardson
National Business Agent
Cierk Division

Nancy Olumekor
National Business Agent
Clerk Division

RO, Box 36409
Wooc¢moor Station
Sitver Spring, MD 20918
{301) 622-5797

{301} 622-6076 Fax

National Executive Board
Willlam Burrus
President

CIiF "C.J." Guffey
Executive Vice President

Robert L. Tunstail
Secretary-~Treasurer

Greg Bell
Industrial Relations Director

James "Jim" McCarthy
Director, Clerk Division

Steven G. "Steve” Raymer
Director, Maintenance Division

Robert C. “Bob™ Pritchard
Director, MVS Division

Reglonal Coordinators

sharyn M. Stone
Central Region

Jim Burke
Eastern Region

Elizabeth "Liz" Powell
Northeast Region

Terry R. Stapleton
Southern Regior

Omar M. Gonzalez
Western Regton

0B 53

1300 L Street, NW, Washington, DC 20005

RE: Local Grievance #

Dear Local President:
The above cited case has been received by this office and logged into cur system.

FACTUAL, DETAILED DOCUMENTATION IS NECESSARY TO ENABLE A PROPER
ANALYSIS OF YOUR CASE. WE NEED THE FOLLOWING DOCUMENTATION TO
MAKE THIS FILE COMPLETE:

copy of pre-discipline interview

copy of letter of warning or date of discussion, if known

notice of suspension or removal

doctor’s certificate or other medical evidence

forms for family medical leave

copy of form 3971

individual absence report - form 3972

individual clock rings

overtime desired list and chart

list of all employees who worked or did not work
- grievant’s statement and witnesses’ statements

copy of local memorandum of understanding

copy of any section of any hand book relevant to the case

copy of letter of demand

copy of form 3294 count sheet

copy of form 3368 audit history

copy of form 3369 stock history

copy of last audit and was it within 4 months

copy of key check records {every 6 months)

copy of supervisor’s form 2608 step 1 meeting

copy of form 17

copy or check form 3977 tkey envelopel

check current status of the main stock

OTHER:

Keep in mind that as your grievances progress it becomes move difficult for the Union to defend

Aot Bttly  oreCFeAee ST

LAMONT BROOKS ; Z PAMELA RICHARDSON

NAKCY OLUMEKOR

DATE REQUESTED:




American Postal Workers Union, AFL-CIO

Lamont Brooks
National Business Agent
Clerk Division

RO. Box 3609
Woodmoor Station
Silver Spring, MD 20918
{301) 622-5797

{301} 622-6076 Fax

National Exscutive Board
William Burrus
President

Cli't “C.J." Guftey
Fxecutive Vice President

Robert L. Tunstall
Secretaty-Treasurer

Greg Bell
Industriz! Relations Director

James "Jim" McCarthy
Director, Clerk Diviston

Steven G, “Steve” Raymer
Ditector, Maintenance Division

Robert €, "Bob™ Pritchard
Direcior, MVS Division

Regional Coordinators
Sharyn M. Stone
Central Region

Jim Burke
Eastern Region

Elizabeth "Liz” Powell
Northeast Region

Terry R, Stapleton
Southern Regton

Omar G. Gonzalez
Western Reglon

1300 L Street, NW, Washington, DC 20005

June 25, 2002

New Argument in USPS Step Three Answers

The Union reserves the right to add to contentions and facts at the arbitration hearing,
in accordance with Article 15 of the Collective Bargaining Agreement. Detailed
facts and contentions are required to be made by both parties at step two of the
grievance procedure.

The USPS has recently started making new argument at step three of the grievance
procedure, These arguments and positions have been made specifically in the
USPS Step Three Answers.

In accordance with the Collective Bargaining Agreement, the Union is not afforded
an opportunity to make additions and corrections to the USPS step three answer, as
the parties have not negotiated these rights.

The Union’s position is any new argument made by the USPS via their step three
answer is new argument, as neither party at Step one, two or three was able to

address this new position.

The Union reserves the right to send the case to step four as interpretive under the
Collective Bargaining Agreement.

Certified mail w/return receipt

Sincerely,

Rt Btk

Lamont Brooks
National Business Agent

Washington DC Region, Clerk Craft
American Postal Workers Union
ce: Jim Burke, APWU Eastern Region Coordinator



AMERICAN POSTAL WORKERS UNION, AFL-CIO

Grievant/Union Nature of Allegation

Date of 1" Request by APWU Date Received by USPS

Date of 2™ Request by APWU Date Received by USPS
To: Title:
From: Title:

Subject: REQUEST FOR INFORMATION & DOCUMENTS RELATIVE TO
PROCESSING A GRIEVANCE

We request that the following documents and/or witnesses be made available to us
in order to properly identify whether or not a grievance does exist and, if so, their
relevancy to the grievance.

(Check, if provided)

-

-

B 00 = SN

10.
11.
12.
13.
14,
15.
16.
NOTE: Section 352 and Appendix 120,090 of the ASM covers the USPS requirements for providi
information to the union. Chapter 2 of the EL-806 covers the release of medical documents to the
union. The Joint Contractual Manual (JCAM) covers the time period and requirements for the
release of information to the union and written reasons why the information request-is not granted in
the time period required. Article 17, Section 3 requires the Employer to provide for review all
documents, files and other records necessary in processing a grievance. Article 31, Section 3 requires
that the Employer make available for inspection by the Union all relevant information necessary for
collective bargaining or the enforcement, administration or interpretation of this Agreement, Under
8a(5) of the National Labor Relations Act it is an Unfair Labor Practice for the Employer to fail to
supply relevant information for the purpose of collective bargaining. Grievance processing is an
extension of the collective bargaining process.

S~~~ o~~~ P N LN LN PN S
vvvvvvvvvvvvvvvu

=

2

( ) REQUEST APPROVED ( ) REQUEST DENIED

(DATE OF DECISION) (SIGNATURE REQUIRED)



AMERICAN POSTAL WORKERS UNION, AFL-CIO STEP2

APPEAL TO ARBITRATION

GRIEVANCE FORM
GRIEVANT « PERSON OR UNION WORK LOCATION CITY, STATE, Z1r CODE USPS GRIEVANCE #
DISCIPLINE (NATURE OF) OR CONTRACT (ISSUE) CRAFT DATE OF STEP 2 APWU GRIEVANCE ¥

TO: Grievance and Arbitration Processing Center  Date:
Attn: Appeal to Arbitration
P.O. Box 979% Confirmation #
Chester PA 19013-9799

Certified #

Please be advised that pursuant to Article 15, Section 2 Step 2(h) of the Collective Bargaining Agreement, the Union
hereby is appealing the above referenced grievance to asbitration. This appeal includes a copy of the Step 2 appeal form,
the employer’s written Step 2 decision and the union’s corrections and additions to the Step 2 decision if submitted.

] The Postal Service refused or failed to schedule a Step 2 meeting or render a written Step 2 decision within the
Cheek if prescribed time limits and to provide the union a full statement of the Employer’s understanding of (1) all relevant
Applicable  facts, (2) the contractual provisions involved, and (3) the detailed reasons for denial of the grievance.

Local Union (Name of) T Address City State 7ip
SUBMIT UNTON'S REGIONAL COPY WITH FILE 10: Copy - Local File . Copy - USPS Step 2 Designee

Copy - APWU Coordinator

American Postal Workers Union .

CLERK CRAFT ONLY Sincerely,
National Business Agents:
Lamont Brooks (A)
Pamtela Richardson (B)

i

Nmmc’;‘(z;:%mﬁ, Station Authorized Union Rep.
$Siver Spring. MD 20918

Jim Burke, Coordinator
As Authorized by President Bill Burrus

Please «check the Expedited or Regular Arbitration Panef box based on type of grievances listed below that may be appealed from Step 2 1o
arbitration pursuant to Step 2 (h) of the National Agreement,

@ Expedited Arbitration Panel lasues: 0 Regulzr Arbitration Panel Issues:
. AWQL . Suspensions of More Than 14 Days or Discharge
. Letters of Warning . Indefinite Suspension Crime Situation
. Suspensions of 14 Days or Less . Emergency Procedure
" Letter of Demand of Less Than $2,000 . LMOU Disputes - Grievances where the primary article(s) oe
. Withholding of Step Increases dispute(s) being grieved is over the interpeetation,
. Anticle 25-Higher Level Assignments application of, or compliance with the Local Memorandum
. Individual Grievances for; Overtime, Annual Leave, Sick of Understanding
Leave, Leave Without Pay, Court Leave, Restricted Sick . Safety and Health

Leave. Requests for Medical Certification, Holiday
Scheduling, Clerk Craft Seniority Disputes



American Postal Workers Union, AFL-CIO Step 3

Confirmation Number# Grievance
Coertified # Appeal Form

Grievant - Pacaon or Union Work Location « City, Stats, Z2ip Code Regionat #

Article #/1zsue Cratt Dats of Step 2 Local Grisvance #

The Above Grievance is Being Appealed to Step 3 Date

Any appeal from an adverse decision in Step 2 shall be in writing
to the Regional Diractor for Employee and Labar Relations, with a
copy to the Employer's Step 2 Representative, and shall specily
the reasons for the appeal, (Within fifteen {15) days)}

Grievance and Arbitration Processing
Canter - Step 3 Appeal

P.O. Box 9799
Chester, PA 19013-9789

The Appeal is in accordance with Article 15 Grievance/Arbitration Procedures Saction 2, Step 2 (h) and Step 3la)
for the following reasons:

and we have attached the Step 2 appeal grievance form, the employer’s written Step 2 decision and our
corrections and additions to the $tep 2 decisicn and we submitted same to the employer’s Step 2 representative,

From » Locsl Union Adtrass City State 1]

Copy - Local File
Cepy + USHS Step 2 Designes

SUBMIT UNION'S REGIONAL COPY WITH FILE TO:

American Postal Workers Union Sincerely,
National Business Agents:
Lamont Brooks (A)

Pamela Richardson . .
Nancy Olumekor (CgB) Authorized Representative
POB 3609/ Woodmoor Station
Sliver Spring, MD 20918




AMERICAN PostaL WORKERs LINION, AFL-CIO

1884

STER 2
Grievance
APPEAL FORM

DISCIPLING INATURE OF) OR CONTRACT (1SSUE)

CRAFT PATE

LOCAL GRIZVANCE

1A

USPS GRIEVANCE

TO USMS STEP 2 DESIGNKE [NAME & TITLE)

INSTALLATION/SEG, CEN/AMO

PHONG

FROM: LOCAL UNION (NAME OF)

ADORKSS

Ty

$STAYE 2w

STER J AUTHOMIZED UNION REP, . [NAMK & TITLE)

AREA COQE PHUNE QFFICR

(
AREA CODE

AREA CORE PRONE {(OTHER)

( )

LOCAL UNION PRESIDENT

GlphIWIN] -

PHONE [OFFICE)

{ )

AREA CODE  PFHONE (OTHER)

( )

WHERE - WHEN

STEP 1 MEETING & DECISION

MET WITH

UMIT)SEC/BR/STA/QFC CATE/YIME

USrs REP - SUPR

ERIZVANT AND/OR BTEWAKRD

STER } DECISION BY (NAME & TITLE) OATE & TIME INITIALS IRITIALING ONLY
7 VERIFIEE
DATE OF DECHBION
BGmtVANT PERSON OR UNION {Latt Name Fusl) ARORESS TiTY S$TATE PHONE
S0GIAL BEC, NO, SERVICE GENIORITY CAAFTIFTA« PTR «PTE | LEVEL sTLe DUTY HRS | OFF DAYS
2 D0OO se 80 M T w T e
JOB=/PAY LOCATION [URIT/SEC/BR/STAGPC!) | WORK LGCATION QITY AND Zir COOK :é;t“l;‘l:;g VETERAN

10

ves (7 noClives [T no (2

11

Fursvant 1o Article 15 of the Notionol Agreement we hereby appeal o Step 2 the tollowing Grievoncs ollaging o Vielation
of (but not limited to) the following: NATIONAL, (Art./Sec.)

COCAL MEMO [ANTJBEC,) OT HER MANUALS, POLICIES. L/M MINUTES, ETC.

12 DETAILED STATEMENT OF FACTS/CONTENTIONS OF THE GRIEYANT

List of ottached papers g3 identifiad

1 3 CORRECTIVE ACTION REQUESTED

Gelw1e21,01

MO CARBON NECESSARY {UP TO 5 COPIES)

SIGNATURE & TITLE OF AUTHORIZED UNION REP.



AMERICAN POSTAL WORKERS UNION, AFL-CIO 1987

STEP | GRIEVANCE OUTLINE WORKSHEET

OISCIPLINE (NATURE QF) OR CONTRACT {ISSUE) CRAFT DATE LOCAL GRIEVANCE| USPS GRIEVANCE
] [}
UNITISECIBRISTAQFC DATE/TIME | USPS REP-SUPR GRIEVANT ANO/OR STEWARD
STEP 1 DECISION BY (NAME & TITLE) DATE & TIME INITIALS )NiTl\"ALlN(}‘u ONLY
DATE OF OECISION

GRIEVANT PERSON QR UNION (Last Mama Firsy) ADDRESS vy STATE PHONE
SOCIAL SEC, NQ, SEAVICE SENICRITY CRAFT] FTRPTAPTF LEVEL STE? OUTY HRS | OFF DAYS

[ Sa Sy M T W T F

JOB # PAY LOCATION (UNITEEC/BRISTAIOFC)

WORK LOCATION CITY AND 2IP CORE

LIFETIME YETERAN
SECURITY
YESOCNOC | YESTNOC

Notes:

{8} Probilem:

(b) Background:

{c) Documants:

{d) Corrective Action:

fe) Management’s Response:




American Postal Workers Union, AFL~-CIO

Local:

Installation:

On , we the undersigned agree to extend the time
date

limit through , on Step One / Step Two grievance(s)

circle one
pertaining to:

Grievant:

Violation:

Date(s) of Violation:

Local Grievance Number (if applicable):

Union Representative  Date Management Representative  Date



AMERICAN POSTAL WORKERS UNION, AFL-CIO

INTERVIEW OF WITNESS IN THE COURSE OF
GRIEVANCE INVESTIGATION/PROCESSING

Date: RE:

Name of Interviewer:

Name of Individual Interviewed and Title:

QUESTION:

ANSWER:

QUESTION:

ANSWER:

QUESTION:

ANSWER:

Witness signature bate

. Union Representative

Page

Date

(34




AMERICAN POSTAL WORKERS UNION, AFL-CIO

Grievant/Union Nature of Allegation
Date of 1 Request by APWU Date Received by USPS
Date of 2" Request by APWU Date Received by USPS
To: Title:
From: _ Title:

Subject: REQUEST FOR INFORMATION & DOCUMENTS RELATIVE TO
PROCESSING A GRIEVANCE

We request that the following decuments and/or witnesses be made available to us

in order to properly identify whether or not a grievance does exist and, if so, their
relevancy to the grievance.

(Check, if provided)
1. ()
2, )
3 ()
4, )
5. ()
6. ()
7. ()
8. ()
9, ()
10, ()
11. ()
12. ()
13. ()
14. ()
15. )
16, ()

NOTE: Seetion 352 and Appendix 120,090 of the ASM covers the USPS requirements for providi
infarmation to the union. Chapter 2 of the EL-84@ covers the release of medical documents to the
union. The Joint Contractual Manual (JCAM) covers the time peried and requirements for the
release of information to the union and written reasons why the information request is not granted in
the time period required. Article 17, Section 3 requires the Employer to provide for review all
documents, files and other records necessary in processing a grievance, Article 31, Section 3 requires
that the Employer make available for inspection by the Union alt relevant information necessary for
collective bargaining or the enforcement, administration or interpretation of this Agreement, Under
8a(5) of the National Labor Relations Act it is an Unfair Labor Practice for the Employer to fail to
supply relevant information for the purpose of collective bargaining, Grievance processing is an
extension of the collective bargaining process.

=

g

( ) REQUEST APPROVED ( ) REQUEST DENIED

(DATE OF DECISION) (SIGNATURE REQUIRED}



AMERICAN POSTAL WORKERS UNION, AFL-C10

Grievant/Union Nature of Allegation

Date of 1% Request by APWU Date Received by USPS

Date of 2™ Request by APWU Date Received by USPS
To: Title:
From: Title:

Subject: REQUEST FOR INFORMATION & DOCUMENTS RELATIVE TO
PROCESSING A GRIEVANCE

We request that the following documents and/or witnesses be made available to us
in order to properly identify whether or not a grievance does exist and, if so, their
relevancy to the grievance.

(Check, if provided)

-
»

-

-

N

10.
11.
12.
13.
14.
18.
16.
NOTE: Section 352 and Appendix 120.090 of the ASM covers the USPS requirements for providing
information to the union. Chapter 2 of the EL-806 covers the release of medical documents to the
union. The Joint Contractual Manual (JCAM) covers the time period and requirements for the
release of information to the union and wriften reasons why the information request is not granted in
the time period required. Article 17, Section 3 requires the Employer to provide for review all
documents, files and other records necessary in processing # grievance. Article 31, Section 3 requires
that the Employer make available for inspection by the Union all relevant information necessary for
collective bargaining or the enforcement, administration or interpretation of this Agreement. Under
8a(5) of the National Labor Relations Act it is an Unfair Labor Practice for the Employer to fail to
supply relevant information for the purpose of collective bargaining. Grievance processing is an
extension of the collective bargaining process.

(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(

L N N N N o N e g e i el

( ) REQUEST APPROVED ( ) REQUEST DENIED

(DATE OF DECISION) (SIGNATURE REQUIRED)



STEF 1 RESOLUTION

DATE OF HEARING

GRIEVANT'S NAME

TITLE

D —— AT —— e— e At i

GRIEVANCE RESOLUTION

ivi

A5 A FULL AND FINAL SETTLEMENT TO THIS MATTEIR, THE FPARTIES

MUTUALLY AGREE TC THE FOLLOWING:

1T IS ALSO MUTUALLY AGREED THAT THIS AGREEMENT IS NON-
PRECEDENT AND 1S NOT TO BE CITED BY EITHER PARTY IN ANY
OTHER GRIEVANCE OR ARBITRATION CASE.

SUPERVISOR STEWARD

DATE SIGNED DATE SIGNED



AMERICAN POSTAL WORKERS UNION, AFL-CIO

Date:
Certified mail #
Confirmation #

GRIEVANCE INADVERTANTLY APPEALED TO ARBITRATION

TO: Grievance and Arbitration Processing Center
Appeal to Arbitration
Post Office Box 9799
Chester, PA 19013-9799

USPS Grievance #
Local Grievance #
Grievant:

Contractual Violation:
Installation:

The above referenced grievance(s) was inadvertently appealed to arbitration
directly from step two instead of being appealed to step three.

Your office received this grievance via certified mail/delivery confirmation #

as our records indicate. Please place this
grievance on the appeal to step three list in your computer system, A proper step
three appeal has been completed and attached in accordance with Article 15.
We will update our files and system accordingly.

If there is any problem accommodating this request please contact the appropriate
National Business Agent of the APWU.

Your prompt attention to this matter is greatly appreciated!

Sincerely,

Authorized Union Representative

Name of Local:
Address:
Telephone Number:

Cc: National Business Agents
Post Office Box 3609
Woodmoor Station
Silver Spring, MD 20918



Appendix B

Forms List

Form ID Title References

7 Service Record Card 314.61

50 Notification of Personnel Action 323.83, 364.11, 421.516, 421.526,
422,354, 422.355, 435.31, 437 4,
4749, 512.554a,b,0,d, 514,52,
519.43, 562.411, 552,412, 5562.5,
553.11, 858.111, 553.112, 553.113,
553,128, 563.132, 935.26

50-B Request for Personnel Action (Processing Copy of New Hires Only) 546.633

85 Nonsensitive Security Clearance 314,24

180 Certificate of Training 732.18

202 Health Benefits Refund Payment Authorization 525.132¢, 526.132d

337 Clearance Record for Separated Employee 368,173, 936.42

820 Ranking of Position Request 185.1,215.2, 231,1, 232, 232.3,
233

1012 Travel Voucher 716,11, 742,411, 742.42

1017-A Time Disallowance Record 432.72

1164 Claim for Reimbursement for Expenditures on Official Business 742.411

1188 Cancellation of Qrganization Dues From Payroll Withholdings 925.11, 925,122a,b,c,d, 925.4,
g925.5

1216 Employee's Current Mailing Address 364.2, 593.33, 666.7

221 Advance Sick Leave Authorization 513.522

1223 Statement of Eamings and Deductions 422.354, 924,71

1224 Court Duty Leave, Statement of Service 516.46a

1303 Salary Change Notices 437.4

1314-A Auxiliary Rural Carrler Time Certificate 516.46b

1655 Statement of Account 867.133a

1723 Assignment Order 353.332.422.42

1727 Award Recommendation/Authorization 471.32,474.6,474.9, 475.6,
635.32

1734 Record of Training 732,14,742.5

1750 Employee Probationary Period Evaluation Report 378.1

1764 Accident Analysis Summary 821.44

1767 Report of Hazard, Unsafe Condition or Practice 825.511b, 825.7, 825.71, 825.72,
825.735

1768 Safe Driver Award Committee Decislon 842.254¢

ELM 13, June 1998
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Appendix B Forms List
Form ID Title References
1769 Accigent Report B21.31, 821.311, 821.312f,
821.313, 821.314, 821.315,
821.316, 821.317,821.33,
821.331, 821.341, 825.511b,
826.621
1772 Accident Log 821.32, 825.511b, 826.621
1773 Report of Hazard Log 825,734
1782 Training Request and Autharization 714,122, 732.18, 742.1, 742.21,
742.3,742.3¢,d, 742.411, 742.412,
742.42, 742.5, 7431, 743.223,
743.423, 743.43, 753.11d, 754.6
1783 On-the-Joh Safety Review Analysis 821.22d
1784 A & B | Safety and Heaith inspection Checklist 825.12, 825.511b, 852.1, 852.2
1784-C Safety and Health Deficiency Report 825.62, 825.64
1902 Justification for Billing Accounts Receivable 452.11, 743.43, 462.11
1903-DZ Invoice and Statement 743.43
1961 Employee Uniform Allowance Staternent 936,57
2146 Employee’s Claim for Personal Property 645.2
2240 Pay, Leave, or other Hours Adjustment Request 452.11, 462.11, 594.32, 594,468,
594.5
2246 | Terminal Leave Worksheet 512.71,512.813
2248 Maonetary Payroll Adjustment 452.11, 462.211
2342 Request: Unempioyment Compensation Data 551.422
2411 Check List for Pre-Retirement Interviews 569.125
2417 Confidential Statement of Employment and Finangcial Interests (for Use by 862.11, 662.13
Postal Service Employees)
2418 Confidential Statement of Employment and Financlal Interests (for Use by 662.14
Postal Service Employees)
2432 Individual Training Progress Report 438,222,732.11
2548 Individual Training Record 73212
2485 Medical Examination and Assessment 546.621b
2489 Identification of Physical/Mental Disability 546.621b
2490 Medical Bill Certification For Job-Related Injuries 541.8
2491 Medical Report—First Aid Injuries 541.3
2533 Limited Duty Assignment 314.43d
2556 Third Party Statement of Recovery 541.3, 545.871, 545,872,
845.873a,b(1), 545.874, EX.
545.857a. Ex, 545.857¢
2557 Employee's Third-Party Recovery Statement 541.3, 545.858d, Ex. 545.858a,c,
Ex. 545.859¢, 545.873a,b, 545,874
2559 Third Party Claim—Information Reauest 541.3, 545.859a, Ex, 545.85%a,b
2560 Referral of Third Party Material 541.3, 545.869¢
2562 Injury Compensation Program—-Notice of Potential Third Party Claim 541.3, 545.855, Ex. 545.855,
545.857a,c(1), 545.858a,
545.859a
2572 Injury Compensation Data Collection 541,3
2572A Injury Claims Analysis—Update Worksheet 541.3
2573 Request—OWCP Claim Status 541.3,545.94
Appendix B, Page 2 ELM 13, June 1998



Forms List Appendix B
Form ID Title References
2577 Assignment of Claim to the USPS 541.3, 545.859d.f, 545.872, Ex.
545.850f
2591 Application for Employment 323.84
3074 Request for Waiver of Clairn for Erroneous Payment of Ray 437.32, 437.5
3111 Specific Notice to Employees Entering (or already in) Nonpay §25.222, 525.223
Status—Change in Health Benefits Regulations
3132 Correspondence Course Application
3189 Request for Temporary Schedule Change for Personal Convenience 516.44¢
3239 Payroll Deduction Authorzation to Liquidate Postal Service Indebtedness Ex 452,22, X 452.233.462.5,
463.23
3241 Staterment of Receipts and Disbursements 615.62, Ex. 615.62'
3544 Post Office Receipt for Money 545.873b
3971 Request for or Notification of Absence 511.23, 511.42,512.411, 512.412,
512.421, 512,422, 512.423,
513.34, 513.341, 513,342, 513.35,
514.51, 5156.42, 516.51,
519.732a,b
3972 Absence Analysis 511.42
3973 Military Leave Control 517.91,517.92
4584 Observation of Driving Practices 831.331
4943 Locker Record 612.241
5800 Hiring Worksheet 342,11
6375 Uniform Allowance Stop Payment Notice 936.56
8802 Request for Job Evaluation Action 142.21, 142,23, 142.24, 142.25,
143.1a, 215.1, Ex. 215.1, 222,
222.1,222.4, 223.1, 223.21,
223.21a
6803 Wage and Separation Information 851.422, 5652.321, 852,611,
562.612, 553.131a,b,c.0, 553.132,
553.183, 553.212, 553.221,
553.23ab,c
6886 Thrift Savings Plan Request for Retroactive Contributions £94.42, 594,43, 594.451, 584.461,
594,462, 594,467, 594.5
7314 Medical Agreement 867.131a,c
7380 Supply Center Requisition 629.31, 539.42, 4423
7381 Requisition for Supplies, Services, or Equipment 753.12,753.3
8006 Uniterm Altowance Code Sheet 938.41
BRi 48-10 Notice of Recovery from Disability 323.384a, 323.335a
CA-1 Federal Employee's Notice of Traumatic Injury and Claim for Continuation of | 314.43, 541.3, Ex. 514.4, 42.111,
Pay/Compensation 544,12, 544.13, 544.173, 544.211,
544,212, 545.3a, 545.41, 545.42,
541,511, 545.531, 545.54, 545.541.
545,642, 545.543, 545,55,
545,851, 545.854a(1), 821.311,
821.313a
CA-2 Notice of Occupational Disease and Claim for Compensation 314.43, 541.3, Ex. 514.4, 542.121,

544,12, 544,13, 544 172, 544.22,
545.3a, 545.41, 545,42, 545,852,
821.311, 821.318

ELM 13, June 1998
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Appendix B Forms List
Form 1D Title References
CA-2a Notice of Employee's Recurrence of Disability and Claim of 5413, €x. 514.4, 545.251,
Pay/Compensation 545.254
CA-3 Report of Termination of Disability and/or Payment 541.3, 525.148, 545.63
CA-5 Claim for Compensation by Widow, Widower, and/or Children 541.3
CA-8b Claim for Compensation by Parents, Brothers, Sisters, Granaparents, or 541.3
Grandchildren
CA-8 US Dept of Labor Official Superior's Report of Employee’s Death 821,316, 541.3, 542.21%
CA-7 Claim for Compensation on Account of Traumatic Injury or Occupational 545.711, 545,712, 545.713
. Disease
CA-7/20 Claim for Compensation on Account of Traumatic Injury or Occupational 525,141, 541.3, 525.144a,b
Disease/Attending Physician's Report :
CA-8 Claim for Continwing Compensation on Account of Disability 545.713, 545.713a,d
CA-8/20a Claim for Continuing Compensation on Account of Disability/Attending 541.3, 545.713
Physician’s Supplermnental Report
CA-10 What a Federal Employee Should Do When Injured at Work 541.3
CA-11 When Injured at Work 541.3
CA-13 Work injury Benefits For Federal Employees 541.3
CA-16 Authorization for Examination and/or Treatment 541.3, 543.11D, 544,16, 545.21,
545.211, 545.24, 545,252, 545.253
CA-17 Duty Status Report 314.43, 541.3, 544.16, 545,61,
545,62, 545.62b,c, 547.22, 547.23,
547.34a
CA-20a Attending Physician’s Supplemental Report 545.713c
CA-35A Evidence Required in Support of a Claim for Occupational Disease 541.3
CA-358 Evidence Required in Support of a Claim for Work-Related Hearing Loss 541.3
CA-35C Evidence Required in Support of a Claim for Asoestos-Related lliness 541.3
CA-35D Evidence Required in Supportof a Claim for Work-Related 541.3
Coronary/Vascular Condition
CA-35E Evidence Required in Support of a Claim for Work-Related Skin Disease 541.3
CA-35F Evidence Required in Support of a Claim for Work-Related Puimonary 541.3
lliness (not asbestosis)
CA-35G Evidence Required in Support of a Claim for Work-Related Psychiatric 541.3
Hiness
CA-35H Evidence Required in Support of a Claim for Carpal Tunnel Syndrome 541.3
CA-1040 821.314
CFC 100 CFC Plecge Card 617.42
DD 214 Report of Transfer or Discharge 323.84
ES 931 Request for Wage Separation (nformation 551.422,553.131¢, 553.132,
553.211
ES 934 Regquest for information or Reconsideration of Federal Findings 551.422, 552,423, 553,221,
553,222, 553,223, §53.224a.b,0
ES 936 ! Reguest for Verification of UCFE Wage and Separation Information 551.422, 562.62, 563.23a.b,c.d
Furnished on Form ES 831
FES Claim for Death Benefits (Feaeral Employees' Group Life Insurance) 538.312b, 538.3414a, 538.33a,
539.432, 567.31
FE 6-Dep I Staternent of Claim—Qption C, Family Lite Insurance 538.3a, 538.341, 539,432
FE7 ] Claim for Accidemal Dismembermenit 538,332, 538.342, 539.41

Appendix B, Page 4
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Forms List Appendix B
Form ID Title References

HCFA-1500 | Health Insurance Claim Form 541.8

OPM 1431 | Spouse's Consent To Survivor Election 564.24

OPM 1425 | Application for Refund of Retirement Deductions

OPM 1482 Agency Certification of Status of Reemployed Annuitant 637.131,537.132b

OPM 1528 | Notification of Earnings for Medicare Eligibiiity 574.251

(Request forms from OPM, Forms Management and Design Branch, Ofﬂce of Financial Control and Management, 1900 E Street,
NW, Washington, DC 20415-0001, on an as-needad basis,

SF8 Notice to Federal Employee About Unemployment Insurance 365.18, 552.411, 553.114, 553,12,
553.121, 553.122, 553.123,
553.211

SF 52 A Request for Personnel Action 935.211a

SF 54 (presently SF 2823, Designation of Beneficiary) 534.,343b, 538.111

SF-85A National Agency Check—Data for Nonsensitive or Noncritical-Sensitive 313.61

Position

SF 86 Securily Investigation Data for Sensitive Position 313.61,314.24

SF 127 Request for Official Personnel Folder (Separated Employee) 313.72

SF 180 Requests Pertaining to Military Records Ex.512.223b

SF 278 Financial Disclosure Report for Executive Branch Personnel 662.8, 662.11

SF 813 Verification of a Military Retiree’s Service in Nonwartime Campaigns or 512.223¢(4) & Ex 512.223¢

Expeditions

SF 1180 Record of Leave Data 512.811, 512.812a,b

SF 1183 Claim for Unpaid Compensation of Deceased Civilian Employee 567.31, 567.334

SF 1164 Claim for Reimburserment for Expenditures on Official Business 716.11

SF 1187 Authorization for Deduction of Union Dues 924.11,924.12, 924.12a,b, 924.41,
924,421, 924.422, 924.5, 924,72,
925.121, 925.122b

SF 1182 1).S. Savings Bond Authorization for Purchase and Request for Change 616 .3

SF 2800 Application for Death Benefits 567.31,567.331, 567.332, 567. 333

SF 2801 Application for Immediate Retirement | 562.352b, 564.31

SF 2802 Application for Refund of Retirement Deductions 565.462, 565.523

SF 28011 Certified Summary of Federal Service §69.126

SF 2803 Application To Make Deposit or Redeposit 565.23

SF 2804 Application to Make Voluntary Contributions 565.41

SF 2806 individual Retirement Record 525.149, 636.42

SF 2809 Health Benefits Registration Form 521.613, 521.613a,b(1), 523.1,
523,33, 523.42, 523.611,
523.632d, 524.12, 524.12b,c,
524.322, 524.531¢,d, 524.5344,
524.62, 524.64, 524.71, 524.921,
524,922, 524,95, 525.222¢,
525.233b, 525.322b, 525.422,
525.426, 525.454, 526.512,
529,11, 529.23

SF 2810 Notice of Change in Health Benefits Enroliment 521.613(b), 523, 524 .542a/b,

524.722,524,731, 524.773,
524,966, 525.142, 525.143a,
525.144,525.146b,c,d, 525.322,
525,422, 525.423, 525.425,
525.441,526.512a.b, 526.52,
529.12, 632e

ELM 13, June 1998
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Appendix B Forms List
Form ID Title References
GF 2811 Transmittal and Surmmary Report to Cartier 526.52
SF 2817 Life Insurance Election (FEGL)) 535.122a,b, 535.3, §35.521,
535.831¢, 535.832a,¢, 535.911,
536.41, 536.42, 5356.612b,
537.132a,b, 537.144a,b.c, 539.11,
539.432
SF 28178 A Description and Certification of Enrollment in the FEGLI Program 539.432
SF 2818 Continuation of Lite insurance Coverage as a Retiree or Compensationer 534.343a,b, 536.112, 536.41,
536.42, 539.432
SF 2819 Notice of Conversion Privilege 535.63a,b, 535.63a(4), 535.722,
539.432
SF 2821 Agency Certification of Insurance Status 534.341, 534,343, 535.63,
535.63a,a({4).b, 535.722, 536.42,
537,172, 538.2223a,b, 538.312a,b,
538.33¢, 539.3, 539.12, 539.31,
539.32, 539.432
SF 2822 Request for Insurance 535.82, 535.831a,b, 539.14,
539.432
SF 2823 Designation of Beneficiary 534.343b, 536.42, 537,321,
538.111, 638.114, 538,121,
538.124a.b,c,d, 538.131, 538.16,
538,18, 539,13, 539.432
SF 3102 Designation of Beneficiary 587.32a
SF 3104 Application for Death Benefits 587.61,587.62
SF 3107 Application for Imimediate Retirement 582.782¢
SF 3107-2 Spouse's Cf)nsent to Survivor Election 584,28
SF 3108 Application To Make Service Credit Payment For Clvilian Service 585,35
TSP Election Form 591.51, §95.2
TSP-3 Designation of Beneficiary 597.411, 597.65
TSP-6 Staternent Regarding Spouse 537.62, 567,63, 597,64
TSP-7 Election ot Benefits 597.62, §97.63, 597.64
TSP-9 Change of Address 597.63, 587.64
TSP-11 TSP Annuity Benefits 597.64
TSP-12 Application for Equal Payment 597.63
TSP-13 Designation of an Eligible Retirement Plan 587.62
TSP-14 Joint Waiver of Spouse’s Annuity 597.62, 598,63, 597,63, 597 .64
TSP-15 Change In Marital Status 597.63, 597.64
TSP-18 Request for a Waiver of Notice to Spouse or Waiver of Spouse’s Consent 597.62, 597.63, 597,864
TSP-17 Application for Account Balance of Deceased Participant 597.65
TSP-18 Valigation of Retirement Information | 697.61
TSP-20 Thrift Savings Plan Loan Application 596.31, 596.32
W-4PA {available from OPM) 569.62
Appendix B, Page 6
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United States Postal Service

Grievance Summary - Step 1

1, Grievant's Name (Last, First and Middle Initial)

Forward the original of this form to your Step 2 Management Official. Complete Itemns 1 through 12 and 21.
if grievance is denied, complete items 13 through 20. If additional space is required, cqntinue on reverse.

See Handbook EL-921, Supervisor's Guide to Handling Grievances.

2. Facllity 3. Craft 4, Grievant's Title
5. Date of 6. Was Grievance Timely at Step 17 7. Date of Step 1 8. Union Official
a. Incident b. Step 1 Meeting Answer

: D Yes [] No

9. Issue (Complaint or Alleged Violation)

10. Remedy Requested (Specify Requirements to Resolve Grievance)

‘ 11. Decision (Check One)

D Sustained D Settled

D Denied

D Closed D Withdrawn

D Othe'r

| 12. Reasons for Decision

13.

Grievance Data

a. Level b. Step ¢. Tour

d. Section

e, Pay lL.ocation

14, Craft ot Relevant Seniority Date

15, Check One

D FTR D PTR D PTF D Rural Designation Code

16, Off Days

17. Work Schedule

"[18. Background (State All Relevant information And Attach All Supporting Documents)

19, Management's Position

20. Union's Position

21. a. Management Official (Name and Title)

21, b. Telephone Number

21. c. Signature

TransFORM PS Form 2608, August 1986



U.S. Postal Service

Grievance Summary - Step 2

Instructions: See HBK EL-$21, Supervisor's Guide to Handling
Grievances, part V. Complete ALL items. If you need additional space,
use the back of this form, Send the original of this form with the file to
your Regional Management Official if case is appealed to Step 3.

1. Article 2. Section

3. Grlevant's Name (Last, First, Ml)

4, Grievant's Craft

5, Local Grieva

a. Union

b. Management

nce Number 8. Station, Branch, or Facility 7. Post Office, State, & ZIP Code

8. Date of Step 2 Meeting

9. Step 2 Union Official

10. Was Grievance Timely at Each Step?

D Yes D No

11. Issue at Step 2

12. Remedy Requested at Step 2

13. Decision (Check One)
D Sustained U Settled

D Denied D Closed D Remanded D Withdrawn D Other (Specify):

14. Reasons for Declsion

18, Detailed Statement of Facts Including Contraciural Provisions and Witness Slatements with Their Titles

16. Union's Position

17, Management's Position

18, List Settiement Offers (If Any)

Attachments

0 g‘sc'p'"‘e’ﬁmpbyee [ Local Seniority List L] Bid Notice(s)

ecords

Notice of Deferment
D Letter of Demand - Step Increase D Policy Statements D Form 820 D Form 3971

[] Letter of Restriction [] overtime Desired List (] Posted schedules o 1812 [ Form 3072

Local Memarandum D Witness Statement(s) D Posting(s)

of Understanding

D Form 50 D Fo.rm 1840

(SR T U R SO

D Form 1838 D Other

‘j 20a. Name & Title of Ménagement Official b. Telephone

¢. Signature

TransFORM PS Form 2608, January 1992



Office Thne - Preparation 2517
Exhibit 251
U'S. Postal Surviow
Delivary instructions
Name of Empioyws O™, Deivary Unt
Joseph Thomas 1302 Maln Office .
Vahicle Wiska Vahicie Capacly | Velicie No. | Relwrence Yolurne Assignment No.
LLY 1/2ton g208Rs |AM. 1028 pm__ 475 tow 1500 1302
Deta Appoinisd Dote Assigned fo Rowie Dulivery Mathodie) Yype of Roite
11573 12/26/93 Pack wxd
oA Tros Teme o R ) Droot [ Mounwa & Loop [J Business B Reatdentel
1 CharliaJo [ otver (Spocity) U Mixed
Locanon of Collection Poirts Arrival Time (1) Location of Atrivel Tins (1) P ossbiv Debvesies Por
¥1 Order of Coklection  [Comed Dty et |[Isoxesfipark 8 Loop Stops| _Omly SaL [Py, Lotp, Swing, #40
8aih & Confer AW | 1015 AM | 10116 AM | 500 Lo Lane 08:45 AM {08:45 aM [T 2] 42
5 3710 56
1001 Place & Melody law 113.00 pM | 13:00 pM | 700 Folans 00:25 AM | 0925 am|”  83[7 46
. : 3 604 29
8761 Nonh Star 11145 A 11:15 AM|D 60[8 70
» {0314 87
1201 W. 92nd 1245 PM | 13:45 pu | 298"
3) “
Tims Teib 1 Trp 2 Lives of Travel (s raverss, ¥ necessery)
Oadly St Dally Sab. s Olhon t Rowse Wi Roule 0 Lunch Via
% | Bagin t 1| Pecos to Bath left on | Polaris to Huron to 84th
e 07:00 AM107:00 AM Is Huron to Lee
. .;Lumh\oﬂwhw Fouk 1o Offics Vis
d 08:35 AM | 08:35 AM : B4th to Huron 10 92nd 1 92nd to Pecoes right to
it et 10 maliroom Station
o 15:00 15:00 Authorizsd Lunch Pertod
End From To
) 18:30 15:00
Y Public Locadion 13110 13:40
; Trans. Board LAAVE Location whero suthorized 10 leave rouw for inch
n sy
2y 84th & MHuron
b et Locetion of Authorized Lioh Locatwais) (2
: Raguiar Canlet Reptaosmat Cities
Dairy Kings Burger Queen
3 Leave
,’, 2 . Burger Queen Wishbones
n
Usa of Privalsly-Owned Vahicie [Eflsctive Dals of Tranaportation Bes Yot Daky Kings
Autnorized Agreemant (Form 1311) Appronimate Rreuh Looelon(s)
Ovee  [no Froguir Carmiel Fepiaosment Carrier
1 Asival e shown shouki De sariiasi on a ight asy. Use reverse for 7-12, 92nd & Pecos Dairy Kinge
adcidonal remarks,
2 it una of the lollowing conditions prevall covering ravel ¥ and from a Gas House 84ih/khuron Gas House 84tVHuron
itabis kinch locanon (up to 3 pleoes) carrier wik compiate:
(1) Rembarsed for I Dairy Kings 7-12 92nd & Pocos
1 tﬂm vohiche, p
{21 Famisied b fare o ts squvelent Approved By (Signakre and Date)
(3) Prowded ansportslion in PS venicie.
{4) Assigned a PS or Contract Vehiohy, (Other cariers may of thek aoton | K A, Gallo Q1/04/94
yecord skviar nch dats,) ™
3 Enter name of reguuarty sl roplacsmant (it any). AlBO COMPIL
e repiscements mﬁwiudvk:\dnh i bres loostian(s). Postmaster

TrensFORM PS Form 1584-A, March 1906

Handbook M-41, T4, 03-01-98
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Office Time ~ Preparation

28

Exhibit 28

United States Postal Service
_Carrier - Auxiliary Control

A. Ddlivery “A. Defivery Unit B. Talophone C. Date
Mantlc 5., Statios 2638654 li/it7azd
D. Carrier's Name and Routs No. E. Lunch Piace and Time
olos,

. Indicate entire a-porﬁon of the case shelves covering mall to be given as stracl auxiliary assistance
Conside? tha botiom shel 38 numbe 1.

G, Keys Flieﬁmd?
Yes No D

6

1 2 3 4 5
' 2z

X

H. Wﬂtﬁqlod ?
Yes _Na m

L Aooomﬁu Mail?
Yes, S No E l

4. Reason For Use of Auxifiary

2 Sets of sequencrd watl and day afin bolidsy and Satwiday Sustnoss wall o clsted Susinesds.

K. Estimated Work ] L. Management Action, Check and inital all sppropriate actions.

Hours Minutes | Auxiiiary Assistancs Hours [ Minutes | Overtime Haurs | Minutas
Approved X] 74 ! 30 |Approved 3
! 30 Dlsapproved : Disapproved m 7.4
M, Transportation (If drive-out, show parking locations) oh reverse)
Transpoctalion Mode to and from route,  Postal ownods [X] Ditve-out: [ Contact public: [ ]
. * Collect mail from a¥ sollection boxes on yout
N. Stars DoWey 8t 601 e B, wnpantment honse partot he rouls, lnkess instructed Sthonaise.
ltvi '
Deltver 562-551 howe S.. Collachion boxes locations:
545-548 Growe St.. V550 Gwee St
780-779 Bedford St.. 2 780 Bedfwrd St..
781788 Bodford St.. 3
4
5
6
0. Find Aslays Al:
|
1
Grove St.. and Bedjmd St.. 4
2
750 Bekjrd St.. 5
3 6

. Assistance Completed By (Camer Name and regular route number If assignea):

L, Caxtss 0122
Office Tkne Strest Time Total
Bagin Time Tine Used  [Begin Travel To Bagin Dellvery Bagn Travel Froi Travel To w0 A
1 uxitiary

245 2:85 ¢:20 Davery 425 Tirme

End Time End Travel To End Delivery End Travel From Travel From 10 1.q5
2.85 480 4:50 Tolal Streat 4, g5 ‘

PS Form 3996, November 1907

Handbook M-41, TL-4, 03-01-98
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