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A fair day’s work for a fair day’s pay

Executive Vice 
President

On a daily basis, nearly every
letter carrier must go through 
the process of evaluating 

the workload of their assigned du-
ties and estimate the time associ-
ated with completing those duties. 
When a letter carrier believes that 
the route they were assigned to 
carry has more work than they can 
complete within eight hours, or they 
believe they cannot complete all of 
the work assigned to them for the 
day within their scheduled time, 
the letter carrier is responsible for 
notifying management. Likewise, 
management is required to inform 
the letter carrier of what to do. Many 
times, the resulting evaluations cul-
minate in disagreements. 

Contractually enforceable provisions addressed in 
Handbook M-39, Management of Delivery Services; 
Handbook M-41, City Carriers Duties and Responsibili-
ties; and several national-level settlements have de ned 
a process that both letter carriers and managers are re-
quired to follow when a letter carrier determines they 
will be unable to complete their daily assignment within 
their normally scheduled time frame. Additionally, spe-
ci c information on the Delivery Operations Information 
System (DOIS); PS Form 3996, Carrier-Auxiliary Control; 
and PS Form 1571, Undelivered Mail Report can be found 
beginning on page 85 of the 2019 NALC Letter Carrier Re-
source Guide and are also available in the “Resources” 
section of the NALC website under “Workplace Issues.” 
Here is some advice on how to handle these situations.

1. Verbally inform management: Section 131.41 of
Handbook M-41 requires the letter carrier to verbally 
inform management when they are of the opinion 
that they will be unable to case all mail distributed to 
the route, perform other required duties, and leave 
on schedule or when they will be unable to complete 
delivery of all mail.

2. Request PS Form 3996: Section 122.33 of Hand-
book M-39 requires management to provide, upon 
request by the employee, a PS Form 3996, a�er the 
supervisor has been verbally informed as to the rea-
son for the request. The employee shall not be de-
nied the form, and upon request, a duplicate of the 
completed form will be provided to the employee. 

Remember, you must request the PS Form 3996 and 
verbally inform the supervisor of the reason for the 
request. If management refuses to provide a PS Form 
3996, immediately request to see your steward. 

3. Fill out the PS Form 3996 completely: Instructions 
for completing the form can be found on the back 
of the PS Form 3996. In the “Reason For Use of 
Auxiliary” section of the form, identify why you be-
lieve you cannot complete your assignment in eight 
hours. Fully explain the reasons for your request. 
Provide as much speci city as possible in lieu of 
using more general comments such as “heavy vol-
ume” or “route overburdened.” Supervisors may 
deny your request using DOIS projections as their 
justi cation. Multiple national-level settlements 
(e.g., M-01664 and M-01769) have held that these 
time projections cannot be used as the sole deter-
minant of daily workload. Keep in mind, you are the 
professional letter carrier tasked with performing 
the duties of the assignment, and nothing can re-
place your estimate of how long that will take. 

4. Keep your cool: While being challenged can be frus-
trating and demeaning, there is no bene t to getting 
angry. The best course of action is to remain calm 
and professional while following the process out-
lined. If your manager denies the request, advise 
them you will do the best you can. In a professional 
manner, ask the manager for instructions as to what 
to do in the event you are unable to complete the as-
signment in the approved allotted time frame. 

5. Don’t argue: There is no reason to argue with your 
manager at this point. Request a copy of the PS Form 
3996 and continue with your assigned duties. Always 
work professionally and safely. You should never skip 
breaks or lunch to complete your assignment. 

6. Don’t make decisions: Management is obligated to 
make decisions in accordance with contractual pro-
visions. Once you realize that you will not be able to 
complete your assigned duties within the time frame 
approved by management, you should place the 
decision-making burden back on them by notifying 
management and requesting further instructions in 
accordance with any local directives. If no local di-
rectives exist, try contacting management two hours 
prior to the expiration of the approved time, or as 
soon as reasonably possible a�er con rming your 
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inability to complete the assignment within the al-
lotted time. Notify management of your location and 
estimated time to complete the assignment. Again, 
ask management for further instructions and follow 
the instructions that management gives you. 

If management refuses to tell you what to do, or if 
you can’t  nish your assigned duties in the amount of 
time initially speci ed by management, you should re-
turn to the o¢ce in the allotted time and ask for further 
instructions. Once again, you should follow whatever 
instructions management gives you.

There is nothing fairer than 
workers having unions for 
their mutual bene t. The his-

tory of the labor movement needs 
to be taught in every school in 
the United States of America. This 
country is living testimony to what 
free men and women, organized in 
free democratic trade unions, can 
do to make a better life.

Where there is unity, there is 
always victory. All things are rela-
tive; what we do to everything, we 
do to ourselves. All is really one. 
Every branch number is preceded 
by the acronym of NALC. No mat-
ter our geography, background or 
ethnicity, we’re all brothers and 

sisters of the same union, with one common cause: the 
advancement and security of letter carriers.

Henry Ford once said, “Coming together is a begin-
ning, staying together is progress, and working to-
gether is success.” The NALC is currently at a pivotal 
moment that will determine the standard of living and 
quality of work life for current and future letter carri-
ers. To achieve a living wage commensurate with the 
worth of letter carriers’ labor, to obtain a respectful 
work environment, and to ensure stability and security, 
we must rally around one another for the greater good. 
In unity there is strength!

Our union advocates to keep us safer, healthier and 
able to enjoy a higher quality of life. All letter carriers 
should expect a better workplace and for their union to 
negotiate for them wages and bene ts they deserve. A 
fair day’s wage for a fair day’s work! Growth is never by 
mere chance. It is the result of forces working together.

We must continue to demonstrate that we are a 
strong union, we must give our membership what they 

deserve, we must raise the income of all letter carri-
ers—whether career or city carrier assistant—and we 
must continue to provide bene ts, security and a§ord-
able health insurance. Moreover, we must give letter 
carriers a voice when it comes to negotiating and en-
forcing our contract.  Failure is not an option! Too much 
is at stake. We must persevere!

Union represents togetherness, not sameness. It 
does not mean we’re divided if we disagree or have a 
di§erent opinion. Democracy isn’t just when you agree 
with it. Rather, we must strive to remain together in our 
pursuit of our common causes. A union is only as strong, 
e§ective and powerful as the members who participate 
in its activities. Only by binding together as a single 
force will we remain strong and unconquerable. 

Togetherness is essential for us to reach our goals, 
whether big or small. By coming together and pooling 
our e§orts, we can tackle bigger tasks and overcome 
any obstacle. When we come together as union broth-
ers and sisters, we can achieve more than any of us 
could on our own.

United we stand; empowered we thrive!
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