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B. Distribution.
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Summary of Changes

October 2004

This October 2004 revision of Handbook F-45, Data Collection User’s Guide for In-
Office Cost System renders the following publication obsolete:

Handbook F-45: In-Office Cost System Field Operating Instructions (June 1998).
All changes within this revision are effective October 1, 2004.

The following summarizes the changes:

Overview

The In-Office Cost System (IOCS) data collection software has been completely
redesigned. In addition, the Computerized On-Site Data Entry System (CODES)
Laptop communications software has been replaced with new software to transfer
data to and from the new CODES Web Base Unit. All changes to definitions, software
navigation instructions, and recording rules in this handbook reflect these software
changes. In every case, software screen examples have been updated and the
descriptions reflect these changes. Updated instructions reflect the new data
collection software, data communications software, and associated policies and
procedures.

In addition, the information in this handbook has been reorganized and now reflects
the standard formatting of other Statistical Programs data collection handbooks.

Preface

This is new and explains the purpose of the handbook. It contains the following
sections: Who Should Use This Book, How to Use This Book, Conventions Used in
This Book, Acronyms, and Where To Go for More Information.

Chapter 1 has been reorganized and updated to be consistent with other Statistical
Programs data collection handbooks. It is divided into four parts: Understanding the
In-Office Cost System, Data Collection, Analysis, and Reporting.

This chapter does not include any substantive policy changes.

This chapter provides information previously found in Chapter 4 through Chapter 6.
The content has been edited to include only those activities that are specific to a data
collector's preparation.

includes guidelines for loading new sample data onto the CODES Laptop
computer.
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describes the preparatory tasks required to conduct I0CS readings,
including understanding the Readings Schedule Report, determining a sampled
employee's starting and ending times, recalculating the scheduled reading time, and
what to do if a reading must be rescheduled.

Related Materials (RM) sections have been added. They include an example of an
IOCS Readings Schedule Report; instructions for converting among standard time,
military time, and Postal Service timekeeping system time; and a list of roster
designation and activity codes.

This chapter does not contain any substantive policy changes.

This chapter provides information previously found in Chapter 3, Chapter 5, Chapter

6, and Chapter 8. The content has been edited to include only that information
relevant to completing the /IOCS Header screen.

defines the actual reading time.
contains policy information about the 30-minute leeway rule.

provides guidelines for locating a sampled employee, observing his or her
activity, and isolating any mail or equipment that the employee is handling. It also
describes the three methods of conducting an IOCS reading — on-site, telephone,
and return call.

provides step-by-step instructions for completing the IOCS Header
screen.

As noted above, software descriptions reflect the newly redesigned IOCS software.
The key changes and clarifications in policy included in this chapter are summarized
below:

m  Change: The data collector no longer records an occupation code.

m Change: The data collector no longer specifies a STOP reading. The data
collector answers administrative questions, and CODES software
automatically identifies situations that result in a STOP reading.

m Clarification: For Paid/Unpaid Status, Worker Compensation after 45 days
(OWCP) is explicitly included with Continuance of Pay.

m  Clarification: For Paid/Unpaid Status, the 5-minute leeway should not be
selected for casual or part-time employees. If a change in tour times results in
a rescheduled reading time and that reading is missed, the reading MUST be
rescheduled.
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Chapters 4-8

In Chapters 4—8, each section or subsection corresponds to an IOCS question or
group of questions. Screen captures are included for reference and detailed
information for answering the questions is provided. As noted above, software
descriptions reflect the newly redesigned IOCS software. The following change has
been made globally:

m  Change: Scripted questions and instructions are provided for each screen to
assist data collectors.

Key changes and clarifications in policy specific to each chapter are summarized
below.

Chapter 4

Chapter 4 replaces Chapter 9. This chapter includes activity questions (Q15C1
through Q15G) for supervisors and professional, technical, and administrative (not
craft-level) employees. Key changes and clarifications in policy are summarized
below:

m  Change: The facility type question (Q15C1) replaces old Q15C1 and
expands the categories.

m Clarification: In obtaining the Management Operating Data System
(MODS), Productivity Information Management System (PIMS), or other work
center operation code that the sampled supervisor is clocked into (Q15C2a,
Q15C2b), follow these guidelines:

1. Enter the operation code whether or not the MODS number description
matches the operation the employee is clocked into.

2. If the employee is not required to clock into an operation or the data
collector cannot obtain the proper code, leave this question blank.

m Clarification: Three separate conditions determine how to identify
employees associated with the sampled supervisor:

1. If the sampled supervisor is involved with or is observing craft-level
employees for whom he or she is responsible, either directly or through
subordinate supervisors, identify the types of craft-level employees the
supervisor's activity involves (Q15C7a).

2. If the sampled supervisor is involved with a subordinate supervisor,
identify the types of craft-level employees the subordinate supervisor is
responsible for at the time of the reading (Q15C7b).

3. If the sampled supervisor is NOT involved with or observing craft-level
employees and is NOT involved with another supervisor directly or
indirectly, identify the types of craft-level employees that the sampled
supervisor is responsible for at the time of the reading (Q15C7¢).
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Change: Messenger references have been eliminated from the carrier
activity question (Q15D), which replaces old Q15E.

Change: The clerk and mail handler activity question (Q15E1) and follow-up
questions have been restructured as follows:

1. The structure is similar to the clerk and mail handler reading question
Q18B.

Q15E1 replaces old Q15D.

3. Platform, collection and preparation, and mail processing options in old
Q15D have been replaced by options for automated or mechanized mail
processing operations, manual distribution operations, and other labor
operations.

4. Individual options for bulk mail acceptance, accountable mail, and
computerized forwarding system (CFS) operators have been added.

5. The options for window service and administrative operations remain
similar to the options in old Q15D.

Change: An RM section has been added. It lists bulk mail centers/bulk mail
facilities (BMCs/BMFs), outbound international gateways, and international
service centers.

Chapter 5

Chapter 5 replaces Chapter 10. This chapter includes activity questions (Q16A1—
Q16F5) for city carriers. Key changes are summarized below:

Change: A separate training question (Q16A3b) asks whether the sampled
employee is engaged in route-specific training.

Change: This chapter now includes scripted preparation screens with
instructions for respondents during telephone readings (Q16C2a—Q16C2e).
These instructions, which inform the respondent of the next steps for
completing a reading, vary depending on responses to previous questions.

Change: For carrier readings, the respondent is allowed to obtain a
mailpiece by selecting the piece closest to the sampled employee's right hand
when that employee is handling mail. This rule applies regardless of what
type of wheeled or non-wheeled container the sampled employee is handling.
Mailpiece isolation and selection rules are found in Chapter 7.

Change: The flow of questions varies, depending on whether the employee
is handling mail (Q16F1a) and whether the respondent is able to obtain a
mailpiece (Q16F1b).

Change: Route type (old Q16B) is determined automatically when responses
to new questions requesting the route number and ZIP Code (Q16B2a,
Q16B2b) are matched with the Address Management System (AMS) extract
file. The process works as follows:
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1. An extract of the AMS file is created for each district during the IOCS
sample selection process. The extract file is refreshed every pay period
so that the listing is as current as possible. The extract file is loaded on
the laptop automatically at the same time the new sample file is installed
on the laptop.

2. When a route number and ZIP Code are entered, the laptop software
attempts to find a match in the AMS extract file. If the route ZIP Code
matches the Post Office ZIP Code, the software also prompts the data
collector to verify that the correct ZIP Code was entered.

3. If an AMS match is made, the laptop software proceeds to ask questions
about the employee’s activities, if he or she is on the premises. If the
employee is not on the premises, questions about the employee’s lunch
schedule are asked.

4. If no AMS match is found, the data collector or telephone respondent
must answer additional questions about the route to determine the route
type. The information can be obtained from PS Form 1621, Delivery
Management Report, or other sources. These questions (Q16E1-
Q16E4a) require the data collector to record the number of total and
curbside residential and business deliveries associated with the route.

Change: Activity information is not collected when the sampled employee is
performing non-carrier activities (i.e., no clerk activities are identified or
determined).

Change: Carrier activities are separated into two categories — activities at
the carrier case (Q16F3a) and activities away from the carrier case (Q16F3b).

Change: A separate question is used to determine if the carrier is handling
collection mail; it is asked only if the carrier activity is returning from the route
(Q16F5).

Change: The basic function question (old Q26) has been eliminated —
formerly in Chapter 17.

'~
U

Chapter 6 replaces most of Chapter 11. This chapter includes questions about a
sampled clerk’s or mail handler's clocked operation, work assignment, and activity at
the time of the reading (Q18A1-Q18H5). Key changes and a clarification in policy are
summarized below:

Change: The facility type question (Q18A1) replaces old Q18A and expands
the categories.

Clarification: In obtaining the MODS, PIMS, or other work center operation
code that the sampled clerk or mail handler is clocked into (Q18A3a,
Q18A3b), follow these guidelines:
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1. Enter the operation code whether or not the MODS number description
matches the operation the employee is clocked into.

2. If the employee is not required to clock into an operation or the data
collector cannot obtain the proper code, leave this question blank.

Change: Clerk and mail handler questions have been restructured as
follows:

1. Q18B replaces old Q18; data collectors must identify the sampled
employee’s assigned type of operation.

2. Q18B is the critical node in the software flow to determine relevant
activities of the sampled employee at the time of the reading and whether
or not this employee is physically observed in his or her assigned
operational area. Subsequent questions differ, depending on how Q18B
is answered.

3. The allied operations options that were broken out in old Q18 have been
consolidated or restructured, and new options have been added.

4. The new structure includes separate options for platform, mail transport,
and weighing; collection, cancellation, and mail preparation; accountable
mail; automated or mechanized mail processing; manual distribution;
other mail processing; bulk mail acceptance; window service; and other
retail and administrative operations.

5. If automated or mechanized mail processing, manual distribution, or other
mail processing operations are selected, subsequent operation/activity
questions differ depending on whether the facility type is a BMC or other
facility type. In some cases, questions differ if the facility is a Post Office,
station, branch, box section, or delivery unit.

Change: Questions specific to BMCs are denoted by the .BMC suffix.

Change: If platform, mail transport, and weighing is chosen in Q18B, the
software will ask that the specific operation to which the employee is assigned
be recorded (Q18E1). The subsequent question flow and logic steps
(replacing parts of old A18 and A19) are as follows:

1. Identify whether the employee is working with or transporting mail related
to a specific vehicle, and if so, information about that vehicle (Q18E2,
Q18E3, Q18E6, Q18E12, Q18E12a.BMC, Q18E12b.BMC, Q18E13,
Q18E13a, Q18E14, Q18E15, Q18E22, Q18E24).

2. ldentify the specific non-vehicle related activity being performed and the
type of mail being worked (e.g., incoming or outgoing) (Q18E2, Q18ES3,
Q18E7, Q18E9.BMC)

Change: If collection, cancellation, and mail preparation is chosen in Q18B,
the subsequent question flow and logic steps (replacing parts of old A18 and
A19) are as follows:
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1. ldentify the specific operation to which the employee is assigned
(Q18E10).

Identify the activity being performed (Q18E16, Q18E18).

3. If the employee doing an activity related to automated or mechanized
cancellation equipment, identify whether mail from the machine is
available (Q18E23, Q18E27).

Change: If accountable mail is chosen in Q18B, the subsequent question
flow and logic steps (replacing parts of old A18 and A19) are as follows:

1. ldentify the specific operation to which the employee is assigned
(Q18H1).

2. Identify the activity being performed (Q18H2, Q18H3, Q18H4).

Change: If automated or mechanized mail processing is chosen in Q18B, the
subsequent question flow and logic steps (replacing parts of old Q18 and
Q19) are as follows:

1. ldentify the type of equipment to which the sampled employee is assigned
(Q18C1-Q18C4, Q18C1.BMC—-Q18C3.BMC).

2. ldentify the sort plan or scheme the equipment is running or is set up to
be running (Q18C5-Q18C7, Q18C4.BMC).

3. Identify whether the machine is processing mail and/or if there is mail
present on the machine or its staging areas (Q18C8-Q18C9,
Q18C5.BMC-Q18C6.BMC).

4. Identify the observed activity of the sampled employee at the moment of
the reading (Q18C11, Q18C12).

Change: If manual distribution is chosen in Q18B, the subsequent question
flow and logic steps (replacing parts of old Q18 and Q19) are as follows:

1. ldentify the primary type of mail being processed where the sampled
employee is assigned (Q18D1, Q18D1.BMC).

2. ldentify the sort plan or scheme that is being set up or worked (Q18D2—
Q18D3, Q18D1a.BMC).

3. Identify the observed activity of the sampled employee at the moment of
the reading (Q18D4, Q18D2.BMC).

Change: If other mail processing is chosen in Q18B, the subsequent
question flow and logic steps (replacing parts of old Q18 and Q19) are as
follows:

1. ldentify the specific operation to which the employee is assigned (Q18E4,
Q18E4.BMC, Q18Eb5).

2. ldentify the type of mail being worked (e.g., incoming or outgoing)
(Q18E7.BMC, Q18E8, Q18E9, Q18E15.BMC, Q18E20).

3. Identify the activity being performed (Q18E17, Q18E21, Q18E25).
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Change: If bulk mail acceptance is chosen in Q18B, the software flows to
Q18F1-Q18F2 (replacing parts of old Q18) where the sampled employee's
observed activity is recorded.

Change: If window service and other retail is chosen in Q18B, the software
flows to Q18G1-Q18G11 (replacing parts of old Q18) where information
about the sampled employee's observed activity is recorded.

Change: If administrative is chosen in Q18B, the software flows to Q18H5
(replacing parts of old Q18) where information about the sampled employee's
observed activity is recorded.

Change: The basic function question (old Q26) is eliminated — formerly in
Chapter 17.

m  Change: RM sections have been added with descriptions of mail processing
equipment, definitions of sort plans and distribution schemes, and
descriptions of distribution activities.

Chapter 7

This chapter replaces parts of Chapter 11 and Chapter 12. Chapter 7 describes how
to answer questions about any mail or equipment that a sampled employee is
handling. Detailed instructions for answering each question, which differ depending
on whether the reading is on a city carrier, or a clerk or mail handler, are provided.
Much of the same information collected prior to the FY 2005 release is collected in the
new software, but the IOCS question flow has changed significantly. Key changes and
a clarification in policy are summarized below:

Change: Two significant terminology changes have been made. The term
“item” is replaced with the term “non-wheeled container.” The term “container
is replaced with “wheeled container”

Change: A new category for pallet boxes has been created.

Clarification: For clerk and mail handler readings, top piece rules have been
replaced by a set of isolation and selection rules. Conceptually these are the
same. Improvements have been made to resolve issues that deal with
handling a combination of all types of pieces with non-wheeled containers and
wheeled containers. Isolation rules are designated by “I-” and a number;
selection rules are designated by “S—" and a number. All isolation and
selection rules are incorporated into screens in the software, designated by
beginning with the letter “1

Change: A new set of IOCS questions has been included for international
sacks (Q21Z21-Q21Z8).

Change: Mixed mail questions (old Q24 — formerly in Chapter 17 and old
Q21D) no longer apply to carrier readings. They do still apply to clerk and
mail handler readings. Old Q21D is replaced by Q21G1.
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Change: For all carrier readings, if the sampled employee is handling mail,
respondents or data collectors are asked to get a mailpiece closest to the right
hand of the sampled employee, regardless of what type of wheeled or non-
wheeled container the employee is handling. For instance, if a carrier is
opening a sack or is pushing a hamper full of mail to the loading dock, the
respondent or data collector is asked to get a piece of mail closest to the right
hand of the employee.

Change: For wheeled or non-wheeled containers with mail, IOCS now
collects container destination ZIP Code information from the container label
(Q21ES3) in clerk and mail handler readings.

Change: For non-wheeled containers with mixed mail, IOCS now collects
information from the label content line that identifies class or subclass of mail
within the non-wheeled container (Q24a) in clerk and mail handler readings.

Change: If empty containers contain other empty equipment or containers,
the question flow moves to Q21G1 to obtain the percentage of empty
equipment or containers in clerk and mail handler readings.

Change: Postage statements are now identified along with mailpiece and
Postal Service forms (Q22A1-Q22A3).

Change: RM sections have been added with descriptions and pictures of
container types, and a list of U.S. territories and military offices.

Chapter 8

Chapter 8 replaces Chapter 13 through Chapter 17. This chapter provides
instructions for answering mailpiece characteristic questions (Q238A1-Q23N8). Key
changes are summarized below:

Change: Old Q23B has been eliminated. The I0CS software and
subsequent computer programs determine the mailpiece class and rate
category based on the characteristics recorded by data collectors.

Change: Questions sometimes include the sentence “Choose the FIRST
applicable option” to eliminate training on how to handle conflicting markings
or endorsements on the mailpiece.

Change: Not all mailpiece characteristics are recorded in all circumstances.
The software is designed to obtain information about the mailpiece in a
manner that minimizes the number of questions that must be answered.

Change: Weight (Q23C1) information is no longer collected in weight
intervals. Weight for each piece is collected to the tenth of an ounce when
possible.

Change: The number of shape categories has been reduced to include only
cards, letters, flats, Irregular Parcel and Pieces (IPP)/parcels, and keys/
identification materials. A separate question (Q23A2) is asked to identify
certain types of irregular parcel and pieces.
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m  Change: A new set of IOCS questions is included that asks specifically about
manifest mailing system (MMS) markings (Q23H1-Q23H3).

m  Change: Data collectors no longer have to distinguish between an 11-digit
and a 9-digit barcode. The barcode questions (Q23K1-Q23K8) identify the
location of the barcode, and in some instances, identify the number of high
bars in the barcode.

m  Change: The special services questions (Q23N1-Q23N8) are tailored to the
specific shape and class of the sampled mailpiece. Only services applicable
to the mailpiece are presented as options.

m  Change: Separate questions and sections are included for foreign outbound
(U.S. origin) and inbound (foreign origin) international mail (Q23X1a—
Q23X10e, Q23Y1a—Q23Y11b). In most cases, questions are based on
markings found on the mailpiece and do not ask the data collector to
determine U.S. origin international class/subclass or foreign origin categories
such as LC, AQ, etc.

m  Change: RM sections have been added describing the criteria for identifying
special services on mailpieces.

Chapter 9

This chapter replaces parts of Chapter 8. It describes the actions that must be taken
to review question responses and complete the reading. Key changes and
clarifications in policy are summarized below:

m  Change: A review screen, similar to the previously entered data screen in the
Windows version software (SP Letter #3 FY2003), is provided so that the data
collector can review recorded information in the software. The review screen
can be initiated by pressing <F11> at any point in the software.

m  Clarification: Additional information is provided describing procedures for
suspending a reading.

Chapter 10

This chapter replaces Appendix F. It describes current methods for transferring data
to and from the CODES Laptop.

ADD A

This appendix replaces Chapter 2. It has been reformatted and updated to be
consistent with other Statistical Programs data collection handbooks.
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This appendix replaces Appendix E. It has been reformatted and updated to be
consistent with other Statistical Programs data collection handbooks. One significant
policy change has been made:

m Change: Scales used by data collectors conducting IOCS readings must be
electronic scales capable of measuring to tenths of an ounce for weights up to
two pounds, and capable of measuring to ounces for weights up to 10 pounds.

ADD U

This appendix is new and provides guidelines for managers of Statistical Programs in
administering IOCS. It includes all current operating policies. Key changes include:

m Change: Rescheduling guidelines have been updated for the change from
accounting period reporting to monthly reporting.

m  Change: Entry of PS Forms 1444 (A-P), Statistical Programs Process
Review, must be completed within 5 business days after the close of the
quarter.

APP )

This appendix is new and includes the information on conducting telephone readings
formerly contained in Chapter 8 and SP Letter #3, FY2002. One significant policy
change has been made:

m  Change: The requirement to identify 2 respondents at an IOCS testing facility
in case of a telephone reading has been eliminated.

This replaces Appendix C. New terms have been added and obsolete terms have
been eliminated.

Log of Revisionsg

This is new and has been added to be consistent with other Statistical Programs data
collection handbooks. It allows data collection staff to record policy memoranda (SP
Letters) updating the procedures in this handbook.

Page xiii



Data Collection User’s Guide for In-Office Cost System

Text Messages

This is new and has been added to be consistent with other Statistical Programs data
collection handbooks. This allows data collection staff to record text messages
clarifying the procedures in this handbook.

DCT Notes

This is new and has been added to be consistent with other Statistical Programs data
collection handbooks. It allows data collectors to record any notes or comments in
this handbook.
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Preface

Handbook F-45, Data Collection User's Guide for In-Office Cost System,
introduces you to the data collection process for conducting In-Office Cost
System (IOCS) readings and spells out official United States Postal Service
policies governing that process. These step-by-step instructions will help you
prepare for and conduct IOCS readings. Handbook F-45 also provides
instructions on how to transfer data from the Computerized On-Site Data
Entry System (CODES) Laptop once a reading is completed.

This handbook has been updated to reflect significant changes that are being
implemented in the IOCS questions and CODES software. It has been
reformatted to appear more like other Statistical Programs data collection
handbooks.

Where appropriate, this book refers to other Postal Service publications.
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Who Should Read This Book

Data collectors are to use this guide as a learning tool during their training
period. Data collectors, statistical programs specialists, and managers of
Statistical Programs also use this book as a reference source. Postmasters,
plant managers, and other related Postal Service personnel use this guide for
background reference.

To use this guide effectively, it is helpful to have a strong knowledge of Postal
Service operations and terminology. A list of acronyms appears on page E
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The Data Collection User’s Guide for In-Office Cost System is divided into ten
chapters.

The Data Collection User’s Guide for In-Office Cost System contains the
following chapters:

Chapter 1: “Introduction” explains the Postal Service data collection
process. It provides an explanation of the entire data collection cycle and the
importance of following data collection procedures.

Chapter 2: “Preparing for the In-Office Cost System Reading” describes
the preparatory tasks required for IOCS readings and gives step-by-step
instructions for completing these tasks. This chapter explains how to load
samples onto the CODES Laptop, how to determine scheduled reading times,
and how to reschedule a reading if necessary. It also introduces many of the
participants and policies involved in the data collection process.

Included at the end of this chapter are three Related Materials (RM) sections:

[RM 2—1, “lOCS Readings Schedule Report,” RM 2-3, “Time Conversions,”

and RM 2-3, “Roster Designation and Activity Codes.

Chapter 3: “Locating the Employee and Completing the Header Screen”
describes the procedures for locating the sampled employee, observing his or
her activity, isolating any mail to be sampled, and completing the /IOCS
Header screen, which consists of initial administrative questions about the
reading and employee to be sampled.

Chapter 4: “Activity Questions for Supervisors and Professional,
Technical, and Administrative Employees” describes how to answer
questions that you will encounter when conducting a reading on a supervisor,
acting supervisor, or a professional, technical, or administrative (not craft-
level) employee.

Chapter 5: “Activity Questions for City Carriers” describes how to answer
questions about city carrier activities.

Chapter §: “Activity Questions for Clerks and Mail Handlers” describes
how to answer questions about a sampled clerk’s or mail handler’s clocked
operation, work assignment, and activity at the time of the reading.

Included at the end of this chapter are two RM sections: BM 6-1], “Automated
and Mechanized Mail Processing Equipment,” RM 6—2, “Definitions of Sort
Plans and Distribution Schemes,” and RM 6—3, “Distribution Activities.”

Chapter 7: “Handling Mail Questions” describes how to answer questions
about any mail or equipment that a sampled employee is handling. Detailed

instructions for answering each question, which differ depending on whether

the reading is on a city carrier or on a clerk or mail handler, are provided.
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Included at the end of this chapter are three RM sections: RM 7—1, “Wheeled
Containers,” RM 7—3, “Bundles, CON-CONS, and Non-Wheeled Containers,”
and BRM 7-3, “U.S. Territories and Military Offices.”

Chapter §: “Mailpiece Characteristics Questions” describes how to
answer IOCS questions about a selected mailpiece or Postal Service form. In
particular, the following mail characteristics are examined:

Shape.
Weight.

Whether mailpiece is being returned, forwarded, or otherwise
undeliverable as addressed.

Destination.

Indicia information and amount of revenue.

Mail class and rate markings.

Origin for certain flat, IPP, and parcel mailpieces.

Barcode information.

FIM and reply mail markings.

Ancillary service markings.

Special services provided.

Additional characteristics of foreign destination sampled mailpieces.
Additional characteristics of foreign origin sampled mailpieces.

Included at the end of this chapter are two RM sections: RM 8-1|, “Special
Service |dentification Criteria: Domestic Mail” and RM 8-2, “Special Service
Identification Criteria: International Mail”

Chapter §: “Completing the Reading” describes the actions that must be
taken to review question responses and complete the reading.

Chapter 10: “CODES Laptop Data Communications” explains how to
transfer data electronically from the CODES Laptop to the CODES Web Base

Unit. It also explains how to download samples and software from the
CODES Web Base Unit.

These chapters are followed by appendices, a glossary of terms, and an

index.
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The Data Collection User’s Guide for In-Office Cost System uses certain
conventions to make it easy for you to identify different types of information.
This section describes these conventions.

Trademarks

The following are among the trademarks owned by the United States Postal
Service: USPS, U.S. Postal Service, United States Postal Service, Postal
Service, Post Office, Priority Mail, Express Mail, Standard Mail, First-Class
Mail, Registered Mail, Certified Mail, Delivery Confirmation, Signature
Confirmation, ZIP Code, Click-N-Ship, and The Postal Store.

Icons

This book contains small images, called icons, to help you recognize distinct
types of information at a glance. Each icon fits a particular type of
information. Each time that type of information is given you will see the icon.
Icons do not appear if the corresponding type of information is not present.

The following graphic displays are the icons used in the Data Collection User’s
Guide for In-Office Cost System. You might see the first three icons at the
beginning of a chapter and the remaining icons in the chapter sections.

This icon appears when there is a discussion about which Postal Service staff
are involved in a task.

This icon appears when information is given about the materials needed to
complete a task.

This icon indicates that subtasks related to the main task will follow.
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This icon appears when information needed to complete a task is provided.

This icon indicates steps to complete the task will follow.

==l Exception: Thisicon appears when there is an exception to a task or
=== tasks explained in a previous section, or if the exception applies only
to the previous task.

This icon appears on the top of each page of the Related Materials section.
Related Materials contain additional information that may help in performing
tasks.

L4 Note: This shows how a note is displayed. Notes are reminders
about the effect of particular actions. They also provide alerts to
possible changes in procedures or special recording rules.

» Example: lllustrates the text that comes before the particular actions.
Usually, examples describe a situation that might appear on the job
and illustrate how to handle the situation.

Procedures

All step-by-step instructions are numbered in bold text as in the following
example:

1. Verify and, if necessary, change the reading information.

Additional information about the step may follow the instruction.
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Section and Subsection Headings

In Chapters 4—8, each section or subsection corresponds to an IOCS
question or group of questions. In cases where a section or subsection
heading corresponds to a specific question that appears in the CODES
software, the screen name and question number (in parentheses) is used as
the heading as in the following example:

6.1.1 PIMS/Work Center Number (Q18A3b)

Screen Shots

Screen shots are included for each question as a reference for the data
collector to ensure that the instructions or references correspond to the
CODES question. Screen shots are presented as figures, with the screen
name and question number (in parentheses) appearing in italics as shown in
the example below.

|Ih— in the mosl lnodsd e sehicia T

A Lol pasiermarsd
B+ Brdlraded
L o Both Covdmuerierd sod He dassdrid

Frssnny |

Il-—.m-ﬁn.m-p‘-unn-—.-ﬂ_n |

Figure 6.6.3-8. Load Type (Q18E22)

Bullets

Lines beginning with a bullet are often included to define options that appear
on the CODES software question screens as in the following example:

m  BMC/BMF. Choose this category if the facility is one of the Postal
Service’s 21 official bulk mail centers (BMCs) or bulk mail facilities
(BMFs), or a BMC annex. A complete list of these facilities is provided in

Bullets are also used to emphasize items in a list.
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Screen Names and Options

All screen names and options in the software that appear in the text are listed
in italics as in the example below:

Load type describes how the mail has been loaded onto the vehicle.
Indicate whether the mail is Containerized, Bedloaded, or Both
Containerized and Bedloaded. Press <Enter> to continue.
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Acronyms

The following acronyms are used in this book:

AAA
AADC
ACDCS
ADC
AFCS
AFSM
AMC/F
AMS
AO

AO
APC
APO
APPS
ASF
BCS/BCR
BMC
BMC
BMEU
BMF
BPM
BPRS
BRM
BRMAS
BT
CAG
CcCcsC
CFS
ClOSS
CcOoD
CODES
CcOosC
CP
CRA
CSBCS
CSSD
DAL
DBCS

October 2004

Automated Airline Assignment
Automated Area Distribution Center
Air Contract Data Collection System
Area Distribution Center

Advanced Facer/Canceller System
Automated Flat Sorting Machine
Airport Mail Center/Facility

Address Management System
Associate Office

Autres Objets

All Purpose Container

Army Post Office

Automated Package Processing System
Aucxiliary Service Facility

Bar Code Sorter/Bar Code Reader
Bulk Mail Center

Bulk Mail Container

Business Mail Entry Unit

Bulk Mail Facility

Bound Printed Matter

Bulk Parcel Return Service

Business Reply Mail

Business Reply Mail Accounting System
Begin Tour

Cost Ascertainment Grouping
CODES Computer Support Center
Computerized Forwarding System
Combined Input Output Sub-System
Collect on Delivery

Computerized On-Site Data Entry System
Computer Operations Service Center
Colis Postaux

Cost and Revenue Analysis

Carrier Sequence Bar Code Sorter
Customer Service and Sales District
Detached Address Label

Delivery Bar Code Sorter

Preface
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DBCS/ISS
DBCS/OSS
DCT
DDC
DIOSS
DMM
DMU
DPRC
DPS
ECR
EMS
ERMC
ET
ETC
FIM
FLSA
FPO
FSM
GEM
GMF
GPC
GPM
GPMC
GXG
HASP
IBI
IBRM
ICP
ICRA
IL
MM
I0CS
IPA
IPP
ISAL
ISC
ISSN
L&DC
LAN
LC
LIPS
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Delivery Bar Code Sorter/Input Sub-System
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Letter Mail Labeling Machine

Line of Travel (Enhanced Carrier Route)
Military and International Dispatch Assignment System
Multiline Optical Character Reader
Manifest Mailing System

Management Operating Data System

Mail Processor Bar Code Sorter

Mail Processor Bar Code Sorter/Input Sub-System
Mail Processor Bar Code Sorter/Output Sub-System
Multiposition Letter Sorting Machine
Manager of Statistical Programs
Non-Machinable Outside

Optical Character Reader
Origin-Destination Information System
Office of Inspector General

Out to Lunch
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Post Office

Postal Numeric Encoding Technique

Parcel Post

Postal Source Data System
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Related Materials
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Preface

Page Iv



Data Collection User’s Guide for In-Office Cost System

SPBS
SPFS
SPLSM
SPR
SPS
SPSC
SSIU
SSM
SSN
SSPC
sSwyB
TACS
TIMES
T™MS
TSSR
UAA
UBBM
UFSM
USPS
VIiM
WSH
WSS
ZIP

Page lvi

Small Parcel and Bundle Sorter

Statistical Programs Field Support

Single-Position Letter Sorting Machine

Small Parcels and Rolls

Statistical Programs Specialist

Statistical Programs Service Center

Singulate Scan Induction Unit

Sack Sorting Machine

Social Security Number

Self-Service Postal Centers

Scan-Where-You-Band

Time and Attendance Collection System
Transportation Information Management Evaluation System
Tray Management System

Test Site Status Report

Undeliverable As Addressed

Undeliverable Bulk Business Mail

Upgraded Flat Sorting Machines

United States Postal Service

Vertical Improved Mail

Walk Sequence High Density (Enhanced Carrier Route)
Walk Sequence Saturation (Enhanced Carrier Route)
Zone Improvement Plan
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Where To Go for More Information

In addition to the Data Collection User’s Guide for In-Office Cost System, you

October 2004

may want to refer to the following resources:

The Mailers Companion.
Domestic Mail Manual (DMM).
International Mail Manual (IMM).

Postal Bulletins.
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Chapter 1
Introduction

October 2004

1 Introduction

Understanding the In-Office Cost System

The In-Office Cost System (IOCS) is the primary probability sampling system
used to distribute the labor costs of clerks, mail handlers, city carriers, and
supervisors to the activities carried out by those employees, particularly
activities related to the handling of mail of all classes and rate categories, and
to the provision of special services. The information collected from IOCS is
used to develop proposals for new postal rates, assist in budget preparation,
and conduct management studies.

The Postal Reorganization Act requires the Postal Service to “break even”
financially. That is, the total revenue of the Postal Service must equal the total
costs incurred by the Postal Service. Rates for each mail service are
determined using costs as a basic reference point. Rates must be high
enough to ensure that the revenue generated by a subclass of mail exceeds
the costs “attributable” to that subclass. As part of the effort to achieve this
legal requirement, the Postal Service continually collects information about
the revenue, costs, volume, and weight of the mail.

Although the total costs of the Postal Service are available from the book of
accounts, the accounting records generally do not indicate how the total costs
are related to each specific class and subclass of mail and each special
service. Also, while timekeeping systems will indicate the amount of labor
time in each operation or work center, those systems do not indicate the types
of mail being handled or specific activities performed in the various work
centers. 10CS provides the detailed activity data required for clerk, mail
handler, city carrier, and supervisor labor costs in Cost Ascertainment
Grouping (CAG) A through K Post Offices and in special processing facilities.
It does this by sampling instants of employee work time and then developing
estimates of the proportions of employee work time spent on various functions
in the office and, for some of these functions, the proportions of time spent
handling or processing categories of mail. The time proportions are then
used to distribute certain costs to each class and subclass of mail and to each
special service. I0CS also indirectly provides data for the calculation of
certain non-labor costs — such as mail processing equipment costs — that
are related to sampled labor activities.

An IOCS reading consists of observing a selected employee at a designated
time within the employee's workday, and recording the activity being
performed by the employee at the time of the observation. In addition, the
characteristics of any mail or mail transportation equipment that the sampled
employee is handling at that time are recorded. This handbook contains the
procedures used by trained data collectors in performing IOCS readings.
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Data Collection

Data collection is the foundation on which postal rate changes are based.
The ability to make accurate cost allocations depends on proper data
collection techniques. It is imperative that data be collected in the same way,
no matter who performs the reading. For this reason, the questions and
procedures are written to ensure that the data are gathered consistently and
in a manner that will not introduce error or bias. Data collectors must follow
the procedures exactly and should accordingly review them periodically to
ensure that they understand the details of the data collection process.

Trained data collectors use laptop computers to record IOCS readings. They
record the activity the employee is engaged in, and if the employee is
handling mail, the characteristics of that mail, using the Computerized On-Site
Data Entry System (CODES) software. The data collector is automatically
guided through the questions in a sequence determined by the employee's
craft, the types of work activities in which the employee is engaged, and the
type of mail being handled. The CODES software also contains built-in
checks to ensure the consistency of the responses.

After a reading has been completed, the data are transferred from the laptop
computer to the CODES Web Base Unit, located on the mainframe computer
at the San Mateo Computer Operations Service Center (COSC). The data
collected there are reviewed to ensure consistency, accuracy, and compliance
with Statistical Programs’ sampling instructions. When approved, the data
are released for further processing.

L4 Note: If you have questions that are not answered in this guide,
direct them to your manager of Statistical Programs (MSP) who will
report them to the Statistical Programs Service Center (SPSC), which
acts as the field liaison in the interpretation of policies and
procedures. Any resulting procedural revisions will then be
channeled back through the SPSC to the MSP, who will then provide
them to you and all other data collectors. This ensures that all data
collectors with the same question will receive the same instructions
and collect data consistently.

Analysis

IOCS data are passed through a series of control processes to ensure
accuracy. The aggregated data from all districts are analyzed by
Headquarters technical staff to classify the activity of the employee and the
category of the mailpiece.

Reporting

IOCS data are summarized and used as inputs to a variety of reports,
including the Cost and Revenue Analysis (CRA) report and the International
Cost and Revenue Analysis (ICRA) report.
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Chapter 2
Preparing for the In-Office Cost System Reading

A new In-Office Cost System (IOCS) sample is selected each pay period.

BACKGROUND The sample indicates the employees who are to be observed, the reading
INFORMATION . .
date and reading code for each sampled employee, and the random time for
i “-I', . each reading date. After the sample is drawn, the manager of Statistical

Programs (MSP) or designee accesses the readings schedule, verifies the
sampled employees’ scheduled starting and ending times, prepares the
Readings Schedule Reports, and assigns readings to data collectors. The
readings schedule is then made available to the data collectors for
downloading onto the Computerized On-Site Data Entry System (CODES)
Laptop.

This chapter describes the preparatory tasks for IOCS readings and gives
step-by-step instructions for completing these tasks. It also introduces many
of the participants and policies involved in the data collection process. For
more information on these items, see the related sections where referenced
and Appendices [ through P

The following personnel play a key role in preparing for an I0CS reading:

ESSENTIAL
PERSONNEL m Headquarters staff are responsible for generating an IOCS readings
schedule for each pay period.
m  The MSP or designee is responsible for accessing the district’s readings
schedule, scheduling the readings, and assigning readings to data
collectors.

m  The MSP may ask you, the data collector, to contact a sampled reading
site to verify that the information provided about a sampled employee is
correct. This entails verifying that the employee is still assigned to the
finance number, identifying where the employee is working, and verifying
the expected starting and ending times for the employee on the reading
date.

You are also responsible for loading new samples onto the CODES
Laptop, determining sampled employees’ starting and ending times, and
recalculating the scheduled reading time if the sampled employee’s
schedule is different than that shown on the Readings Schedule Report.
If a reading is not conducted at the appropriate time, you must notify the
MSP and the reading must be rescheduled.

m  The postmaster or other designee at the reading site will help by
answering preliminary questions over the phone regarding a sampled
employee’s scheduled starting and ending times.
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To prepare for IOCS readings, obtain the following materials:

REQUIRED
MATERIALS m A laptop computer with the current CODES software.
& m A 3.5-inch data diskette with the most recent IOCS readings schedule, or
a telecommunications link (telephone or intranet) to the CODES Web
Base Unit.
m  Handbook F-45, Statistical Programs (SP) Letters, and CODES text
messages (electronic or hard copy).
m  The Readings Schedule Report.
To prepare for IOCS readings, perform the following tasks as necessary:
ASSOCIATED
TAskKs m Load new samples onto the CODES Laptop at least once each pay
L period, or more frequently if directed to do so by the MSP. Verify that the
nen sample loaded properly.
—

m  Prepare for each reading on the reading date by doing the following:

m  Examine the IOCS Readings Schedule Report for information about
the reading and sampled employee. For the reading, find the date,
time, and code (1, 2, 3, or L). For the sampled employee, find his or
her name, Social Security number, Post Office, roster designation and
activity code, likely pay location, and scheduled starting and ending
times.

m  Determine the starting time and ending time for the sampled
employee, including any overtime the employee will be working.

m  Recalculate the scheduled reading time if the sampled employee’s
schedule is different than that shown on the Readings Schedule
Report.

m  Notify the MSP of any readings that are missed. These readings
must be rescheduled.

The sections in this chapter discuss in more detail the preliminary tasks of the
data collector. Each section explains the purpose of the task, gives any
background information, and provides step-by-step instructions for completing
the task. You will also find a more detailed description of the IOCS readings
schedule and a description of how readings are scheduled.
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2.1 Loading New Samples onto the CODES Laptop Computer

BACKGROUND
INFORMATION

H?—-‘-

Ry

PROCEDURES

October 2004

IOCS readings are scheduled each pay period. Any clerk, mail handler, city
carrier, or supervisor assigned to a sample site's finance number may be
selected for an IOCS reading. Because Postal Service employees may work
any day of the week and any hour of the day, IOCS readings are scheduled
throughout the country, every day, and at all hours of the day. Approximately
800,000 readings are scheduled each year.

Headquarters creates an IOCS readings schedule for each combination of
district and pay period; it specifies which employees are to be sampled and
how to determine the appropriate reading time. The readings schedule is
then prepared by the district MSP or designated data collector. This section
describes the procedures for loading new samples from the readings
schedule onto CODES Laptops.

New samples must be loaded onto the CODES Laptop at least once each pay
period, or more frequently if instructed to do so by the MSP. Sample data can
be loaded using a 3.5-inch diskette containing the readings schedule or by
downloading over a telephone or web link from the CODES Web Base Unit.
Prior to loading new samples, the readings schedule must be downloaded
from the CODES Web Base Unit to a diskette or directly onto the CODES
Laptop. For instructions on how to perform these tasks, see [Chapter 10.
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2.2 Preparing for Each Day’s Readings

BACKGROUND
INFORMATION

Ry

H?—-‘-

PROCEDURES

2.21
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The MSP, or a designee, will print a Readings Schedule Report from the
CODES Web Base Unit and assign readings for you to conduct. This section
explains the information contained on the Readings Schedule Report, and
provides the procedures you must follow for determining each sampled
employee’s schedule. It also provides procedures for recalculating the
scheduled reading time if the employee’s schedule is different than that shown
on the Readings Schedule Report, and explains what you must do if a reading
is missed.

The 10CS readings schedule contains information about the sampled
employee and other information needed to determine when to take the
reading. Each day, for each assigned reading, you must check the
information listed on the readings schedule against the sampled employee’s
actual schedule, including any overtime that will be worked on the reading
date to determine whether any adjustments to the readings schedule are
necessary.

-l Exception: If a reading is scheduled on an employee at a station,

==" branch, or office that is closed on the day of the reading, you must call
a day in advance to determine whether the employee will be in a
nonworking status on the sample day. Be careful to verify that the
sampled employee will not be working at a different facility on the day
of the reading. If the employee will be in a nonworking status, you
may enter this information into the laptop prior to the reading time.

Bection 2.2.7 below describes each element of the IOCS readings schedule.
Bection 2.2.3 provides instructions for determining the sampled employee’s
starting and ending times and instructs you on how to adjust the

scheduled reading time, if necessary. explains what to do if a
reading must be rescheduled.

Examining the Readings Schedule Report

The I0CS Readings Schedule Report contains the readings schedule and
information about the sampled employees. The MSP or designee will print a
Readings Schedule Report for your use in scheduling and conducting
readings.

As a data collector, it is important that you understand the information listed
on the Readings Schedule Report and how it is used in IOCS readings
(RMZ=)). The IOCS Readings Schedule Report contains the following
important items of information:
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Facility Finance Number, CAG, Office, ZIP Code, and Pay
Location

The IOCS Readings Schedule Report displays the finance number,
Cost Ascertainment Grouping (CAG), office name, ZIP Code, and pay
location where each sampled employee is scheduled to be working.

Social Security Number and Employee Name

The Social Security number and name of each sampled employee
are shown in list form.

Roster Designation and Activity Code

The roster designation and activity code indicates whether the
sampled employee is a clerk, mail handler, city carrier, or supervisor
and whether this employee works full-time or part-time. For a list of
roster designation and activity codes, see RM 2-3.

Employee Starting and Ending Times

The starting and ending times indicate when the sampled employee is
expected to be working. This information must be verified prior to the
reading, and the reading time must be recalculated if the employee's
schedule has changed. Starting and ending times are listed in
military time. See for details on converting among ordinary
time, military time, and decimal time.

Read Code, Random Time, Reading Time, and Test Date

The Read Code indicates what reading interval should be observed:
the first (7), second (2), third (3), or last (L). The random starting time
(abbreviated to Random Time on the report) is the starting point from
which 2-hour intervals are calculated to determine the appropriate
reading time. The reading time is the approximate time that the
reading should be taken, based on the sampled employee's
scheduled starting and ending times. If those times do not match the
employee's starting and ending times on the reading date, the
scheduled reading time must be recalculated. The test date shows
the day on which the reading should be taken.

Note: For Tour Il and Tour lll employees, the date of the reading is
the calendar day on which the employees begin their shifts. For Tour
| employees, this may not be the case. As an example, a Tour |
employee who reports to work on Friday night at 22:00 is actually
reporting for his or her Saturday workday. If the day indicated on the
Readings Schedule Report is Saturday, the reading is taken based on
the employee’s starting time on Friday night, for example 22:00, and
ending time on Saturday morning, for example 06:30. A first reading
would actually be conducted on Friday night, whereas a second, third,
or last reading would be conducted on Saturday morning.
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2 Preparing for the In-Office Cost System Reading

= Pay Period and Week

The pay period (abbreviated to PP on the report) indicates the pay
period corresponding to the reading date. Readings for multiple pay
periods may appear on the Readings Schedule Report. The week
column will display the number “1” or “2,” depending on which week
within the pay period the reading is scheduled.

2.2.2 Determining the Sampled Employee’s Starting and Ending Times

The employee’s schedule must be verified at the time of the reading. The
MSP may also request that you verify the employee’s schedule several hours
in advance of the reading time to help reduce the frequency of rescheduling
readings. In that case, you must verify the employee’s schedule twice on the
reading day — once in advance, and again at the time of the reading.

The sampled employee’s actual schedule can be determined from the
employee’s supervisor or from the Time and Attendance Collection System
(TACS), and must reflect any overtime that has been authorized on the
reading day.

==l Exception: If you verify early in the day that a sampled employee is

=== nonscheduled for that day, you may enter this information into the
laptop prior to the reading time. You need not check back before the
scheduled reading time.

==l Exception: If you determine from a supervisor or through TACS the

=== day after a holiday, other than a Sunday, that on the holiday a
sampled employee was nonscheduled, on annual leave, or on sick
leave, enter this information into the computer without rescheduling
the reading.

The starting time is normally the time that the employee is scheduled to report
for duty. If the employee does not report on time (within 5-minute leeway),
then the starting time is the time that he or she actually reports for duty. If the
employee is authorized overtime starting before his or her scheduled
reporting time, then the starting time is the time that the employee reports for
duty.

The ending time is normally the time that the employee is scheduled to end
his or her tour-of-duty. This rule of thumb extends to guaranteed time
(section 3.4). If the employee is guaranteed time, then the ending time is the
employee’s scheduled ending time even if the employee was released early.
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-l Exception: If the employee has been authorized overtime after his or
=== her scheduled ending time, then the ending time should include all
authorized overtime.

— -l Exception: If the employee is away on training and his or her actual
== schedule cannot be determined, use the employee’s regular schedule
for his or her starting and ending times.

If the sampled employee’s starting time or ending time is different than what
appears on the Readings Schedule Report, then you must recalculate the
scheduled reading time using the procedures in[section 2.2.3.
Recalculating the Scheduled Reading Time

When a sampled employee’s schedule changes, you must recalculate the
scheduled reading time. To do so, you will need the employee’s new starting
time and ending time (gection 2.2.9), the reading code assigned to the
employee to determine which reading to take, and the random starting time
for the day’s readings.

You may recalculate the scheduled reading time by pressing the Recalculate
Reading Time button on the Conduct Reading screen (Figure 3.4.0-3). Enter
the employee’s New Start Time and New End Time and click the OK button.
The software will then calculate the new scheduled reading time.

The remainder of this section explains how to manually recalculate the
scheduled reading time. If the sampled employee’s starting time or ending
time on the day of the reading differs from that shown on the IOCS readings
schedule, then you must recalculate the scheduled reading time using the
following procedures. It may also be necessary to recalculate the scheduled

reading time for a rescheduled reading (Bppendix C,111.B.)

To recalculate the scheduled reading time, follow these instructions:
1. Divide the sample day into two-hour intervals.

Using the random starting time from the 10CS readings schedule as a
starting point, divide the sample day into 2-hour intervals. The random
starting time can be any time within the first two hours of the sample day,
which starts at midnight.

~ Example: Suppose the random starting time is 00:15. Then all the
possible scheduled reading times within a 24-hour period starting
with midnight are 00:15, 02:15, 04:15, 06:15, 08:15, 10:15, 12:15,
14:15, 16:15, 18:15, 20:15, and 22:15.

ﬁ Example: Suppose the random starting time is 01:29. Then all the
possible scheduled reading times within a 24-hour period starting
with midnight are 01:29, 03:29, 05:29, 07:29, 09:29, 11:29, 13:29,
15:29, 17:29, 19:29, 21:29, and 23:29.
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2 Preparing for the In-Office Cost System Reading

Find the appropriate reading code.

Consult the IOCS Readings Schedule Report to determine which reading
is to be taken on the sampled employee. The reading code is specified as
1,2, 3, orL.

The first reading (7) is the scheduled reading time that is the first
random time on or after the employee’s starting time.

The second reading (2) is the scheduled reading time that is the
second random time after the employee’s starting time.

The third reading (3) is the scheduled reading time that is the third
random time after the employee’s starting time.

The last reading (L) is the scheduled reading time that is the last
random time before the employee’s ending time. If the reading code
is last, it could correspond to either the fourth or fifth reading for an
8.5-hour day. If the reading time is in the last half-hour, then it is
reading five; otherwise, it is reading four. However for an 8-hour day,
a last reading would always correspond to reading four. For an
employee working more than an 8.5-hour day, a last reading can be a
sixth or seventh reading, depending on the employee’s schedule.
The last reading cannot be a first, second, or third reading.

Example: For the following examples, suppose that the random
starting time is 00:15.

If the employee’s starting time is 08:00 and a first reading is to be
taken on the employee, then the scheduled reading time is 08:15,
which is the first random time after the employee’s starting time,
08:00.

If the employee's starting time is 08:00 and his or her ending time is
16:30 (the employee works eight hours with an additional half-hour
lunch), and a last reading is to be taken, then the scheduled reading
time is 16:15 (corresponding to reading number five), which is the last
random time prior to the employee's ending time, 16:30.

If the employee's starting time is 08:00 and ending time is 16:00, and
a last reading is to be taken, then the scheduled reading time is 14:15
(corresponding to reading four), which is the last random time prior to
the employee's ending time, 16:00. If you attempt to observe the
sampled employee at reading five (16:15) and this employee has
already left for the day, you have missed the reading and it must be
rescheduled.

An employee’s regular shift is from 08:00 to 16:30. However, on the
day of the reading, the employee is asked to come in at 06:00 and
work until 16:30. If a first reading is to be taken, then the scheduled
reading time is 06:15, which is the first random time after the
employee’s starting time. If you missed the reading, it must be
rescheduled.
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2.2.3.1

2.2.3.2

Scheduling a Reading for Part-Time Employees

Part-time employees may be scheduled for a third or last reading. If a part-
time employee is scheduled for less than eight hours, treat the tour as if it
were eight hours. When a reading falls outside of the employee’s scheduled
time, enter Nonscheduled for the reading on the IOCS Header screen

ection 3.9)
Scheduling a Reading for CAG K Employees

In most cases, the workday of a CAG K employee amounts to four hours
maximum, often in split shifts. Although CAG K employees are never
scheduled for third or last readings, it is highly probable that many second
readings would be missed if the normal procedures for calculating reading
times were used. To avoid missed readings, use the following procedure to
calculate scheduled reading times at CAG K offices:

1. Check to see if the scheduled reading time falls within the sampled
employee’s actual work schedule.

If the sampled employee’s scheduled reading falls within the first half of
his or her shift, follow the procedures described in [section 2.2.3.

2. For readings that fall between the split shifts, add the random
starting time to the beginning time of the employee’s second shift.

If the sampled employee’s scheduled reading occurs at a time between
the split shifts (typically the second reading), add the random starting time
to the beginning time of the employee’s second shift. Use this time as the
second scheduled reading time.

Notifying the MSP If a Reading Must Be Rescheduled

It is necessary to reschedule a reading if it is missed, not conducted at the
appropriate time, or was rendered unusable due to a hardware or software
failure. You must notify the MSP if a reading needs to be rescheduled, and
state the reason why it needs to be rescheduled.

Missed readings typically occur when a sampled employee’s schedule differs
from that shown on the readings schedule. As discussed in ection 2.2.3, you
must recalculate the scheduled reading time in those situations. If the
resulting scheduled reading time has already past by more than 30 minutes,
the reading must be rescheduled. See for a discussion of the 30-
minute rule. This happens most often when the employee is authorized
overtime on short notice. It may happen when an employee is scheduled for a
first reading, and is authorized overtime before the beginning of his or her
normal tour. It may also happen when an employee is scheduled for a last
reading, and his or her scheduled overtime is cancelled.
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‘;Ss Example: You arrive to take a last reading on an employee whose
normal ending time is 14:30, and whose last scheduled reading time
is 12:59. The employee’s supervisor tells you that the employee is
scheduled to work one hour of overtime. This overtime changes the
last scheduled reading time to 14:59. You return at 14:59 to take the
reading and are told that the overtime was canceled and the
employee went home at his or her normal ending time of 14:30. This
reading must be rescheduled, because the 12:59 reading was
missed.

Rescheduling readings must be performed on the CODES Web Base Unit.
The MSP is responsible for rescheduling readings according to the
procedures outlined in Appendix G/III.B. After rescheduling a reading, the
MSP will provide you with the rescheduled reading date, or may ask you to
load new samples to obtain that information. Annotate the IOCS Readings
Schedule Report with the rescheduled date. The rescheduled reading date
will normally be one week after the original reading date. If the original
reading was scheduled during the last seven days of the calendar quarter
(Jan.—Mar.; Apr.—June; July—Sep.; Oct.—Dec.), then the rescheduled reading
date may be any day prior to the end of that quarter.

If new samples containing the rescheduled information are not loaded onto
the CODES Laptop, then you must also recalculate the scheduled reading
time. When calculating the scheduled reading time for a rescheduled reading,
use the reading code of the original reading, and use the random time from
any other reading on the new reading date, which can be obtained from the
readings schedule or from the MSP.

To avoid rescheduled readings, work with supervisory personnel to set up a
system so that you will be notified in advance about the sampled employee’s
schedule changes.
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3 Locating the Employee and Completing the Header Screen

Locating the Employee and Completing the Header

Screen
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An In-Office Cost System (IOCS) reading consists of observing a selected
employee at a designated time within the employee's workday, and recording
the activity being performed by the employee at the time of the observation.
In addition, the characteristics of any mail or mail transportation equipment
that the sampled employee is handling are recorded.

This chapter describes the procedures for locating the employee, observing
his or her activity, isolating any mail to be sampled, and completing the /IOCS
Header screen, which consists of initial administrative questions about the
reading and employee to be sampled. Activities that must be completed prior
to performing these tasks include loading samples on the Computer On-Site
Data Entry System (CODES) Laptop at least once each pay period, verifying
the sampled employee's schedule, and recalculating the reading time if his or
her schedule has changed.

An IOCS reading may be conducted in one of two ways. In the preferred
method, an IOCS data collector physically observes the sampled employee.
In the alternative method, an IOCS data collector telephones the postal facility
where the sampled employee is scheduled to work, and asks the employee's
supervisor, or someone else, to observe the sampled employee. In both
cases, the data collector records the details of the sampled employee's
activity on a CODES Laptop.

m  The data collector is responsible for following all IOCS procedures to
identify a sampled employee, conduct the IOCS reading, and record the
appropriate activity and mail characteristic information on the CODES
Laptop.

m For a telephone reading, the supervisor or another employee is
responsible for following instructions from the data collector and providing
accurate responses to IOCS questions.

Always have the following materials available when conducting an IOCS
reading:

m  CODES Laptop with fully charged battery pack.

m  The most recent IOCS samples loaded on the CODES Laptop.
m |OCS Readings Schedule Report.

m  Two blank, formatted 3.5-inch diskettes for emergencies.

m Electronic scale that indicates pounds, ounces, and tenths of ounces. For
more information, see|Appendix
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m  Handbook F-45, Statistical Programs (SP) Letters, and Text Messages
(electronic or hardcopy).

m  Telephone (if conducting telephone reading).

m Paper and pens or pencils.

To begin an IOCS reading, perform the following tasks. Detailed information

AS?.‘;‘S::?ST ED and step-by-step instructions are provided in the rest of this chapter.
— m Locate the employee, observe his or her activity, and set aside the
nen appropriate mail to be sampled. If conducting a telephone reading, call
— the facility in which the sampled employee is working.

m  Enter IOCS Header screen information, verifying information about the
employee. This includes verifying the employee's schedule, and if it has
changed, recalculating the scheduled reading time (Chapter 2).
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3.1 Understanding the Actual Reading Time

October 2004

The actual reading time pinpoints the time when you take a picture of an
employee’s activity. ldeally, the actual reading time should match the
scheduled reading time, but since you have to find the selected employee, it is
not always possible to time the arrival at the exact scheduled reading time. If
the reading is scheduled for 12:20 p.m. and you are actually able to observe
the selected employee at 12:18 p.m., you should not wait two minutes for the
scheduled reading time. If the reading is scheduled for 12:20 p.m. and you
are not able to observe the selected employee until 12:24 p.m., the actual
reading time is 12:24 p.m.

The actual reading time, which is the time when the data collector or
telephone respondent is able to accurately observe the activity of the selected
employee, should be as close as possible to the scheduled reading time.
Allow sufficient travel time so that you are there as close as possible to the
scheduled reading time to observe the selected employee’s activity.

If the sampled employee stops his or her activity and asks what you are doing,
you should respond that you are conducting an IOCS reading and ask that the
employee continue with his or her normal duties.
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3.2 Using the 30-Minute Rule

October 2004

As indicated, it is not always possible for actual and scheduled reading times
to agree. Therefore, the 30-minute leeway rule was developed. This rule
allows you to take a reading within 30 minutes of the scheduled reading time.
However, this rule is not for the convenience of the data collector.

If you have multiple readings scheduled for the same time, you cannot take all
of them at once. Schedule yourself so that you can cluster the readings as
closely as possible around the scheduled reading time.

ﬁ Example: You have three readings scheduled at the same time. Two
readings are for employees in the delivery barcode sorter (DBCS)
area, and the third reading is for an employee in the dock area. You
might take the two readings in the DBCS area just before the sched-
uled reading time and then proceed to the dock area for the third
reading. The readings should be clustered as closely as possible to
the scheduled reading time.

Under no circumstances may a reading be taken more than 30 minutes before
or after the scheduled reading time. If the actual reading time differs by more
than 30 minutes from the scheduled reading time, it must be considered a
missed reading. See for information about handling missed
readings.
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3.3 Locating the Employee, Observing the Activity Being Performed,
and Isolating the Appropriate Mail
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You must make every effort possible to find the sampled employee and
conduct the reading at the appropriate time. Employees to be sampled and
reading times are determined based on statistical methods. In order for
results to be statistically valid and unbiased, IOCS procedures must be
followed. Good statistical data depend on taking a reading on the randomly
selected employee in the appropriate time frame.

This section provides you with instructions for locating the employee for which
an I0CS reading must be taken, observing his or her activity, and isolating the
appropriate mail.

The IOCS Readings Schedule Report provides information for locating the
employee to be sampled. This information includes name, Social Security
number, facility finance number, city, state, ZIP Code, pay location, roster
designation, and scheduled starting and ending times.

There are two primary means of locating the employee to be sampled and
verifying the employee's work schedule:

m  Many IOCS offices have converted to the Time and Attendance Collection
System (TACS). Before taking a reading, the manager of Statistical
Programs (MSP) or designee may log into TACS from the district office to
verify the sampled employee's actual starting time and identify the pay
location and operation number in which the employee is working.

m  Alternatively, the MSP or designee may call the postal facility in which the
employee is assigned to verify this information.

Before the employee's designated starting time, you should verify the
employee's work schedule to help reduce reschedule rates. At the time of the
reading, you must verify the employee's actual starting time and scheduled
ending time.

Once you know where the employee is working, you have two options for
conducting the reading: on-site or by phone. Some phone readings, by
necessity, may involve a return call. These options are described in sections

B.3.1,B3.3 and B.33.

On-Site Readings

The on-site method is preferred for taking IOCS readings. Within your facility
or adjacent buildings you should nearly always be able to perform on-site
readings. To take a reading by this method, determine where the employee is
currently assigned by checking TACS or asking a supervisor, and go to the
sampled employee's work location. If the sampled employee is not where you
expect him or her to be, continue looking for the employee until he or she is
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found or until you are told by a supervisor that the employee is on break or not
clocked in. If the employee is on break, continue with the reading. If you are
unable to locate the employee within 30 minutes of the scheduled reading
time and he or she is clocked in, the reading must be rescheduled

(Appendix Q).

All IOCS data should be recorded immediately in the CODES Laptop. Refer
to the instructions in to begin recording information for the reading.

Observing the Sampled Employee

The observation, or snapshot, should occur consistently when both of the
following criteria are met:

m  You are sufficiently close to identify the employee as the correct sampled
employee.

m  You are able to readily and safely isolate any mail or empty equipment
that the employee is handling. Your proximity to the sampled employee
should not depend on whether or not the employee is handling mail or
empty equipment.

When both of these conditions are met, you should observe what the
employee is doing.

This is the activity that should be recorded for the reading. The CODES
software will direct you through a series of questions in which you will record
the details of this activity, including the employee’s work assignment and the
operation in which the employee is clocked. These questions are described in
Chapters f through .

Isolating the Appropriate Mail

Generally, any form, mailpiece, bundle of mail, or mail container that the
sampled employee is physically handling when you observe the employee
should be set aside for sampling. In addition, if the employee is working in a
cancellation operation or automated or mechanized letter or flat mail
processing operation, where mailpieces are available, the first available
mailpiece from the machine’s source of supply should be set aside for
sampling. In these operations, if no mail is available from the source of
supply, select the piece closest to the employee’s right hand. Specific
instructions for how to select and record mailpiece or container information
are located in Chapter 7 and Chapter § and in the IOCS software. The
instructions are different for carriers than for clerks or mailhandlers.
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3.3.2 Telephone Readings

In a telephone reading, call the sampled employee’s work location and ask for
the employee’s supervisor. If the employee’s supervisor is not available, ask
for another supervisor or someone else who can assist you with the reading.
Then, read the IOCS questions and instructions to the respondent over the
telephone to complete the reading. As with on-site readings, the snapshot
should occur consistently when both of the following criteria are met:

m  The supervisor is sufficiently close to identify the employee as the correct
sampled employee.

m  The supervisor is able to readily and safely isolate any mail or empty
equipment that the employee is handling.

You must follow any software instructions and the step-by-step instructions for

conducting telephone readings provided in |Appendix D.

Telephone readings should only be conducted when on-site readings cannot
be taken. Telephone readings are acceptable when you expect the total time
to travel, locate the employee at the facility, take the reading, and return to
your normal duty site to be in excess of 60 minutes. Telephone readings are
also acceptable when it is not possible to reach the sampled employee at his
or her work location at the scheduled time of the reading. For example,
hazardous weather conditions may prevent you from going to a station,
branch, or associate office, or you may have two readings scheduled at the
same time at widely separated locations.

3.3.3 Return Call Readings

A variation of the telephone reading is the return call reading. If a call is made
to an office and the respondent cannot tie up the phone for the duration of the
reading, it may be necessary to conduct this type of reading. In this situation,
you should obtain as much information as possible before ending the initial
call and explain in general what additional information will be needed when
the respondent calls back. The respondent should be instructed to take the
reading as close to the scheduled reading time as possible. The respondent
will then call back with the information required for the IOCS reading,
including the actual time that the selected employee was observed. The
instructions and procedures for telephone readings described in
still apply.

October 2004 Section 3.3 Page 3-11
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3.4 Completing the IOCS Header Screen and Verifying Employee

Information
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When you begin recording data for an IOCS reading, the CODES I0CS
software displays or requests administrative information about the reading
and the employee to be sampled. This section demonstrates how to verify,
change, and enter that administrative data on the IOCS Header screen. The
IOCS Header screen information can be verified or obtained either by asking
the employee or his or her supervisor.

When navigating on the CODES Laptop, you can generally use any of the
following methods to select an option or field unless otherwise directed on the
screen:

m  Press <Tab>, <Shift-Tab>, <T>, or <> to navigate through the menu
options, and then select by pressing <Enter>.

m  The pointer may be used to select an item by placing the cursor on the
item, left-clicking to highlight and then pressing <Enter>, or double-
clicking on the item.

m If a menu option contains an underlined letter or number, press the
underlined letter or number to select that option. For example, to select 1
Conduct Reading, press <1>.

- Note: Steps 1 through 3 below can be performed before locating the
employee to conduct the reading.

After you turn on your laptop and enter the appropriate login name and

password, CODES will display the Main Menu screen. Figure 3.4.0—1
displays the CODES Menu tab options of the CODES Main Menu.
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Figure 3.4.0-1. CODES Main Menu: CODES Menu Tab Screen

1.
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Verify that the CODES Laptop's date and time are accurate and
adjust them if necessary.

There are two methods that can be used to adjust the date and time. To
use the first, go to the CODES Ultilities tab on the Main Menu and click on
the Set Date and Time button. To use the Windows method, position the
mouse over the time shown on the Windows system tray at the bottom of
the screen and right-click. Select Adjust Date/Time and make the
appropriate changes in the pop-up box. Press the OK button after you
are done.

From the CODES Menu tab of the Main Menu, click the /OCS button.
CODES displays the IOCS Main Menu Screen.
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Figure 3.4.0-2. 10CS Main Menu Screen

3. From the IOCS main menu, click the Conduct Reading button.

CODES will display the Conduct Reading screen.
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Figure 3.4.0-3. Conduct Reading Screen
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Figure 3.4.0-4. Conduct Reading Screen, continued

4. Choose the appropriate employee.

From the Conduct Reading screen, you are instructed to select a reading.
Navigate through the list until the employee being sampled is highlighted.
Select the highlighted entry by pressing <Enter> or double-clicking.

L4 Note: The following tools may be used to help you in finding the
appropriate employee:

Page 3—-16

All of the data on the Conduct Reading screen will not fit on the
screen at the same time. You can view other data by clicking on
the scroll bars on the right and bottom of the reading data.

The sort order for the Conduct Reading screen is by reading date
and scheduled reading time. You can choose to sort by either the
reading date, Social Security number (SSN), or the finance num-
ber. Clicking on the column titled Test Date, SSN, or Finance will
list the data sorted by that column.

Clicking on the Filter (F2) button or pressing <F2> will enable you
to select the option of viewing readings for a specific finance num-
ber or Social Security number. For example, to filter by a finance
number, enter a specific finance number in the value field, and
press <Enter> to display only the readings for that finance num-
ber on the screen.

The Status column provides information about IOCS readings
conducted on the laptop. A blank status indicates that the read-
ing has not been taken. A Transmitted status is a reading that
has been completed and then uploaded. A Completed status is a
reading that has been completed and not yet transmitted. A Sus-
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pended status is a reading that has not had the final information
entered (e.g., Work Center, Highway Contract Route). A sus-
pended reading may be completed by highlighting the reading,
pressing <Enter>, and completing the remaining prompts.

CODES will display the IOCS Header screen.
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Figure 3.4.0-5. IOCS Header Screen

5.

Verify and, if necessary, change the reading information.

Once a reading is selected on the Conduct Reading screen, the software
automatically fills in the relevant fields in the /OCS Header screen. This
provides the opportunity to verify that the correct employee has been
selected.

Note: Once the IOCS Header screen is complete and you have
continued to the next screen you cannot navigate back to this screen.
If an error is discovered after this point, you must abort the reading
and begin again.

If the Reading Date does not agree with the current date on the laptop, a
warning message will appear.

codesde x|

Reading Dwte does ot sgres with Syshem Date

Figure 3.4.0-6. Date Discrepancy Screen
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Three situations trigger the appearance of this screen:

a. The laptop date and/or time is incorrect. In this situation, press
<Enter> to clear the message and press <Esc> to return to the
IOCS main menu. Then go back to Step 1 to change the date or
time and begin the reading again. The warning message should
not appear again.

b. The employee's tour spans two days.

#~  Example: A Tour | employee who reports to work on Friday night at
21:00 is actually reporting for his or her Saturday workday. If the day
indicated on the Readings Schedule Report is Saturday, the reading
is taken based on the employee's starting time on Friday night, for
example 21:00, and ending time on Saturday morning, for example
05:30. If a Friday reading were to be made on this Tour | employee, it
would be based on that employee's Thursday/Friday workday.

In this situation, press <Enter> to clear the message. Leave the
Reading Date as is and proceed.

c. You are conducting a rescheduled reading, and the reading
schedule has not been updated on the laptop. In this situation,
press <Enter> to clear the message. If itis not possible to update
the laptop readings schedule with the reschedule information,
you will need to change the Reading Date on the IOCS Header
screen. This process is described below.

The remainder of this chapter explains each of the fields on the IOCS Header
screen and provides instructions for making any necessary changes.

Social Security Number

The sampled employee's Social Security number appears first on the screen.
Verify that it matches the Social Security number of the employee to be
sampled from the IOCS readings schedule printout. If it does not, press
<Esc> and return to Step 2.

Reading Date

The Reading Date field appears next. If the Reading Date is different than the
current system date on the laptop, the Reading Date will be highlighted. If you
are conducting a rescheduled reading, you may need to edit the Reading
Date field to correspond to the rescheduled date. This is the only time that
you should modify the Reading Date information. Type in the current date and
press <Enter>. A prompt will appear asking if the reading is being
rescheduled.
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Figure 3.4.0-7. Information Screen: Rescheduled Reading

Press <Y>, click on the Yes button, or press <Enter> to indicate that the
reading is being rescheduled. If you indicate that this is not a rescheduled
reading, you must re-enter today's date in the Reading Date field.

PP (Pay Period)

The PP field is displayed next. It represents the pay period for which the
reading was originally scheduled, and it remains unchanged no matter how
many times the reading is rescheduled. This data field may not be changed.

If the pay period displayed is not the current pay period, verify that you have
selected the appropriate reading on the Conduct Reading screen. Since
sample information for two pay periods may be loaded on the laptop, it is
possible that an employee may be scheduled for more than one reading
during that time period. Compare the IOCS Readings Schedule Report to the
information on the Conduct Reading screen to ensure that you have selected
the appropriate reading. If the information does not match, press <Esc> and
return to Step 2 to select the proper reading record.

Scheduled Reading Time

The Scheduled Reading Time, based on the IOCS readings schedule
information loaded on the laptop, appears in this data field. It is essential that
you verify the employee's actual starting and ending times, including any
overtime worked or scheduled, and compare them to the IOCS Readings
Schedule Report. If the employee's starting or ending time differs from those
that appear on the readings schedule, recalculate the Scheduled Reading
Time according to the procedures discussed in section 2.2.3. If the
Scheduled Reading Time that appears is not correct because the reading has
been rescheduled or the sampled employee's hours have changed, you must
change the Scheduled Reading Time to your recalculated time.

If a reading is rescheduled for a day other than the original reading day, use
the reading code assigned to the reading and the random time from any other
reading on the new reading date. Failure to do this will result in the following
error message:
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Figure 3.4.0-8. Random Time Error

This error message will provide you with the appropriate random starting time.
Use this time in conjunction with the reading code to calculate and re-enter
the correct scheduled reading time. See for more details on
calculating the scheduled reading time.

Actual Reading Time

The current system time on the laptop will automatically be displayed in this
field when you begin the reading. If the Actual Reading Time displayed is not
correct, enter the correct reading time. This might be necessary, for example,
if you are conducting a return call reading. In this situation, ask the return call
respondent when the employee was actually observed and make the
necessary changes. Press <Enter> to advance past this data field.

The Actual Reading Time must be within 30 minutes of the Scheduled
Reading Time. If the Actual Reading Time shown is more than 30 minutes
from the Scheduled Reading Time shown, a warning message will appear
indicating that there is a 30-minute rule violation.

ciplesde x|

W-HIMUTE BSLE VIOLATION

Figure 3.4.0-9. 30-Minute Rule Violation Prompt

Press the OK button and the Actual Reading Time field will be highlighted.
You have the opportunity to correct the Actual Reading Time.

If the reading was not conducted within 30 minutes of the correctly scheduled
time, then the reading must be rescheduled. In this case, abort the reading
and notify the MSP.

If the reading was conducted within 30 minutes of the correctly scheduled
time, then the Actual Reading Time or Scheduled Reading Time needs to be
corrected.

If the Scheduled Reading Time is incorrect, enter a time in the Actual Reading
Time data field that is within 30 minutes of the Scheduled Reading Time
shown and press <Enter>. Highlight the Scheduled Reading Time field and
change it to the correct time, press <Enter> to proceed, and then adjust the
Actual Reading Time again if necessary.
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Sampled Employee

The sampled employee's name will automatically appear, based on the
employee you selected from the Conduct Reading screen. This field may not
be changed.

If the name does not match the name that appears on the IOCS readings
schedule printout, double-check the Social Security number. If the Social
Security number on the screen does not match the number on the readings
schedule printout, press <Esc> to return to Step 2. If the Social Security
numbers match, but the names do not, proceed with the reading and report
the discrepancy to your MSP.

Roster Designation and Activity Code

The Roster Designation code is shown as an entry along with the Activity
code. These fields are used to determine whether the reading involves a
supervisor, clerk, mail handler, or carrier.

The employee's roster designation and activity codes are taken from the
IOCS readings schedule that is loaded on the laptop. This information is
obtained from the payroll file from which the sample was selected. Because
the sample is selected several weeks in advance, the roster designation and
activity codes may have changed by the time the reading is taken. Therefore,
you should verify the employee's current roster designation and activity
codes, and record changes if they are different from the codes appearing on
the screen.

The following criteria should be used to determine whether a roster
designation/activity change, for IOCS purposes, has occurred:

m In a Postal Source Data System (PSDS), Electronic Time Clock (ETC), or
TACS office, a roster designation/activity change occurs when an
employee is told by his or her supervisor to clock in to a Management
Operating Data System (MODS) operation of a craft that is different from
the craft roster designation and activity codes shown for that employee on
the IOCS readings schedule.

m In a non-PSDS/ETC office, an employee's roster designation and activity
codes are changed through the use of PS Form 1230-C, Time Card.

If there has been a change in either the roster designation or activity code,
enter the change(s) in these field(s), pressing <Enter> to advance through the
fields.

#~  Example: The clerk supervisor in a delivery unit is on detail to
another facility. An IOCS reading is being taken on a clerk who is
serving as acting supervisor in the regular supervisor's absence. The
clerk's normal roster designation code appears (“11”) on the IOCS
Header screen. You must change the code to “09” to reflect the sam-
pled employee’s position at the time of the reading.
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— -l Exception: There are two exceptions to the rule above:

m  When a carrier on light or limited duty is working as a clerk, do
not change the carrier’s roster designation.

m If you have a reading on a Cost Ascertainment Group (CAG) K
clerk who is acting for the postmaster, record roster designation
“08.” This will generate the End Reading screen (Chapter 9).

IOCS readings are only taken for supervisors, clerks, mail handlers, and
carriers. All other crafts are excluded. If you enter a roster designation code
that is not covered by IOCS, the Paid/Unpaid Status field will be highlighted.
After entering the appropriate response, the program will proceed to the End
Reading screen (Chapter 9).

Title

Once the roster designation and activity codes are entered, the appropriate
designation/activity text will be displayed in the Title field if the employee is in
a craft included in IOCS. This field may not be changed.

Occupation Title

For supervisor readings, the occupation title will automatically be displayed. If
the Roster Designation field is changed to “09” or “19” from its initial value or if
the occupation title is incorrect, you must enter the appropriate occupation
title. To obtain this information, ask the employee. Record the appropriate
information, pressing <Enter> to advance to the next field.

Paid/Unpaid Status

The Paid/Unpaid Status field appears as a pull-down menu.

PaidfUngasd Stales

|L‘;I|:|E!{El|:| Im [Wot Clocked to Lunch]
Clockad In {Not Clocked to Lunch)
A Lunch

Honschaduled

Annual Laava

Sick Leaye

Loanad fo CHhars

Guarantesd Tims

E-Miruli I_l:lclw:j:r Tima [FLSA)
Military Leave!Cont. of Pap/WCP
Llury DubtyfGourt Leavo

Other Paid Leava

Tarmindhasd, Ru.-:iljlu:ld_ of Ralined
Transferred

L Withaut Pay

Split Shift

Figure 3.4.0-10. Paid/Unpaid Status Menu
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Select the appropriate response from the list and press <Enter> to continue.

If the sampled employee is in a Paid/Unpaid Status that is not Clocked In (Not
Clocked to Lunch), the reading will proceed to the End Reading screen

(Chapter 9).

If, at the time of the reading, the selected employee has not reported for work

and

you are not sure how the supervisor will charge the employee's time, give

the best information you can obtain at that time.

‘;3

Example: You are told that the employee will be charged leave
without pay. Later, the employee is given sick leave or annual leave.
You could not have known this in advance. Therefore, Leave Without
Pay is the correct entry because it is the best information available at
the time of the reading.

Each of the Paid/Unpaid Status options appearing in the list are described
below:

v

Clocked In (Not Clocked to Lunch). Choose this option if the employee
has reported for work and is on the clock.

At Lunch. Choose this option if, at the time of the reading, the employee

is on a scheduled lunch break.

Note: If the reading is scheduled at 11:50 and you know that the
lunch period begins at 12:00, make every effort to locate the
employee before 12:00.

Nonscheduled. Choose this option for any employee who is not
scheduled to work and who is not at work at the time of the reading.

Do not choose this option for an employee who is at lunch, even though
he or she is not being paid while on lunch period. The At Lunch option
should be selected instead.

Example: You have a reading on a part-time employee who works
only four hours a day. A third reading is scheduled for this employee,
but the employee has completed the shift at the time of the reading.
Enter Nonscheduled.

Do not enter Nonscheduled if the employee's schedule has been changed
and the employee is working on the day of the reading. If the employee's
scheduled starting and ending times have also changed, recalculate the
scheduled reading time and take the reading based on the employee's
new scheduled starting and ending times.

Annual Leave. Choose this option if the selected employee is on annual
leave at the time of the reading.

Sick Leave. Choose this option if the selected employee is on sick leave
at the time of the reading.
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m Loaned to Others. Choose this option only if the selected employee is
loaned to another facility and is being paid under that facility's finance
number.

Exception: In districts where finance numbers/station codes are
implemented, the IOCS sample selection list will show the employees
belonging to the finance number of the parent post office for a few
weeks until the personnel files are updated. Even though the
sampled employee will now have a different finance number, the
employee is still part of the parent post office and is still in the same
facility. The data collector should complete the reading as if the
employee is still part of the parent post office.

Employees that work among stations belonging to one parent post
office (for example, pool clerks or substitutes) are not considered
Loaned to Others even if they change both facility and finance
number.

The following is an example of when Loaned to Others rules apply:

‘;3

Example: You are taking a reading on a clerk who usually works at
the Midtown Station. At the time of the reading, the clerk is clocked in
and working at the Uptown Station. Both offices have the same
finance number (222222). You should choose Clocked In (Not
Clocked to Lunch) and continue with reading.

The Loaned to Others rules do not apply in the following examples:

-

Example: District A assigned a separate finance number/station
code to each of New Town Main Post Office's 12 station and branches
during pay period 05. New Town Main Post Office is part of the IOCS
panel. Carrier Mike has always been assigned to Station A of the
New Town post office. Mike is scheduled for an IOCS reading during
pay period 07 but is listed under the old (parent) finance number of
the New Town Main Post Office. Do not choose Loaned to Others.
This reading would be completed as a regular reading even though
Mike's new finance number and the number listed in the IOCS sample
file do not match.

Example: Substitute window clerk Marcia is scheduled for an IOCS
reading during pay period 20. She has been temporarily assigned
from the Main Post Office to Station B. Do not choose Loaned to Oth-
ers. Her reading is also completed as a regular reading even though
both her finance number and facility differ from the IOCS sample file.

m  Guaranteed Time. Choose this option if the employee is paid because
the employee was released by the supervisor and clocked out before his
or her scheduled ending time.

Page 3—24
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3 Locating the Employee and Completing the Header Screen

Example: A part-time clerk is guaranteed four hours. If the part-time
clerk completes the assignment and is released after three and one-
half hours, the remaining 30 minutes are guaranteed time. If you take
a reading on this clerk during those 30 minutes, enter Guaranteed
Time.

Example: A full-time clerk is called in for overtime on a scheduled
off-day and is guaranteed eight hours of overtime pay. If he or she is
sent home after five hours because there is no work, the remaining
three hours are guaranteed time. You would enter Guaranteed Time
for this employee if a reading was scheduled during those three
hours.

5-Minute Leeway Time (FLSA). This category applies to full-time and
part-time regular employees, but does not apply to flexible or casual
employees. It is given to allow for congestion at time clocks and other
conditions that might cause delays in clocking in or out. This rule allows
full-time and part-time regular employees to clock in up to five minutes
before or after the start of their shifts. They may also clock out up to five
minutes early or late at the end of the day.

Under the 5-minute leeway time rule, an employee is allowed a total of
only five minutes leeway for the whole day. You cannot be expected to
know, at the time of the reading, whether or not the employee has taken
more than the five minutes allowed. Enter 5-Minute Leeway Time (FLSA)
if it applies when the reading is being taken, either at the beginning or the
end of the employee's work schedule.

Example: A reading on a regular employee is scheduled for 08:02.
The employee is scheduled to report to work at 08:00. At 08:02 you
find that the employee is still waiting to clock in or is just coming in
and has not reached the clock. In either case, enter 5-Minute Leeway
Time (FLSA).

Example: A first reading is scheduled for 09:59 on a regular
employee whose starting time is 08:00. You find that the employee
clocked in at 07:56. The four minutes before the 08:00 starting time
are considered 5-minute leeway time. Do not change the first reading
to 07:59 because the starting time has not actually changed. Take
the first reading at 09:59; no rescheduling is necessary.

Example: A last reading is scheduled for 16:26 on a regular
employee whose ending time is 16:30. You find the employee has
clocked out at 16:25. The five minutes before 16:30 is 5-minute lee-
way time so the employee status should be recorded as such.
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Military Leave/Cont. of Pay/OWCP. Choose this option if the selected
employee's authorized absence from work status is for service in the
National Guard or as a reservist of the Armed Forces, or if the selected
employee's absence from work status is due to a disabling, job-related
injury.

Jury Duty/Court Leave. Choose this option if the selected employee's
authorized absence from work status is for jury duty or for attending
judicial proceedings in a nonofficial capacity as a witness on behalf of a
state or local government.

Other Paid Leave. Choose this option only if the employee is receiving
administrative leave, holiday leave, blood donor leave, relocation leave,
act-of-God leave, or any other paid leave.

Terminated, Resigned, or Retired. Choose this option if, as of the day
of the reading, the employee has been terminated or has resigned or
retired.

Transferred. Choose this option if, on the day of the reading, an
employee has been permanently assigned to another facility under
another finance number.

—= [l Exception: In districts where finance numbers/station codes are

implemented, the IOCS sample selection list will show the employees
belonging to the finance number of the parent post office for a few
weeks until the personnel files are updated. Even though the
sampled employee will now have a different finance number, the
employee is still part of the parent post office and is still in the same
facility. The data collector should complete the reading as if the
employee is still part of the parent post office.

Employees that work among stations belonging to one parent post
office (for example, pool clerks or substitutes) are not considered
Transferred even if they change both facility and finance number.

Leave Without Pay. Choose this option if the reading is on an employee
who has not reported to work and has not requested annual, sick, or other
leave for the day. If no information to the contrary is known about the
employee's leave status at the time of the reading, enter Leave Without
Pay.

Split Shift. This category applies only to employees who work split shifts.
These employees have schedules with more than one starting and ending
time within a 24-hour period. Enter Split Shift for an employee, other than
a CAG K clerk, who is between shifts and not on the clock at the time of
the reading. Some employees have a schedule that includes a 2-hour
lunch break and are notto be considered split-shift employees. Enter At
Lunch for an employee on a 2-hour lunch break.
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Example: A split-shift employee's work schedule is 07:00 to 11:00
and 13:00 to 17:30. If the random starting time on the day of the
reading is 00:59 and the reading is a first reading, the employee's
scheduled reading time would be calculated as 08:59. If the reading
is a second reading, the employee's scheduled reading time would be
10:59. Ifitis a third reading, the scheduled reading time would be
12:59. The employee would not be on the clock for the third reading
(that is, the employee would be between a split shift). This is the only
situation in which Split Shift would be recorded. If the last reading is
required, the scheduled reading time would be 16:59. If a first, sec-
ond, or last reading had been specified, a normal reading would have
been taken on the employee's activity.

Continue the Reading.

After you have recorded and verified the required information on the IOCS
Header screen, press <Enter> to continue. If the employee is covered by
IOCS and clocked in, the CODES IOCS software will move to the
appropriate question. Refer to Chapters ] through B for appropriate
instructions for completing those questions. If the employee is not
covered by IOCS or is not clocked in, the CODES IOCS software will
move to the End Reading screen to complete the reading (Chapter 9).

If for some reason you are unable to conduct the reading, press <Esc> to
exit the IOCS Header screen and return to the IOCS main menu.
Modifications made to the information on the IOCS Header screen will not
be saved.
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Chapter 4
Activity Questions for Supervisors and Professional,
Technical, and Administrative Employees

After you have entered the administrative data on the /IOCS Header screen,

BACKGROUND
INFORMATION you will be asked a series of questions about the employee being sampled.
i The questions asked depend on the Roster Designation code from the /OCS
g Header screen. This chapter describes how to answer In-Office Cost System
(IOCS) questions that you will encounter when conducting a reading on a
supervisor, acting supervisor, or a professional, technical, or administrative
(not craft-level) employee. These include employees with roster designation
code “09” or “19.” See Related Materials (RM) P=3. Throughout this chapter,
they will be referred to as supervisors.
PROCEDURES In conducting a supervisor reading, you will be asked a series of questions
' regarding the following topics:
" m  The type of facility in which the supervisor is working.

m  The operation in which the sampled supervisor is clocked.

m  The supervisor's activity, including the category of employees the
supervisor's activity involves or for which the supervisor is responsible.

m  The work assignment of the employees being supervised.

Detailed information about each question and step-by-step procedures for
answering the questions are provided in the remainder of this chapter. Each
section corresponds to an IOCS supervisor question or group of questions in
the Computerized On-Site Data Entry System (CODES) I0CS software.
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4 Activity Questions for Supervisors and Professional, Technical, and Administrative Employees

4.1 Facility Type (Q15C1)

October 2004

This question will ask you to describe the type of facility or work area in which
the sampled supervisor is working at the time of the reading.
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Figure 4.1.0-1.  Facility Type (Q15C1) Screen

Select the option that best describes the type of facility or work area where
the employee is working at the time of the reading. Press <Enter> to
continue.

- Note: Sometimes two or more types of facilities are located in the
same building. Also, some customer service work areas may be
located within mail processing offices. In these situations, select the
option that describes the work area where the employee is assigned
rather than the facility type where the work area is located.

Each facility or work area type is described in more detail below:

m  BMC/BMF. Choose this category if the facility is one of the Postal
Service’s 21 official bulk mail centers (BMCs) or bulk mail facilities
(BMFs), or a BMC annex. A complete list of these facilities is provided in

[RM 41

m  PDC/PDF/Mail Processing Annex/Priority/DDC/AMC/AMF/HASP,
Choose this category if the facility is used primarily to process domestic
mail. Included in this category are processing and distribution centers
(PDCs) and facilities (PDFs), mail processing annexes other than BMC
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annexes, Priority Mail processing centers, auxiliary service facilities
(ASFs), delivery distribution centers (DDCs), airport mail centers (AMCs),
airport mail facilities (AMFs), hub and spoke program (HASP) offices, and
logistics and distribution centers (L&DCs).

International Service Center (ISC)/Outbound International Gateway.
Choose this option for international service centers and other outbound
international gateways. Outbound international gateways are facilities or
work areas that process outbound international mail and dispatch it using
the Military and International Dispatch Assignment System (MIDAS). A
list of ISCs and outbound international gateways is provided in RM 41

PO/Branch/Station/AO/Box Section/Carrier Annex/Central Mail Mark-Up/
CFS. Choose this category if the facility or work area is any type of Postal
Service delivery or retail unit. Also choose this option for other customer
service work areas that may be housed in a plant or other mail processing
facility.

Other (Specify). Choose this option if none of the other facility types
apply. Detached mail units as well as any other facility types are recorded
under this option. You will be prompted to specify the type of facility.
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4.2 Operation Number

4.21

4.2.2

October 2004

Depending on the type of facility in which the sampled supervisor is working,
one of two questions will appear asking you to record the operation number
into which the employee is clocked.

MODS Operation Number (Q15C2a)

This screen will appear if the sampled supervisor is working at any type of
facility other than a BMC or BMF.
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Figure 4.2.1-1.  MODS Operation Number (Q15C2a) Screen

Record the employee’s clocked-in 3-digit operation number or code at the time
of the reading. If the code has more than three digits, simply record the first
three (left-most) digits. As you begin typing, a lookup list of Management
Operating Data System (MODS) operation numbers and descriptions will
appear. After verifying that you have keyed the correct work center code,
press <Enter> to advance to the next screen.

Always enter the code that the employee is clocked into at the time of the
reading, regardless of whether the description from the MODS lookup list is
consistent with his or her assignment or actual activity at the time of the
reading. Not all facilities use the MODS operation definitions.

If the facility does not have an electronic time keeping system, the employee
is not required to clock into an operation, or you cannot obtain the proper
code, you may leave this question blank by pressing <Enters.

If you bypass this question during the reading because you do not know what
code to enter but can obtain the information at a later time, the CODES
software allows you to enter or change the work center code on the End
Reading screen. Refer to for more information.

PIMS/Work Center Number (Q15C2b)

This screen will appear if the supervisor is working at a BMC or BMF.
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Figure 4.2.2—1.  PIMS/Work Center Number (Q15C2b) Screen

Record the applicable 3-digit Productivity Information Management System
(PIMS) code. If the code has more than three digits, simply record the first

three (left-most) digits. If you cannot obtain the proper code, you may leave
this question blank. Press <Enter> when you are done.

Always enter the code that the employee is clocked into at the time of the
reading, regardless of whether the code is consistent with his or her
assignment or actual activity at the time of the reading.

If the employee is not required to clock into an operation or you cannot obtain
the proper code at the time of the reading, you may leave this question blank
by pressing <Enters.

If you bypass this question during the reading because you do not know what
code to enter but can obtain the information at a later time, the software will
allow you to enter or change the work center code on the End Reading

screen. Refer to [Chapter g for more information.
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4.3 Supervisor Activity

In this section, you will be asked a series of questions about the supervisor’s
activity and any employee(s) that the supervisor’s activity involves at the time
of the reading. A supervisor’s activity involves an employee if he or she is
talking to or listening to that person, observing their work, or performing some
activity that is directly related to that person. In situations where a
supervisor’s activity does not involve any employees, you will be asked about
any employee(s) for which the supervisor is responsible, either directly or
indirectly.

4.3.1 Employees (Q15C3)

Observe the supervisor and determine whether the activity the supervisor is
engaged in involves any employees.
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Figure 4.3.1—-1.  Employees (Q15C3) Screen
Respond Yes to this question if:
m  The supervisor is involved in face-to-face contact with another
employee.
m  The supervisor is observing the work of one or more employees.
m  The supervisor is doing work that is directly related to one or more
employees, such as signing or completing a form.

If the supervisor is not engaged in one of these activities, enter No. Press
<Enter> to continue to the next question.

Example: If a sampled supervisor of window clerks is signing Postal
Service (PS) Form 3971, Request for or Notification of Absence (a
leave slip) for a clerk, respond Yes to this question.
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Example: If a sampled supervisor of window clerks is talking with a
customer, respond No.

43.2 Normal Craft (Q15C4)
[T ——
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Figure 4.3.2-1.  Normal Craft (Q15C4) Screen

If the supervisor is involved with or observing craft-level employees, ask the
supervisor if these are employees for whom he or she is responsible. This
includes employees supervised directly and those supervised through
subordinate supervisors. If so, respond Yes to this question. Otherwise,
respond No. Press <Enter> when you are done.

ﬁ Example: If a sampled platform supervisor is on the dock observing
the unloading of a vehicle by mail handlers assigned to platform oper-
ations, enter Yes for this question.

Example: |If a sampled carrier supervisor is talking to a vehicle ser-
vice driver at the time of the reading, enter No.

Example: If a sampled station manager is observing a carrier cas-
ing mail at the time of the reading, enter Yes.
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4.3.3 Supervisor (Q15C5)
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Figure 4.3.3—1.  Supervisor (Q15C5) Screen

Determine whether the activity of the sampled supervisor involves another
supervisor. A supervisor is defined as an employee whose roster designation
is “09” or “19” For this question, the reporting relationship between the two
supervisors does not matter. If you determine that the supervisor’s activity
involves another supervisor, enter Yes here. If not, enter No. Press <Enter>
to proceed to the next question.

‘;1-.'4 Example: A sampled carrier supervisor is speaking to the station
manager. You should respond Yes to this question.

ﬁ Example: A sampled carrier supervisor is speaking to the postmas-
ter. Since a postmaster’s roster designation is “08,” enter No.

#~  Example: A sampled manager of distribution operations is review-
ing the mail condition report. Since this activity does not involve
another supervisor, enter No and proceed to the next question.
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4.3.4

4.3.5

4.3.5.1
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Responsible (Q15C6)
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Figure 4.3.4—1.  Responsible (Q15C6) Screen

Determine whether the other supervisor reports to the sampled supervisor,
either directly or through intermediate supervisors. If so, enter Yes here.
Otherwise, enter No. Press <Enter> to continue.

Example: You are conducting a reading on a station manager. The

station manager is talking to a carrier supervisor at the station. Enter

Yes because the carrier supervisor reports to the station manager.
Categories of Craft-Level Employees

Depending on your answers to the previous questions, one of three different
screens will appear. Each question asks you to record a category of craft-
level employees.

Categories of Craft-Level Employees (Q15C7a)

This screen will appear if the sampled supervisor is performing an activity
involving craft-level employees for whom he or she is responsible.
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Figure 4.3.5-1.  Categories of Craft-Level Employees (Q15C7a) Screen

Choose the category of craft-level employees that the supervisor’s activity
involves. Press <Enter> to proceed to the next question.

You should only choose Clerk and/or Mail Handlers AND Carriers if the
supervisor is responsible for both craft categories and, at the time of the
reading, the supervisor’s activity is not specifically related to one or the other
craft.

‘;:-.'J Example: |If a supervisor of city delivery carriers is preparing an
overtime request for one city delivery carrier, then you should choose
Carriers for this question.

42  Example: If a supervisor of vehicle service drivers is signing PS
Form 3971, Request for Notification of Absence, for one of the driv-
ers, choose Other Craft-Level Employees.

For subsequent questions, answer based on the activities of the specific
employees that the supervisor’s activity involves.

4.3.5.2 Categories of Craft-Level Employees (Q15C7b)

This screen will appear if the sampled supervisor is performing an activity
involving a subordinate supervisor.
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Figure 4.3.5-2.  Categories of Craft-Level Employees (Q15C7b) Screen

For this question, you will need to select the appropriate category of craft-level
employees that the subordinate supervisor is overseeing, or for whom the
subordinate supervisor is responsible. Choose No Craft-Level Employees if
the subordinate supervisor is not directly or indirectly responsible for craft-
level employees. After you have selected the appropriate option, press
<Enter> to proceed.

You should only choose Clerk and/or Mail Handlers AND Carriers if the
subordinate supervisor is responsible for both craft categories and at the time
of the reading the supervisor’s activity is not specifically related to one or the
other craft.

‘;1-.'4 Example: If you are conducting a reading on a station manager (of
both window and delivery) who is speaking with the carrier supervi-
sor, choose Carriers because the subordinate supervisor is only
responsible for carriers.

ﬁ Example: You are taking a reading on a general supervisor of mail.
He is talking to a supervisor who reports to him. The general supervi-
sor does not directly supervise craft employees, but the supervisor he
is talking to supervises clerks and mail handlers. In this case, enter
Clerks and/or Mail Handlers because the general supervisor over-
sees the other supervisor.

For subsequent questions, answer based on the activities of the specific
employees that the subordinate supervisor is overseeing at the time of the
reading. If the subordinate supervisor is not overseeing any particular
employees at the time of the reading, answer the questions based on the
employees for whom the subordinate supervisor is responsible. If the
subordinate supervisor is not responsible for any employee(s), answer the
questions based on the activity of the subordinate supervisor.
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4.3.5.3

Categories of Craft-Level Employees (Q15C7c)

This screen will appear if the sampled supervisor is performing an activity that
does not involve craft-level employees or subordinate supervisors for whom
the supervisor is responsible. It also appears if the sampled supervisor is not
involved with any employees at the time of the reading.
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Figure 4.3.5-3.  Categories of Craft-Level Employees (Q15C7c) Screen

For this question, you will need to select the appropriate category of craft-level
employees for whom the sampled supervisor is responsible, either directly or
through subordinate supervisors. If the sampled supervisor is not responsible
for any craft-level employees, either directly or indirectly, choose No Craft-
Level Employees. After you have selected the appropriate option, press
<Enter> to proceed.

4~  Example: If a sampled supervisor of city delivery carriers is speak-
ing with a window clerk, choose Carriers because the supervisor is
responsible only for carriers.

ﬁ Example: If a sampled supervisor of clerks is speaking on the tele-
phone, choose Clerks and/or Mail Handlers because the supervisor is
responsible for that category of employees.

‘;i-.'s Example: You are taking a reading on an industrial engineer. Atthe
time of the reading, the engineer is involved in a training meeting. He
or she is not responsible for craft-level employees. Choose No Craft-
Level Employees for this question.

4~  Example: If you are conducting a reading on a station manager (of
both window and delivery) who is meeting with the postmaster,
choose Clerks and/or Mail Handlers AND Catrriers since the sampled
supervisor is responsible for both groups of employees.
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For subsequent questions, answer the questions based on the employees for
whom the sampled supervisor is responsible. If the sampled supervisor is not
responsible for any employees, answer the questions based on the activity of

the supervisor.
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4.4 Carriers (Q15D)
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Figure 4.4.0-1.  Carriers (Q15D) Screen

Indicate what type of delivery the supervised carriers perform. Press <Enter>
when you are done.

o

~

Example: You are taking a reading on a supervisor of city delivery
carriers and rural carriers. The supervisor is talking to a rural carrier
at the time of the reading. Enter Rural (Carriers) for this question.

Example: You are taking a reading on a station manager. At the
time of the reading he is discussing something with a delivery super-
visor who supervises both city delivery and rural carriers. You should
enter Both City and Rural.

Example: You are taking a reading on a supervisor who is responsi-
ble for city delivery carriers and rural carriers. However, at the time of
the reading, the supervisor is not dealing directly with any of those
craft-level employees. You should enter Both City and Rural because
the supervisor is responsible for both groups of carriers.

Example: You are taking a reading on a supervisor of clerks and
city delivery carriers. At the time of the reading, he is talking to the
carrier supervisor about city delivery carrier activities for the day.
Enter City Delivery (Carriers) for this question.

Example: You are taking a reading on a superintendent of delivery
and collection who is not directly involved with any craft-level
employee at the time of the reading. She is talking with her rural car-
rier supervisor. Enter Rural (Carriers) for this question.
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If the sampled supervisor is not also involved with or responsible for clerks or
mail handlers, you will be directed to review the data entered and complete

the reading (Chapter 9).
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4.5 Clerk/Mail Handler Operational Areas (Q15E1)
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Figure 4.5.0-1.  Clerk/Mail Handler Operational Areas (Q15E1) Screen

Select the response(s) that best describes the work assignment of the
supervised clerks and/or mail handlers identified in Q15C7a, Q15C7b, or
Q15C7c, Categories of Craft-Level Employees. Specifically:

m [If the sampled supervisor is performing an activity involving craft-level
employees for whom he or she is responsible, answer this question based
on the work assignment of the specific employees with whom the
supervisor is involved.

m [f the sampled supervisor is performing an activity involving a subordinate
supervisor who is overseeing clerks and mail handlers in a specific
operation at the time of the reading, answer this question based on the
assignment of those clerks and mail handlers at the time of the reading. If
the subordinate supervisor is not overseeing any particular employees at
the time of the reading, answer the question based on the assignment of
the employees for whom the subordinate supervisor is responsible. If the
subordinate supervisor is not responsible for any employees, answer
based on the assignment of the subordinate supervisor.

m In all other situations, answer this question based on the operational
areas for which the supervisor is responsible, either directly or through a
subordinate supervisor. If the sampled supervisor is not responsible for
any employees, answer this question based on the work assignment of
the supervisor.

You can select more than one option by pressing the letter associated with
each option. Press <Enter> when you have recorded all responses that apply.
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Each option is described in more detail below:

Accountable Mail Operations (Including Express Mail/Expedited Delivery
Section, Registry Section/Cage, Business Reply - Postage Due Unit, and
Other Accountable Work). Enter this option for employees assigned to an
Express Mail or expedited delivery unit; operations involving Registered
Mail, including those within the registry unit (cage) or elsewhere within the
facility; business reply and postage due units; and other operations
involving accountable items, including work related to carrier keys and
scanners.

Computerized Forwarding System (CFS) Operation (MODS Op. # 539,
791, 792). Choose this option for employees assigned to the CFS unit.

Automated or Mechanized Mail Processing Operation. Choose this
option for employees assigned to any operation that uses automated or
mechanized equipment to sort or process mail, excluding cancellation
equipment. This includes equipment used to sort letters, flats, parcels,
bundles, sacks, and/or trays. It also includes letter mail labeling machines
(LMLMSs), tabbers, tray management systems (TMS), robotics, and
automated container or parcel scanning equipment.

Do not choose this option for employees who are assigned to platform,
mail transport, or other mail processing operations (see below) but
happen to be working near automated or mechanized equipment. Also,
do not choose this option for employees assigned to automated or
mechanized culling or cancellation equipment. These assignments
should be recorded as Other Mail Processing Operations.

Manual Distribution Operation (Mailpiece Distribution Only). Choose this
option for employees assigned to any operation in which individual letter,
flat, or parcel pieces of any mail class are sorted or distributed.

If the employee is distributing Express Mail items or pieces at the time of
the reading and is assigned to an Express Mail or Expedited Delivery
section, choose Accountable Mail Operations (Including Express Mail/
Expedited Delivery Section, Registry Section/Cage, Business Reply -
Postage Due Unit, and Other Accountable Work).

Do not choose this option if employees assigned to a pouching unit or
operation in which bundles, trays, sacks, or other containers are being
sorted along with some loose mailpieces. It is possible that loose pieces
may appear in such operations when bundles break or other containers
inadvertently open in the course of processing. Choose Other Mail
Processing Operations if the bundles, sacks, trays, or other containers are
normally left intact in the operation.

Other Mail Processing Operations. Choose this option for employees
assigned to other mail processing operations not included in any of the
above operational categories. This category includes collecting mail from
collection boxes or lobby drop boxes, cancellation, spreading and
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4 Activity Questions for Supervisors and Professional, Technical, and Administrative Employees

breaking down incoming mail, containerizing outgoing mail, mail
preparation operations, loading and unloading vehicles, waiting for mail,
non-CFS mark-up, nixie, empty equipment work, damage repair and
rewrap, and other mail processing operations not listed in earlier options.

Bulk Mail Acceptance Operation. Choose this option for employees
assigned to bulk mail acceptance operations. This category applies to
units involving the acceptance and verification of bulk mail, which are
usually performed at a Business Mail Entry Unit (BMEU) or Detached Mail
Unit (DMU).

Window Service and Other Retail Operation. Choose this option for
employees assigned to retail or window unit operations, or assignments
related to self-service postal centers (SSPCs) or vending machines.

Administrative (Including Claims & Inquiry Work, Personnel & Time &
Attendance Work, Accounting & Auditing Work, Data Collection &
Processing Activities, Procurement Activities, Training, Quality, Control/
Revenue Protection, General Office Work, Union Business). Choose this
option for employees assigned to administrative operations.
Administrative operations include claims and inquiry; personnel, time, and
attendance; accounting; auditing; data collection; procurement; training;
quality control and revenue protection; general office work; and union
business.

Example: You are taking a reading on a supervisor in mail process-
ing who supervises both clerks and mail handlers. At the time of the
reading, the supervisor’s activity involves a clerk assigned to a deliv-
ery barcode sorter (DBCS). Enter Automated or Mechanized Mail
Processing Operation because the supervisor’s activity specifically
involves a clerk assigned to that type of operation at the time of the
reading.

Example: You are taking a reading on a supervisor of a registry
section. At the time of the reading, the supervisor is involved in a
general activity concerning the entire section. You should enter
Accountable Mail Operations (Including Express Mail/Expedited
Delivery Section, Registry Section/Cage, Business Reply - Postage
Due Unit, and Other Accountable Work) because the supervisor over-
sees clerks that are assigned in that section, even though his or her
current activity does not involve any employees.

Example: You are taking a reading on a supervisor of both carriers
and clerks. At the time of the reading, the supervisor is engaged in
an activity that involves one of the window service clerks. You should
enter Window Service and Other Retail Operation for this question
because the supervisor’s activity specifically involves window service
clerks at the time of the reading.
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4.51

You will be directed to review the data entered and complete the reading
(Chapter 9) unless you selected Accountable Mail Operations (Including
Express Mail/Expedited Delivery Section, Registry Section/Cage, Business
Reply - Postage Due Unit, and Other Accountable Work), Other Mail
Processing Operations, Administrative (Including Claims & Inquiry Work,
Personnel & Time & Attendance Work, Accounting & Auditing Work, Data
Collection & Processing Activities, Procurement Activities, Training, Quality,
Control/Revenue Protection, General Office Work, Union Business).

Accountable Mail Operations (Q15E2a)
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Figure 4.5.1—1.  Accountable Mail Operations (Q15E2a) Screen

Indicate which of the listed operations or activities are performed by the
supervised clerks and/or mail handlers identified in Q15C7a, Q15C7b, or
Q15C7c, Categories of Craft-Level Employees. Use the same guidelines
described in pection 4.5. Select all activities that apply. Press <Enter> to
continue to the next screen.

Each option is described in more detail below:

m  Express Mail/Expedited Delivery Section. Enter this option for employees
performing activities in an Express Mail or expedited delivery unit.

m  Registry Section/Cage. Enter this option for employees working in the
registry unit (cage), or for employees performing activities related to
Registered Mail outside of the registry section.

m  Postage Due. Enter this option for employees performing activities
related to the distribution of Business Reply Mail and other postage due
mail.

m  Other Accountable Work (Including Carrier Keys/Scanners). Choose this
option for employees performing activities involving other accountable
items, including work related to carrier keys and scanners.
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45.2 Other Mail Processing Operations (Q15E2b)
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Figure 4.5.2—1.  Other Mail Processing Operations (Q15E2b) Screen

Indicate which of the listed activities are performed by the supervised clerks
and/or mail handlers identified in Q15C7a, Q15C7b, or Q15C7¢, Categories
of Craft-Level Employees. Use the same guidelines described in ection 4.5.
Select all activities that apply. Press <Enter> to continue to the next screen.

Each option is described in more detail below:

m  Nixie/Damage Repair/Rewrap. Choose this category for employees
performing activities related to mail that must be repaired or rewrapped
before it can be processed further or delivered. Also choose this option
for employees performing activities related to mail that cannot be sorted
or delivered because of an incorrect, illegible, or insufficient delivery
address (“nixie” mail).

m  Empty Equipment. Choose this option for employees performing activities
related to the empty equipment section, typically designated by operation
number 549.

m  All Other Mail Processing Operations. Enter this option for employees
performing any other mail processing activities that cannot be associated
with any of the operational areas listed above.
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Admin Activities (Q15E3)
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Figure 4.5.3—1.  Admin Activities (Q15E3) Screen

Indicate which of the listed activities are performed by the supervised clerks
and/or mail handlers identified in Q15C7a, Q15C7b, or Q15C7¢c, Categories
of Craft-Level Employees. Use the same guidelines described in Bection 4.5.
Select all activities that apply. Press <Enter> to continue to the next screen.

If you choose None of the Above (Specify), you are required to specify the
activity performed.

ﬁ Example: You are taking a reading on a supervisor who is in charge
of clerks in the Time and Attendance Collection System (TACS)
office. At the time of the reading, the supervisor is on the telephone.
Choose Personnel and Time and Attendance Work since the super-
vised clerk is responsible for employees who perform this type of
work.

You will be directed to review the data entered and complete the reading
(Chapter 9).
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4.6 Other Craft-Level Employees (Q15F)

This question relates to all other craft-level employees for whom the
supervisor is responsible.
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Figure 4.6.0-1.  Other Craft-Level Employees (Q15F) Screen

Enter the types of supervised craft-level employees. Choose all categories

that apply. After you have selected the appropriate option(s), press <Enter>
to proceed.

You will be directed to review the data entered and complete the reading
([Chapter 9).
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4.7 No Craft-Level Employees (Q15G)

October 2004

This question relates to activities performed by supervised employees who
are not classified as craft-level employees.
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Figure 4.7.0-1.  No Craft-Level Employees (Q15G) Screen

Enter the option(s) that best describe what the supervisor is doing. You may
use the supervisor’s job title as a guide for choosing the correct options,
unless the supervisor is working in another area. Choose all categories that
apply. If you select None of the Above (Specify), you will be prompted to
specify the type of activity being performed. Press <Enter> to proceed with
the reading.

You will be directed to review the data entered and complete the reading
([Chapter 9).
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5 Activity Questions for City Carriers

Activity Questions for City Carriers
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After you have entered the administrative data on the IOCS Header screen,
you will be asked a series of questions about the employee being sampled.
The questions asked depend on the roster designation code from the /IOCS
Header screen. This chapter describes how to answer In-Office Cost System
(I0CS) questions that you will encounter when conducting a reading on a city
carrier. Throughout this chapter, employees with a roster designation code
“13, “383,” “43,” “63,” or “83” will be referred to as city carriers. See Related
Materials (RM) P=3.

Throughout this portion of the Computerized On-Site Data Entry System
(CODES) software, scripts are provided for telephone readings. You should
follow the script when conducting a telephone reading. If you are conducting
an on-site reading, these scripts should be used to help you determine what
data you will need to collect.

In city carrier readings, activity questions and instructions focus on the
following:

m  Whether the carrier is clocked into an office or street operation, and
whether he or she is on the premises.

m  Whether the carrier is involved in training, and if so whether the training is
related to a specific route.

m  Whether the carrier is performing work related to a specific route.
m  The route number and ZIP Code for the route.

m A script for obtaining the necessary information to complete a phone
reading.

m  Lunch schedule information when the carrier is not on the premises.

m  The type of route that the city carrier is working, if the route information
cannot be obtained from the Address Management System (AMS) file
that is on the CODES Laptop.

m  Whether a mailpiece is available for sampling.
m  The carrier’s specific activity at the time of the reading.

Detailed information about each question and step-by-step procedures for
answering city carrier activity questions are provided in the remainder of this
chapter. Each section corresponds to an IOCS city carrier question or group
of questions in the CODES IOCS software.
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The order in which the questions appear in the sections below may not
necessarily correspond to the order in which they appear in the CODES
software.

If you are conducting a telephone reading, obtain the necessary information
by reading the scripted questions over the phone as they appear on the
screen and recording the responses given. For more information on how to

conduct a telephone reading, see Appendix D.
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5.1 Work Location

5.1.1

5.1.2

October 2004

IOCS collects different types of information for city carrier in-office and street
activities. Thus, you must first determine if the employee is engaged in office-
related work or street-related work. The following sections provide
instructions on how to answer the questions used to make this determination.

Clocked to Office or Street Operation (Q16A1)

This determines whether the employee is clocked into the office or onto the
street.

s B regsieyre crrerRe choctes] wis e b v e

L
I -Emert

Fiodogs |

Figure 5.1.1—-1.  Clocked to Office or Street Operation (Q16A1) Screen

Ask the employee, or have the respondent ask the employee in phone
readings, if the operation he or she is clocked into indicates an Office or Street
activity. If the employee is not available or you are otherwise unsure, check
the timekeeping system if you have access or ask a supervisor or the phone
respondent to check the timekeeping system to determine if the operation the
carrier is clocked into indicates an Office or Street activity. After selecting the
appropriate response, press <Enter> to continue.

The response to this question must be based on the operation number that
the carrier is clocked into, not inferred from the carrier’s activity.
On Premises (Q16A2)

This question identifies whether the sampled employee is on the premises at
the time of the reading, regardless of whether he or she is clocked into the
office or onto the street.
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Figure 5.1.2—1.  On Premises (Q16A2) Screen

If the employee is on the Postal Service premises, enter Yes. Otherwise enter
No. Press <Enter> to proceed to the next question.

An employee is on the Postal Service premises if he or she is anywhere in the
facility or in the immediate area outside the facility — for example, the loading
dock or carrier vehicle areas. For carriers on motorized routes, you should
ensure that the carrier’s vehicle is not in the parking lot before indicating he or
she is not on the premises.

A carrier may be clocked to street time and remain on the premises. For
example, after loading the vehicle, the carrier may push a hamper back into
the building or be called to the caller window to answer an inquiry from a
postal customer.

Similarly, a carrier may be clocked to office time and not be on the premises.
For example, a carrier could be clocked to office time when sorting mail at a
distant location in a vertical improved mail (VIM) room.

Do not enter No simply because you are unable to locate an employee.
Consult with a supervisor if you need help determining whether the employee
is working off of the premises.
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5.2 Training and Route-Specific Training

The next set of questions is designed to determine whether the sampled city
carrier is involved in training activities, and if so, whether the training is related
to a specific route.

5.21 Training (Q16A3a)
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Figure 5.2.1-1.  Training (Q16A3a) Screen

Indicate that the selected carrier is giving or receiving training at the time of
the reading by entering Yes. If the employee is not involved in training, enter
No. Press <Enter> to continue.

5.2.2 Route Training (Q16A3b)
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Figure 5.2.2-1.  Route Training (Q16A3b) Screen
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If the employee is involved in training that is specific to a particular route, enter
Yes. If the training is not route-specific, enter No. Press <Enter> to advance
to the next question.

If the carrier is not involved in route-specific training, you will be directed to
review the data entered and complete the reading (Chapter 9).

Page 5-8 Section 5.2 Handbook F-45



5 Activity Questions for City Carriers

5.3 Route-Related Work

For a sampled employee not involved in training, the next series of questions
is designed to identify whether the carrier is involved in route-related work at
the time of the reading.

5.3.1 Route Assignment (Q16B1a)
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Figure 5.3.1—1.  Route Assignment (Q16B1a) Screen

Indicate that the selected carrier is assigned to a specific route at the time of
the reading by entering Yes. A route may or may not have a route number
associated with it. See for a description of the different types of
routes. If the selected carrier is not assigned to a specific route at the time of
the reading, enter No. Press <Enter> to continue.

Example: The sampled carrier is out of the office delivering mail on
an Express Mail route. Enter Yes for this question.
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5.3.2
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Assisting Carrier (Q16B1b)
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Figure 5.3.2-1.  Assisting Carrier (Q16B1b) Screen

Respond Yes to this question if the sampled city carrier is assisting another
carrier at the time of the reading. If the selected carrier is not assisting
another carrier, select No. Press <Enter> to proceed to the next question.

If the carrier is not assisting another carrier and is not on the premises, you
will be directed to review the data entered and complete the reading (Chapter]

.
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5.4 Route Identification

5.4.1

October 2004

The questions described in this section are used to obtain and validate the
route number and ZIP Code of the route with which the city carrier is involved.

Carrier Route Number (Q16B2a)/ZIP Code of Route (Q16B2b)

Answer these questions based on the carrier’s assigned route. If the carrier is
not assigned to a route but is assisting another carrier, answer the questions
based on the route of the carrier being helped. If the carrier is involved in

training that is related to a specific route, answer the questions based on that
route.
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Figure 5.4.1—1.  Carrier Route Number (Q16B2a)/ZIP Code of Route
(Q16B2b) Screen

Enter the 3-digit carrier route number for the route. Press <Enter> to advance
to the ZIP Code field. If a 4-digit number is given by the respondent, enter a
leading “0,” followed by the last two digits of the 4-digit number provided. If
the employee is delivering multiple relays from different routes, identify the
route number most likely being delivered at the time of the reading. If there is
no route number associated with the route, or the information is unavailable,

leave the field(s) blank. Enter the 5-digit ZIP Code for the route. Press
<Enter> to advance to the next screen.

- Note: Some offices deliver mail to multiple ZIP Codes. Be sure to
enter the ZIP Code that corresponds to the carrier route, not the office
location.
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5.4.2

5.4.3

Example: The carrier is assisting another carrier on route 17, zone
2 at the main Post Office in Fairfax, Virginia, 22030. Enter “017” for
the Carrier Route Number. Enter “22032” for the ZIP Code of Route.

After you complete your entries, the IOCS software will attempt to find the
route number and ZIP Code combination in the AMS file on the CODES
Laptop computer. If the route is not found, you will be asked to validate your

entries of the route number and route ZIP Code (gection 5.4.2).

If the route is in the AMS file, the software will compare the route ZIP Code
with the ZIP Code of the office. If they are the same, you will be asked to
validate your entry of the route ZIP Code to ensure that you did not
inadvertently enter the office ZIP Code instead of the route ZIP Code

(section 5.4.3).
Route Not Found in AMS

If the route is not in the AMS file, the following screen will be displayed:
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Figure 5.4.2—1.  Information Screen: Route Not Found in AMS

Review the route number and ZIP Code that you entered in Carrier Route
Number (Q16B2a)/ZIP Code of Route (Q16B2b). If the information entered is
incorrect, choose No and you will be returned to Carrier Route Number
(Q16B2a)/ZIP Code of Route (Q16B2b) to re-enter the route number and ZIP
Code. If the information you entered is correct, choose Yes and proceed to
the next question.

Route and Post Office ZIP Codes are the Same

If the ZIP Code of Route that you entered is the same as the ZIP Code of the
office, you must validate your entry. This check helps ensure that you have
not inadvertently entered the ZIP Code of the office instead of the ZIP Code of
the route. If they are the same, the following screen will be displayed:
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Figure 5.4.3—1.  Information Screen: Route and Post Office ZIP Codes are
the Same
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If the information you entered is correct, choose Yes to proceed. If not,
choose No and you will be returned to Carrier Route Number (Q16B2a)/ZIP
Code of Route (Q16B2b) to re-enter the route number and ZIP Code.

Depending on your responses to these and earlier questions, you may be
directed to review the data entered and complete the reading (Chapter 9).
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5 Activity Questions for City Carriers

5.5 Script for Obtaining Additional Information Needed to Complete

Reading

5.5.1

October 2004

When you are conducting a telephone reading, you need to tell the person on
the phone (respondent) what information must be obtained. The information
required varies depending on whether the carrier is on the premises, and
whether the route entered (gection 5.4) is in the AMS file. This section
provides the scripts that you should use for obtaining the correct information
from the respondent. The CODES software automatically provides the
appropriate script, based on whether the employee is on the premises
(section 5.1.2) and the results of checking the AMS file for the route number
and route ZIP Code. For more information on how to conduct a telephone
reading, see Appendix O. If you are performing an on-site reading, the
screens described in this section provide information about the additional data
that will be required.

Preparation (116C2a): Carrier is On the Premises, and Route is in AMS
File or Carrier’s Activity is Not Related to a Route
There are two situations under which this screen will appear:

m [f the carrier is on the premises and the route number and route ZIP Code
combination was found in the AMS file; or

m [f the carrier is on the premises but is neither assigned to a route nor
assisting another carrier.
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Figure 5.5.1—1.  Preparation (I116C2a): Carrier is On the Premises, and
Route is in AMS File or Carrier's Activity is Not Related to a
Route Screen

Press <Enter> when you have read this screen to the respondent.
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5.5.2

5.5.3

Preparation (116C2b): Carrier is On Premises and Route is Not in AMS
File

This screen will appear if the sampled employee is on the premises but the
route number and route ZIP Code combination was NOT found in the AMS
file.
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Figure 5.5.2-1.  Preparation (I16C2b). Carrier is On Premises and Route is
Not in AMS File Screen

Press <Enter> when you have read this screen to the respondent.

Preparation (116C2c): Carrier is Off Premises and Route is in AMS File

This screen will appear if the carrier is NOT on the premises and the route
number and route ZIP Code combination was found in the AMS file.
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Figure 5.5.3-1.  Preparation (I16C2c): Carrier is Off Premises and Route is
in AMS File Screen

Press <Enter> when you have read this screen to the respondent.
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5.5.5

October 2004

5 Activity Questions for City Carriers

Preparation (116C2d): Carrier is Off Premises and Route is Not in AMS
File

This screen will appear if the carrier is NOT on the premises and the route
number and ZIP Code combination was NOT found in the AMS file.
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Figure 5.5.4-1.  Preparation (I116C2d): Carrier is Off Premises and Route is
Not in AMS File Screen

Press <Enter> when you have read this screen to the respondent.
Preparation (116C2e): Carrier is Involved in Route-Specific Training and
Route Not in AMS File

This screen will appear if the carrier is engaged in route-specific training and
the route number and ZIP Code combination was NOT found in the AMS file.
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Figure 5.5.5-1.  Preparation (I16C2e). Carrier is Involved in Route-Specific
Training and Route Not in AMS File Screen

Press <Enter> when you have read this screen to the respondent.
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5 Activity Questions for City Carriers

5.6 Lunch Information for Carrier Not on Premises

The lunch period generally cannot be observed directly for a carrier who is on
the street at the time of the reading. 10CS relies on information about the
carrier's scheduled lunch period to identify off-the-clock lunch time. This
section describes the questions used to obtain that information.

5.6.1 Lunch On Street (Q16D)

If you indicated that the carrier was not on the premises, the following screen
will appear.

- inke bam b whdp o e s el

e |
Figure 5.6.1—-1.  Lunch On Street (Q16D) Screen

Ask the supervisor and indicate whether the carrier will take lunch while on
the street. If so, enter Yes. If the carrier has waived lunch (has an 8-hour
schedule), enter No. If the supervisor is unsure, enter Unknown. Press
<Enter> to continue to the next question.

If the carrier does not have a scheduled lunch and the route information is

found in the AMS file, you will be directed to review the data entered and
complete the reading (Chapter 9).

October 2004 Section 5.6 Page 5-19



Data Collection User’s Guide for In-Office Cost System

Page 5-20

5.6.2

5.6.3

Lunch Time Available (Q16D2)
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Figure 5.6.2—-1.  Lunch Times Available (Q16D2) Screen

If you indicated that the city carrier will take a lunch while on the street or if
you indicated that this information is not known, you must indicate whether a
scheduled lunch time is known. If so, enter Yes. If not, enter No. Press
<Enter> after selecting an option to continue to the next question.

If the scheduled lunch times are unknown and the route was found in the AMS
file, you will be directed to review the data entered and complete the reading

(Chapter 9.
Lunch Times (Q16D1)

If you indicated that the scheduled lunch times are known, you must enter the
beginning and ending times for the lunch period.
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Figure 5.6.3—-1.  Lunch Times (Q16D1) Screen
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5 Activity Questions for City Carriers

On this screen you will enter the starting and ending times of the sampled
carrier's scheduled lunch period using 4-digit military time format. Enter the
carrier’s scheduled lunch starting time. Press <Enter> to advance to the next
field. Enter the carrier's scheduled lunch ending time. Press <Enter> to
advance to the next screen.

- Note: RM2-7 provides information on how to determine military
time.

ﬁ Example: If the scheduled starting time is 12:35 p.m. and the
scheduled ending time is 1:05 p.m., enter the numbers as follows:

For the starting time, enter as follows:
Enter 1: 1_:__

Enter 2. 12.__

Enter 3: 12.3_

Enter 5: 12.35

Then, press <Enter>.

For the ending time, enter as follows:

Enter 7: 1_:__
Enter 3: 13:__
Enter 0: 13:0_
Enter 5: 13:05
Then, press <Enter>.
If the starting and ending times entered indicate a lunch period that is greater

than 45 minutes, CODES will display a warning that you have entered an
invalid range of times.
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Figure 5.6.3—-2.  Information Screen: Lunch Times More Than 45 Minutes
If the scheduled lunch time exceeds 45 minutes, choose Yes. If you

incorrectly recorded the starting or ending time, choose No to return to Lunch
Times (Q16D1) and enter the correct times.
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If the route number and ZIP Code combination that you entered is found in the
AMS file, you will be directed to review the data entered and complete the

reading (Chapter 9).
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5 Activity Questions for City Carriers

5.7 Route Information When Route is Not in AMS File

5.71

October 2004

If the route number and ZIP Code combination you entered is not in the AMS
file, you will need to obtain additional information about the route so that it can
be categorized for costing purposes. Answer these questions based on the
carrier's assigned route. If the carrier is not assigned to a route but is
assisting another carrier, answer the questions based on the other carrier’s
route. If the carrier is involved in training that is related to a specific route,
answer the questions based on that route.

If the city carrier is involved with Express Mail or expedited mail delivery, you
will also need to record the operation number in which the sampled carrier is
clocked. This section describes the questions related to route information.
Route Type (Q16E1)

This screen will appear if the route number and ZIP Code combination
entered was not in the AMS file.
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Figure 5.7.1—1.  Route Type (Q16E1) Screen

Enter the type of route with which the city carrier is involved. Each route type
option is described in more detail below. Choose the appropriate route type
regardless of whether it is a regular or an auxiliary route. Press <Enter> to
continue to the next question.

L4 Note: Generally, the route type can be obtained by asking the
carrier supervisor. For city delivery routes, the route type can also be
determined using information from PS Form 1621, Delivery
Management Report, which shows the number of possible business
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5.7.2

Page 5-24

and residential deliveries. This form should be available online or in
hardcopy at the delivery unit. Your manager of Statistical Programs
(MSP) may provide you with information on how to access this
information online.

Business, Residential, or Mixed Route (Foot, Park & Loop, Dismount,
Curbline, Mounted, Phantom). Enter this type when the route is a regular
foot or motorized route serving residential and/or business
establishments, delivering all types of mail.

Package Delivery (Parcel Post). This type applies to regular routes
dedicated entirely to Parcel Post delivery. This category does not include
auxiliary routes.

Collection. Enter this type for foot or motorized routes that are dedicated
entirely to collection.

Expedited/Express Mail Delivery or Run. This type includes routes
devoted to Express Mail or other expedited mail delivery or the
transportation of Express Mail between facilities.

Relay. Relay routes primarily perform relay service on an as-needed
basis.

Combination/Other. This type applies to all other route types, including
but not limited to combination (or multi-purpose) routes, Official Mail
Messenger Service (OMMS), and Intra-City/Inter-Station runs.

Depending on your responses to earlier questions, you may be directed to
review the data entered and complete the reading (Chapter 9).

Transportation Type (Q16E2)
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Figure 5.7.2—1.  Transportation Type (Q16E2) Screen
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5.7.3
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5 Activity Questions for City Carriers

Indicate what type of transportation mode is employed for the route with which
the city carrier is involved. Each option is described in more detail below.
Press <Enter> to advance to the next screen.

m  foot. A foot route is delivered by a carrier entirely on foot. A foot route
may use a bicycle or automotive vehicle solely as transportation to and
from the start of the route. Park-and-loop routes are not considered foot
routes.

m  Dismount. A dismount route is a route with a majority of dismount
deliveries. A dismount delivery occurs when a letter carrier leaves a
vehicle for one or several deliveries and then returns to move the vehicle
to the next delivery point. Park and loop routes are not considered
dismount routes.

m  Curbline. A curbline, also called curbside, route is a route with a majority
of curbline deliveries. Curbline delivery is a method of city delivery
service where the letter carrier (walking or in a vehicle) delivers to
customer mailboxes located at the curb.

m  Park and Loop. A park and loop route is a route that uses a motor vehicle
to transport mail to the route. Once there, the letter carrier parks the
vehicle and walks out and back over one or more streets, delivering mail
away from and looping back to the vehicle.

m  Other. Use this option if none of the other transportation modes applies to
the sampled route.
Number of Deliveries (Q16E3/Q16E3a/Q16E4/Q16E4a)

The following question addresses the actual number of deliveries for the route
in which the sampled city carrier is involved.
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Figure 5.7.3—1.  Number of Deliveries (Q16E3/Q16E3a/Q16E4/Q16E4a)
Screen

Enter the number of deliveries for each category, pressing <Enter> after each
entry to advance to the next field. After entering the number of business curb
deliveries, press <Enter> to proceed to the next screen.
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L4 Note: Generally, this information can be obtained from the carrier’s
supervisor. For city delivery routes, the number of deliveries may also
be obtained from PS Form 1621, Delivery Management Report,
which shows the number of possible business and residential
deliveries.

If the number of curb deliveries you enter is higher than the total number of
deliveries, a warning will appear indicating that you have entered incorrect
information. Press <Enter> to return to the entry screen. Enter the correct
information and press <Enter> to proceed.

If the sampled city carrier is not on the premises or is in training, you will be
directed to review the data entered and complete the reading (Chapter 9).
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5 Activity Questions for City Carriers

5.8 Mailpiece Available

5.8.1

October 2004

This series of questions focuses on whether the employee was handling mail
(or Postal Service forms), and if so, whether you were able to obtain the
appropriate mailpiece or form. Whether you are conducting a phone reading
or an on-site reading, the same procedure is used for obtaining the
appropriate mailpiece or form. If the carrier is handling mail, forms, or
equipment with mail, obtain the mailpiece or form that is being handled that is
closest to his or her right hand.

Handling Mail (Q16F1a)
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Figure 5.8.1—1.  Handling Mail (Q16F1a) Screen

If the carrier is handling mail, forms, or equipment containing mail at the time
of the reading, enter Yes for this question. Otherwise, enter No. Press
<Enter> to continue.

Section 5.8 Page 5-27



Data Collection User’s Guide for In-Office Cost System

5.8.2 Obtaining Mailpiece (Q16F1b)
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Figure 5.8.2—1.  Obtaining Mailpiece (Q16F1b) Screen

If the carrier was handling mail, forms, or equipment with mail, you will be
asked if you were able to obtain a mailpiece or form for sampling. Enter Yes
or No as appropriate. Press <Enter> to proceed to the next question.

L4 Note: Although every effort should be made to obtain the
appropriate mailpiece or form, situations may arise when you are
unable to do so. If you are unable to obtain the appropriate mailpiece
or form, do not substitute another mailpiece. Just respond No to this

question.
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5 Activity Questions for City Carriers

5.9 Carrier’s Activity

5.9.1

October 2004

The following set of questions focuses on the activity of the carrier at the time
of the reading. The specific questions asked depend on whether the carrier is
on the premises and whether the carrier is handling mail.

Carrier Off Premises Activity (Q16B1c)

This screen will appear if the carrier is not on the premises, and he or she is
not in training or assigned to or assisting with a particular letter delivery route.
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Figure 5.9.1—1.  Carrier Off Premises Activity (Q16B1c) Screen

Choose the option that best describes the carrier's off-premises activity. Each
option is described in more detail below. Press <Enter> to continue to the
next question.

Package Delivery (Parcel Post/Priority). Select this option if the employee
is performing activities related to package delivery, including Parcel Post
and Priority Mail delivery.

m  Collection. Choose this option if the employee is off premises performing
work related to collection mail, excluding Express Mail. This includes
collecting mail from collection boxes and picking up collection mail from
customers.

m  Expedited/Express Mail Delivery or Run. Select this option if the
employee is performing off-premises activities related to Express Mail or
other expedited mail delivery, including the transportation of Express Malil
between facilities or to and from customers.

m  Relay. Select this option if the city carrier is performing relay activities,
including placing sacks of mail in drop boxes for pick up by city carriers as
they deliver mail on their routes.
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m  Combination. Select this option if the carrier is performing activities
related to a combination route.

m  Other (Specify). Enter this option if the carrier's activity cannot be
associated with any of the preceding choices. You will be prompted to
provide a description of the operation. Upon entering this information,
press <Enter> to return to Carrier Off Premises Activity (Q16B1c). The
description that you entered will appear at the bottom of the screen.
Press <Enter> to advance to the next screen.

You will be directed to review the data entered and complete the reading

(Chapter 9).

5.9.2 Activity of Employee Handling Mail (Q16F2a)
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Figure 5.9.2—1.  Activity of Employee Handling Mail (Q16F2a) Screen

Indicate whether the sampled carrier is working at the carrier case or away
from the carrier case. Press <Enter> to continue to the next question.
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5.9.4
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5 Activity Questions for City Carriers

Activity of Employee Not Handling Mail (Q16F2b)
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Figure 5.9.3—1.  Activity of Employee Not Handling Mail (Q16F2b) Screen

Choose the first option that best describes what the carrier is doing at the time
of the reading. Press <Enter> to proceed to the next screen.

If the sampled city carrier is in a safety talk, taking a break, or clocking, you
will be directed to review the data that you have entered and complete the

reading (Chapter §).

Activities at Carrier Case (Q16F3a)
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Figure 5.9.4-1.  Activities at Carrier Case (Q16F3a) Screen
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Choose the option that best describes what the carrier is doing at the time of
the reading. Each activity option is described in more detail below. Press
<Enter> when you have selected the appropriate response to continue.

Preparing Mail for Sequencing/Loading Ledges. This category includes
activities such as placing mail on the carrier case ledge and opening
bundles of mail.

Sequencing/Casing Mail. Enter this item if the carrier is sorting mail into
the case or sequencing mail into delivery order.

Withdrawing/Pulling Down Mail/Strapping Out Mail (From Carrier Case).
Choose this item if the carrier is doing work related to pulling down mail
that has been cased, bundling mail, or is tying or traying mail for delivery.

Handling Undeliverable-As-Addressed (UAA) Mail. This category
includes activities related to dealing with mail that cannot be delivered as
addressed, and must be forwarded to the addressee, returned to the
sender, or sent to a mail recovery center.

Obtaining or Returning Accountables or Keys. Enter this item if the carrier
is dealing with Return Receipt mail, Registered Mail, Collect on Delivery
(COD) mail, Certified Mail, other accountable mail, keys, or any
combination of these items while at his or her case. Also enter this item
for an employee who is doing work related to a scanner if it does not
involve Delivery Confirmation or Signature Confirmation services.

Doing an Activity Relating to Scanning Delivery Confirmation or Signature
Confirmation. Choose this category if the employee is handling or
scanning Delivery Confirmation or Signature Confirmation mail.

Leaving or Preparing to Leave for Route. Enter this option for any other
activities the carrier is doing while preparing to leave for the route.

Returning from Route or Activities Related to Return. Enter this option for
any other activities the carrier is doing related to returning from the route.

Other Activity (Specify). Enter this item for any other activity being
performed by the carrier at the case at the time of the reading. If you
choose this option, you will be prompted to specify the type of activity
being performed.

Depending on your answers to this and previous questions, you may be
directed to review the data entered and complete the reading (Chapter 9).
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5 Activity Questions for City Carriers

5.9.5 Activities Away from Carrier Case (Q16F3b)
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Figure 5.9.5-1.  Activities Away from Carrier Case (Q16F3b) Screen

Choose the option that best describes what the carrier is doing at the time of
the reading. Each activity option is described in more detail below. Press
<Enter> when you have selected the appropriate response to continue.

October 2004

Obtaining Mail. This category includes activities such as retrieving malil
from the hot case or elsewhere for the purposes of casing or sequencing
the mail.

Preparing and Checking Vehicle. Select this item if the carrier is
performing activities related to the vehicle, such as inspecting it,
preparing to load, or loading the vehicle.

Handling Undeliverable-As-Addressed (UAA) Mail. This category
includes activities related to dealing with mail that cannot be delivered as
addressed, and must be forwarded to the addressee, returned to the
sender, or sent to a mail recovery center.

Obtaining or Returning Accountables or Keys. Enter this item if the carrier
is going to or from the cage area or standing in line to obtain or return
Return Receipt mail, Registered Mail, COD, Certified Mail, other
accountable mail, keys, or any combination of these items. Also enter this
item for an employee observed obtaining or returning a scanner,
initializing a scanner, entering firm sheet information such as “event code”
(the purpose of the scan) into a scanner, or scanning a firm sheet, unless
the work relates directly to Delivery Confirmation or Signature
Confirmation services.

Section 5.9 Page 5-33



Data Collection User’s Guide for In-Office Cost System

5.9.6
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m  Doing an Activity Relating to Scanning Delivery Confirmation or Signature
Confirmation. Choose this category if the employee is handling or
scanning Delivery Confirmation or Signature Confirmation mail.

m Leaving or Preparing to Leave for Route. Enter this option for any other
activities the carrier is doing while preparing to leave for the route.

m  Returning from Route or Activities Related to Return. Enter this option for
any other activities the carrier is doing related to returning from the route.

m  Other Activity (Specify). Enter this item for any other activity being
performed by the carrier at the case at the time of the reading. If you
choose this option, you will be prompted to specify the type of activity
being performed.

Depending on your answers to this and previous questions, you may be
directed to review the data entered and complete the reading (Chapter 9).
Scanning (Q16F4)

If you indicated that the employee is performing activities related to scanning,
the following screen will appear:
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Figure 5.9.6-1.  Scanning (Q16F4) Screen

Indicate whether the carrier is dealing with Delivery Confirmation mail or
Signature Confirmation mail. Press <Enter> to continue.

Depending on your answers to this and previous questions, you may be
directed to review the data entered and complete the reading (Chapter 9).
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Collection Mail (Q16F5)
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Figure 5.9.7-1.  Collection Mail (Q16F5) Screen

If the employee is handling collection mail, enter Yes. Otherwise enter No.
Press <Enter> to advance to the next question.

L4 Note: Collection mail is mail deposited into a collection box or lobby
drop, as well as mail collected by letter carriers that has not been
canceled or processed in any automated, mechanized, or manual
distribution operation.

Depending on your answers to this and previous questions, you may be
directed to review the data entered and complete the reading (Chapter 9).
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This chapter describes how to answer In-Office Cost System (IOCS)
questions that you will encounter when conducting a reading on a clerk or
mail handler. After you have entered the administrative data on the IOCS
Header screen, you will be asked a series of questions about the employee to
be sampled. The questions asked depend on the roster designation code
from the IOCS Header screen. Throughout this chapter, employees with
roster designation code “11,” “31,” “41,” “61,” or “81” will be referred to as
clerks. Employees with a roster designation code “12,” “32,” “42,” “62,” or “82”
will be referred to as mail handlers. See Related Materials (RM) P=3.

IOCS requires that you collect several pieces of information that relate to the
type of work being performed by the sampled employee at the time of the
reading:

m  The employee’s clocked in operation number, as recorded in the Time and
Attendance Central System (TACS) or another timekeeping system at the
facility. You must record the correct operation number to which the
employee is clocked regardless of the actual work the employee is
performing at the time of the reading. The operation number is required
to link IOCS data with other Postal Service information systems, notably
the Management Operating Data System (MODS) and Productivity
Information Management System (PIMS).

m  The employee’s work assignment. The work assignment is the operation
in which the employee has been directed to work at the time of the
reading. For example, a mail handler who is assigned to work in a
dispatch operation is observed in the delivery barcode sorter (DBCS)
operation at the time of the reading. This employee’s work assignment is
the dispatch operation, and not the DBCS operation. In effect, the work
assignment describes the operation the employee should be clocked into,
but may differ from the operation the employee is clocked into. You must
determine and record the actual work assignment regardless of the
clocked-in operation and the activities you observe the employee
performing.

m  The actual activity that you observe the employee performing. Most
operations will normally involve some variety of activities. Employees
may also temporarily engage in activities that are not a normal part of the
assigned operation, without actually moving to a new assignment or
operation number.

The specific IOCS questions asked in the course of a clerk or mail handler
reading will vary, depending on the type of facility, the employee’s work
assignment, and the specific activity being performed at the time of the
reading. The questions asked do not depend on whether the sampled
employee is a clerk or mail handler.
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In conducting a clerk or mail handler reading, you will be asked a series of
questions regarding the following topics:

m  The type of facility or work area where the employee is working.

m  The operation the employee is clocked into, his or her work status, and
whether or not he or she is on the premises.

m  The general type of operation where the employee is assigned to work.

m  Additional detail on the employee’s work assignment and the specific
activities being performed at the time of the reading. In this chapter,
separate sections are used to describe the questions asked for different
types of operations, including:

m  Platform, mail transport, and weighing.
Collection, cancellation, and mail preparation.
Accountable mail.

Automated or mechanized mail processing.
Manual distribution.

Other mail processing, including pouching, dispatching, opening and
other separation units, scanning, sack sorting, central mail mark-up,
nixie, empty equipment, and damage repai.

m  Bulk mail acceptance.
Window service and other retail.
m  Administrative.

Detailed information about each question and step-by-step procedures for
answering clerk and mail handler activity questions are provided in the
remainder of this chapter. Each section corresponds to an IOCS clerk or mail
handler question or group of questions in the Computerized On-Site Data
Entry System (CODES) IOCS software. Note that the order of the questions
in the CODES software may not necessarily correspond with their order in this
handbook.

Some questions are different for employees working in bulk mail centers
(BMCs). These questions are denoted by the suffix BMC.
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6.1 Facility Information

6.1.1
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The first area of interest is the type of facility or work area where the sampled
clerk or mail handler is working at the time of the reading. The following
sections describe the questions that identify the type of facility or work area.

Type of Facility (Q18A1)

This is the first screen that will appear after the IOCS Header screen (Chapter|
if you are conducting a clerk or a mail handler reading.
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Figure 6.1.1-1.  Type of Facility (Q18A1) Screen

Select the option that best describes the type of facility or work area where
the employee is working at the time of the reading. Press <Enter> to
continue.

L4 Note: Sometimes two or more types of facilities are located in the
same building. Also, some customer service work areas may be
located within mail processing offices. In these situations, select the
option that describes the work area where the employee is assigned
rather than the facility type where the work area is located.

Each facility or work area type is described in more detail below:

m  BMC/BMF. Choose this category if the facility is one of the Postal
Service’s 21 official BMCs or bulk mail facilities (BMFs), or a BMC annex.

A complete list of these facilities is provided in BM 4—1].
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m  P&DC/P&DF/Mail Processing Annex/Priority/DDC/AMC/AMF/HASP,
Choose this category if the facility is used primarily to process domestic
mail. Included in this category are processing and distribution centers
(PDCs) and facilities (PDFs), mail processing annexes other than BMC
annexes, Priority Mail processing centers (PMPCs), auxiliary service
facilities (ASFs), delivery distribution centers (DDCs), airport mail centers
(AMCs), airport mail facilities (AMFs), Hub and Spoke Program (HASP)
facilities, and logistics and distribution centers (L&DCs).

m International Service Center (ISC)/Outbound International Gateway.
Choose this option for international service centers and other outbound
international gateways. Outbound international gateways are facilities or
work areas that process outbound international mail and dispatch it using
the Military and International Dispatch Assignment System (MIDAS). A
list of ISCs and outbound international gateways is provided in RM 41

m  PO/Branch/Station/AO/Box Section/Carrier Annex/Central Mail Mark-Up/
CFS. Choose this category if the facility or work area is any type of Postal
Service delivery or retail unit. Also choose this option for other customer
service work areas that may be housed in a plant or other mail processing
facility.

m  Other (Specify). Choose this option if none of the other facility types
apply. Detached mail units as well as any other facility types are recorded
under this option. You will be prompted to specify the type of facility.

6.1.2 Annex (Q18A2)
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Figure 6.1.2—1.  Annex (Q18A2) Screen

Respond Yes if the facility or work area is considered an annex. If the facility
is not an annex, respond No. Press <Enter> to continue.
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An annex performs functions that are considered part of the main plant’s
processing activities. Typically, an annex is located in a separate building
from the main plant. If the facility has a separate finance number from the
plant, and is officially designated as a specific facility type (other than an
annex), such as a BMC, AMC, or PMPC, respond No to this question.

4~  Example: You are taking a reading on a clerk who is assigned to
finance number 000000. At the time of the reading, the clerk is key-
ing on the small parcel and bundle sorter (SPBS), located in a Priority
Mail annex that is 4 miles from the main office. Regardless of the
annex’s finance number, you should respond Yes to this question.

‘;3 Example: You are taking a reading on a mail handler who is work-
ing at a BMC. He is breaking down trays of letters on the main plat-
form. The mail handler is a BMC employee working in the main BMC
building. You should enter No.
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6.2 Operation Number and Work Status

6.2.1

October 2004

The next set of questions will ask for more specific information about the
operation number that the employee is clocked into, and the work status of the
employee.

MODS Operation Number (Q18A3a)

This screen will appear if the employee is working at any type of facility other
than a BMC or BMF.
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Figure 6.2.1—1.  MODS Operation Number (Q18A3a) Screen

Ask the employee, or have the respondent ask the employee in phone
readings, the 3-digit operation number that he or she is clocked into. If the
employee is not available or you are otherwise unsure, check the timekeeping
system if you have access or ask a supervisor or the phone respondent to
check the timekeeping system to determine the operation number. If the code
has more than three digits, simply record the first three (left-most) digits. As
you begin typing, a lookup list of MODS operation numbers and descriptions
will appear. After verifying that you have keyed the correct code, press
<Enter> to advance to the next screen.

Always enter the code that the employee is clocked into at the time of the
reading, regardless of whether the description from the Management
Operating Data System (MODS) lookup list is consistent with his or her
assignment or actual activity at the time of the reading. Not all facilities use
the MODS operation definitions. If the facility does not have an electronic
timekeeping system, the employee is not required to clock into an operation,
or you cannot obtain the proper code, you may leave this question blank by
pressing <Enter>.

If you bypass this question during the reading because you do not know what
code to enter but can obtain the information at a later time, the CODES
software will allow you to enter or change the code on the End Reading

screen. Refer to for more information.
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PIMS/Work Center Number (Q18A3b)

This screen will appear if the employee is working at a BMC or BMF.
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Figure 6.2.2—1.  PIMS/Work Center Number (Q18A3b) Screen

Record the applicable 3-digit PIMS operation number or code. If the code has
more than three digits, simply record the first three (left-most) digits. If you
cannot obtain the proper code, you may leave this question blank. Press
<Enter> when you are done.

Always enter the code that the employee is clocked into at the time of the
reading, regardless of whether the code is consistent with his or her
assignment or actual activity at the time of the reading.

If the employee is not required to clock into an operation or you cannot obtain
the proper code at the time of the reading, you may leave this question blank
by pressing <Enter>.

If you bypass this question during the reading because you do not know what
code to enter but can obtain the information at a later time, the CODES
software will allow you to enter or change the code on the End Reading

screen. Refer to [Chapter 9 for more information.
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Status (Q18A5)
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Figure 6.2.3—-1.  Status (Q18A5) Screen

Choose the option that best describes the employee’s status at the time of the
reading, based on the descriptions below. Select the appropriate option and
press <Enter> to continue to the next question.

m  Working (On the Clock). Choose this option if the employee is clocked in
and is not on break, clocking in, or clocking out.

Also select this option if the employee is moving between operations at
the time of the reading.

m  On Break/Personal Needs. Choose this category if the employee is on
the clock and on an official break, washing up, or on other approved
absence from the work area. Include all time from the moment that the
employee leaves the work area until the employee returns to the work
area to resume work as On Break/Personal Needs time.

When you select this option, respond to all subsequent questions based
on the activity of the employee immediately before he or she went on
break.

m  Clocking In or Out (BT/ET/OL/IL). Enter this option if the employee is
clocking in or out for the Begin Tour (BT), End Tour (ET), Out to Lunch
(OL), and In from Lunch (IL) ring types. Clocking in or clocking out
includes the time spent traveling between the time clock and the work
area and any time spent waiting in line to use the time clock.
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6.2.4

6.2.5

L4 Note: If the employee has not yet clocked in, or has already clocked
out, this option is not appropriate. The reading time may need to be
recalculated, the reading may need to be rescheduled, or the option
for 5-minute leeway should have been recorded on the /IOCS Header
screen. See [Chapter J and Chapter 3.

If the employee is clocking in or out, you will be directed to review the data
entered and complete the reading (Chapter 9).

On Premises (Q18A6)
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Figure 6.2.4-1.  On Premises (Q18A6) Screen

If the employee is on the Postal Service premises, enter Yes. Otherwise enter
No. Press <Enter> to proceed to the next question.

An employee is on the Postal Service premises if he or she is anywhere in the
facility or in the immediate area outside the facility — for example, the loading
dock or a parking lot.

Enter No if the employee is on-duty but is working off the premises, including
working at a detached mail unit (DMU). Do not enter No simply because you
are unable to locate an employee. Consult with a supervisor if you need help
determining whether the employee is working off of the premises.

ﬁ Example: You are attempting to locate a clerk for a scheduled read-
ing. The clerk’s supervisor informs you that the clerk is out of the
office on an Express Mail run. Enter No to indicate that the employee
is working off the premises.

Off Premises Activity (Q18A7)

This screen will appear if the employee is not on the premises.
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Figure 6.2.5-1.  Off Premises Activity (Q18A7) Screen

Choose the option that best describes the type of work the employee is
performing off the premises. Each option is described in more detail below.
Press <Enter> when you have made your selection.

he

Express Mail Pickup or Delivery. Choose this option if the employee is off
the premises delivering or picking up Express Mail.

Other Delivery. Choose this option if the employee is off the premises
delivering any type of mail other than Express Mail.

Collection Mail Pickup. Choose this option if the employee is involved in
picking up mail from collection boxes.

Detached Mail Unit (DMU)/Acceptance at Mailer’s Plant. Choose this
option if, at the time of the reading, the sampled clerk or mail handler is
working at a detached mail unit. A detached mail unit is an area at a
mailer’s plant used by the Postal Service to accept, verify, and dispatch
large volumes of mail.

Note: If the employee is working at a DMU or mailer’s plant, you will
need to call that facility and complete the reading by telephone.

AMC/AMF Ramp Duties (typically Op #188). Choose this option if, at the
time of the reading, the sampled clerk or mail handler is not on AMC or
AMF premises, but is performing ramp duties for the AMC or AMF.

Training. Choose this option if, at the time of the reading, the sampled
clerk or mail handler is off the facility's premises, but is involved in training
activities.
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m  Self-Service Postal Center. Choose this option if the employee is
performing work associated with a self-service postal center (SSPC) or a
vending machine for stamps or other postal products that is off the
facility's premises. These activities include stocking, repairing, collecting
money from, or filling out paper work related to the machines.

m  Other (Specify). Choose this item for any other activity being performed
by the employee at the time of the reading. If you choose this option, you
will be prompted to specify the type of activity being performed.

Unless the employee is working at a DMU or accepting mail at a mailer’s
facility, you will be directed to review the data entered and complete the

reading (Chapter 9) at this time.

Page 6-14 Section 6.2 Handbook F-45



6 Activity Questions for Clerks and Mail Handlers

6.3 Assigned Operational Area

6.3.1

October 2004

The remaining questions described in this chapter pertain first to the
employee's work assignment, and then the actual activities being performed
at the time of the reading. Because of the wide variety of possible operational
assignments and activities of interest for each assignment, the questions start
at a general level with follow-up questions that are tailored to your responses.

In this section, the general operational area where the employee is assigned
is identified. A different question is asked depending on whether the
employee is working in a Post Office (PO), station, branch, or other customer
service or delivery work area as opposed to a facility or work area where mail
is processed.

Operational Area (Q18B)

This question pertains to all facilities except POs, stations, branches, or work
areas dedicated to customer service or delivery activities.
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Figure 6.3.1-1.  Operational Area (Q18B) Screen

Select the response that best describes the employee's work assignment at
the time of the reading. Assignment is defined as the operational area where
the sampled employee has been instructed to work by his or her supervisor.
In some instances, an employee may be assigned to work in multiple areas
over the course of his or her shift. In these situations, make sure that you
choose the option that corresponds to the employee's assignment at the time
of the reading.

You should base your response on the employee's actual assignment,
whether or not the assignment matches the description of the operation
number he or she is clocked into or the specific activity the employee is
performing.
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If the employee is moving between assignments at the time of the reading,
respond to this and all subsequent questions based on the assignment to
which the employee is moving. If the employee is on break or attending to
personal needs, respond to this and all subsequent questions based on the
employee's assignment immediately before he or she went on break. After
you have chosen the appropriate response, press <Enter> to proceed to the
next question.

Because this question determines what questions you will be asked next, it is
important that you understand what range of operations each response
encompasses. In addition to studying the guidelines described in this section
and the rest of this chapter, familiarize yourself with the software and the flow
of questions branching from each of the options. Each option is described in
more detail below.

m  Platform, Mail Transport, and Weighing Operations. Choose this option if
the employee is assigned to platform operations, mail or equipment
transport, or weighing operations.

m  Collection, Cancellation, and Mail Preparation Operations. Choose this
option if the employee is assigned to operations that cull, cancel, or
otherwise prepare collection or originating mail for processing. This
includes manual and mechanized operations. Common types of
cancelling and culling equipment include the Advanced Facer/Canceler
System (AFCS), Dual Pass Rough Cull (DPRC), Flyer, Micro Mark, and
other cancelling machines. These operations are typically designated by
MODS operation numbers 002-028 or 035.

m  Accountable Mail Operations (Including Express Mail/Expedited Delivery
Section, Registry Section/Cage, Business Reply-Postage Due Unit, and
Other Accountable Work). Enter this option if the employee is assigned to
an Express Mail or expedited delivery unit; operations involving
Registered Mail, including those within the registry unit (cage) or
elsewhere within the facility; business reply and postage due units; and
other operations involving accountable items, including work related to
carrier keys and scanners.

m  Automated or Mechanized Mail Processing Operation. Choose this
option if the employee is assigned to any operation that uses automated
or mechanized equipment to sort or process mail, excluding those
operations included in prior categories. This category includes equipment
used to sort letters, flats, parcels, bundles, sacks, and/or trays. It also
includes Letter Mail Labeling Machines (LMLMs), tabbers, Tray
Management Systems (TMS), robotics, and automated container or
parcel scanning equipment.
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Do not choose this option for employees who are assigned to platform,
mail transport, or other mail processing operations (see below) but
happen to be working near automated or mechanized equipment. Also,
do not choose this option for employees assigned to automated or
mechanized culling or cancellation equipment. These assignments
should be recorded as Collection, Cancellation, and Mail Preparation
Operations.

Manual Distribution Operation (Mailpiece Distribution Only). Choose this
option if the employee is assigned to any operation in which individual
letter, flat, or parcel pieces of any mail class are sorted or distributed.

If the employee is distributing Express Mail items or pieces at the time of
the reading and is assigned to an Express Mail or Expedited Delivery
section, choose Accountable Mail Operations (Including Express Mail/
Expedited Delivery Section, Registry Section/Cage, Business Reply-
Postage Due Unit, and Other Accountable Work).

Do not choose this option if the employee is assigned to a pouching unit
or operation in which bundles, trays, sacks, or other containers are being
sorted along with some loose mailpieces. It is possible that loose pieces
may appear in such operations when bundles break or other containers
inadvertently open in the course of processing. Choose Other Mail
Processing Operations (Including Opening, Pouching, Dispatching,
Scanning, Sack Sorting, Central Mail Mark-Up/CFS, Nixie, Empty
Equipment Section, Damage Repair/Rewrap and Other Operations) if the
bundles, sacks, trays, or other containers are normally left intact in the
operation.

Other Mail Processing Operations (Including Opening, Pouching,
Dispatching, Scanning, Sack Sorting, Central Mail Mark-Up/CFS, Nixie,
Empty Equipment Section, Damage Repair/Rewrap and Other
Operations). Choose this option if the employee is assigned to other mail
processing operations not included in any of the above operational
categories. This category includes opening and tray separation units;
pouching units; dispatching operations; manual sortation of sacks, trays,
tubs, or other containers; scanning and banding; central mail mark-up and
the Computerized Forwarding System (CFS); empty equipment section;
damage repair and rewrap; and other mail processing operations not
listed in earlier options.

Bulk Mail Acceptance Operation. Choose this option if the employee is
assigned to a bulk mail acceptance operation. This category applies to
units involving the acceptance and verification of bulk mail, which are
usually performed at a business mail entry unit (BMEU).

Window Service and Other Retail Operation. Choose this option if the
employee is assigned to a retail or window unit, or if the employee's
assignment relates to SSPCs or vending machines.
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Administrative (Including Claims & Inquiry Work, Personnel & Time &
Attendance Work, Accounting & Auditing Work, Data Collection &
Processing Activities, Procurement Activities, Training, Quality Control/
Revenue Protection, General Office Work, Union Business). Choose this
option if the employee is assigned to an administrative operation.
Administrative operations include claims and inquiry; personnel, time, and
attendance; accounting; auditing; data collection; procurement; training;
quality control and revenue protection; general office work; and union
business.

Example: The employee is observed opening bundles at a flat sort-
ing machine. The employee says that he is assigned to this machine.
Choose Automated or Mechanized Mail Processing Operation.

Example: The employee is observed opening bundles and then
placing the pieces on a ledge at the manual flats sortation operation.
The employee has been assigned to manually sort flats. Choose
Manual Distribution Operation (Mailpiece Distribution Only).

Example: The employee is stationed at an SPBS runout. He is tak-
ing mail from the runout and making additional separations into a
pouch rack. Since the employee is assigned to the SPBS operation,
choose Automated or Mechanized Mail Processing Operation.

Example: The employee is observed opening bundles and then
placing the pieces on a flat mail cart. The employee says that she is
clocked into an automated mail processing operation but was told by
her supervisor to work in the flat mail preparation unit. Choose Col-
lection, Cancellation, and Mail Preparation Operations.

Example: The employee is observed manually sorting bundles to
sacks on a pouch rack. He indicates he was told to do this by his
supervisor. Choose Other Mail Processing Operations (Including
Opening, Pouching, Dispatching, Scanning, Sack Sorting, Central
Mail Mark-Up/CFS, Nixie, Empty Equipment Section, Damage
Repair/Rewrap and Other Operations).

Example: The employee is assigned to manually sorting sacks into
rolling stock in a corral operation. Choose Other Mail Processing
Operations (Including Opening, Pouching, Dispatching, Scanning,
Sack Sorting, Central Mail Mark-Up/CFS, Nixie, Empty Equipment
Section, Damage Repair/Rewrap and Other Operations).
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‘;:-.'J Example: The employee is moving rolling stock with flat tubs from
an automated flat sorting machine. The employee says she is
assigned to get the tubs covered and strapped and ready for dis-
patch. Choose Other Mail Processing Operations (Including Open-
ing, Pouching, Dispatching, Scanning, Sack Sorting, Central Mail
Mark-Up/CFS, Nixie, Empty Equipment Section, Damage Repair/
Rewrap and Other Operations).

ﬁ Example: The employee is observed getting a printout from a
printer near a barcode sorter. The employee says he is assigned to
the automated Business Reply Mail Accounting System (BRMAS)
operation. Choose Automated or Mechanized Mail Processing Oper-
ation.

~ Example: The employee is observed picking up a piece that fell to
the ground by a runout from a flat sorting machine. The employee
says she is assigned to move mail from the flat sorting machine oper-
ation to the dock at dispatch time, but is not a member of this opera-
tion’s crew. Choose Other Mail Processing Operations (Including
Opening, Pouching, Dispatching, Scanning, Sack Sorting, Central
Mail Mark-Up/CFS, Nixie, Empty Equipment Section, Damage
Repair/Rewrap and Other Operations).

6.3.2 Operational Area - PO/Station/Branch (Q18B1)

This question pertains to POs, stations, branches, or other work areas
dedicated to customer service or delivery activities.
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Figure 6.3.2—1.  Operational Area - PO/Station/Branch (Q18B1) Screen
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Select the response that best describes the employee’s work assignment at
the time of the reading. Assignment is defined as the operational area where
the sampled employee has been instructed to work by his or her supervisor.
In some instances, an employee may be assigned to work in multiple areas
over the course of his or her shift. In these situations, make sure that you
choose the option that corresponds to the employee's assignment at the time
of the reading.

You should base your response on the employee's actual assignment,
whether or not the assignment matches the description of the operation
number he or she is clocked into or the specific activity the employee is
performing.

If the employee is moving between assignments at the time of the reading,
respond to this and all subsequent questions based on the assignment to
which the employee is moving. If the employee is on break or attending to
personal needs, respond to this and all subsequent questions based on the
employee's assignment immediately before he or she went on break. After
you have chosen the appropriate response, press <Enter> to proceed to the
next question.

Because this question determines what questions you will be asked next, it is
important that you understand what range of operations each response
encompasses. In addition to studying the guidelines described in this section
and the rest of this chapter, familiarize yourself with the software and the flow
of questions branching from each of the options. Each option is described in
more detail below.

m  Accountable Mail Operations (Including Express Mail/Expedited Delivery
Section, Registry Section/Cage, Business Reply-Postage Due Unit, and
Other Accountable Work). Enter this option if the employee is assigned to
an Express Mail or expedited delivery unit; operations involving
Registered Mail, including those within the registry unit (cage) or
elsewhere within the facility; business reply and postage due units; and
other operations involving accountable items, including work related to
carrier keys and scanners.

m  Computerized Forwarding System (CFS) Operation (MODS Op. #s
539,791,792). Choose this option if the employee is assigned to the CFS
unit.

m  Automated or Mechanized Mail Processing Operation. Choose this
option if the employee is assigned to any operation that uses automated
or mechanized equipment to sort or process mail, excluding cancellation
equipment. This includes equipment used to sort letters, flats, parcels,
bundles, sacks, and/or trays. It also includes LMLMs, tabbers, TMS,
robotics, and automated container or parcel scanning equipment.
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Do not choose this option for employees who are assigned to platform,
mail transport, or other mail processing operations (see below) but
happen to be working near automated or mechanized equipment. Also,
do not choose this option for employees assigned to automated or
mechanized culling or cancellation equipment. These assignments
should be recorded as Other Mail Processing Operations.

Manual Distribution Operation (Mailpiece Distribution Only). Choose this
option if the employee is assigned to any operation in which individual
letter, flat, or parcel pieces of any mail class are sorted or distributed.

If the employee is distributing Express Mail items or pieces at the time of
the reading and is assigned to an Express Mail or Expedited Delivery
section, choose Accountable Mail Operations (Including Express Mail/
Expedited Delivery Section, Registry Section/Cage, Business Reply-
Postage Due Unit, and Other Accountable Work).

Do not choose this option if the employee is assigned to a pouching unit
or operation in which bundles, trays, sacks, or other containers are being
sorted along with some loose mailpieces. It is possible that loose pieces
may appear in such operations when bundles break or other containers
inadvertently open in the course of processing. Choose Other Mail
Processing Operations if the bundles, sacks, trays, or other containers are
normally left intact in the operation.

Other Mail Processing Operations. Choose this option if the employee is
assigned to other mail processing operations not included in any of the
above operational categories. This category includes collecting mail from
collection boxes or lobby drop boxes, cancellation, spreading and
breaking down incoming mail, containerizing outgoing mail, mail
preparation operations, loading and unloading vehicles, waiting for mail,
non-CFS mark-up, nixie, empty equipment work, damage repair and
rewrap, and other mail processing operations not listed in earlier options.

Bulk Mail Acceptance Operation. Choose this option if the employee is
assigned to a bulk mail acceptance operation. This category applies to
units involving the acceptance and verification of bulk mail, which are
usually performed at a BMEU.

Window Service and Other Retail Operation. Choose this option if the
employee is assigned to a retail or window unit, or if the employee's
assignment relates to SSPCs or vending machines.

Administrative (Including Claims & Inquiry Work, Personnel & Time &
Attendance Work, Accounting & Auditing Work, Data Collection &
Processing Activities, Procurement Activities, Training, Quality Control/
Revenue Protection, General Office Work, Union Business). Choose this
option if the employee is assigned to an administrative operation.

Section 6.3 Page 6-21



Data Collection User’s Guide for In-Office Cost System

Administrative operations include claims and inquiry; personnel, time, and
attendance; accounting; auditing; data collection; procurement; training;
quality control and revenue protection; general office work; and union
business.

Based on your response, the next question will ask you to specify the
employee's assignment in greater detail. If the employee is on break at the
time of the reading, you may be directed to review the data entered and

complete the reading (Chapter 9).
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6.4 Platform, Mail Transport, and Weighing

6.4.1

October 2004

The following questions require you to identify the specific platform, weighing,
or mail transport work assignment. In addition, you will be asked to identify
the specific activity being performed by the employee. For activities involving
specific vehicles, you will also be asked a series of questions about the
vehicle. For activities involving separating and breaking down mail, dumping
or mail induction points, and sack shakeout, you will be asked to indicate
whether the mail is outgoing or incoming.

Platform/Transport Assignment (Q18E1)
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Figure 6.4.1—1.  Platform/Transport Assignment (Q18E1) Screen

Choose the first category that describes the employee's work assignment at
the time of the reading. Press <Enter> to advance to the next screen. Each
option is described in more detail below.

m  Dock Expediter or Dock/Ramp/Transfer Clerk (Typically MODS Op. #s
225, 231). Choose this category for employees working in such positions
at the time of the reading. Duties include activities such as logging
vehicles in or out, breaking or placing seals on trailers, and checking or
reporting vehicle status in the Transportation Information Management
Evaluation System (TIMES). Employees assigned to this category are
typically clocked into MODS operation number 225 or 231.

m  Other Platform/Dock (Typically MODS Op. #s 210-213). Choose this
option for other platform work assignments, excluding transport and
weighing. This includes assignments involving loading and unloading
vehicles, separating and breaking down mail, container dumping, mail
induction points, sack shakeout, and caller service. Employees assigned
to this category are typically clocked into MODS operation numbers 210-
213.
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6.4.2

m  Tow Motor (Ox, Mule, Tug, etc.) Operators (Typically MODS Op. # 229).

Choose this option if the employee is assigned to move mail and
equipment using tow motors. Employees assigned to this type of
equipment are typically clocked into MODS operation number 229.

m  Forklift Operators (Typically MODS Op. # 230). Choose this option if the

employee is assigned to move mail and equipment using a forklift.
Employees assigned to this category are typically clocked into MODS
operation number 230.

m  Manual Transport/Weighing Operations (Typically MODS Op. #s 114,
214). Choose this option if the employee is assigned to manually move
mail and equipment or weigh mail. Employees assigned to this category
are typically clocked into MODS operation number 114 or 214.

Platform Activities (Q18E2)
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Figure 6.4.2—1.  Platform Activities (Q18E2) Screen

Choose the first option that describes the employee's activity at the time of the
reading. Each platform activity is described in more detail below. Select the
first applicable activity on the list. Press <Enter> to proceed.

m Loading Vehicle (Moving Mail/Equipment into Vehicle). Choose this
option if the employee is loading loose or containerized mail or equipment
into a vehicle. This category includes time spent in transit between the
vehicle and staging areas for mail or equipment to be loaded onto the
vehicle.

m  Unloading Vehicle (Moving Mail/Equipment off of Vehicle). Choose this
option if the employee is unloading loose or containerized mail or
equipment from a vehicle. This category includes time spent in transit
between the vehicle and staging areas for mail or equipment unloaded
from the vehicle.
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m  Closing Vehicle. Choose this option if the employee is locking or closing a
vehicle.

m  Opening Vehicle. Choose this option if the employee is unlocking or
opening a vehicle.

m  Separating, Consolidating, or Breaking Down Mail (On Platform). Choose
this option for an employee who is grouping individual mailpieces, trays,
sacks, bundles, or other containers into containers or staging areas on
the platform for further processing or dispatch.

m  Moving Mail or Equipment. Choose this option if the employee is moving
mail or equipment around in the platform work area.

Do not choose this option for employees who are assigned to mail
transport operations (114, 229-230, or 214) but happen to be on the
platform at the time of the reading. These assignments should be
recorded as Tow Motor (Ox, Mule, Tug, etc.) Operators (Typically MODS
Op. # 229), Forklift Operators (Typically MODS Op. # 230), or Manual
Transport/Weighing Operations (Typically MODS Op. #s 114, 214) in
Platform/Transport Assignment (Q18E1).

m  Working with Mail at Dumpers or Conveyor Induction Points. Choose this
option if the employee is operating dumpers, loaders, conveyors, or other
induction equipment on the platform.

m  Sack Shakeout. Choose this option if the employee is manually shaking
out sacks, or is operating or involved with mechanized sack shakeout
equipment.

m  Caller Service. Choose this option if the employee is obtaining mail for or
presenting mail to a caller service customer on the platform.

m  Waiting for Mail or Vehicle. Choose this option if the employee is in the
platform area waiting for mail or a vehicle to arrive.

m  Other (Specify). Choose this option if the employee is engaged in a work
activity that cannot be associated with any other listed option. You will be
prompted to describe the activity being performed. Upon entering this
information, press <Enter> to return to Platform Activities (Q18E2). The
description that you entered will appear at the bottom of the screen.

‘;3 Example: The employee is observed moving rolling stock from a
staging area to the flat sorting machine (FSM) 1000 operation. The
employee is assigned to the platform to unload incoming vehicles.
Choose Other (Specify) and specify that he is moving mail into the
facility from a platform staging area.

Vehicle Information

For activities involving specific vehicles, you will also be asked a series of
questions about the vehicle. These questions are described in the following
subsections.
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6.4.3.1 Specific Vehicle (Q18E6)
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Figure 6.4.3—1.  Specific Vehicle (Q18E6) Screen

If the employee is doing work related to a specific vehicle, enter Yes.
Otherwise, enter No and press <Enter> to advance to the next screen.

If you enter Yes, you will be asked several questions related to the vehicle.
You may need to ask the dispatcher or driver to obtain this information.

6.4.3.2 Direction (Q18E12)
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Figure 6.4.3—2.  Direction (Q18E12) Screen

Indicate whether the vehicle is Inbound or Outbound. Inbound vehicles are
those that arrive at the facility with mail to be unloaded. Outbound vehicles
are those being loaded with mail or equipment for dispatch to other facilities.
Press <Enter> to continue to the next question.
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Highway Contract Route (Q18E13)
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Figure 6.4.3-3.  Highway Contract Route (Q18E13) Screen

Enter Yes if the route is served by a contractor to transport mail by highway
between designated points. Otherwise, enter No. If in doubt, check the
vehicle route number, which is available from the dock expediter. If it ends in
“VS,” the route is operated by the postal vehicle service and is not a highway
contract route. Press <Enter> to proceed to the next question.

Contract Route Number (Q18E13a)
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Figure 6.4.3—4.  Contract Route Number (Q18E13a) Screen

Enter the 5-digit numerical route number for the highway contract route. If the
highway contract route number is not immediately available, leave the route
number field blank. You may enter the contract route number on the End

Reading screen (Chapter 9) after you have answered the remaining
questions. If you mistype the route number, press the Clear (F3) button or
press <F3> to clear the input field and retype the number. Press <Enter> to

continue.
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6.4.3.5 Origin of Vehicle (Q18E14)
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Figure 6.4.3-5.  Origin of Vehicle (Q18E14) Screen

Choose the first applicable option in the list that describes the originating
location of an inbound vehicle. You may need to ask the dock expediter or
driver to obtain this information. Press <Enter> to proceed to the next
question.

6.4.3.6 Origin of Vehicle (Q18E12a.BMC)
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Figure 6.4.3-6.  Origin of Vehicle (Q18E12a.BMC) Screen

Choose the first applicable option in the list that describes the originating
location of an inbound vehicle. You may need to ask the dock expediter or
driver to obtain this information. Press <Enter> to proceed to the next
question.
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Destination of Vehicle (Q18E15)
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Figure 6.4.3—7.  Destination of Vehicle (Q18E15) Screen

Choose the first applicable option in the list that describes the final scheduled
destination of an outbound vehicle. You may need to ask the dock expediter
or driver to obtain this information. Press <Enter> to proceed to the next

question.
Destination of Vehicle (Q18E12b.BMC)
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Figure 6.4.3-8.  Destination of Vehicle (Q18E12b.BMC) Screen

Choose the first applicable option in the list that describes the final scheduled
destination of an outbound vehicle. You may need to ask the dock expediter
or driver to obtain this information. Press <Enter> to proceed to the next

question.
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Load Type (Q18E22)
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Figure 6.4.3-9. Load Type (Q18E22) Screen

Load Type describes how the mail has been loaded onto the vehicle. Indicate
whether the mail is Containerized, Bedloaded, or Both Containerized and
Bedloaded. Press <Enter> to continue.

m Containerized loads consist of wheeled or palletized containers, or mail
stacked on pallets.

m Bedloaded means that sacks, trays, and/or parcels are individually loaded
on the vehicle floor, and must be handled individually to be unloaded.

Equipment Used to Load or Unload (Q18E24)
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Figure 6.4.3—-10. Equipment Used to Load or Unload (Q18E24) Screen
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Select, from among the options listed, the type of equipment being used to
load or unload the vehicle. If the employee is pushing or pulling a container
without using any powered or mechanical equipment, choose None/Manual
Transport. Press <Enter> to proceed to the next screen.

Type of Transport/Weighing Activity (Q18E3)
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Figure 6.4.4—1.  Type of Transport/Weighing Activity (Q18E3) Screen

Choose the option that best describes the employee's activity at the time of
the reading according to the descriptions below. Press <Enter> to proceed.

m  Dock Transfer. Choose this option if the employee is engaged in a dock
transfer. A dock transfer (or cross-docking) involves transporting mail that
has not and will not be processed in the facility. Mail or equipment may be
transported directly between two vehicles, between a vehicle and a
staging area, or between two staging areas. The staging areas may be
on the platform or inside the facility.

Do not choose this option if you can determine, from a container placard,
label, or other information, that the mail has been or will be processed in
the facility.

m  Loading Vehicle (Moving mail/equipment into vehicle). Choose this option
if the employee is loading loose or containerized mail or equipment into a
vehicle. This category includes time spent in transit between the vehicle
and staging areas for mail or equipment to be loaded onto the vehicle.

m  Unloading Vehicle (Moving mail/equipment off of Vehicle). Choose this
option if the employee is unloading loose or containerized mail or
equipment from a vehicle. This category includes time spent in transit
between the vehicle and staging areas for mail or equipment unloaded
from the vehicle.
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m  Moving Mail To or From Platform. Choose this option if the employee is
transporting mail or containers between the platform or platform staging
areas and processing operations inside the facility.

m  Moving Mail Within Facility or Between Staging Areas. Choose this option
if the employee is transporting mail or equipment between operations or
staging area within the facility (not on the platform).

m  Moving Empty Equipment. Choose this option if the employee is moving
empty equipment anywhere within the facility or on the dock or platform.

m  Traveling without Mail or Equipment. Choose this option for employees
assigned to mail or equipment transport who are traveling without mail or
equipment at the time of the reading.

m  Waiting for Mail. Choose this option if the employee is waiting for mail.

m  Weighing Mail. Choose this option if the employee is performing activities
related to weighing mail or containers of mail.

m  Other (Specify). Choose this option for all other activities. You will be
prompted to provide a description of the activity being performed. Press
<Enter> to return to Type of Transport/Weighing Activity (Q18E3). The
description that you entered will appear at the bottom of the screen.

Type of Mail in Platform Operation

For activities involving separating and breaking down mail, dumping or mail
induction points, and sack shakeout, you will be asked to indicate whether the
mail is outgoing or incoming. A different question is asked for BMCs and
BMFs versus other mail processing facilities.

Type of Platform Activity (Q18E7)
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Figure 6.4.5-1.  Type of Platform Activity (Q18E7) Screen

Indicate whether the platform activity involves mail that is primarily outgoing or
primarily incoming. Press <Enter> to continue to the next question.
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Origin of Mail or Containers (Q18E9.BMC)
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Figure 6.4.5-2.  Origin of Mail or Containers (Q18E9.BMC) Screen

Indicate whether the mail or containers came from Another BMC/BMF/ASF or
from a Plant or Office in the BMC's Service Area. If the mail is mixed, no mail
or containers are present, or you are unable to determine the source, choose
Mixed/Can't Determine/No Mail or Containers Present. Press <Enter> to
continue to the next question.
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6.5 Collection, Cancellation, and Mail Preparation Operations

6.5.1
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The following questions require you to identify the employee's specific
collection, cancellation, or mail preparation work assignment. In addition, you
will be asked to identify the specific activity being performed by the employee.

Type of Cancellation or Preparation Unit (Q18E10)
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Figure 6.5.1—1.  Type of Cancellation or Preparation Unit (Q18E10) Screen

Choose the option that best describes the type of operation where the
employee is assigned at the time of the reading. Each option is described
below. Press <Enter> to advance to the next screen.

m  Advanced Facer/Canceler System (AFCS) (Typically MODS Op. # 015).
Choose this option if the employee is assigned specifically to the AFCS.

m  Mechanized Letter Cancellation (Non-AFCS) (Typically MODS QOp. #s
011-014). Choose this option if the employee is assigned to any type of
cancellation equipment other than the AFCS. Examples of other
cancelers include, but are not limited to, the Flyer and Micro Mark.

m  Mechanized Flats Cancellation (Typically MODS Op. # 016). Choose this
option if the employee is assigned to mechanized flat cancellation
equipment.

m  Hand Cancellation (Typically MODS Op. #s 010, 019, 029). Choose this
option if the employee is assigned to hand cancellation operations.

m  Collection/Separation/Dumping/Culling (Typically MODS Op. #s 017-018).
Choose this option if the employee is assigned to operations where
collection and other originating mail is dumped, culled, or separated for
processing.
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Metered Mail Preparation Unit (Typically MODS Op. #s 020-028). Choose
this option if the employee is assigned to an operation where metered
mail is prepared for distribution. The workload may include originating
metered, permit imprint, or official penalty mail received from collection
routes, lobby drops, platform, slides, chutes, conveyors, and other
sources of distribution. Specific activities performed include removing
string/strapping/rubber bands from bundles and placing mail into trays.

Presort Tray Handling Unit (Typically MODS Op. #s 002, 003). These
operations perform various activities related to the handling of presort
mail. The activities include traying, sleeving, strapping, and separating
trays and tubs for the next handling. The next handling is generally a
distribution, dispatch, or scanning operation.

Flat Mail Preparation Unit (Typically MODS Op. # 035). This operation is
dedicated to preparing flat-shape mail for distribution. Activities include
the removal of strapping, banding, or shrink wrap from flat bundles for
processing on all flat sorting equipment; rough separations; facing; and
loading flats into flat mail carts or other containers that will be sent to
FSMs or flat cases.

Note: Cutting bundles at an FSM or at a manual case is considered
part of the FSM or manual distribution operation, respectively.

Other Cancellation or Preparation Unit (Specify). Select this category for
work being performed in all other dedicated cancellation or preparation
units. You will be prompted to provide a description of the unit or activity
being performed. Press <Enter> to return to Type of Cancellation or
Preparation Unit (Q18E10). The description that you entered will appear
at the bottom of the screen.
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6.5.2 Cancellation Activity (Q18E16)
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Figure 6.5.2—1.  Cancellation Activity (Q18E16) Screen

Choose the option that most closely describes the activity being performed by
the employee at the time of the reading. If you select Other (Specify), you will
be prompted to provide a description of the activity being performed. Press
<Enter> to return to Cancellation Activity (Q18E16). The description that you
entered will appear at the bottom of the screen. Press <Enter> to continue to
the next question.

6.5.3 Preparation Unit Activity (Q18E18)
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Figure 6.5.3—-1.  Preparation Unit Activity (Q18E18) Screen
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Choose the option that most closely describes the activity being performed by
the employee at the time of the reading. If you select Other (Specify), you will
be prompted to provide a description of the activity being performed. Press
<Enter> to return to Preparation Unit Activity (Q18E18). The description that
you entered will appear at the bottom of the screen. Press <Enter> to
continue to the next question.
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6.6 Accountable Mail

6.6.1

October 2004

The following questions require you to identify the specific accountable mail
operation where the employee is assigned. If the employee is assigned to an
operation other than Registered Mail, business reply, or postage due, you will
be asked to identify the specific activity being performed by the employee.

Accountable Mail Operations (Q18H1)
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Figure 6.6.1—1.  Accountable Mail Operations (Q18H1) Screen

Select the option that best describes the employee's work assignment. Each
option is described below. Press <Enter> to continue to the next question.

m  Express Mail/Expedited Delivery Section. Enter this option if the
employee is assigned to an Express Mail or expedited delivery unit.

m  Registry Section/Cage. Enter this option if the employee is assigned to
the registry unit (cage), or if an employee assigned to the registry section
is performing an activity related to Registered Mail outside of the registry
section.

m  Business Reply - Postage Due Unit. Enter this option if the employee is
assigned to a work center for the distribution of Business Reply Mail and
other postage due mail.

Bookkeeping assignments associated with Business Reply Mail or other
postage due mail should be recorded under Administrative (Including
Claims & Inquiry Work, Personnel & Time & Attendance Work,
Accounting & Auditing Work, Data Collection & Processing Activities,
Procurement Activities, Training, Quality Control/Revenue Protection,
General Office Work, Union Business) in Operational Area (Q18B).
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6.6.2

m  Other Accountable Work (Including Carrier Keys/Scanners). Choose this
option if the assigned operation involves accountable items other than
Registered Mail, including work related to carrier keys and scanners.

If the employee is not on the clock, you will be directed to review the data

entered and complete the reading (Chapter 9).

Express Mail Section Activities (Q18H2)
e e T

‘o apucric acissty i Berg perioreed
1

= o i

B - Ohie g iriegg THowivi i

4 = Did wivmn g Tt it

I3 - Diclinrry Palig

E - Ciidmsicr Seruer | |giimes
F = Rredimd Keepmg Dlils Poey
i e ey [Epevilyi

(R

Figure 6.6.2—1.  Express Mail Section Activities (Q18H2) Screen

Answer this question based on the employee's actual activity at the time of the
reading. Each option is described below. Press <Enter> to advance to the
next screen.

m  Acceptance. Enter this option if the employee is involved in the collection
or acceptance of Express Mail.

m  QOutgoing Distribution. Enter this option if the employee is working in an
Express Mail outgoing distribution operation.

m  /ncoming Distribution. Enter this option if the employee is working in an
Express Mail incoming distribution operation.

m  Delivery Pickup. Enter this option if the employee is delivering to
customers who pick up their Express Mail at a Post Office or if the
employee is delivering Express Mail to the customer's address.

m  Customer Service/Inquiries. Enter this option if the employee's activity is
related to customer service for Express Mail, either in person or by
telephone. This could include explaining the advantages of using
Express Mail or tracking the location of a piece of Express Mail. It does
not include dealing with a customer who is picking up Express Mail.

Section 6.6 Handbook F-45



6 Activity Questions for Clerks and Mail Handlers

m  Record Keeping/Data Entry. Enter this option if the employee is
performing record-keeping activities either manually or using a computer
for data entry.

m  Other (Specify). Enter this option if the employee's activity cannot be
associated with any of the preceding choices. Provide a description of
the activity being performed when prompted, and press <Enter> to return
to Express Mail Section Activities (Q18H2). The information that you
entered will appear at the bottom of the screen.

6.6.3 Express Mail Delivery (Q18H3)
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Figure 6.6.3—1.  Express Mail Delivery (Q18H3) Screen

If the employee is delivering Express Mail to a customer at a Postal Service
facility, select Customer Pickup. Select Out-of-Office Delivery if the employee
is delivering Express Mail to customer premises. Press <Enter> to continue
to the next screen.
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6.6.4

Other Accountable Work (Q18H4)
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Figure 6.6.4—1.  Other Accountable Work (Q18H4) Screen

Select the first applicable option that describes the employee's activity at the
time of the reading. Each option is described below. Press <Enter> to
continue to the next screen.

Checking In/Out Carriers' Keys/Accountables. Enter this option if the
employee is going to or from the cage area or standing in line to obtain or
return registry, Collect on Delivery (COD), certified, other accountable
mail, keys, or any combination of these items.

Checking In/Out Carriers' Scanners and Related Work. Enter this option
if the employee is obtaining or returning a scanner, initializing a scanner,
entering firm sheet information such as “event code” (the purpose of the
scan) into a scanner, or scanning a firm sheet.

Other (Specify). Enter this option if the employee's activity cannot be
associated with any of the preceding choices. Provide a description of
the activity being performed and press <Enter> to return to Other
Accountable Work (Q18H4).
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6.7 Automated or Mechanized Mail Processing

6.7.1

October 2004

6.7.1.1

This section describes the questions asked if the employee is assigned to an
automated or mechanized mail processing operation. The questions ask you
to specify the type of equipment where the employee is assigned, the type of
sort scheme in use on distribution equipment at the time of the reading, and
the employee's activity.

Automated or Mechanized Mail Processing Equipment

The following questions ask you to specify the type of equipment where the
employee is assigned. Refer to at the end of this chapter for

descriptions of the different types of automated and mechanized mail
processing equipment.

Automated/Mechanized Mail Processing Equipment (Q18C1)

The following question is asked if the employee is not working at a BMC or
BMF.
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Figure 6.7.1-1.  Automated/Mechanized Mail Processing Equipment
(Q18C1) Screen

Choose the option that best describes the type of automated or mechanized
equipment in the operation where the employee is assigned. Each equipment
category is described in more detail in RM 6—1] at the end of this chapter.
Some types of equipment may be able to process several types of mail, such
as parcels and bundles. Base your response on the type of equipment, and
not the mail that is being run on the equipment. Press <Enter> when you
have selected the appropriate response to continue to the next question.
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Depending on your previous answers and your answer to this question, you
may be directed to review the data entered and complete the reading

(Chapter 9).
6.7.1.2 Letter Processing Equipment (Q18C2)

If the employee is assigned to letter processing equipment and is not working
at a BMC or BMF, the following question will appear.
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Figure 6.7.1-2.  Letter Processing Equipment (Q18C2) Screen

Indicate the specific type of letter mail processing equipment that is used in
the operation where the employee is assigned. Each type of equipment is
described in more detail in at the end of this chapter. Press <Enter>
to proceed to the next question.

Depending on your previous answers and your answer to this question, you
may be directed to review the data entered and complete the reading

(Chapter 9).
6.7.1.3 Flat Sorting Equipment (Q18C3)

If the employee is assigned to flat sorting equipment and is not working at a
BMC or BMF, the following question will appear.
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Figure 6.7.1-3.  Flat Sorting Equipment (Q18C3) Screen

Indicate the specific type of flat sorting equipment that is used in the
operation. Each type of equipment is described in more detail in RM 6—1 at
the end of this chapter. Press <Enter> to advance to the next screen.

6.7.1.4 Parcel/Bundle/NMO Equipment (Q18C4)

If the employee is assigned to parcel or bundle sorting equipment and is not
working at a BMC or BMF, the following question will appear.
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Figure 6.7.1-4.  Parcel/Bundle/NMQO Equipment (Q18C4) Screen
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6.7.1.5

Indicate the specific type of equipment being used in the operation. Each
type of equipment is described in more detail in at the end of this
chapter. Press <Enter> to advance to the next screen.

Depending on your previous answers and your answer to this question, you
may be directed to review the data entered and complete the reading

(Chapter 9).
Automated/Mechanized Mail Processing Equipment (Q18C1.BMC)

The following question is asked if the employee is working at a BMC or BMF.
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Figure 6.7.1-5.  Automated/Mechanized Mail Processing Equipment
(Q18C1.BMC) Screen

Indicate whether the employee is assigned to letter or flat sorting equipment.
Refer to at the end of this chapter for descriptions of the different
types of automated and mechanized mail processing equipment. Press
<Enter> to continue.

L4 Note: Although BMCs as a general rule do not sort individual letters
or flats, they may possess and use sorting equipment to handle
pieces of mail that escape from bundles, letter trays, or flat tubs that
are sorted within the facility. Also, some BMCs may arrange with
local mail processing facilities to sort letters or flats.

Depending on your previous answers and your answer to this question, you
may be directed to review the data entered and complete the reading

(Chapter 9.
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6.7.1.6 Letter/Flat Sorting Equipment (Q18C2.BMC)

If the employee is assigned to letter or flat processing equipment and is
working at a BMC or BMF, the following question will appear.
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Figure 6.7.1—6.  Letter/Flat Sorting Equipment (Q18C2.BMC) Screen

Indicate the specific type of letter or flat sorting equipment that is used in the
employee's assigned operation. Each type of equipment is described in more
detail in at the end of this chapter. Press <Enter> to proceed to the

next question.

Depending on your previous answers and your answer to this question, you
may be directed to review the data entered and complete the reading

(Chapter 9).
6.7.1.7 Parcel/Bundle/NMO Equipment (Q18C3.BMC)

If the employee is assigned to parcel or bundle sorting equipment and is
working at a BMC or BMF, the following question will appeatr.
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6.7.2
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Figure 6.7.1-7.  Parcel/Bundle/NMO Equipment (Q18C3.BMC) Screen

Indicate the specific type of equipment being used in the employee's assigned
operation. Each type of equipment is described in more detail in RM 6—1 at
the end of this chapter. Press <Enter> to advance to the next screen.

Depending on your previous answers and your answer to this question, you
may be directed to review the data entered and complete the reading

(Chapter 9).
Sort Plans/Schemes

This section describes the questions pertaining to sort schemes or plans used
on the automated or mechanized distribution equipment.

Letter Automation Scheme (Q18C5)

The following question is asked if the employee is assigned to letter
automation and is not working at a BMC or BMF.
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Figure 6.7.2—1.  Letter Automation Scheme (Q18C5) Screen

Indicate the scheme/sort plan being run. Refer to RM 6—7 for sort scheme
definitions. Press <Enter> to continue to the next question.

Depending on your previous answers and your answer to this question, you
may be directed to review the data entered and complete the reading

(Chapter 9).

6.7.2.2 Non-Letter Automation Scheme (Q18C6)
The following question is asked if the employee is assigned to flat or parcel
automation and is not working at a BMC or BMF.
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Figure 6.7.2-2.  Non-Letter Automation Scheme (Q18C6) Screen
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6.7.2.3

Choose the option that best describes the type of scheme or sort plan being
set up or run at the time of the reading. If the scheme is solely an outgoing or
incoming scheme, choose Outgoing Primary or Incoming Primary,
respectively. Refer to for descriptions of the various sort schemes.
Once the appropriate selection has been made, press <Enter> to advance to
the next question.

If the employee is on break, you will be directed to review the data entered

and complete the reading (Chapter 9) unless an incoming secondary scheme
is being run.

Incoming Secondary Distribution (Q18C7)

The following question is asked if the employee is assigned automation
equipment that is running an incoming secondary scheme and the employee
is not working at a BMC or BMF.
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Figure 6.7.2-3.  Incoming Secondary Distribution (Q18C7) Screen

Select the type(s) of separations being made on the secondary scheme or
sort plan that is being run. Do not include separations used for machine
rejects. Each option is described below. You should select all options that
apply. If by mistake you select an incorrect option, you can unselect all
options by clicking the Erase (F10) button or by pressing <F10>. Press
<Enter> to proceed to the next screen.

m  Sortation to Carriers. Choose this category if there are separations for
city, rural, and/or highway contract delivery routes. This is the most
common activity associated with incoming secondary distribution,
resulting in separate containers of mail for each delivery route in the zone.
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m  Sortation to PO Box/Box Sections/Caller. Choose this category if there
are separations for Post Office (PO) boxes, PO box section groupings, or
postal customers who regularly call at the Post Office window for their
mail.

m  Sortation to Sector/Segment. Choose this category for schemes or sort
plans that sort to specific block faces, apartment house banks of boxes,
firms, floors of large buildings, and other specific locations.

m  Business Reply Mail Accounting System (BRMAS). Choose this category
if there are separations for Business Reply Mail for individual addresses
or recipients, and mail volumes are automatically counted.

m  Other (Specify). Choose this option for any type of separation not
included in the above options. You will be prompted to specify the type of
separation(s). Upon entering this information, press <Enter> to return to
the Incoming Secondary Distribution (Q18C7) screen. The information
that you entered should appear at the bottom of the screen.

If the employee is on break, you will be directed to review the data entered

and complete the reading (Chapter 9) at this time.
Scheme (Q18C4.BMC)

The following question is asked if the employee is working at a BMC or BMF.
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Figure 6.7.2—4.  Scheme (Q18C4.BMC) Screen

Indicate the type of separations being made in the operation. Choose Mixed/
Other/Cannot Determine if a combination of schemes is being worked or you

are unable to make this determination. Press <Enter> to continue to the next
question.

Depending on your previous answers and your answer to this question, you
may be directed to review the data entered and complete the reading

(Chapter 9).
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6.7.3 Mail at Machine

The following questions are designed to indicate whether a mailpiece is
available for sampling at the automated or mechanized equipment.

6.7.3.1 Processing Mail (Q18C8)

The following question is asked if the employee is not working at a BMC or
BMF.
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Figure 6.7.3—1.  Processing Mail (Q18C8) Screen

Respond Yes if the machine is operating for purpose of processing mail. Also
respond Yes if the machine is stopped due to a temporary jam. Respond No if
the machine is idle (not running), or is running solely for maintenance or
cleaning purposes. Press <Enter> to continue.

6.7.3.2 Machine Not Processing Mail (Q18C9)
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Figure 6.7.3-2.  Machine Not Processing Mail (Q18C9) Screen
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Indicate whether there is any mail in the machine or staged with it for
processing. Press <Enter> to continue to the next screen.

Example: The employee is observed taking stacks of letters from
the DBCS machine and placing them into letter trays on carts. The
DBCS machine is no longer processing mail. Choose Yes for this
question.

6.7.3.3 Processing Mail (Q18C5.BMC)
The following question is asked if the employee is working at a BMC or BMF.
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Figure 6.7.3-3.  Processing Mail (Q18C5.BMC) Screen

Respond Yes if the machine is operating for purposes of processing mail.
Also respond Yes if the machine is stopped due to a temporary jam. Respond
No if the machine is idle (not running), or is running solely for maintenance or
cleaning purposes. Press <Enter> to continue.
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6.7.4

6.7.3.4

Machine Not Processing Mail (Q18C6.BMC)
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Figure 6.7.3-4.  Machine Not Processing Mail (Q18C6.BMC) Screen

Indicate whether there is any mail in the machine or staged with it for
processing. Press <Enter> to continue to the next screen.

Example: The employee is dumping mail onto the Small Parcel and
Bundle Sorter (SPBS) induction belt. The machine is has not been
turned on yet. Choose Yes for this question.

Automated and Mechanized Distribution Activities

This section involves questions pertaining to the specific activity of an
employee who is assigned to an automated or mechanized distribution
operation. If the employee is not working in his or her assigned operation, the
employee's specific activity may not be listed. In this situation, choose Other
(Specify) and specify what the employee is doing.

For definitions of various distribution activities listed in the following questions,

refer to at the end of this chapter.
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6.7.4.1 Activity at Letter or Flat Sorting Equipment (Q18C11)
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Figure 6.7.4—1.  Activity at Letter or Flat Sorting Equipment (Q18C11)
Screen

Choose the option that best describes the employee's activity at the time of
the reading. If Other (Specify) is selected, you will be prompted to describe
the activity being performed. Upon entering this information, press <Enter> to
return to Activity at Letter or Flat Sorting Equipment (Q18C11). The
description that you entered will appear at the bottom of the screen. Press
<Enter> to advance to the next question.

6.7.4.2 Activity at Non-Letter or Non-Flat Equipment (Q18C12)
[ e i s

iﬂ'll:llpl:rlr-l:htull ==y perioere e

i - Wi g Whad o Pagaigronsal s O of et

B = Linii i Ui, Crnagiss | sdnders

© » Keymg Periog, Farnng bad

3 - Cuibai g Tt Ui Flirs

E - Swwrping | Aadiblined 2 e prarations o Fimweils ({9%er Nian Eall sl Riin ee Chepalchil
P -Befmg Lip, Bobifing (Rmnge, oo Tibinag Tiaes josebifngg Fool Sseep g Chi |
40+ Vieriring slmil

H o+ Cleenng bactmrer fam  barbine bMamtirons s

| = Warthagg ler Marlens Kesbe W aftong S sl

1 = Manilermy bischine Cprrstisn

E = Crrw Relation

L » Drpmmgr Krper ! Firdidid. Eremog | Mechme Epecilie)

i « e [Epecify |

[ TTT |

Figure 6.7.4-2.  Activity at Non-Letter or Non-Flat Equipment (Q18C12)
Screen
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Choose the option that best describes the employee's activity at the time of
the reading. If you select Other (Specify), you will be prompted to describe
the activity being performed by the employee. Upon entering this information,
press <Enter> to return to Activity at Non-Letter or Non-Flat Equipment
(Q18C12). The description that you entered will appear at the bottom of the
screen. Press <Enter> to proceed to the next screen.
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6.8 Manual Distribution Activities

6.8.1

October 2004

6.8.1.1

6.8.1.2

If you indicated that the employee is assigned to a manual distribution
operation, the following questions gather information about activities directly
related to the manual distribution of letter, flat, and/or parcel pieces.

Type of Manual Distribution

The following questions ask you to identify the type of mail being sorted in the
manual distribution operation where the sampled employee is assigned. A
different question is asked, depending on whether or not the facility is a BMC
or BMF.

Primary Type of Manual Distribution (Q18D1)

The following question is asked if the employee is not working at a BMC or
BMF.
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Figure 6.8.1—1.  Primary Type of Manual Distribution (Q18D1) Screen

Indicate the type of manual distribution operation where the employee is
assigned at the time of the reading. Choose the first applicable option.
Express Mail or Priority Mail should be selected if the employee is assigned to
a dedicated Express Mail or Priority Mail operation. If neither is applicable,
select one of the remaining options.

Primary Type of Manual Distribution (Q18D1.BMC)

The following question is asked if the employee is working at a BMC or BMF.
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Figure 6.8.1-2.  Primary Type of Manual Distribution (Q18D1.BMC) Screen

Indicate the primary type of mail being sorted in the operation in which the
employee is assigned at the time of the reading. Choose the first applicable
option. Once you have selected the appropriate type, press <Enter> to
continue.

Shape definitions can be found in ection 8.1.1].

Most BMCs maintain separate operations for the distribution of non-
machinable outsides (NMOs). NMOs include large parcels that exceed the
dimensional or weight requirements for machinable parcels; articles that are
not mailed in boxes (such as tires), or that are mailed in metal, wood, or
metal-strapped boxes; parcels containing hazardous materials; rolls longer
than 26 inches; and high-density parcels.

Manual Schemes

This section describes the questions pertaining to sort schemes used in
manual distribution operations. A different question is asked, depending on
whether or not the facility is a BMC or BMF.

Manual Scheme (Q18D2)

The following question is asked if the employee is not working at a BMC or
BMF.
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Figure 6.8.2—-1. Manual Scheme (Q18D2) Screen

Indicate the type of scheme being worked at the manual distribution
operation. See [RM 6—3 for a description of each option. Press <Enter> to
advance to the next screen.

If the employee is on break and is not assigned to an incoming secondary
scheme operation, you will be directed to review the data entered and

complete the reading (Chapter 9) at this time.
6.8.2.2 Manual Incoming Secondary Distribution (Q18D3)
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Figure 6.8.2—-2.  Manual Incoming Secondary Distribution (Q18D3) Screen
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Indicate the type(s) of separations being made in the operation. Each option
is described in more detail below. You should select all options that apply. If
by mistake you select an incorrect option, you can unselect all options by
pressing the Erase (F10) button or by pressing <F10>. Press <Enter> to
proceed to the next screen.

m  City, Rural, or Contract Carrier Routes. Choose this category if there are
separations for city, rural, and/or highway contract delivery routes. This is
the most common type of separation associated with incoming secondary
distribution.

m  To PO. Box Sections. Choose this category if there are separations for
Post Office box sections.

m Into PO. Boxes. Choose this category if the employee is assigned to sort
mail directly into Post Office boxes. This option is not valid in combination
with other options.

m  Caller Service or Firm Holdouts. Choose this category if there are
separations for individual customers with high volumes or who receive
caller service.

m  Business Reply Mail Accounting System (BRMAS). Choose this category
if the operation involves manually sorting or counting Business Reply Mail
for individual addresses or recipients.

m  City Carrier Cases. Choose this option only if the operation involves
sequencing mail into delivery order at a city carrier’s case at the time of
the reading. This is an activity normally performed by the carrier. This
option is not valid in combination with other options.

m  Rural Carrier Cases. Choose this option only if the operation involves
sequencing mail into delivery order at a rural carrier’'s case at the time of
the reading. This is an activity normally performed by the carrier. This
option is not valid in combination with other options.

Three options (Into P.O. Boxes, City Carrier Cases, Rural Carrier Cases)
should not be chosen in combination with any other option due to the nature
of these operations.

If the employee is on break, you will be directed to review the data entered

and complete the reading (Chapter 9) at this time.
Manual Scheme (Q18D1a.BMC)

The following question is asked if the employee is working at a BMC or BMF.
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Figure 6.8.2-3. Manual Scheme (Q18D1a.BMC) Screen

Indicate the type of separations being made in the operation. Choose Mixed/
Other/Cannot Determine if a combination of schemes is being worked or you

are unable to make this determination. Press <Enter> to continue to the next
question.

Depending on your previous answers and your answer to this question, you
may be directed to review the data entered and complete the reading

(Chapter 9).
6.8.3 Manual Distribution Activities

This section describes questions pertaining to the specific activity of an
employee who is assigned to a manual distribution operation. If the employee
is not working in his or her assigned operation, the employee's specific activity
may not be listed. In this situation, choose Other (Specify) and specify what
the employee is doing.

For definitions of various distribution activities listed in the following questions,
refer to RM 6-3 at the end of this chapter.

6.8.3.1 Manual Distribution Activity (Q18D4)

The following question is asked if the employee is not working at a BMC or
BMF.
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Figure 6.8.3—1.  Manual Distribution Activity (Q18D4) Screen

Choose the option that best describes the employee’s activity at the time of
the reading, even if the employee is not working in his or her assigned
operation. Refer to RM 63 for detailed descriptions of these distribution
activities. If the employee is not performing any of the listed activities, choose
Other (Specify) and you will be prompted to describe the activity being
performed. Upon entering this information, press <Enter> to return to Manual
Distribution Activity (Q18D4). The description that you entered will appear at
the bottom of the screen. Once the appropriate selection is made, press
<Enter> to proceed to the next question.

ﬁ Example: The employee is observed taking stacks of letters from
the manual letter case and placing them into letter trays on carts for
dispatch. Choose Setting Up, Scheme Change, or Taking Down
(including Final Sweep/Typing Out) on carts as part of the final sweep
for dispatch.

Manual Distribution Activity (Q18D2.BMC)

The following question is asked if the employee is working at a BMC or BMF.
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Figure 6.8.3—2.  Manual Distribution Activity (Q18D2.BMC) Screen

Choose the option that best describes the employee's activity at the time of
the reading, even if the employee is not working in his or her assigned
operation. Refer to RM 63 for detailed descriptions of these distribution
activities. If the employee is not performing any of the listed activities, choose
Other (Specify) and you will be prompted to describe the activity being
performed. Upon entering this information, press <Enter> to return to Manual
Distribution Activity (Q18D2.BMC). The description that you entered will
appear at the bottom of the screen. Once the appropriate selection is made,
press <Enter> to proceed to the next question.

ﬁ Example: The employee is pulling out a hamper that is full and
replacing it with an empty one. The operation is not presently being
taken down for dispatch or a scheme change. Choose Sweeping
(Other than Final).

Section 6.8 Page 6-63



Data Collection User’s Guide for In-Office Cost System

This page intentionally left blank

Page 664 Handbook F-45



6 Activity Questions for Clerks and Mail Handlers

6.9 Other Mail Processing Operations

6.9.1

October 2004

Section 6.9 describes the questions asked if the sampled employee is

involved in other mail processing operations. The questions may differ,
depending on the type of facility or work area at which the employee is
working.

Other Mail Processing Operations (Q18E4)

The following question applies to mail processing facilities or work areas,
excluding BMCs, BMFs, POs, stations, and branches.
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Figure 6.9.1—1.  Other Mail Processing Operations (Q18E4) Screen

Choose the option that most closely describes the operation where the
employee is assigned at the time of the reading. While several options
include the MODS operation numbers that are typically associated with them,
you should base your response on the employee's actual assignment and not
the clocked in operation number. Press <Enter> to advance to the next
screen.

Each allied operation is described in more detail below:

m  Opening Unit or Tray Separation Operation (Typically MODS Op. #s 110-
112, 115-117, 180-188). Choose this option if the employee is assigned
to an opening or tray separation unit. These include operations where
pouches, sacks, and containers of mail are received from arriving
dispatches and are opened and prepared for distribution. These also
include any operations in which processed trays, sacks, or other
containers are separated or grouped for further processing or dispatch.
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Pouching Operations (Typically Op. #s 120-123). Choose this option if the
employee is assigned to a pouching unit. In pouching operations, bundles
and IPPs are sorted into sacks attached to metal racks.

Dispatching Operations (Typically Op. #s 124-129). Choose this option if
the employee is assigned to a dispatching operation. Dispatching
operations are used to containerize mail and prepare mail that has been
worked within a facility for transport to other facilities for additional
processing or delivery.

Manual Sortation - Sacks or Outsides (Typically MODS Op. #235).
Choose this option if the employee is assigned to a manual sorting unit
inside the facility that is dedicated to sorting sacks or outsides.

Scanning Operations (SWYB/SAMS/AAA/ACDCS). Choose this option if
the employee is assigned to an operation where mail is scanned into
transportation manifest systems. This includes Scan-Where-You-Band
(SWYB), Surface Air Management System (SAMS), Automated Airline
Assignment (AAA), and Air Contract Data Collection System (ACDCS)
equipment.

Computerized Forwarding System (CFS)/Central Mail Mark-Up. Choose
this option if the employee is assigned to a centralized mail mark-up or
CFS unit. These include both machine-based operations as well as
manual mark-up operations at a central location.

Nixie. Choose this category if the employee is assigned to a unit that
handles mail that cannot be sorted or delivered because of an incorrect,
illegible, or insufficient delivery address (“nixie” mail).

Empty Equipment Section. Choose this option if the employee is
assigned to the empty equipment section, typically designated by
operation number 549.

Damage Repair/Rewrap. Record this option if the employee is assigned
to a mail repair or rewrap operation.

Other (Specify). Enter this option if the employee is assigned to any other
mail processing operation that cannot be associated with any of the
operational areas listed above. You will be prompted to provide a
description of the operation. Upon entering this information, press
<Enter> to return to Other Mail Processing Operations (Q18E4). The
description that you entered will appear at the bottom of the screen.
Press <Enter> to advance to the next screen.

Example: The employee is moving rolling stock with flat tubs from

the AFSM 100 operation. The employee says she is assigned to get
the tubs covered and strapped and ready for dispatch. Choose Dis-
patching Operations (Typically Op. #s 124-129).
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Other Mail Processing (PO/Station/Branch) (Q18E5)

The following question applies to Post Offices, stations, branches, and other
customer service facilities or work areas.
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Figure 6.9.2—1.  Other Mail Processing (PO/Station/Branch) (Q18E5)
Screen

Choose the option that most closely describes the activity being performed by
the employee. Press <Enter> to advance to the next screen.

m  Collecting Mail from Collection Box or Lobby Drop. Choose this option if
the employee is on the premises, collecting mail from the facility's
collection or lobby drop boxes.

m  Cancellation Activities. Choose this option for all activities related to the
cancellation of collection mail.

m  Spreading/Breaking Down Incoming Mail. Choose this option for an
employee who is grouping pieces, bundles, trays, sacks, or other
containers for distribution within the facility or spreading mail to carriers.

m  Containerizing Outgoing Mail. Choose this option if the employee is
preparing or containerizing outbound mail.

m  Meter Mail Preparation. Choose this option if the employee is preparing
metered mail for processing. This includes removing any strapping
material that has been used to bundle the mail, facing, and traying the
mail.

m Loading Vehicles. Choose this option if the employee is loading loose or
containerized mail or equipment into a vehicle. This category includes
time spent in transit between the vehicle and staging areas for mail or
equipment to be loaded onto the vehicle.
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Unloading Vehicles. Choose this option if the employee is unloading
loose or containerized mail or equipment from a vehicle. This category
includes time spent in transit between the vehicle and staging areas for
mail or equipment unloaded from the vehicle.

m  Waiting for Mail. Choose this option if the employee is waiting for mail or
a vehicle to arrive.

m  Mark-Up Activities (Other than CFS). Choose this option if the employee
is marking up mailpieces outside the CFS unit.

m  Nixie. Choose this category for an employee who is performing activities
related to mail that cannot be sorted or delivered because of an incorrect,
illegible, or insufficient delivery address (“nixie” mail).

m  Empty Equipment Work. Choose this option if the employee performing
activities related to empty equipment.

m  Damage Repair/Rewrap. Record thison if the employee is performing
activities related to repairing or rewrapping damaged mail pieces.

m  Other (Specify). Enter this option for all other activities that cannot be
associated with any of the specific allied activities listed above. You will
be prompted to provide a description of the activity being performed.
Upon entering this information, press <Enter> to return to Other Allied
Labor (PO/Station/Branch) (Q18E5). The description that you entered will
appear at the bottom of the screen. Press <Enter> to advance to the next
screen.

Other Mail Processing Operations (Q18E4.BMC)
The following question applies to BMCs and BMFs.
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Figure 6.9.3—1.  Other Mail Processing Operations (Q18E4.BMC) Screen
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Choose the option that most closely describes the operation where the
employee is assigned at the time of the reading. While several options
include the MODS operation numbers that are typically associated with them,
you should base your response on the employee's actual assignment and not
the clocked in operation number. Press <Enter> to advance to the next
screen.

Each allied operation is described in more detail below:

m  Opening Units (Typically MODS Op. #s 110-111, 115-116, 180-187).
Choose this option if the employee is assigned to an opening unit. These
include operations where containers of mail are received from arriving
dispatches and are opened and prepared for distribution. These also
include any operations in which containers or processed mail are
separated or grouped for further processing or dispatch.

m  Manual Tray Separation (Typically MODS Op. #s 112, 118). Choose this
option if the employee is assigned to a manual tray separation unit.
These include operations where trays of mail are received from arriving
dispatches and are opened and prepared for distribution. These also
include any operations in which processed trays are separated or
grouped for further processing or dispatch.

m  Pouching Operations (Typically Op. #s 120-123). Choose this if the
employee is assigned to a pouching unit. In pouching operations, bundles
and IPPs are sorted into sacks attached to metal racks.

m  Dispatching Operations (Typically Op. #s 124-129). Choose this option if
the employee is assigned to a dispatching operation. Dispatching
operations are used to containerize mail and prepare mail that has been
worked within a facility for transport to other facilities for additional
processing or delivery.

m  Manual Sortation - Sacks or Outsides (Typically MODS Op. #235).
Choose this option if the employee is assigned to a manual sorting unit
inside the facility that is dedicated to sorting sacks or outsides.

m  Shrinkwrapping Skids/Pallets. Enter this option if the employee is
assigned to operations involving shrinkwrapping or preparing skids and
pallets for dispatch.

m  Debris/Loose Mail. Choose this option if the employee is clearing debris
chutes or sorting through debris or loose mailpieces.

m  Scanning Operations (SWYB/SAMS/AAA/ACDCS). Choose this option if
the employee is assigned to an operation where mail is scanned into
transportation manifest systems. This includes SWYB, SAMS, AAA, and
ACDCS equipment.
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m  Other (Specify). Enter this option if the employee is assigned to any other
mail processing operation that cannot be associated with any of the
operational areas listed above. You will be prompted to provide a
description of the operation. Upon entering this information, press
<Enter> to return to Other Mail Processing Operations (Q18E4.BMC).
The description that you entered will appear at the bottom of the screen.
Press <Enter> to advance to the next screen.

6.9.4 Pouching

The following questions are asked if the sampled employee is assigned to a
pouching operation and he or she is not working in a BMC or BMF.

6.9.4.1 Type of Pouching Operation (Q18E8)
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Figure 6.9.4—1.  Type of Pouching Operation (Q18E8) Screen

Indicate whether the employee is assigned to a pouching operation that is
primarily outgoing or primarily incoming. Refer to RM 6—2 for definitions of
incoming and outgoing. Once you have selected the appropriate option,
press <Enter>.
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6.9.4.2 Pouching Activity (Q18E17)
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Figure 6.9.4-2.  Pouching Activity (Q18E17) Screen

Choose the option that most closely describes the activity being performed by
the employee at the time of the reading. If you select Other (Specify) you will
be prompted to provide a description of the activity being performed. Upon
entering this information, press <Enter> to return to Pouching Activity
(Q18E17). The description that you entered will appear at the bottom of the
screen. Press <Enter> to continue to the next question.

6.9.5 Dispatch

The following questions are asked if the sampled employee is assigned to a
dispatch operation.

6.9.5.1 Type of Dispatch Operation (Q18E9)

The following question is asked if the employee is not working at a BMC or
BMF.
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Figure 6.9.5-1.  Type of Dispatch Operation (Q18E9) Screen

Indicate whether the dispatching operation where the employee is assigned is
primarily for outgoing or incoming mail. Refer to [RM 6—7 for definitions of
incoming and outgoing. Once you have selected the appropriate option,
press <Enter>.

Type of Dispatch Operation (Q18E15.BMC)
The following question is asked if the employee is working at a BMC or BMF.
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Figure 6.9.5-2.  Type of Dispatch Operation (Q18E15.BMC) Screen

Choose the option that best describes the dispatch operation. If the mail is
mixed, no mail or containers are present, or you are unable to determine the
source, choose Mixed/Other/Cannot Determine. Press <Enter> to continue to
the next question.
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6.9.5.3

6.9.6.1

6 Activity Questions for Clerks and Mail Handlers

Dispatch Activity (Q18E21)
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Figure 6.9.5-3.  Dispatch Activity (Q18E21) Screen

Choose the option that most closely describes the activity being performed by
the employee or the operation in which he or she is working. If you select
Other (Specify), you will be prompted to provide a description of the activity
being performed. Press <Enter> to return to Dispatch Activity (Q18E21). The
description that you entered will appear at the bottom of the screen. Press
<Enter> to continue to the next question.

Separation Operations

The following questions are asked if the sampled employee is assigned to an
operation involving the separation of trays, tubs, sacks, and other containers
of mail.

Type of Opening Unit (Q18E20)

The following question is asked if the employee is not working at a BMC or
BMF.
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Figure 6.9.6-1.  Type of Opening Unit (Q18E20) Screen

Select the first applicable type of opening unit where the employee is
assigned including whether it involves preferential or non-preferential mail. If
both preferential and non-preferential mail are worked in the unit, choose the
appropriate preferential option. Refer to RM 62 for definitions of incoming
and outgoing operations. Press <Enter> to continue to the next question.

- Note: Preferential mail (often called “pref”) receives preferential
handling. It includes Express Mail, International airmail, First-Class
Mail, Priority Mail, time-sensitive periodicals (dailies or weeklies), and
Special Handling.

Type of Separations (Q18E7.BMC)

The following question is asked if the employee is working at a BMC or BMF.
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6.9.6.3

6 Activity Questions for Clerks and Mail Handlers
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Figure 6.9.6-2.  Type of Separations (Q18E7.BMC) Screen

Choose the appropriate originating location of the mail or containers that are
being worked. Press <Enter> to proceed to the next question.

Opening Unit/Tray Separation Activity (Q18E25)
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Figure 6.9.6-3.  Opening Unit/Tray Separation Activity (Q18E25) Screen

Choose the option that most closely describes the activity being performed by
the employee at the time of the reading. If you select Other (Specify), you will
be prompted to provide a description of the activity being performed. Press
<Enter> to return to Opening Unit/Tray Separation Activity (Q18E25). The
description that you entered will appear at the bottom of the screen. Press
<Enter> to continue to the next question.
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Example: The sampled mail handler is sorting incoming letter trays,
sacks, tubs, and large parcels into rolling stock and nutting trucks in a
bullpen operation. Choose Separating Mail to Containers/Sacks.
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6.10 Bulk Mail Acceptance Activity

This section describes the questions related to activities involving the
acceptance and verification of bulk mail. This work is typically performed as
part of the business mail entry unit or at a detached mail unit.

6.10.1 Bulk Mail Acceptance Activity (Q18F1)
[ b, ————————

“ahni s pucric aprmpioncy ecirsly i3 baes) gedueradl

B - et Bt pivieng bl ald i Cii ot o LERFR Fasfibry
B - Verdying W aibng s

0= Wlawi g Ao et Bleil 1e Saging Rivs b Pragesing

[ - Wantmig Fas' bl o' Vi i Couniliniri

P = Citwed (3 juri-lyh

[ TTT

Figure 6.10.1-1. Bulk Mail Acceptance Activity (Q18F1) Screen

Choose the option that most closely describes the activity being performed by
the employee or the operation in which he or she is working. Press <Enter> to
continue to the next question. If you select Other (Specify), you will be
prompted to provide a description of the activity being performed. Press
<Enter> to return to Bulk Mail Acceptance Activity (Q18F1). The description
that you entered will appear at the bottom of the screen.
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6.10.2 Waiting for Mail or Customer at DMU (Q18F2)
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Figure 6.10.2-1. Waiting for Mail or Customer at DMU (Q18F2) Screen

Indicate whether the employee is waiting for mail or a customer. Unless you
are conducting the reading at the DMU, you must call the DMU to obtain this
information. Press <Enter> to proceed to the next question.
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6.11 Window Service and Other Retail (Q18G1)

Questions appearing in this section are used to obtain information about the
specific activities performed as part of the retail or window unit within a postal
facility.
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Figure 6.11.0-1. Window Service and Other Retail (Q18G1) Screen

Choose the option that best describes the employee’s activity at the time of
the reading and press <Enter> to continue.

Each option is described below:

m  Serving a Customer. Choose this option if the employee is serving a
customer at the time of the reading.

m  Waiting for a Customer. Choose this option if the employee is at the
window at the time of the reading and is waiting for a customer.

Do not choose Waiting for a Customer if the employee is engaged in
another postal activity, even when that activity would cease if a customer
appeared at the window. Instead, choose Window Related Activity.

m  Opening or Closing Window. Choose this option of the employee is
preparing to open or close out the window. Preparing to open or close out
a window includes activities such as:

m  Counting stamp stock.

Preparing PS Form 1412, Daily Financial Report.
Obtaining stamp credit and meter head.
Checking dates on the window postage meter.
Replenishing stamp stock.

Closing out a window postage meter.
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m  Running tally tapes of receipts.
m  Preparing bank deposits.

m  Obtaining, initializing, or returning the scanner if acceptance or
delivery procedures are taking place in batch at the end of the day.

m  Self-Service Postal Center. Choose this option if the employee is
performing work associated with an SSPC or a vending machine for
stamps or other postal products. These activities include stocking,
repairing, collecting money from, or filling out paper work related to the
machines.

m  Window Related Activity. Choose this option, if at the time of the reading,
the employee is not serving or waiting for a window customer, but is
performing other window or retail service activities.

m  Other (Specify). Choose this option for all other activities. You will be
prompted to provide a description of the activity being performed. Press
<Enter> to return to Window Service and Other Retail (Q18G1). The
description that you entered will appear at the bottom of the screen.

Window Activity (Q18G4)
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Figure 6.11.1—1. Window Activity (Q18G4) Screen

Choose the option that most closely describes the service being provided or
the window-related activity being performed. Press <Enter> to advance to the
next screen.

Each option is described in more detail below:
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m  Accepting and Rating Mail/Special Services. Enter this option if the
employee is involved in accepting mail from a customer or rating any
piece or pieces of mail that have been received, including selling and
applying Postage Validation Imprint (PVI) postage labels. Also enter this
option if the employee’s work is related to special services. Retail special
services include Registered Mail, Business Reply Mail, Certified Mail,
COD, Special Handling, Insurance, Return Receipt, Restricted Delivery,
Certificate of Mailing, Delivery Confirmation, and Signature Confirmation.

m  Selling Postage. Choose this option if the employee is selling postage, in
the form of stamps, postal cards, or stamped envelopes, including work
related to selling Stamps by Mail and philatelic transactions in which mint
U.S. stamps are sold. This category also includes setting meters and
accepting trust fund deposits for permit imprint mail.

m  Money Orders/Retail Products. Choose this option if the employee is
selling money orders, cashing money orders, performing COD-related
money order work, reconciling money order printouts, holding receipts,
writing up a money order inquiry report, or any other money order-related
activity. Also enter this option if the employee is selling non-postage
products such as philatelic supplies, Dinero Seguro, and First-Class
Phonecards.

m  Mailing Supplies. Choose this option if the employee’s activity relates to
packaging supplies such as envelopes, boxes, tapes, stickers, and other
materials.

m Delivery-Related Services. This category refers to any work related to
delivery service, such as Post Office box, caller service, and customer
hold mail.

m  Customer Inquiry. Enter this option if the employee is receiving or
handling any customer inquiry that is not part of another service or
product. This includes telephone inquiries. If a customer asks a general
question about a postal product (e.g., price, explanation of use) but does
not purchase the product, enter Customer Inquiry.

‘;3 Example: If, at the time of the reading, the employee is on the tele-
phone with a customer giving information about postal money order
denominations and fees, enter Customer Inquiry.

‘;EJ Example: If, at the time of the reading, the employee is at the win-
dow with a customer who is asking for directions to city hall, enter
Customer Inquiry.

m  Change of Address. Enter this option if the employee is giving the
customer a PS Form 3575, Change of Address Order, or helping the
customer complete the form.
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m  Services for Other Government Agencies. Choose this category for
activities related to passport applications, selling migratory bird stamps,
Selective Service (draft) registration, and alien address reporting.

m  Other (Specify). If the activity of the employee is not listed, choose Other
(Specify). You will be prompted to provide a description of the activity
being performed. Press <Enter> to return to Window Activity (Q18G4).
The description that you entered will appear at the bottom of the screen.

Postage Type (Q18G5)
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Figure 6.11.2-1. Postage Type (Q18G5) Screen

Choose the first applicable type of postage from the options provided. Press
<Enter> to continue to the next question.

Printed stamped envelopes are a mail order product only. If the customer is
purchasing stamped envelopes at a retail window, choose Plain Stamped
Envelopes.
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Other Product Type (Q18G6)

;F'I-n-' brpr of myinl prodecd o T e o

& - Diumekstis Slenny Durdars

I - liemaseiial May Crdens

T - Diners fagors

[ = Firar-Class Phaaincsed

E - Chbar Fraguos Bardces (Spacilyi

Phistviug

Figure 6.11.3-1. Other Product Type (Q18G6) Screen

Choose the appropriate retail product, from the options listed, with which the
employee is working. Each option is described below. Press <Enter> to
advance to the next screen.

m  Domestic Money Orders. Choose this option if the employee is involved
in selling or cashing a domestic money order, or assisting with a claim for
a lost or stolen domestic money order.

m International Money Orders. Choose this option if the employee is
involved in selling or cashing an international money order, or assisting
with a claim for a lost or stolen international money order.

m  Dinero Seguro. Choose this option if the employee is involved in helping
a customer to electronically send money to Mexico using Dinero Seguro,
or performing other activities directly related to Dinero Seguro.

m  First-Class Phonecard. Choose this option if the employee is involved in
any activity related to First-Class Phonecards, including, but not limited to,
selling, explaining how to use a purchased card, reporting, paperwork,
administration, and accounting.

m  Other Products/Services (Specify). Choose this option if the employee’s
activity cannot be associated with any of the preceding choices. You will
be prompted to provide a description of the appropriate retail product.
Press <Enter> to return to Other Product Type (Q18G6). The description
that you entered will appear at the bottom of the screen.
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6.11.4 Money Order Activity (Q18G10)
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Figure 6.11.4—1. Money Order Activity (Q18G10) Screen

Select the appropriate option and press <Enter> to continue. If you choose
Other (Specify), you will be prompted to provide a description of the activity
being performed. Press <Enter> to return to Money Order Activity (Q18G10).
The description that you entered will appear at the bottom of the screen.

6.11.5 Delivery-Related Services (Q18G7)
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Figure 6.11.5-1. Delivery-Related Services (Q18G7) Screen

Choose the option that best describes the delivery-related activity. Each
option is described in below. Press <Enter> to advance to the next screen.
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Caller Service. Choose this option if the employee is doing work related
to caller service. Caller service allows customers to regularly pick up mail
at the Post Office window for a fee.

Post Office Box. Choose this option if the employee is doing work related
to Post Office boxes available to the public in Post Offices or other
authorized locations for a fee or for free.

Customer Hold Mail (Including Certified and Other Mail Pickup). Choose
this category if the employee’s activity relates to mail that is held at the
Post Office at the request of the addressee, or mail for which a notice of
attempted delivery has been left with the addressee by the carrier.

General Delivery. Choose this category for activities related to general
delivery service. General delivery refers to a service provided at Post
Offices without letter carrier delivery or for transients and customers who
do not have a permanent address. This service allows customers to pick
up mail at the Post Office.

Non-Boxholder Firms. Choose this option if the employee’s work is
related to non-boxholder firms. Customers who normally receive 50 or
more letters on the first delivery trip may be provided with such holdout
service.

Other (Specify). Choose this option if the employee’s activity cannot be
associated with any of the preceding choices. Provide a description of
the activity being performed when prompted, and press <Enter> to return
to Delivery-Related Services (Q18G7). The information you entered will
appear at the bottom of the screen.

Special Services (Q18G8)
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Figure 6.11.6—1. Special Services (Q18G8) Screen

Indicate whether any special services were sold. Press <Enter> to continue
to the next question.
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6.11.7 Mailing Supplies (Q18G9)
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Figure 6.11.7-1. Mailing Supplies (Q18G9) Screen

Indicate the type of mailing supplies that relate to the employee’s activity.
Other Mailing Supplies include envelopes, boxes, tape, stickers, etc. Press
<Enter> to continue to the next question.

6.11.8 Service for Other Government Agencies (Q18G11)
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Figure 6.11.8-1. Service for Other Government Agencies (Q18G11) Screen

Select the appropriate service category provided for other government
agencies. If you choose Other (Specify), you will be prompted to provide a
description of the activity being performed. Press <Enter> to return to Service
for Other Government Agencies (Q18G11). The description that you entered
will appear at the bottom of the screen. Press <Enter> to continue to the next
question.
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6.12 Administrative Activities (Q18H5)

October 2004

Administrative activities include work related to claims and inquiry, personnel
and time and attendance, accounting and auditing, data collection,
procurement, training, quality control and revenue protection, general office
work, and union business.
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Figure 6.12.0-1. Administrative Activities (Q18H5) Screen

Select the category that best describes the employee’s activity at the time of
the reading. Press <Enter> to proceed to the next question.

Each option is described below:

m  Claims and Inquiry Work. Enter this option only if the employee is
performing work related to claims and inquiry or if the employee is in an
area that involves only claims and inquiry. This category includes
activities related to items found loose in the mail.

m  Personnel and Time and Attendance Work. Enter this option if the
employee is engaged in work related to time and attendance.

m  Accounting and Auditing Activities. Enter this option for employees
working in the accounting and budgeting area. This category does not
include accounting and auditing work performed by window clerks on
window-related functions.

m  Data Collection and Processing Activities (Including MODS/EOR,
Statistical Programs, efc.). This category applies if the employee is
engaged in activities related to any of the statistical programs systems,
reports or data generated by mail processing equipment, or special
studies.
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Procurement Activities. Enter this option if the employee is involved in
purchasing supplies, services, or equipment.

Training. Enter this option if the employee’s work is related to training.

Quality Control/Revenue Protection. Enter this option if the employee is
engaged in a quality control activity at the time of the reading or is
involved in revenue protection.

General Office Work. Enter this option for activities such as typing,
distributing pay checks, filing, photocopying records, preparing work
schedules, etc.

Union Business. Enter this option if the employee’s activity involves union
business.

None of the Above (Specify). Enter this option if the employee’s activity
cannot be associated with any of the preceding choices. Provide a
description of the activity being performed when prompted and press
<Enter> to return to Administrative Activities (Q18H5). The information
that you provided will appear on the bottom of the screen.
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Handling Mail Questions
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After you have entered data about an employee’s activities at the time of the
reading, you will be asked a series of questions about the mail or the mail
containers that the employee is handling, or to indicate that the employee is
not handling mail at the time of the reading. Different questions will be asked
for city carriers than for clerks or mail handlers. This chapter describes how to
answer In-Office Cost System (IOCS) questions about any mail or equipment
the employee is handling.

An employee is considered to be handling mail or handling a container if, he
or she is:

m  Holding one or more loose mailpieces or Postal Service (PS) forms;

m  Holding or moving one or more bundles, sacks, trays, or other containers
(whether or not there is mail in the containers);

m  Manually pushing or pulling one or more containers; or

m  Moving one or more containers using mechanized transport equipment
such as a pallet jack, forklift, or tow motor.

If none of the above conditions apply, an employee is not handling mail or a
container. In particular, an employee who is monitoring the operation of a
piece of fixed automated or mechanized equipment (e.g., barcode sorter, flat
sorting machine, sack sorter) but does not meet one of the above conditions
at the time of the reading is not handling mail even if the machine is
processing mail.

The term mailpiece refers to mailed matter of any class, subclass, shape, rate
category, or other characteristics. Mailpieces may include keys or
identification items marked with a full address that are being returned to the
issuing individual or organization via the mail.

L] Note: Keys and identification items not being returned via the mail
should not be considered mailpieces.

The term equipment will be used interchangeably with containers to refer to
wheeled mail containers, pallet boxes, pallets, sacks, trays, tubs, and other
types of mail containers.

The mail-related information required from a reading depends on the
employee’s assigned operation and activities, whether the employee is
handling mail or container(s), and the types of mail and/or containers being
handled, where appropriate. The Computerized On-Site Data Entry System
(CODES) software will prompt you to enter the appropriate information.
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The procedures for collecting information about the mail or equipment being
handled are different for a city carrier reading than for a clerk or mail handler
reading.

For a city carrier reading, you are required to answer a series of questions
regarding the type of mail or type of mail container being handled. If the
carrier is handling a container, you will be asked to determine if the mail in
the container is identical. provides detailed instructions for
collecting information about mail or equipment being handled by a
sampled city carrier.

For a clerk or mail handler reading, you are required to identify the type of
mail or equipment being handled at the time of the reading. If the
employee is handling mail or equipment, you must isolate the appropriate
mail or container, and in certain circumstances, select a piece of mail.
When the employee is handling a container, you are required to record
information about the container and to determine if it contains identical
mail. provides detailed instructions for isolating the
appropriate mail or container, selecting a mailpiece or form when
appropriate, and identifying and recording what the employee is handling.

If a clerk or mail handler is handling a container — other than a bundle,
letter tray, or flat tub — that holds non-identical mail, then you are required
to record information about the contents of the container.
provides detailed instructions for recording information about the contents
of certain containers with non-identical mail.

If the clerk or mail handler is not handling mail, but is working in
automated or mechanized sorting operations, you may be directed to
obtain a piece of mail from the operation and to record information about
that piece. provides detailed instructions for collecting
information when the employee is not handling mail, and includes
instructions for selecting a mailpiece when the employee is not handling
mail but is working in an automated or mechanized sorting operation.
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7.1 City Carrier: Handling Mail or Equipment Questions

711
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After you have answered questions about the sampled city carrier’s activities
(Chapter §), you will be asked about any forms, mail, or equipment that the
carrier is handling.

L4 Note: Instructions for selecting the appropriate mailpiece or form

are contained in gection 5.5.

Handling Loose or Containerized Mail or Forms

If the city carrier is handling loose mail, containerized mail, loose forms, or
containerized forms, then you must record what the employee is handling.
The questions that you will be asked depend on whether you obtained a
mailpiece or form.

Handling - Mailpiece or Form Obtained (Q20a.Cr)

This screen will appear when you or the telephone respondent obtains a
mailpiece or a form.
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Figure 7.1.1-1.  Handling - Mailpiece or Form Obtained (Q20a.Cr) Screen

Select the first option that describes what the carrier is handling when you or
the respondent obtain the mailpiece or form. Each option is described below.
Press <Enter> to proceed to the next question.

m  Loose Mailpiece(s) or USPS Form(s) Only. Choose this option if the
employee is handling one or more loose cards, letters, flats, parcels, or
Postal Service forms at the time of the reading. Examples of forms
include postage statements, Return Receipts, delivery notices, change of
address orders, or address correction notices. Forms are marked with
“PS Form” and a form number, often near the bottom edge of the form.
Postal Service forms include forms that are mailable (e.g., PS Form 3575,
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Change of Address Order) as well as forms that are not mailable (e.g., PS
Form 991, Application for Promotion or Assignment). Some types of
forms may be attached to a mailpiece. See(section 7.2.20.2for a list of
common postal forms. Do not choose this option if the employee is
handling a bundle or any type of container in combination with one or
more loose pieces of mail or forms.

m  Bundle(s) Only (Strapped, Banded, or Shrinkwrapped). Choose this
option if the employee is only handling one or more bundles. Within
IOCS, a bundle refers to two or more pieces of mail that are handled as a
unit and secured together with a strap, band, or shrinkwrap. Do not select
this option if the employee is also handling loose mail or any type of
container.

m  Pallet(s) or Pallet Box(es) Only. Choose this option if the employee is only
handling pallets or pallet boxes. A pallet is a reusable, rigid platform
(skid) on which mail can be stacked for movement as a single unit. A
pallet box, or gaylord, is any pallet base or skid, with cardboard sides or
an attached cardboard box. The boxes may be any type or size, including
Postal Pak and Westpak. See for examples of pallet boxes. Do
not choose this option if the employee is also handling one or more
bundles or other container types not contained within a pallet or pallet
box.

m  Wheeled Container(s) Only. Choose this option if the employee is only
handling one or more wheeled containers. See at the end of this
chapter for a list of common wheeled containers. Do not choose this
option if the employee is handling wheeled containers in addition to non-
wheeled containers, bundles, or loose mail.

m  Non-Wheeled Container(s) Only (including Trays, Tubs, Sacks, Con-Cons,
and Other Non-Wheeled Containers). Choose this option if the employee
is handling one or more trays, tubs, sacks, CON-CONS, and/or other non-
wheeled containers. See for examples of bundles and other non-
wheeled containers. For example, select this option if the sampled carrier
is handling a sack and a tub at the same time. Do not select this option if
the employee is also handling bundles, loose mail, wheeled containers,
pallets, and/or pallet boxes.

m  Combination of the Above Categories. Choose this option if the employee
is handling more than one of the above categories. For instance, select
Combination of the Above Categories for a sampled employee who is
carrying several loose mailpieces in one hand and pulling a wheeled
container with the other hand.
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7.1.1.2 Handling Mail or Equipment - No Mailpiece (Q20b.Cr)

This screen will appear when you or the telephone respondent are not able to
obtain a mailpiece or form, even though the carrier is handling loose or
containerized mail or forms. Every effort should be made to obtain the
appropriate mailpiece or form using the instructions in gection 5.5 This
question is included for rare cases when the appropriate mailpiece cannot be
obtained.
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Figure 7.1.1—2.  Handling Mail or Equipment - No Mailpiece (Q20b.Cr)
Screen

Select the first option that describes what the carrier is handling when
observed. Press <Enter> to proceed to the next question.

See pection 7.1.1.7], above, for a detailed description of each option.

If the carrier is handling one or more loose mailpieces or forms, you will be
directed to review the data entered and complete the reading (Chapter 9).

7.1.2 Handling Empty Equipment (Q20c.Cr)

This screen will appear if you or the telephone respondent indicated that the
carrier is handling empty equipment or containers.

L4 Note: A container is not considered empty if it contains other
containers, including empty containers, like sacks, trays, and tubs.

October 2004 Section 7.1 Page 7-7



Data Collection User’s Guide for In-Office Cost System

Page 7-8

713

Wers ke awplrpas bresbay 1
AnaEss Mes P ] epplacabls ek |

& = Wi bied Caalmang| o) Dy
0 - S e i Cindminrrs Sl p | Dabadag Towl i, Tl nl, Swkooh, G Coa o, mad CHEr Soore @ find Condaier |
C o Corpbbawion el far Kbee Cmrgarics

Figure 7.1.2-1.  Handling Empty Equipment (Q20c.Cr) Screen

Select the first option that describes what the carrier is handling when first
observed. Press <Enter> to proceed to the next question.

See pection 7.1.7.7] for a detailed description of these options.

If the carrier is handling a combination of categories, you will be directed to
review the data entered and complete the reading (Chapter 9).

Type of Wheeled Container (Q21C1.Cr)

If the carrier is handling a wheeled container, the following question is asked.
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Figure 7.1.3-1.  Type of Wheeled Container (Q21C1.Cr) Screen
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Select the appropriate option and press <Enter>. If the employee is handling
multiple containers, select the container that is closest to the sampled
employee. Pictures and detailed descriptions of each container type may be

found in RM 7—1|.

If the carrier is not handling mail, you will be directed to review the data

entered and complete the reading (Chapter 9).

Type of Non-Wheeled Container (Q21B1.Cr)

The following question identifies mail or equipment other than loose mail,
wheeled containers, or pallet boxes.
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Figure 7.1.4-1.  Type of Non-Wheeled Container (Q21B1.Cr) Screen

Select the appropriate option and press <Enter>. If the employee is handling
containers of different types, choose Combination of Above Categories.
Pictures and detailed descriptions of non-wheeled containers may be found in

M 72,
Base your response to this question on the actual container type and not the

type of mail that is inside the container. For example, if a letter tray is being
used to transport flats, respond Letter Tray(s) Only.

If the carrier is not handling mail, you will be directed to review the data

entered and complete the reading (Chapter 9).

4~  Example: The employee is handling a letter tray containing bundled
flat-shape mailpieces. Select Letter Tray(s) Only.

~ Example: The employee is handling a letter tray and flat tub. Select
Combination of Above Categories.
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7.1.5 Type of Sack or Pouch (Q21B2.Cr)

If you indicated that the carrier is handling a sack or pouch, the following
question will be asked.
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Figure 7.1.5-1.  Type of Sack or Pouch (Q21B2.Cr) Screen
Select the option that best describes the sack or pouch and press <Enters.

If the carrier is not handling mail, you will be directed to review the data
entered and complete the reading (Chapter 9).

7.1.6 Identical Mailpieces (Q21D1.Cr)

If the carrier is handling mail, other than loose pieces, you must determine if
the mailpieces in the bundle or container are identical.
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Figure 7.1.6—1.  Identical Mailpieces (Q21D1.Cr) Screen

Indicate whether all of the mailpieces in the bundle or container are identical.
Press <Enter> to continue.

Mail is considered identical if all of the pieces have the same mail class,
subclass, shape, size, postage, and approximate weight. It is not necessary
for the pieces to have the same origin or destination address. If there is only
one mailpiece in the container, choose Identical Mail. Multiple forms of the
same type should be considered identical as well.

If the carrier is not handling mail, you will be directed to review the data
entered and complete the reading (Chapter 9).
71.7 Postal Service forms
This section pertains to postal service forms.
71.71 Form (Q22A1.Cr)

This question asks you to distinguish between forms and mailpieces.
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Figure 7.1.7-1.  Form (Q22A1.Cr) Screen

Select the option that describes the selected piece. Press <Enter> when you
are done. Each option is described below.

m  USPS Form Not Attached to a Mailpiece. Select this option if the selected
piece is a form that is not attached to a mailpiece. Forms are marked with
“PS Form” and a form number, often near the bottom edge of the form.
Postage statements, Return Receipts, change of address orders, delivery
notices, and receipts for Registered Mail are some of the more common

types of forms. See for a list of common Postal Service

forms.

m  USPS Form Attached to Mailpiece. Select this option if the selected piece
is a form that is attached to a mailpiece. Forms are marked with “PS
Form” and a form number, often near the bottom edge of the form. Forms
that are commonly attached to mailpieces include Return Receipts,
Collect on Delivery (COD) forms, and receipts for Registered Mail.

m  Mailpiece. Select this option if the selected piece is a mailpiece without a
Postal Service form attached.

USPS Forms (Q22A2.Cr)

If the sampled form is not attached to a mailpiece, you must record the type of
form.
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Figure 7.1.7-2. USPS Forms (Q22A2.Cr) Screen

Identify the type of form selected and press <Enter> to advance to the next

screen.

Forms are marked with “PS Form” and a form number, often near the bottom
edge of the form, on at least one side. Select Other (Specify) if the employee
is handling any form that does not appear specifically in the list. Examples of
other forms include PS Form 6401, Domestic Money Order Inquiry, and PS

Form 3813, Receipt for Domestic Insured Parcel.

For all forms other than postage statements, you will next be directed to
review the data entered and complete the reading (Chapter 9).
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7 Handling Mail Questions

7.2 Clerk and Mail Handler: Handling Mail or Equipment

After you have answered questions about the clerk’s or mail handler’s activity,
you will be asked a series of questions about any mail or equipment at the
start of the reading. If the employee is handling mail or equipment containing
mail, you must isolate the appropriate mail or container, and in certain cases
select a mailpiece. You may also be asked to select a mailpiece if you
indicated that the employee is not handling mail but is working in an
automated or mechanized distribution operation with mail at the machine.
When the employee is handling a container, you are required to record
information about the container and determine if it contains identical mail.

7.21 Isolating and Selecting the Appropriate Mail or Container

The CODES software will prompt you to isolate the appropriate mail or
container for sampling. In some instances the software will also instruct you
to select a mailpiece. In order to minimize the disruption to mail processing,
transportation, or delivery operations, you should isolate only the mail or
container necessary to complete the reading, and release any other mail or
equipment.

The following are the rules for isolating the appropriate mail or, in some
instances, selecting the appropriate mailpiece. Use the first applicable rule.
Note that these rules are integrated into the CODES software so that the
appropriate instruction is given, depending on your responses to various
IOCS questions.

m  Rule I-1: If the employee is handling a single piece of mail or a single
Postal Service form, select that piece or form.

m  Rule I-2: If the employee is handling multiple loose pieces of mail or
multiple loose Postal Service forms in one hand, select the top piece of
mail from that hand. If the employee has loose mail or forms in both
hands, select the top piece from the right hand.

m  Rule I-3: If you select a postage statement, then locate the mailing
associated with the postage statement, and select one piece from that
mailing.

m  Rule I-4: If the employee is handling a single bundle, isolate that bundle.
If the employee is handling a single sack or pouch, isolate that sack or
pouch. If the employee is handling a single container of any other type,
isolate that container.

m  Rule I-5: If the employee is handling multiple wheeled containers, pallets,
or pallet boxes only, isolate the wheeled container, pallet, or pallet box
that is closest to the employee.

m  Rule I-6: If the employee is handling multiple bundles, isolate the bundle
closest to the employee’s right hand.
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Rule I-7: 1If the employee is handling two or more containers from one of
the following types, isolate the handled container that is closest to the
employee’s right hand.

Types of container include the following:
Small parcel trays.

Flat trays, tubs, boxes, or buckets.

Sacks or pouches.
CON-CONS.

a
b
C. Letter trays.
d
e
f.  Other non-wheeled containers.

Rule I-8: If the employee is handling any other combination of loose mail,
wheeled containers, pallets, pallet boxes, and/or other containers, then
isolate the wheeled container, pallet, or pallet box closest to the
employee’s right hand. Also, isolate all other mail the employee is
handling that is not in a wheeled container, on a pallet, or in a pallet box.

Rule I-9: 1If the employee is not handling mail, Postal Service forms, or
any type of mail container, but is working in an automated or mechanized
letter or flat processing operation with mail present, obtain the first
available mailpiece from the machine's source of supply. If the machine is
not processing mail, but mail to be processed on it is staged near the
machine, isolate the piece of mail from the staging area that is closest to
the employee's right hand. If no mail is available at the source of supply
or its staging area, select the piece of processed mail from the machine
that is closest to the employee's right hand. If you are unable to obtain a
piece from the machine, select the piece of processed mail staged near
the machine that is closest to the employee's right hand.

Several examples of these isolation rules may be found in gection 7.2.2. If
you isolate a non-empty container of mail, you will be asked questions to

identify the type of container, the container contents, whether it contains
collection mail, and container label information. Depending on your
responses, you may be asked to obtain an individual piece of mail and to
record detailed information about that piece. The following rules determine
whether you must obtain an individual piece of mail, and if so which piece to
select. The CODES software will prompt you with the appropriate rule(s)
based on your responses to questions concerning the bundle or container.

Rule S—1: For identical mailpieces or forms, select any one piece of mail
or form.

Rule S-2: If you isolated a bundle, then orient the bundle with an address
side up and select the top piece.
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m  Rule S-3: If you isolated a letter tray, select the first piece from the end of
the tray with a destination label. If there is no destination label on the tray,
select the first piece with the address side facing out.

m  Rule S—4: If you isolated a flat tray, tub, box, or bucket, select the top
piece from the tray. If the pieces are not oriented face up (or down),
select the first piece from the side of the tray with the destination label.

If none of the above selection rules apply, do not select an individual piece
from the isolated mail. You must keep this mail isolated until you finish
recording the required information about this mail.

Handling Mail, Equipment, or Forms (Q20)

This question collects information about what the employee is handling.
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Figure 7.2.2—1.  Handling Mail, Equipment, or Forms (Q20) Screen

Select the first option that describes what the employee is handling. Each
option is described below. Press <Enter> to proceed to the next question.

m Loose Mailpiece(s) or USPS Form(s) Only. Choose this option if the
employee is handling one or more loose cards, letters, flats, parcels, or
forms at the time of the reading. Examples of forms include postage
statements, Return Receipts, delivery notices, change of address orders,
or address correction notices. Forms are marked with “PS Form” and a
form number, often near the bottom edge of the form. Some types of
forms may be attached to a mailpiece. See for a list of
common postal forms. Do not choose this option if the employee is
handling a bundle or any type of container in combination with one or
more loose pieces of mail or forms.
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Bundle(s) - Strapped, Banded, or Shrinkwrapped Only. Choose this
option if the employee is only handling one or more bundles. Within
IOCS, a bundle refers to two or more pieces of mail that are handled as a
unit and secured together with a strap, band, or shrinkwrap. Do not select
this option if the employee is also handling loose mail or any type of
container.

Pallet(s) or Pallet Box(es) Only (Includes Postal Paks and Westpaks).
Choose this option if the employee is only handling pallets or pallet boxes.
A pallet is a reusable, rigid platform (skid) on which mail can be stacked
for movement as a single unit. A pallet box, or gaylord, is any pallet base
or skid, with cardboard sides or an attached cardboard box. The boxes
may be any type or size, including Postal Pak and Westpak. See
for examples of pallet boxes. Do not choose this option if the employee is
also handling one or more bundles or non-wheeled container types not
contained within a pallet or pallet box.

Wheeled Container(s) Only (Including Air Cargo Containers/Air Cans/
Igloos). Choose this option if the employee is only handling one or more
wheeled containers. See at the end of this chapter for a list of
common wheeled containers. Do not choose this option if the employee
is handling wheeled containers in addition to non-wheeled containers,
bundles, or loose mail.

Non-Wheeled Container(s) Only (including Trays, Tubs, Sacks, Con-Cons,
and Other Non-Wheeled Containers). Choose this option if the employee
is handling one or more trays, tubs, sacks, CON-CONS, and/or other non-
wheeled containers. See for examples of bundles and other non-
wheeled containers. For example, select this option if the sampled carrier
is handling a sack and a tub at the same time. Do not select this option if
the employee is also handling bundles, loose mail, wheeled containers,
pallets, and/or pallet boxes.

Combination of the Above Categories. Choose this option if the employee
is handling more than one of the above categories. For instance, select
Combination of the Above Categories for a sampled employee who is
carrying several loose mailpieces in one hand and pulling a wheeled
container with the other hand.

Not Handling Mail, USPS Form(s), or Container(s). Choose this option if
the employee is not handling mail, forms, or mail containers or equipment.

An employee is considered to be handling mail or handling a container if, he
or she is:

holding one or more loose mailpieces or Postal Service (PS) forms;

holding or moving one or more bundles, sacks, trays, or other containers
(whether or not there is mail in the containers);

manually pushing or pulling one or more containers; or
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moving one or more containers using mechanized transport equipment

such as a pallet jack, forklift, or tow motor.

If none of the above conditions apply, you should select Not Handling Mail,
USPS Form(s), or Container(s).

‘;3

Example: The employee is working at a manual case and is holding
several letter-shape pieces in the right hand and a single letter-shape
piece in the left hand. Select Loose Mail Piece(s) or USPS Form(s).

Rule I-2 requires that you isolate the top piece in the employee’s right
hand. You may release the other pieces.

Example: The employee is working at an automated flat sorting
machine (AFSM) 100 feeder, and is in the process of removing a
handful of flat-shape pieces from a flat mail cart to place them on the
feeder. The employee is handling the pieces with both hands. Select
Loose Mailpiece(s) or USPS Form(s). Rule I-2 requires that you iso-
late the top piece in the employee’s right hand. Since the mail is in
both hands, select the top piece. You may release the other pieces.

Example: The employee is manually pushing a flat mail cart from
the 035 operation to a staging area. Select Wheeled Container(s)
Only (Including Air Cargo Containers/Air Cars/Igloos). Rule 14
requires that you isolate the flat mail cart.

Example: The employee is using a pallet jack to position a pallet at
a belt operation for breakdown. Select Pallet(s), or Pallet Box(es)
Only (Includes Postal Paks and Westpaks). Rule I-4 requires that
you isolate the pallet.

Example: The employee is working at a small parcel and bundle
sorter (SPBS) feed station and is handling a shrinkwrapped bundle of
flat-shape Periodicals pieces. Select Bundle(s) - Strapped, Banded,
or Shrinkwrapped Only. Rule -4 requires that you isolate the bundle.

Example: The employee is driving a tow motor which is pulling an
all-purpose container (APC) and a hamper. The hamper is the trailing
container. Select Wheeled Container(s) Only (Including Air Cargo
Containers/Air Cans/Igloos). Rule -5 requires that you isolate the
APC. You may release the hamper.

Example: The employee is carrying two sacks in his right hand and
another in his left hand. Rule I-7 requires that you isolate the sack
closest to his right hand. Since the employee has two, isolate the
sack that is most touching the employee’s right hand.
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7.2.3

‘;:-.'J Example: The employee is working at an opening unit, and is han-
dling a flat tub in the right hand and a white #2 sack in the left hand.
Select Non-Wheeled Container(s) Only (including Trays, Tubs, Sacks,
Con Cons, and Other Non-Wheeled Containers). Since the employee
is handling two different types of containers, Rule -8 applies, and
you must isolate both the tub and the sack.

ﬁ Example: The employee is driving a tow motor which is pulling an
APC. Additionally, the employee is transporting a sack that is not in
the APC. Select Combination of the Above Categories. Since the
employee is handling a wheeled and a non-wheeled container, Rule
I-8 applies, and you must isolate both the APC and the sack.

~ Example: The employee is working the sweep side of a running
delivery barcode sorter (DBCS), and is walking empty-handed to a
full output stacker when observed. Select Not Handling Mail, USPS
Form(s), or Containers. Rule -9 requires that you isolate a piece of
mail from the machine’s source of supply. Subsequent questions will
collect information regarding that piece.

If the employee is keying pieces or containers in a mechanized operation, do
not attempt to take the specific piece being keyed. Instead, take the next
available article of the same type from the machine’s ledge or feeder.

If the employee is not handling mail, you may be directed to review the data
entered and complete the reading (Chapter 9).

Selecting a Piece From Loose Pieces (I121A1)

Tl [ [l 3Ccondiney 1o e FIRGT sppdcabie nis
Fogla §-1 12 Ha angdopee m hareding & wngls paos of
mal w B engla UL iein. Sales] Ml pace oF Foén
Foghi B2 10 Tl @Fpbipi i Naradiid Pealhidd Wi
e af ol o matpis cas UGPS Sarmig i
hoarel  wplecd Hes dap peca ol mesl fiom Hal Gand

IF e segkrpaw bern lodrse vl o ke i B feeds
s Ml Vo ol ek Toar (ol buasal

Frevious | ok |

Figure 7.2.3-1.  Selecting a Piece From Loose Pieces Instruction (I121A1)
Screen

If the employee is handling a single mailpiece or form, select that mailpiece or
form for sampling. If the employee is handling multiple loose pieces of mail or
multiple loose forms in one hand, select the top piece of mail from that hand.
If the employee has loose mail or forms in both hands, select the top piece
from the right hand. If the employee is not handling the mailpieces but is
working with them, select the piece closest to the right hand.

Section 7.2 Handbook F-45



7.24

7.2.5

October 2004

7 Handling Mail Questions

Press <Enter> to proceed to the next question.

Selecting a Wheeled Container (121C1)
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Figure 7.2.4-1.  Selecting a Wheeled Container Instruction (I21C1) Screen

If the employee is handling one wheeled container, isolate that container. If
the employee is handling multiple wheeled containers, isolate the container
that is closest to the employee. Press <Enter> to proceed to the next
question.

Type of Wheeled Container (Q21C1)

This question identifies the type of wheeled container you isolated.
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Figure 7.2.5-1.  Type of Wheeled Container (Q21C1) Screen

Select the option corresponding to the type of container and press <Enter>.
Pictures and detailed descriptions of each container type may be found in
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Selecting a Pallet or Pallet Box (121C2)
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Figure 7.2.6—1.  Selecting a Pallet or Pallet Box Instruction (I121C2) Screen

If the employee is han