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Management of Delivery Services

possible deliveries of a route, the route will be classified as per the majority
of the type delivery; e.g., curbline, park and loop, etc.)

City Delivery Area Map

Each unit must have a map of the ZIP Code area served. Show the
boundaries of each route using street names or numbers and identify each
route by number. If desired, use different colors to show each route.

The unit manager can study the line of travel to discover possible
improvement.

Location of collection and relay boxes can be shown. This will serve to
determine the adequacy of the boxes and as instruction or reference to new
carriers.

Discipline

Basic Principle

In the administration of discipline, a basic principle must be that discipline
should be corrective in nature, rather than punitive. No employee may be
disciplined or discharged except for just cause. The delivery manager must
make every effort to correct a situation before resorting to disciplinary
measures.

Using People Effectively

Managers can accomplish their mission only through the effective use of
people. How successful a manager is in working with people will, to a great
measure, determine whether or not the goals of the Postal Service™ are
attained. Getting the job done through people is not an easy task, and certain
basic things are required, such as:

a. Let the employee know what is expected of him or her.

b. Know fully if the employee is not attaining expectations; don’t guess —
make certain with documented evidence.

C. Let the employee explain his or her problem — listen! If given a chance,
the employee will tell you the problem. Draw it out from the employee if
needed, but get the whole story.

Obligation to Employees

When problems arise, managers must recognize that they have an obligation
to their employees and to the Postal Service to look to themselves, as well as
to the employee, to:

a. Find out who, what, when, where, and why.
b.  Make absolutely sure you have all the facts.

C. The manager has the responsibility to resolve as many problems as
possible before they become grievances.

d. If the employee’s stand has merit, admit it and correct the situation.
You are the manager; you must make decisions; don’t pass this
responsibility on to someone else.
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Maintain Mutual Respect Atmosphere

The National Agreement sets out the basic rules and rights governing
management and employees in their dealings with each other, but it is the
front-line manager who controls management’s attempt to maintain an
atmosphere between employer and employee which assures mutual respect
for each other’s rights and responsibilities.

Mail Processing for Delivery Services

Scheduling Clerks in a Delivery Unit

Schedule distribution clerks in a unit with decentralized distribution so that
service standards will be met and an even flow of mail will be provided to the
carriers each day throughout the year. Schedule the accountable clerk to
avoid delaying the carriers’ departures in the morning and for clearance of
carriers on their return to the office.

Mail Flow

Leveling Volume Fluctuations

When volumes for daily delivery vary substantially from the lightest to the
heaviest day in the week, a unit cannot operate at maximum effectiveness.
Substantial changes in the daily relationships of flats and letters have
considerable effect on delivery costs. If this situation exists, the unit manager
must document the problem and request, through appropriate management
channels, a more even flow of mail.

Plan for Next Day’s Workload

Each day as early as is practical, using procedures developed locally, the
delivery unit manager should obtain information about anticipated volumes,
especially flat volumes for the next day’s delivery. This information will assist
in planning the next day’s manpower needs. Anticipating the flow of mail will
minimize undertime and overtime which can be controlled. If undertime
occurs often in the morning or afternoon, examine the mail flow, the
scheduling of the delivery unit’s clerks and carriers, and the affected routes.

Receipt of Principal Letter Dispatch

Carriers should not sweep distribution cases upon reporting for work.
Rather, they should proceed directly from the time recording area to their
cases and without delay begin casing mail which is already at their cases.
The following priorities have been established for various procedures by
which the first receipt of mail from the distribution unit reaches the carriers.
These procedures are listed in the order of decreasing cost effectiveness:

a. Preferred Procedure. Letter-size mail is placed on the left side of the
carrier case ledge one row high with stamps down and to the right. The
carrier may then pick up a handful with the left hand and begin casing
without repositioning the letters.

b.  Second Priority. Letter-size mail, trayed separately for each route with
stamps down and to the right, is placed at the carrier case. If this is not
possible, a tray cart (or other suitable item used to transport trays)
should be placed as close to the carrier cases as possible with the



