
Reporting requirements 
and PS Form 3996

Sometimes managers will tell you that you don’t 
need the requested overtime or auxiliary assis-
tance because of what DOIS projects for your 
route. Multiple national-level settlements (e.g., 
M-01664 and M-01769) have held that these 
time projections are not the sole determinant 
of your daily workload. Nothing can replace the 
opinion of the professional letter carrier. Simply 
provide your best estimate and the reasons why, 
and move on to the next step.    

4. Keep your cool: While this process can be frustrat-
ing, you will do nothing to help yourself by becom-
ing angry. If your manager denies your request for 
overtime or assistance, tell him or her that you will 
do your best. Politely ask what you should do if 
you are not able to deliver all of the mail, and re-
turn to the office when he or she wants you back. 

5. Don’t argue: There is no reason to argue with 
your manager at this point. The best thing you 
can do is tell your manager that you will do your 
best and ask for a copy of your 3996. Finish your 
office work and go to the street. All you have to 
do is your best. Work professionally. Never com-
promise your safety or skip breaks or lunches to 
make it back to the office by a certain time.  

6. Don’t make decisions: Letter carriers get paid to 
deliver mail. Managers get paid to make deci-
sions. If you realize that you will not be able to de-
liver all the mail and make it back to the office by 
the time the manager has approved, you should 
do everything you can to put any further decisions 
in the manager’s hands. The best way to handle 
this situation is to call your supervisor, per local 
instructions. If you have no local instructions, try 
calling approximately two hours before the time 
you are scheduled (approved on PS Form 3996) to 
be back.  Let your supervisor know where you are 
and how long you think it will take you to finish. 
Ask whether he or  she wants you to bring the mail 
back or finish the route. Follow whatever instruc-
tions your supervisor or manager gives you.  

If the supervisor or manager refuses to tell you what 
to do with the rest of the mail, or if you can’t finish your 
assigned duties in the amount of time initially speci-
fied by your supervisor, you should return to the office 
in the allotted time and ask for further instructions.  
Again, you should follow whatever instructions your 
supervisor or manager gives you. 
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T here are several tasks that the 
parties must work though when-
ever a new contract is negoti-

ated. One of these tasks is selecting 
arbitrators to serve on our panels in 
each NALC region. As explained last 
month in this space, there are three 
types of arbitration that make up our 
system for hearing arbitration cases 
at the regional level: expedited, regu-
lar and impasse arbitration panels. 
All three panels must be negotiated 
in every region around the country.

Every aspect of creating arbitration 
panels is done jointly. The National 
Agreement provides for the existing 
arbitration panels to continue serv-
ing for up to six months after a con-
tract is agreed to through ratification 
or by an arbitration award. In this 

case, the clock started ticking on March 8, when the 2019-
2023 National Agreement was ratified by the membership.

The new panels of arbitrators will start hearing cases in 
September, but we schedule arbitration hearings 90 days in 
advance nationwide. This means that we will be scheduling 
cases in July for the new panels to hear in September. That 
usually does not leave much time to complete the selection 
process. That was especially true this time.

I have been involved at every level of the arbitrator selec-
tion process at some point during my career. I have served 
as an advocate offering opinions on arbitrators who were 
on the current panels in my region, as a national business 
agent selecting arbitrators to serve on the Region 8 panels, 
and in my current position overseeing the process for the 
country. I can report that this round of selecting arbitrators 
was like no other I have seen in my career. 

Arbitrator selection has always been a contentious and 
challenging process. Each side wants what it wants as far as 
which arbitrators to select, and neither side can have that. It 
is natural for there to be talk of not retaining certain arbitra-
tors on any given panel. One side will say it does not want 
Arbitrator A. The other side will say, “If that is the case, then 
I do not want Arbitrator B.” This conversation goes back and 
forth until there is no panel left. Normally, both sides decide 
to accept some arbitrators whom they do not particularly 
like in exchange for keeping arbitrators they do like, and the 
panels either remain the same or have very little change. 
This time was very different.

We anticipated what was coming, so the parties at Head-
quarters agreed to perform this task in an orderly fashion. 

•	 Step 1: We asked the parties at the NALC regional/USPS 
area level to meet and decide which arbitrators they were 

willing to retain. We had a total of 150 arbitrators on the 
panels nationwide—just 52 were retained. This kind of 
turnover is unprecedented.

•	 Step 2: We agreed to the number of arbitrators that would 
serve on each panel. This usually is another contentious 
point. USPS at the regional level will want a smaller pan-
el, whereas NALC will want a larger panel so that we can 
resolve our grievances as soon as possible. We looked at 
each region realistically and decided to create a total of 
214 arbitrator panels to serve the country. In arriving at 
this number, we considered the number of cases current-
ly pending arbitration and the fact that several arbitra-
tors had resigned from our current panels without being 
replaced. As reported last month, we agreed to increase 
the number of expedited arbitrator panels from 38 to 60. 
We also increased the number of regular arbitrator pan-
els from 112 to 154 and agreed, as we have done in the 
past, to ask all of the regular panel arbitrators to serve as 
impasse arbitrators as well.

•	 Step 3: We asked the regional/area parties to meet over 
the course of a few weeks and attempt to create panels 
by filling the slots we agreed to in each region. The par-
ties did remarkably well with this. After the regional/area 
parties finished these meetings, we filled the few re-
maining slots where the regional/area parties could not 
reach agreement. We then sent out offer letters to all of 
our potential arbitrators. Once an arbitrator receives an 
offer letter, he or she either accepts or declines the offer 
and sends back the answer. Many arbitrators receive of-
fer letters asking them to serve on panels in several dif-
ferent regions. Some either do not want to travel as far 
as they are being asked to do, or simply cannot accom-
modate the number of days per month they would have 
to commit to, so they decline certain offers.    

•	 Step 4: By the time all of the offers were returned, the pool 
of arbitrators had declined 45 offers around the country, 
so we repeated Step 3 above to finalize our panels.  

I want to take this opportunity to thank all of the national 
business agents, regional administrative assistants, region-
al grievance assistants and advocates around the country 
for all of their input, research and efforts to complete the 
task of creating arbitration panels in their regions under 
these unique circumstances. Everyone did a great job!

Arbitrators have the final say with respect to our griev-
ances, which is why arbitrator selection is so important. I 
will make this prediction: When negotiations for the 2023 
National Agreement are finished and we get back to select-
ing arbitrators again, both sides will have arbitrators on their 
panel that they like and some that they do not like. I just 
hope that the parties then do not choose the nuclear option 
to fill the panels, as was done this time.

Arbitrator selection process 
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