
PSE Usage Cheat Sheet 
 

Level 18 Offices 
• There are no PSEs assigned to Level 18 offices, there may however be PSEs in 4hr 

RMPOs under a level 18 APO. 
• A PSE within the installation may work in other 4hr or 2hr offices1, but may not work in 

4hr or 2hr offices outside the installation.2 
• A PSE could work in the Level 18 office to relieve a career employee on window duties 

to cover for short-term absences normally not to exceed two Pay periods, e.g., AL, SL, 
LWOP after ALL PTF relief in the office, cluster or pool and relief areas at the straight-
time rate have been exhausted.3  This would mean utilizing every available PTF within a 
50-mile radius pursuant to the Hub-Clerk Memo.4 

• A 6hr RMPO under an 18 APO can only be staffed by a PSE from a 4hr RMPO after ALL 
PTF relief in the office, cluster or pool and relief areas at the straight-time rate have 
been exhausted.5  This would mean utilizing every available PTF within a 50-mile radius 
pursuant to the Hub-Clerk Memo. 

 
Level 20 Offices 

• PSEs may be assigned to a level 20 office as either a D/A 81-3(PSE non-window), or D/A 
81-4(PSE Window qualified).  For a level 20 office to qualify for a D/A 81-4 PSE there 
must be at least 3 career window clerks assigned to the office. (CBA 7.1.B.6) 

• A PSE assigned to a 4hr RMPO under a level 20 APO may not be utilized in the Level 20 
APO6  

• A 6hr RMPO under a Level 20 APO can only be staffed by a PSE from the APO after ALL 
PTF relief in the office, cluster or pool and relief areas at the straight-time rate have 
been exhausted.7  This would mean utilizing every available PTF within a 50-mile radius 
pursuant to the Hub-Clerk Memo. 

• A PSE from a Level 20 APO could be utilized in a 4hr RMPO as long as it is consistent with 
the answer to Question 168 which States: “During the course of a service week, the 
Employer will make every effort to insure that available and qualified part-time flexible 
clerks are utilized at the straight-time rate prior to assigning such work to PSE's,” and 
CBA 7.1.B.2 
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Level 21 

• PSEs may be assigned to a level 21 office as either a D/A 81-3(PSE non-window), or D/A 
81-4(PSE Window Qualified).  For a level 21 office to qualify for a D/A 81-4 PSE there 
must be at least 3 career window clerks assigned to the office. (CBA 7.1.B.6) 

• A PSE assigned to a 4hr RMPO under a level 21 APO may not be utilized in the Level 21 
APO9  

• A D/A 81-4 PSE from the Level 21 APO may be utilized to staff any RMPO within the 
installation.  This is because use of PTFs within a level 21 installation is prohibited10 
except as outlined in in the Addendum to Memorandum of Understanding of September 
22 2104, RE: POStPlan.11 

• A Level 21 Office can borrow a PSE from a level 20 or higher office, but that PSE would 
have to be counted against the gaining office’s window cap.12 

 
Level 22 and Higher 

• PSEs may be assigned to a level 22 and higher office in function 4 as either a D/A 81-
3(PSE non-window), or D/A 81-4(PSE Window Qualified).  For a level 22 and higher office 
to qualify for a D/A 81-4 PSE there must be at least 5 career window clerks assigned to 
the office.  For every 10 additional window clerks the office would earn an additional 
D/A 81-4 PSE SSDA. (CBA 7.1.B.6) 

• A PSE assigned to a 4hr RMPO under a level 22 and higher APO may not be utilized in 
the APO13  

• A D/A 81-4 PSE from the APO may be utilized to staff any RMPO within the installation.  
This is because use of PTFs in a level 21 and higher installation is prohibited14 except as 
outlined in in the Addendum to Memorandum of Understanding of September 22 2104, 
RE: POStPlan.15 

• A Level 22 and higher Office can borrow a PSE from a level 20 or higher office, but that 
PSE would have to be counted against the gaining office’s window cap.16 

• A PSE working in Function 4 can supplement their hours by working in Function 1, but a 
PSE assigned to Function 1 can only be utilized in Function 4 if they are also counted 
against the District’s retail cap.17 
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Emergency Situations 
• It is understood that an emergency is defined as “an unforeseen circumstance or a 

combination of circumstances which calls for immediate action in a situation which is 
not expected to be of a recurring nature.”18 

• All of the above can be modified “IF” emergency situations preclude.  Keep in mind that 
it would never be our intention to have a Post Office of any size not be opened for any 
period of time.  We should help get it staffed and file the grievance later if the contract 
has been violated. 

 
Amazon Sunday/Sunday Package service 

• It should be noted that in Q10C-4Q-C 16035805/APWU-HQTC201510752 the parties 
agreed to a pecking order for the Sunday work for Amazon offices.  It would virtually 
impossible that on the second day of a service week that every PTF(and PSE in level 20 
and above) in the office and within 50 miles would have their straight-time hours 
exhausted.   
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