
Article 16 Brainstorm Sheet 
Grievant: Date Issued: 

Veteran: 
Type of discipline? Years of service: 

I� there a rule? Is it a reasonable rule? 
Is the rule consistently 

Thorough and Obiective 
and eguitabf� enforc�d? 

Corre,tive rather than Review and concurrenc� 
Sever it� of the disci12line Was it issued timely? 

12unitive? Progressive? i�sues? 

fs it a safety related discipline? Is it an attendance related discipline? 

Was there a specific safety rule cited? Has the carrier been referred to EAP or FM LA? 

Other mitigating factors: 
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Can you find 10 cJiff crcnces between the two pictores? 



READ AND CONNECT 

I� there a rule? 

I, the rule a n�asonablc rule? 

Is the ruk comi,tcntly and equitable enforced� 

\\·as a thorough im-c,tigation completed? 

\\'a� the se\·erit\· of the di:.cipline reasonable related 
To the infracti�n it$clf and in line with that u::uall� 
Adminh;rcred, a� well a� to the �cnou:;nc:;s of the 
Employee's pa5t record? 

\\'as the cLsc1plmary action taken in a timely mannt'r? 

I lo\\" i, 11 rl";l,011.,ble for the gri.:rnnt to report 
to \\'Ork ,1111.I pnfonn her dutie:: \\"hen she i:: 

lm.:ap.i.:it.itl'd h)· illness? 

.-\1111051 six months lrnd pa::tecl prior to her 
Illness which hospit,thzcd her in June 2tJ22. 

.\Luugcmcnt �imply nutk assumptions 

\\ithour supporting cndcncc. 

l i,llllll"">k .\I .11 11 ::!.::!::! Rcport for wor\..
Prompt!) .,, sdu:,lukd

\l.111.,icmc.:111 f.,ikd t{1 r.:,·ic\\' her ,ltrendancc 
t(U,lrtc•rl� :111d trc,1t,:d her dc,;per,1tdy when she 
h.,d frwt:r mcidcnt:: but more sc1·crc discipline 

Inn..:\\' oi the tnci�knt d.itcs cttcd and 

<luplu:at..: d.ttcs the discipline 1, pun11i1 c 

111 absence oi hiHOt:). cxccssi1·c hdu,·ior, 

or corrcc1i1·c measures 



FACTS/CONTENTIONS/EVIDENCE WORKSHEET 

Grievant: --�----------- Branch Grievance#: ____ _ 

Subject or Violation: ___________________________ _

Every Fact or Contention must be supported by Evidence!!!!!! 

FACTS CONTENTIONS EVIDENCE EX 

(name, document, etc.) NO. 



Di,putc R�,1•1l1tion Tc:1111 
Ua� V:111�) 
�r t C,�'.-4E-D n 14 14, •9 / Ll-04 l-23R 

jinJ11t'nl�r diridc 11,e qu,:�tim1 <�tju,1 cc1usi: into sh .rnl••CJU<!sli1111s and <!fia1 oppl_r 1!w.fc,llo"vi11g aitai.r 
to di!ta111inL' wl,et/1a th,: uc:tio11 m1, Ji,rjmt Cd/ISL'. 7lies.· crileria <II\' the hosic 0111,,id.:rat ions thul tire 
.Wfli!JTisor must 11st' b,'.fore initi{l{i11g discipli11w:1' r1c·tion. 

• Is there a rule? If so, was the employee aware of the rule? Yes. All employees of the Livermore
Post Office are expected at minimum, to obey the instructions of their supervisors and to follow all
rules and regulations set forth by the United States Postal Service. Additionally, the Postal Service has
rules regarding attendance. Employees are expected to follow those rules, the grievant confirmed in
the investigative interview that he is aware of the rules.

• Is the rule a reasonable rule? Yes, the rule is reasonable. It is reasonable to expect that employees
will come to work. Additionally, the rules are reasonable and universal in the business world.

• ls the rule consistently and equitably enforced? Yes. The rule is consistently and equitably
enforced. Management contends there is no disparity in treatment. This is undisputed as the Union
makes no argument about the equitable enforcement of the cited rules.

• Was a thorough investigation completed? Yes. The case file contains voluminous documents
attesting to the thorough investigation conducted by Management The grievant was given an
opportunity to explain her actions in an investigative interview wherein she was properly represented
by the Union.

• Was the severity of the discipline reasonably related to the infraction itself and in line with
that usually administered, as well as to the seriousness of the employee's past record? Yes.
The total disregard of the grievant's auendaoce issues, rises to the level of discipline from the Postal
Service.

• Was the disciplinary action taken in a timely manner? Yes. Upon conclusmn of the invest1gaHon
all documents were reviewed. and the discipline timely issued.

Corrective Rather than Punitive? Yes. the grievant's actions are serious in nature and have risen to 
the level of concern from the United States Postal Service. 

Having given due consideration to all the evidence submitted for review, the case file provides more 
than ample evidence to establish just cause for a notice of removal. The grievant knowingly and 
willfully acted as charged. The Union has failed to prove otherwise. 

The Management Step A representative has provided voluminous documentation in support of 
Management's position and the Management Step B Representative fully concurs. Having established 
"Just Cause" for the issuance of the discipline, the burden of proof now shifts to the Union to prove a 
violation of the National Agreement has occurred. The Union has failed to meet that burden 

For all evidence in the case file and an arguments made above, Management affirms that the NOR 
was for just cause and properly administered. l respectfully request that this grievance be denied 
in its entirety. 

THE NALC STEP B TEAM MEMBERS POSITION: 

The Union at Formal Step A has thoroughly framed the issues and accurately presented the 
necessary information and documentation to show violations of the National Agreement and Federal 
laws and regulations. Per Article 15.2 Step B (a), JCAM page 15-7, the Union member of the ORT 
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DATE: 

SUBJECT: 

NAME: 
POSITION: 
EID: 
FACILITY 

JULY 28,2022 

LETTER OF WARNING 

�ll� 
PTF Carrier 

This official'disciplinary letter of warning is being issued to you for the following 
reasons: 

CHARGE: °FAILURE TO MAINTAIN REGULAR 

ATTENDANCE." 

Since SEPT 2021, you have failed to adhere to your schedule on the below 
listed dates: 

DATE 

SEPT 28-0CT 1,20;?.1 
NOV ·t,2021 
DEC 27---JAN 3,2022 
JUNE ·11-28, 2022 

IRREGULARITIES 

UNSCHEDULED SL 
UNSCHEDULED SL 
UNSCHEDULED SL 
UNSCHEDULED SL 

During my investigation of this matter you were asked for an explanation of 
your conduct. You stated that ''Due to excessiwJ hours. I been scheduled to 
work my body can't take it and it causes me to get sick. Your explanation is 
unacceptable. I find that you are aware of the call-in procedures and that you 
are aware of your responsibility to be regular in attendance. You have been 
made aware of your responsibilities concerning following instructions and 
attendance requirements through stand-ups. 

If the Postal Service is to accomplish its mission of cost-effective and efficient 
distribution and delivery of the mails, all employees are expected to be regular 
in attendance, including maintaining their assigned schedule and making every 

DISC 

·-



LETTER OF WARN'NG 

JlJ!.lJ !.!ti, Z0£!.! 

PAGE: 2 OF 3 

effort to avoid unscheduled absences. Based on your attendance record, it is 
evident that you have been unable to comply with the requirement. In 
addition, all employees under the jurisdiction of the this office have been 
placed on clear notice that, although the leave may be appr�v.ed for pay 
purposes, failure to be regular in attendance and/or unscheduled absences 
may be cause for disciplinary action up to and including removal from the 
Postal Service. 

Your aciions are in violation of, but not limited to: 

ELM 511.43 Employee responsibilities. Employees are expected to maintain 
their assigned schedule and must make every effort to avoid unscheduled 
absences. In addition, employees must provide acceptable evidence for 
absences when required. 

Handbook MA 1 112.22 Report for work promptly as scheduled. 

ELM 665.41 Employees are required to be regular in attendance. Failure to 
be regular in attendance may result in disciplinary action, including removal 
from the Postal Service. 

ELM 665.42 (in part) Employees who fail to report for duty on scheduled days, 
including Saturdays, Sundays and holidays, are considered absent without 
leave except in cases where actual emergencies prevent them from obtaining 
permission in advance. In emergencies, the supervisor or proper official must 
be notified of the inability to report as soon as possible. Satisfactory evidence 
of the emergency must be furnished later. An employee who is absent without 
permission or tails to provide satisfactory evidence that an actual emergency 
existed will be placed in a non-pay status for the period of such absence. The 
absence may be the basis for disciplinary action. 

It is hoped that this official letter of warning will serve to impress upon you the 
seriousness of your actions and that future discipline will not be necessary. If 
you are having difficulties which I may not be aware of, or if you need 
additional assistance or instructions for improving your performance, please 
call on me. You may also consult with your other supervisors and they will 
assist you where possible. However, I must warn you that future deficiencies 
will result in more severe disciplinary action being taken against you. Such 
action may include SL1spensions or removal from the Postal Service. 

DISC 

. .. 



LETTER OF WARNING 

f'AG£30:' 3 

You have the right to file a grievance under the Grievance/Arbitration 
procedures set forth in Article 15 of the National Agreement within 1 4 days of 
your receipt of this letter. 

Sup· , visor of Custorner faJi vices 

CC: 

Labor Relations 
Official Personnel Folder 

Received by employee: �·-frl\ 
Time 

---· ........ _. ·----....................... _ ............... -....... -... 

Employee's signature 

DISC 

.. 



Just Cause Interview 
NALC: M Abante 

/ Union Copy 

Start: 1:31 Finish: 1:55 

PTF: &lt
SCS Adan'\ 
Attendance 

... .  -· .. ... � ....._, . ..  _ . .  

1. The purpose of this interview is to conduct a just cause investigation. The term just ca use, is a
"term of art" created by labor arbitrators. It has no precise definition. Simply put, though, it
provides for a fair and provable justification for discipline. In other words, it is used to
determine whether disciplinary action is warranted for certain actions that have occurred. Do
you understand this?
A. Yes

Victoria: Are saying I'm going to get disciplined for my absences? 
SCS: Adi\m yes, you'll be getting something, you missed a lot of work. 

2. Concerning this "Just Cause" interview, it is to determine whether disciplinary action is
warranted. You will be asked specific questions about the issue referenced above and based on
your responses I will determine whether or not disciplinary action is warranted, and if
disciplinary action is warranted, what level of discipline, up to and including removal from the
Postal Service. Do you understand what I just Read?
A. Yes, not happy

3. In addition, the ELM (665) requires that employees cooperate in any postal investigation. Are
you aware of this requirement?
A. No

4. The ELM 665 also requires that employees provide truthful and honest answers in postal
investigations. Are you aware of this requirement?
A. I don't know what ELM is, but I'm willing to cooperate.

5. If it is later determined that you were not truthful and honest in answering questions and/or
you do not cooperate in this postal investigation, you may be subject to disciplinary action up to
and including removal from the Postal Service. Do you understand these requirements?
A. Again, I don't know ELM, but I'm willing to cooperate.

6. As an employee of the US Postal Service are you aware that violations of postal rules,
regulations, and policies can result in disciplinary actions such as letters of Warning and
suspensions up to and including removal?
A. I do not know what all the rules and regulations are.

Finally, if you refuse to answer any of these questions, I will have to determine whether disciplinary 
action is warranted based upon the evidence of record, and on the other information gathered as part 
of my investigation. 

7. For the record, please state your name, position, and how long you've been working for USPS?
Union Copy Just Cause �L\[ 



A. PTF, 3 years and I think 19 days. 

8. Did management speak to you concerning being regular in attendance?
NALC: Who, did SCS Marn speak with you?
A. No

9. Why were you absent on Sept 28-Oct. 1, 2021?
NALC: Can we see PS 3971s?
SCS MliM I don't have those, only ETCs. and some PS 3972s.
Note: PS 3972s for 2022
A. I don't recall

10. Why were you absent on November 1, 2021?
NALC: no 3971s, PS 3972
A. I have no idea.

11. Why were you absent on December 27-Jan. 3, 2021?
NALC: no 3971s, PS 3972
A. 1 was ill and in the emergency room in the hospital.
NALC: These are old dates, why are you bringing them up now?
scsAclaN\ I don't know

&t( , SCS Jim asked me about them last year and told me to give him documentation which I 
did. That's the last I heard about it. 
NALC: So why are you asking about them again? 
SCS Mam, SCS Jim is busy so told me to do just cause. 

12. Why were you absent on June 11-28, 2022?
A. I was sick and in the emergency room twice.

13. Is it true you text your supervisor that you were admitted or still in the hospital?
A. Yes, I texted Jim I was still in the hospital.

14. Is it true that you don't have any documentation from the hospital that you said you were
admitted but only electronic signed note dated 6/27/2022 when you return to work?
A. My regular doctor was not my attending physician in the hospital. My regular doctor is the

one who electronically signed the note after I was released, FMLA is pending.
NALC: Did you have different physicians in the hospital?
Victoria, yes so, my regular doctor signed the note.

15. ls there anything else you would like to share that may help us in this investigation?
A. Due to excessive hours, I've been scheduled to work my body can't take it and it causes me

to be sick.
NALC: I thought you're a 204b?

�\\.(, because we are shorthanded, I'm carrying mail.
NALC: what do you mean shorthanded?
e,I;\,(: , shortage of employees so everyone is carrying additional routes and swings and

being mandated. I'm older than most and it affects me more.



Inteffiew with: SC.S lirn' 
Date: 
G rie\·an t: \ 

Start: 1:21 

Nt\l,C Jrwestigation 

Fini�h: 1 :3-l 

NALC: 1\1. r\bantc 
Office: 

Subject: Information regarding the Letter of\\'arning (LO\\) content dated.July 28, 2022, issued to grie\·,u1t 

1. Diel you conduct a full and thorough im-c,tigation pri()r to i,suing the gric\·:rnt a disciplinarr Letter of
\\'aming?
r\. Yes

2. Did the grienmt abuse her sick lea\"C? If so, how?
,\. ,\ t that time, she has no more sick lcaYe.

3. \Vhat specific information did you rely on to issue the grie\·ant a Letter of \\'arning?
A I asked for documentation, and she prO\·idcd it when she came back .

..J.. Do you ha\·e any information pro\·ing the grie,·ant \\·a, not "sick"? If so, what specifically? 
A No 

5. \\1rnt is satisfactm,· attendance?
,\. Just to be here and to be at work and proYicle documentation when a,ked for it.

6. \\liat is irreg ular attendance?
A. Not at work most of the time.

7. Is· S1,l( at work most of the time?
r\. Yes

8. !\lust a rnrrier follow instructions eYcn it tna)· Clll$C him harm or injury?
r\. No

9. \\l1y did you include dates from 2021 prc,·iously discu,sed with the grie,·ant in thi$ I .etter of
\\'arning?
.r\. Cause I bclic,-c there is a pattern. She went on Ya.cation.

10. Did you pm·iously discuss these dates ,Yith' 11.\E�
r\. Yes

11. Has the grie,·ant improYed her attendance as of Jan. 3, 2022?
A. Yes

12. How is it reasonable for the grie,·ant to n•port to work and perform carrier du tic, when she i�
incapacitated by illnc,s?
r\. No, she can't.

13. Docs management require employee, to report to work C\"cll though they arc sid.? If so, ci-plain.
r\. No,



Union Intcn-icw with SCS Jim. 

14. Is the gric\•;rnt on rew·ictcd sick lc.i.Yc?
A. No,

15. Did you inform the grit",·ant you wmtlcl use thc�c 397 b against her as c,-idencc to i�suc discipline? If
not, why not?
,\. I don't remember.

16_ Do you have proof that she did not ac(1uirc an unc:-.pcctcd illness or sickness for all the da tcs cited in 
the c.li;;ciplinc? If so, whnt? 
A. No,

17. \\'hat clements of just cause did you secure to justify this discipline?
A. She called out a minimum of a week.

18. Arc these your full and complete answers for this intcn-icw conducted by the NALC?
A Yes.



Grieqmt Interview
N.ALC: l\L .-\bant,.
Carrier: __g\.�l Per Phone conYcrsation

1. Did you make e,·ery effort to come to work? 
.-\. I got sick and was hospitalized I make c,·cry effort to come to work.

A 

2. Is it trne you asked scsAd�!i\. if you were going to receiYe discipline during the just cause inter,iew?
.-\. Yes, we hadn't finished the inten·iew and he already told me I was going to get disciplined. I

wasn't happy. I hadn't e,·en answered the questions and he decided I was going to recei,·e
discipline. He was here in temporarily. SCSMafl! 1 is originally from.
Office, and he was told I would be getting discipline.

3. Did SCS Ju,.,, enr present the PS 3971s to you for reYie,v or signing?
.·\. No, they were neYer discussed.

4. \\11ere you eyer giYen a copy of the PS 3971? 
.-\. I wm,n't giYen any or saw any and I ga,·e my documentation.

:,, \\'ere you eyer notified you were placed on restrictiw sick leaYe?
.-\. No

6. \'i'ere you eYCr notified that you would be required to proYidc documentation for all absences by
deems desirable list?
A. No.

7. Haye you previously been asked about dates in 2021? 
.-\. SCS J1VY1 1 told me he was reYie\\ing my attendance the beginning of the year \\ith the dates of

2021 and asked me for documentat ion which I think I gm·e him. I didn't get disciplined, and I
haYen't called in sick since June when I was ho�pitalizcd.

8. \\l1en was the last time your attendance was reYiewcd? 
.-\. The beginning of the year. I rudn't know my attendance was a problem. Now because we don't

haYe enough employees, I am \,·orking longer hours and days off. I'm older and can't take it.



NATIONAL ASSOCIATION OF LETTER CARRIERS 
Greater East Bay Branch 1111 - Affiliated,, ith AFL-CIO 

REQUEST FOR INFORMATION RELATIVE TO PROCESSING A GRIEVANCE PURSUANT TO 
NATIONAL AGREEMENT ARTICLE 17, SECTION 3 AND ARTICLE 31, SECTION 2. 

GRIEVANT: j�Jt SHOP STEWARD: M. Abante 
GRIEVANCE:' OFFICE: i 

CONCERNING: Article 16 & 19 (JCAM) 

REQUESTING INFORMATION: (copies) DATC NEEDED: 

·1 Ol". ' I. ETC's for grievant 'I : /·I >
I 

A II dates cited in the discipline 

'·?." 2. Managements Just Cause interview notes (typed and" ritten) 1 /..'J'--·

3. PS 3971 's I 17 f0)?·7 A 11 dates cited in discipline 

4. Any and all FMLA documentation on file for V. Jackson for all dates cited in discipline /'(f; 1'.;\ p -,, ;--..,)'\J \ (i,"
I) L-1., .. ,f·. ·. ,!...;_ 1 

5. Any/all medical and supporting documentation submitted for all dates cited in discipline n �--•· , __ ;. ,,r 
df?"' )' ., 

f/ ;,: ... ' 
6. PS form 3972's /4?{11�y;:,

,, 
\ 7. ERMS call in sick log i{!J \,; \"·� \ 1' . ..f \ �i. -J-

2021,2022 

All dates cited in the discipline, 

8. All past discipline which 111anagement relied upon as a past element and final NA LC/USPS resolve.
i\:;kJ:,(:_,_ r•,J'. ,\''... , 1 I i,1 

•�i, .. •i.;•••t; �· \.., 

9. Any Official Discussion notes·whrch management relied on as a past element concerning charges in current
discipline. t f'"\� tj\;_,,11<;;-.. 1�i_ . ...__. 

I 0. All statements, interviews, memos, emails. text's, documents, pic�ures management relies on to issue this Letter 
ofWarningZ.r·cr-;7::'l(,(h� 'C-1':>:f _ _ ,7._,.t, ,,'.'<1 : - 1 1', ·v<� ,-.:·,• .t 

11. Cop) of Letter of Warning dated 7t,022.1/4t.tJ/f}$Z;L,. __:-� ,- �

12. All docum
N)

. t�ion showing management conducted Qua11erl) Attendance Reviews with the grievant for the ye.ir
?OJI ,on f l/1 : -; ') I /)ce • 
- - ' - -- ' ; 1) ,/) I , t \, lv . \ ' ' ) 1 • \ , _ 

16. PS Form 50 ti [1)11. ) ri'°- \ ;J_, ._I 7· /.; .. : ' ; 

POSTAL OFFICIAL RECEIVING REQUEST __ ,-+++-0,.....' -,..,"
='
=A.�----DATE_;} __ i,L

' i 
'\\I I 



Di,p,1k l!l.." .. dlt!li•ll T(.'\1111 
Pw,· \· i.11 k. '· 
,r· ll•;":-·il·-tl2:!16;}')!;�)/Ct-!!tH-�11 

Step 8 Teanr 
Bay Valley 

Poppe. r,/lichael 
Lujan. Joseph 

District Grieving: 
California 2 

STEP B DECISION 

Decision: RESOLVE 
USPS l'L11nber: 4F 1Q�J-4r-D 22450509 
Grie·1ant· c &,\.(. 
Branch Grievanc� Number: 
Branch. 1·111 
1 nsta!lation: 
Deli,1ery Unit: 
Stata: Carfomi3 
Incident Date. July 28. 2022 
Date Informal Step A Initiated: , 
Formal Step A Meeting Date. 
Dato:? Received at Step 8 
Step 8 Decision Date: 
l:;su-e Cod2s. 163000 1620100 
NALC S.6ja::t C:x:es. 000001 
Origi-,al St�p B R2ceived Date: N'A 
Da'.e Sent to Ass1st;na Team N.'A 

ISSUE: Did Ma:.agement establish just cause whe:i is5uing �\\,(... a Lete, of 'Naming fo,
the cha-ge. Fai•ura to M:aintaln Re9ul3r A'.t�1canc� on .Jul1 2-3. 2022? If not. what Ls the appropriat� 
remedy? 

DECISION: The Dispute Resolution Tear:1 (.DRTj has a-;ireed to RESOLVE this gr:evancE: Based cn 
the file as nr:=>ser:erJ, managi?mi:::nt chd n)t rne;;:t th� 1xo01isi-)n3 of J�st cause p�ior to issuing the 
Grievant, �fl, 1, a Letter of Wmning (LO\1\/) on Ju!/ 28. 2022, fo; th-= charge of Failure to 
Maintain R�gula� f.,Lt:::Hic:dnce. Therefore. \,e LO1/,/ wili be rascinded an�i re'110•1eci fro:n all USPS fil➔:. 
and records. 

EXPLANATION: On July 28 2022. Super1isor Cu3'.·:>rn�r Servic� (Scs:: Jim 
Grievant the LOW and 1t reads in releva·nt par:. 

'·CHARGE: Fai!irre to Maintain R.9qula:- At{<:nc!an.-.::t:

Since SEPT 2021. you ha-1e faifecl to adiie:-a to your sch&du!e on tfl;:1 berJw fistacf dates: 

DATE 

SEPT 28-OCT 1. 2021 
NOV 1 2021 
DEC 27-JAN 3. 2022 
JUNE 11-28. 2022 

IRR�G UU-R!T!:.S 

UNSCHED'.J!..EO SL 
UNSCHEDULED SL 
UNSCHEDULED SL 
UNSCrl=.O/JLED SL 

During my investigatiuH of this m-:1trer 1ou v.ora asked for an evpf.3n,=;t10,: of your conc!u::t. You sta;t:cf 
tha� "Due tJ excessive hours, I been sch-ac! 1{eci to ,vori( ftii' /;,,y/y can·: ta:;;:y ii a,xl it c.:i1,se3 me t,-:, get 
sick. Your explanation is unacceptable. J fine! t!iat you c1re a·Nara of t!rn ceii-iu procedures anc.' tnat you 



l >· ·,p1H� n..:,r,�o l i, in T'"·.un
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are awore of your responsibit,,ty to he regular in a'.tenr:hmce. iou /Jave /Jsen macle a\.-vare of yow 
responsibHities con::erning folio•Ning instructions nncl atten(!Ance requirements through sta nd-ups 
Manage11ent con tE:nded that the Gr ievant didn·t provide d,Jctor documen,at ion on time. 

M anagement met at both l nform31 and Forma! St�p A of Hn grievance-arbitration  procedure bJt 
decl ined to prov ide a position for thi s  g rievance. In box 1 8  of the PS Form 8 1 90 , managemen'. stated 
the griev8nt did no'. provide doctor docum3ntatlon en t ime 

The U nion contended that tr1e Grievant only received d iscipl i ne because she cal  l ed in s ick. 
M anagement has fai led to provide  evidence thc=:l Grievant. v1a3 not i l l  or ab!a to v,ork safe ly and medical 
documentation was provided upon her return to v:o rk 1,vh i:h wa5 not controverted, the refo re it must be 
considered as legitimate for days of absence. The Union contended that Management ch ose to issue 
d iscipl ine rather tnan accept the Grievanrs explanation or pursue a thorough investigation to 
substantiate their charges. Management s impl:,; made assumptions without supporting evidence and 
fa i led to ensure their investigation was th·Jrough and obj-3ct"ve whi ,:h is punitive rather than  corrective 
a nd does net meet the j ust cause requirement .  

The ORT finds the fol lowing provisions rel�vant to  the ins tant  cass· 

JCAM page 1 5-5 

Formal Step A 15. 2 (d) 
At the meetmg tire Union representati;;e sllJ;/ tn€1 �1:i a fu!I encl cff:t01ii'ed statement of facts relied 
upon, contractual provisions ir1'1oi; ,;Jd an<f remedy s0ugf :1 Tl ie Unio•; representative may al iO 
furnish i:11itten statements from \';itne.sses O" c,ti lsr incli ;idu2ls. The Employer representative
shall also make a full and detailed statement of facts an d contra ctual provisions relied 
upon. The pa11ies · representat i•,-es shali coop6�r2.£e fuf';' in the e�crt to c!evetop DI/ necessary 
facts. inciucfing the cJch::inge of copies of all r-a!E".13 ·1 t  p:1,:)ers or documents in ac:corclance with 
Articles 1 7  and 31 .  The patties ' rerr2sentativt1s rn:1y rnutusl!y agree to jointly interview 
'il,';tnes.ses where desirable to assure fu!1 cleve,'Jpm1;nt of al! fc1:Jts anc! contentions. In addition. 
in cases involving clischfl1ge either pa,ty shall h:1 ·1s th•] rigfl! to present no morr: than two 
witnesses. Such righl shall not p1 f'chJCle the pa.--ties f:orn jointi_✓ a�rreefng to inte1view acfrl!tionaf 
�·,ilne sses as prov,ciec! above. 

Pag➔s 1 6- 1  through 1 6-3 of the Joint Co:-itra�t A-Jmin istra :io;-i �,l anu:.-; !  (J ::;M,;I) exp1a in the 'Just Cause 
Principle · .  The just cause principle are ba5•c O;1ski�r2. tion:3 that a sq:ic,v s0r must use D-=fore init iat ing 
d isr::ipl ine .  

1 6. S ection 1 .  Principles 
lo the r:ldministration of this Artir;/&. a ba:-,i ,:; pri1 1(:ip!e sha.'J be lh-:il c!fscip!ine should be corrective 
in nature. rather than punitive. No emplo;ee m:11/ be ciiscip!ined or clischargecf except tor just 
cause such as. hut not limittJd t·) f:1.sub ··xd:ndlfon p;tferage irFOYication (c!rugs or alcohol).
incompetence, f ai/ure to perfonn work a:; request9cf. viola tion o/ the terms of th is Agreement. or 
f.Ji!ure to observe sa rety rules and r0r.;uhtion.s . --Jr.:st ceu.-,.:; ·· is a ·tsnn o;' art"' creat�lf hy lalJor 
?.rbitrat,)rs . It has no 1-xecise cfefinition f ·' cor,l€:in::; no rtn:·f ru!'::5 th,=:t apply in the same ;•,-ay in 
eAcit case of cliscipline or discharge. H,·,-,•;ev&r, ariJitra\Ys frequ0ni/y c!ivicfe the question of just 
cau2e into six su/J-qu>?stions anc! ofri n  cp�)!'; the h// :, •. •,ing c;: !/2:-ia to cieterr nine whether the 
action was for just cause. T/Jes'= c1 1te:·fJ er€: th-:, L'a, ·c co, ;s ·.:!�r::tir; ;i., that t!w supervisor must 
use before initiating cliscf.olinary action. 

• /s there a rule?
• Is the rule a rea sonabla rule?



I )!,puk l?::,;ii;ttu•11 Ti.:t11n 
H:,0· \·;,llcy 
.1 � -: I :.,:-,.;-,;.f:-1 l .! -�.;Gi 1�a•) :· ( 'L -!!O l-� 11 

• /s the rule consistently and equitably enforced?
" Was a thorough investig,,tion completecl? 
• Was the severity of the discipline reasonably related to the infraction i-t:self and in

line with that vsL1ally aclminis!ert::cl, as well as to tha se,"iousness of the

employee's past record?
• Was the cnscipfinary acrion t:tk2n in ,1 timf:!y nnn;;cr?

JCAM Pages 16-5 through 16-5 

16.2 Section 2. Discussion 
For minor offensas /jy an employee, mari;:igemBrlt has fl re5ponsihility to discuss suc/7 matters 
with tile emp!oyoe. Discussions of this type shall be held in private het1veen the ernployee ancJ 
the supe,visor. Such c!iscussions are nol consir:fere(f discipline am! are not grievable. Following 
such discussions, there is no prohibition aJainst the supervisor andlor thf:J e;np/oyee making a 
personal notatfon of the elate anc! suf>ject matter for th."ljr own pc;rsonal recorcl(s). However, no 
notation or other infnrmation pedefning t0 sudi clisr.ussi::. 11 shat! be includeci in the employee ·s 
personnel folder While such discu<::sion::; may not he citecl els on olement of prior edverse 
recorcl in c1ny subsequent disciplina1y 2ction against an empJcye12,. they may be. where relevant 
and timely re!iec! upon to establish thnt er:iployees have been mar!e mvare of their obligations 
anct re_c;ponsibf!ities. 

Although indudecf i,, Article ·16 a "(!isc:us8;o, ( is n-Yi-c!-.s,;ir)fir:Jry anc/ thus is not grievahie. 
Discussions are conc!ucted in pri�'::it'i: hnt�•JJP,n 2 sur�r11sor c11K! an empioyae. 

Boti I t11€: su;AH'/isor ar,c/ the emp[oye1 1::: m--:-;y ke;'.:p c1 r:;,:o,-,:f of t! ,; c.'iscu:,sion for personoi uae.
Ho1 1,ever these are not to be conside.�i::::f otrc!a! Post?i' Ser,,fce re:corc/3. They may not bl? 
111clu-::'iJd /n the. e:n1--..fo/e� ·s pers,"t•°':>J! f .. �J.:.19:·. nc.r n>.:(: thay b1:� .nt:s;:;··�(! to another suJoerv1s-'Jr.

Di2ct1ssior�s cannot be cite(! r:� P.f,:,•ne:1ts of en en;p!r);'?..J ·s pas! record in an_v fc:!urc:: 
cJ;sc1/1/i11;:;•y octfc-:n. Discussions rnD/ t;"=' u:;a({ r1:/;c;n thf.:/ ar:: rsi'J•.'�nt ancf time!i) only to 
estabJ;sh that an employee hJ.'3 bc9:-; ,r;;_:,Je; a�iare O' :,;,Jme partiwlar obiigAtion or 
responsibility. 

In d,sciplin� case3 M:inag2mant bear.s th.=:: turde·, of pro-:if t0 demon 3.irate the employee: a-:t1=d a3 
charged and the provisions of just cat.:se h3'1=- been me'.. A!:r·::iugh ju�t cause ha$ no pre::ise 
d-::fin"tion. s rnply pu�. the j1.:st ca1.1se pr0'/3ior: requ;res a fair a;�•�: r:ro-.·z,':", e j1.:stificati·:m hr d1sc1pline In 
this case. management is$ued disci9line for dates ranging torn September of 2021. through June of 
2022 One of the essen�ia: elements of th2 j•Jst cause pr0·-11si:n is 

Was the disciplinary action taken in a timely manrwr? 
Discipltnary nction.s should l)e tak-9:i es prompt!:; es ,nossih 1-: after the offense has be9n 
comrnittecl. 

M::1nag,5ment d;j not 1xo1/'cl-s an explrnY?.�ion fx tr·.e 1;:;ng c�h; n in;p-:;.�ing dis:iplinary action f·x the 
dates th� gr:ev:in,:e '-N?.S a�s;;nt in S::�temi,e:. 0:;rcL�(, ��::,-:::-noer, 8nd De-::ernber of 2021. 
Furthe�more the fi!e con:ained an inte·v:e'l't ·-,'jith a s�i�•e,-•ii� :-, anc dosL,;·,�ent5 noting the grievant v.3s 
provided an cfficial diSCUS3i-Jn f,J( th,}',c S-3["2 :J,?.t➔S 

The JCAM on page 16-5 states: 

Qjscussfons canno: bt� r:itf:d as e!..::r-;1e1:ts of .f!n en1p!oy.9e ·s fj.;._":3� r ·1cord in any future 
clisciplmary action OisC"ussions ma;: !;2 used ('.die, the'/ a:2 r:? 12,:-;;n/ awl timely) only to



establish that an employe9 /Jas he.en m,,dc ,w:a:e of some p8rti<:u,'3r obf:ftation or 
responsi/)iiity. 

In accordance with the JCAM. official discussion� c�mn:it be cit�cl as elements of an employee's p�ist 
record in any future disciplinary action. 

The Dispute Resolution Team (DRT) has agre-�d t0 resalve t:1:s gri2vance. Bsised on the fiie ::i,; 

presf'.ntP.d, management did not meet the pro-1isions of j-..tst caus8 prior to issuing the Grievant. \ 1i.LL 
,, a Letter of Warning (LOWJ on July 2:3, 2022 for the c.harge of Failure to Maintain Reg�1lar 

Attendance. Therefore. the LOW w;il be resci1decl and removed from all USPS f1'es and records 

The ORT agrees the adjudical:on of th·s i:1stant dispute to be proper m st3tad in the decision. 

Michael Poppe J c,:,eph Lujan 
Step B Representative NALC Step B Representati'le 

cc Postmaster. Area Labor Relc1tions. MLR, t!AL.C B;anch Pros:dent NALC National Business Agent 
MGR. District Human Resources. USPS Formal Ste::, A rapres�ntatives 

Grievance File Contents: (4E 19N- 4E-D 224503091 CL-00�-22L) 

;..J.:1-:::: 2t st2� e A�:o:r::.•/<!..!•Je, ...... !,: 'J:.� . ... , t n t�,� 
Fcfr·�a: -� app�a· ;t:tt�r l 11 p;!g-: 
T1-,..:e !i:nt exte'1s:ons [5} page5 
G;',-�ial d:sr::us,;i0n [3] oag-cs 
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ETployee·s Name 

oor.. 

Pay Period 

o, From 1 To 

1;Jul 31 �ug 13 

3:Aug 14 Alig 27 

---- ; �--... 2.a.T' 
l Aug 28 'sep 1 o 

1 Sep 25 Oct.08 
I 

2Oct.09 Ccl.22 
. -··-.23�

l Oct.23 No11.O5 
. 

o.t>.:--:.o/ 
I Nov.06 Nov 1 9 ! 

.2Q 

; Nov 20 0ec.O3 

5 Dec.04 0ec 17, 

1 ;Dec 18 :Oec 31 

·_21,

Week 1 

.. ,-- _1�

·21i- :2e: 

: 101· 

� I 
• 24� - ·251-·

l 

Attendance Related Actions & Dates (See Instructions)

0(1 1\s-\22- I Sf� rtu

· �(, V'-e�I\ vdJ,1 t l'N'r 

atk-1'1 d�l'lce, . 1f v-1'1e r (11)'()«:,v\S.-E'_
I 

� (y;Q,� 5tvt ce__ Cu1 V) I e(?.J fv

J jc;c i �l; 1'1(1 ( t6 C'cC

'S Form 3972. November 2017 (Page 2 of 2) PSN 7530-02--000-9137 
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No�: TM �an ODE Sy,,lem (vi3 0J85) prOYtdQ$ eflll)loyN�' �ntere(I on 
duty date. wod: h0\lr$ ,n I.Ile la:st 26 pay periOds. a n<I CUJ(ent le.iivo b91Mlees 
i�.ckiding FMtA and Sick Leav-a for Dl:9endent Ca re 

� 

. 12 

Jan 

Feb. 

March 

April 

May 

June 

July 

Aug 

Sept 

Oct 

Nov 

Dec. 

Sat 

,()7. 

1( J.4
! 

2:S 

1hw ; 

�.i 
l 

l 2.1. 

ReviewJng Sup<NVisor's Comments, Signature & Date 
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1131 IIIJ81Blf IJS�fUfltiB. 

Return to work rouc1111oint 
. /Full da?, part day and late arrivals • unscheduled Absences}

&AF£, :1�: - _ Pay Loe: __ Employee: 

Employee Leave Balance AIL: �28_ HRS SIL: 2_C _HRS 

Was an Attendance Review Message generated? 

Reviewed leave balances with employee? 

Was employee offered FMLA? 

Was employee offered EAP? 

Employee signed 3971 & retain copy 

Was employee required to provide documentation ? 

Was acceptable documentation provided by the emplgyee? 

Emp�o e-N..otified of Attendance Regulations
(rea below ELM requirements) 

- I 

Supervisor's Signature 

Yes�o D 
Yes �o D

Yes f;2(No 0

Yes�o D 
Yes�o D

Yes�o
D

Yes�o
D

Yes�NoD 

1 /sl!;2
X Cut and oive to em•· - - - - - . - - . - - - - - - - - - - - - - - - - . - - - - - - - - - - - - - - - - - - - - - - - - - - - -



Date: 

Employee: 

·&1l
Supervisor: 

<--� lVYl 

This is an official discussion concerning your attendance. 

You are required to be regular in attendance, please review your 
3972, all dates highlighted aren't covered under FMLA. 

Do you need FMLA? 

Do you need EAP? 

)\JO 

Would like for you to know if you continue to be irregular in 
attendance it could lead to corrective action, do you understand? 

y�� 
Do you have any questions? 

NO 
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C} Sid (S./.OiW:r.<ti 
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E<:irloyc.-1 O 
OHOJ221 

?S fonn 3911, Oc:otc, 20l7 (l'agc ion, P3N 7530--02-·000-9i36 

--------·--······--···--·····--·-··-············ 

r 
--------------------

E1np1oyee, R<3Son I \Vu lncopa<it•t•d for Duty Ourlnc This Ab,en« 
0 S;ckn,;s O P,ct,:ianq·. P,cna:o: Care OJ Childbi,tr. 
O On ,tht-Jcb lo;ury 

[J 0 
U1..Sccioin11 McJ:r.•l. D•:nr,l, OJ OJ,t:c•l 

. Off lhc-Job Ir.jury E�;1m!r.a1;on or ircatrr.cnt (Job rdat\!d) 
0 £xposed 10 a Contag1ocs 

L)is-.a1: 
Q Undc:'ioing M..:d:r.n,, D,:nt;tl, or Opti:::ll 

Exam;na:ion or Trcaancnt 
(Not job rcia•�d) 

Ru1on I was/wilt b• Unaniloble for Duly During thts Absence: 

[1 Sick Leave for Dcrc�d<n! 
Caac \Sec ELM) 

O Birth or Child, Bonding 

0 To un: fc.a Far:-uly 
Mcml:c, (Sec ELM) 

D 

D 

Placcmcr.: of• Child w1;r. Employee 
for A�oplil'.li: or Fostor Cate 
A Mili!ary Fomi!y Monlbc,'s Qcolifying 
F.,ugcr:cy 

[] To ca,c for an :njt:rcc or ii: Mi!i:ary 
::-amity l\,lcmb,:r 

LWOP - \inion Ortklal (Rtquirtd Ctrlifrestion) 
lly s•tning 1h1s form, I ecru fy tnal 1h;srcq.,cs1 i, r.ot for the pm rose of engaging 
m p,r.,son ;,olitical ac1!vity as �cfi�d :,y the liatr.h Act and its implcmor.:m;: 
rcgl.ilations 

l or., requesting FMI.A prelectlon for this •bsen,o: 

(l This request is assoc,atcJ with a new condil!.>n. (You w1lt rcc�•vc 111 
f-MI.A ;,ackct in the mail with forrr-< end instructions.) 

0 My Z?provcd or pc:1tlmg approva! C..1\c: II for thn con<l1ticn ;s· 

tniploycc m,ist not be asked 10 di,c!osc !'<'rsor.al medical informa!ion :o 
l:lCal m:v.agcnic,11. FMLA t'cni:ication must be n1aikd :o IIRSSC. 

AdJ:110:ial Documcr.tat,on is rcquiJr.d as follows: 

rrh•acy Act Statem,nc: Your informahor. will be used to adr.un!st,:r k.nc. 
Coll<c::on is authori,Nl by 39 USC401,40�. toot, 1003, am! 1005;and ?.9 USC 

12601 c• seq Providi:ig the info,mi:10:1 1s vciun:ary, bat if not prov1ccd, we m•y 
not process your request, Your tnfonr.ation may be disc!oscd as follows: 
1n relevant legal prccecdii;gs; to law cnfo,ccm,,nt when the USPS or requesting 
agency become� aworc of • v1olatior. of law; to a congressional office a: your 
rcqscst; to en1111cs under cor.:nc1 with USPS and/o, authorized 10 perform aadits; 
10 labor O!'gani1.a1ions es rcqu:rcd by law; to govcn,mcr.t aicncics rcgard!r.n 
rccsoncl matters; to the Ef,OC; ar.d to MS?U or Oflir.c of Sp<ciai Counsc!. For 
more: mformation regarding our privacy vj;[t wH•1tt.U.fJJs.comlpr'it-11�yptsli,:J·. 

l'S Form 1971, Cr.tobcr 2017 (Page 2 ofl) PSN 7530-02-0"v0-9131, 

Request for or Notification of· Absence 

flCQ 

ft.C(J 

l 
I 

--------------

\\'2rning: l"h,: futnJjhir,g of false mf«ma,ior: t1n th.ls fcrm may rcsu:1 u1 a fmc of no( r:tON 
thin SlO 001\or impmonmcntofnol mor� than 5 years, orbotl: (I� USC JIICI> 

----------------

LnH Tn,u �nd Codts �•nt 
.. (l•!f,rmat'-1" 0,1/1•� --- !Card 

lfl\11,A IThnc 
o,rCar• Clock 

Armua! 55 
Aen.ooi • FMI.A I 55 
Sd I H 
Sick• l'MI.A 

I � Sick• Dependent Care 56 
Sick - Dependent Care f/1,:i.A I 56 
Absent Without Leave I 24 
Ac: of Nature 
Blood 00110, 
C1v1I Dr.fc:tsc 
Ci,il Disorder 
COi' - ltS?S 
cor. USPS. f-Ml.A 
Court Du!y 
Dona:cd 
Oonalcd · f"MI.A 
HQ Au1:1ori2,:d Adi:111:istm,vc 
Boh<lay · AL Leave Exchange 
I.WOP· Pall Day 
LWOP - Pan f>ay - FMLA 
I.WOP· Fell Day 
LWOP · l'ul! O•y · fMLA 
LWOP- JOl)IOWCP 
LWOP • ICOIOWCP -, l'Mi..A 
I. WOP • t.:cu or Stck leave 

I 78 

69 
17 
!I 
71 
'II 
61 
45 
46 
79 
28 
59 
59 
(,0 
60 
,19 
49 

59 or 60 
LWOP Matcrr.ity 15Q 1'.11 (,() 
l,WOP · Mih1a1y 44 
L WOP Pcrsc:sa: Rc.ssoi,, 159 or 60 
I. \VOi' • P,offcrcd 59 or 60 
LWOP Su<Jl,!r.s:on 159 r,r 60 
I.WOP Su,pcn<1011 Pend. Tcm. 59 or 60 
LWOP lnic110ffk1al I 84 
M,:i:ary 67 
Relocation 

1 8() Vot!ng I.cave 85 

o: 

O?. 
OS 
O'I 

06 

Othor i'aid 86 

··--- - - .. __ j -�

0}500�-
(15599 
0�6CO 
05699 
05697 
05698 
02400 
0'/800 
06900 
07700 

'.)6'/00 
08000 
118500 
08600 

---·-··· ·---l 



UN/1''EO S7Z! 7ES 

P0.'5.'T.d.L SEl�V/C'E Request for or Notification 01:· Absence 

rP 

0 Continuod on Reverse 

·----------- ------

PS 1'�1111 3971. Oc:obcr 20\7 (Page I of 2) PSN 75J0 .. 02--000-9:l(, \\'nntan : Th•� furnish:!•@. or false infonnaw:.r. on th1s rem: imy r(!SU�t in a fine cf not r.lO{� 
thaa SiD,000 oranpnso1t!�cnt of ao1 mo.re th.in S )·cars, or bo'!.lt. (I� CI.SC Jl'lO'I) 

--·-----------
t::l,ploycir: Reason I \V:.'.IS lnu.patit�t�d Cor Out)' l>udug 1 hi5 Ahsenic 
0 S1cknm [_] Pregnancy, Pr�na!a: Cor� or C:11ldbinr. 
o

0
_ On -the-lob l:iju:-y 

O Un<lc:-goint j\,kJkn�. l),:nt�l, or Op�i::n� Off-ihc,Job lnjury F.umir.aHo:t o, T,colmcn! {Job reia\od) 
0 fa posed 10 a Cnnlag,ous ['J 

D,stasc 
Undc;-g.oina, Mcd!cal, D,:nt�I. or Optic11l 
E'I.Am!n.a:ic:\ or l'reatmca! 
(No\ job rc:at,�d) 

R.-son I was/w!II be Una\'alloblc for Duty l)uri"& Ibis Absen�c: 

S:ck Leave for Ocpcndcnl 
Case (Sec ELM) 
8trth of Ch ii� 18ondmg 

D To cm for a Family 
Member (Sec ELM) 

[] 

0 

l'iacc1r.cr.: of• Child wi:h Employee 
for Ad.>p!io,� or fost•!r Care 
A Mili!ary F,mi;y Mcrnbc,'s Q1:aW)·ing 
F,xigcr.cy 

O lo care for 1m inj\:rcd or l1! Milhilry 
Fami�y Mcmb-:-r 

I, WOP - l!nion Official (Rtquirtd Ctrlification) 
By siening this form, I ccnify \hat \his 1cq1:est is not for the pu!pOsc of cngsging 
in pa!!tsan politic:d ac1ivi1y 15c dcfint!d :>y th.: Hatch Act and its tmplc;n<:r.�in;; 
rcgt.1a!mns 

.l 1n1 requesllng HU.A pro1«tion for !Ms 1bm1cc: 
O This tcqucst is associated with a new cond1t:on. (You w1H rccc;ivc: e.n 

i�MlA padcct in the mail with form� t:-id instruct:ons.} 

O My t?proved or pcntling app10val Case II {or \hi, contli11on '" 

Employee must not be asked to disdosc personal mcdi<:al informa.?ion t,o 
!ocal mar.agcmtnt FMLA Certification mus: be mai!cd to HRSSC. 

Add:uoua: Doct.::ncntalton is required as fcHows: 

I 1.u,·• Typo and C�drs Timt 
(/nfim1u,ri,m Oirly) Care.I 
·-AITTW.a_l ___________ -- -

Ar.naal • FMLA 
S1r.1< 
Su:k • l·MLA 
Sid: • Dcpcndcr.t Care 
Sic� - Dl!pcndcr.t Cnr(: FMLA 
Abscn? W1!ho�1t leave 
Ac: of Na:u1c 
Blocd Done, 
Civil D•: fcnse 
Civil Diso1dcr 
COP- LIS?S 
COP· US!'S - FMLA 
Court Duty 
Don.:,:d 
Donated - FMI.A 
HQ Au1hon1.�d Adr.ur.istratl\"C 
Hohcay-Al, Leave beha:1gc 
I.WOP· Patt Day 
LWOP - Part n,y . FMl.A 
I. WOP , foH Day 
LWQP .. Full Day· FMLA 
I.WO!'· 1OO/OWC-I' 
LWOP ICDiOWCP, FMLA 
I. WOP • l.1cu or Sick Leave 

s:s·
-·

55 
% 
�fl 
56 
56 
].4 
78 

69 
77 
El 
71 
·11 
61 
45 
46 

79 
2S 
5� 
59 
6() 
60 
,I? 
49 

59 or 60 
L'>.'OP- Ma1crr.ity 59 or 60 
LIVOP. Military 4,1 
L WOr , Pcrso11al il.cason, 59 or 60 

-----·---···-.. -·-·--- LWOI' • Proffcr<d 59 or 60 
t.WOI' , Susper.,ion S? or 60 

FMLA Timt 
D,pCarc ("lock 

05500 

<•: 05599 
05600 

0� 05699 
08 056�1 
o·, os69ll 

02400 
o·,soo 
06',C0 

07700 
08100 
O'/ICIO 

03 01199 

o::; 

06 

(H 

06WO 

(1-1600 
07900 
028(1(1 
0590() 
0j999 
06000 
06099 

Prl..-acy Act Stattmtnt: Your information wm be used to admm�s1,1r :c¼vc. 
Collec::on is a"thoriu� by 39 USC 401,404, iOO!. IO0J, a�d tOO:S; ar.d 29 USC 
260• ct sc:q Providi:ig 1hc informatic:1 is vch.1ntary, bul if nol provided, w,: may 
no� ;:,recess. yol!r request. Your ir.fom,ation may be dtsclo;cd as follows.: 

I.WOP • S113pci,s,on f'cr,d. Tc,,i. 59 or (,0 

1n rckvant legal proceedings; to law cr.fo:-ccmr:nt when the lfSl'lS c,c ri:qt:cs:ing 
agcr.cy becomes aware of a violalion of la.w: to a congressional office a, your 
roqcost, lo cnt11ics under cor.1rac1 with USPS and/or aulhorizcd to perform audi1s; 
to tabor organizations as rcquirt:d by law� to gov1:rnmcr.1 agcndcs rcg2rdir.g 
pcrsonci mauc,s; 10 lhc EEOC; ar.d to MS!'II or Office of Sp,:cia! Counsci. Fo1 
mor4! informahon regarding our privacy visil www.usp3·.com/pri,•acyptJlicy. 

L WOr - U:110:i Official 84 
M,h,ary 67 
Rdocation sa 
Votmg teav-:: 
Othl!Y ?a:.! 

ss 
86 

06700 
0R000 

C85CIJ 
08600 

------________ ,, __ 

>-'> THU 06 

_ .. ,. ___ ----------'----'----�------

?Sfonn 3971, Oclobcr 2017 (l'zgc 2 of 2) PSN 7530.02 .. o00-91),i 
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UN/'l''EDS7Ll"l''f=·s 

PO.'
S

7ZJ.L SEl?VICE Request for 01�. Notification o i' Absence

Ycaf 

20'-2 

FMLA !>.-sisnat;on is PENDt;,.,G 

----------- □ FMLA f'ro:,,ctc(l [] Not FMI.A i'rotcctcd f] Conhnved on Rgverse 

rs Fonn 3971, Oc:obcrl0l7(Pagc I of2) PSN 75}0 .. 02-0GG,9136 Wnnlng: Th,: furm,�lng o[ f¼lsc 1nfonna1ior. on this fonn may rcsull ma fin,: cf not r.,orc 
tha:i s:o.�o orimpri;omr:cot of not more than S ycors,or•olh. (IS U.S.C /(JC/) 

-----·------ -----------

____________ ,_ .. _____ .,., .... ------------
F.mploy�c: Re•son I Was lncopodtattd for Out}· l>uring Thh Absc:i« 
0 s,cknm O F,cgnancy. r,eM:al C?.,c or Cinldbinr. 

,_ .. ________ ,,_,,_,, ______ �--
1.uw 1 ypt, and Co,l,i 
(lnf'1w,1!iv11 (hrlJ.·) 

Tim, 
card 

0 On-t11c-Joo lnju::y 
ri_ Off--thc•Job lr.J·ury 

O Undergoing i,.kJ;col, IJ,:n:?.1, or Op,lca: 
l. J Exam!r.ation o; Trca1mc1H (Job cdatcd} 
[J Exposed :o a Cc>ntagious [] Undc:-�oing Medical, D,mt?.l, or Op(!::a� 

E,amina:ion or Trca!mca! D;sc::asc 

rJ Sick L,avc for Deiter.den! 
Car� (Sec ELM) 

n !3irth of Child/ Bonding 
O Tc care for a Family 

Member (Sec ELM) 

{Not job related) 

[1 

0 

P:a,;cmcr.; a fa Child wi�h Emp,tly<:t 
for Adoptior. c,r Fost,:r Core 
A M1ii1ary Fa:niiy Mcmbds Q1:•lifying 
Ex1gcr.cy 

0 To care for an injmcC or ill MiH:ary 
Famtly M,;mb,�r 

LWOP - Uoion Official (Required Cntification) 
By si;,oing this form, I ccnify tha. this request is r.o, for the rt:rposc of cng,gbg 
m r,,rt,snn �olitical activity as ccfincd by the 11"1-.h A'-1 a:id it, implc:ncr.:ing 
rcg\ill�l.O'OS, 

.l om requesting FMLA prQic,Uon for this absrn,�: 
O This rcqu�st is associated wlth a n.;:w cc,ru.ht:on. {Yo•J w1I! receive an 

f-M l.A ;,a.ckcl in the mail w;1h form$ t.:1J ir.saucliom:.) 

·-- Employee must not be asked 10 d1sdosc p<tsonal mrd,cal informa:icn :o 

AnmH!..) 

AnJl\lili - fMLA 
S1ck 
S,ck · fMLA 
Sic:< • Dcp,�11d1.·n1 Care 
Sick• Dcpcadcr.\ C:trc f�:i;A 
Ali;eat \Vi!ho�J\ L ca,� 
Act ,,r N'a:tirc 
Blocd L>onc, 
C1v1I Dcfe:isc 
Civil Disorder 
cor .. usPs 

COf> • USPS • FM!.A 
Ccu,t :.July 
01in2ted 
Oonated • FM l,A 
HQ Au1ho!t1.t:d Ad:-:.l!r.isl!a!•vc 
l!ol,cay .. AL l cave l.'x�h&:1&c 
LIVOP · Part Day 
L WOP - Part Pay , FMLA 
I.WOP. Full Day 
LWOP • Full Day· FMLA 
LIVOP · 1or,1.'0WC'P 
LWQP .. JOD/OW<P • l'�!!.A 

s:s
-

5S 

�6 
56 
56 
5(, 

i, 

16 

77 
81 
71 
·11
61 
45 
46 
79 
26 
H 
S9 
60 

O) 

05 

OT/00 
1)8100 
O'/lOO : . THL'06 
07199 t-:'"�'-'-t----+--4---� 06100 \ \ l _ fRl07 
04500 >- .. _

.
_ ----+- --- ---

0160(1 [ \ !SAfOS 
c19no i ......... • .. _ .. _.1 __ _ 
O!SCtO i i . _. j SU�: 09 

........... i ... �- ... 1,, ___ _ OS'i(!O [ ! \MON !O
05999 :-..... t ....... ..L.. _ _ _ J 
06000 i ·: j . jTUE: 11 

- ...... ! 
60 06 06099 t ........ ·--•· ---·- -.. i 

!ocal mar.ag•omc,,i. FMI.A Ccllification msi: be mot!<d :a HRSSC. I I.WOP• Ucu or Sick Lsavc ·--- ·--·· ··-····-·····-··· ······-·i L \�'OP ·· M atcmity 

·�; 
(H �:�:: l. 

..... L.J WfD 12 

-�:=-� 
59 Of 611 OS9D! o, 0�0011 

. 
i . i·rnu 13 1 

A:id�tiona.: Dc,c:c:ncr.tat�on is rcqu1r,:d as rc.ilows: I.WOP· M1h1ary 
L \\.'OP - P�r;cnal Rc:t.SOL�:ot 5Q �f (,0 OS90l Qr O(f.lOl _j 

__ ,, ___ ,,____ I.WOP - P10ffcreJ 

59 �/0 l����t or 06COS� """"I= iFRli·4••• "'' j 

59 or 60 il59il? or 06002 
l'rlncy Act Statement: Ycur informa:ior. wit: be uscc to admin:s1,;r k>ve. 
Collcc:ioa is authorized by 39 USC 401,404, i00i, 1003, ""d 1005; a,:d �9 USC 
2(,0i ct seq. Prov;di:ig ihc in(orm:u1cn is vchmtary, b�t if nol provlCcd, �·,; may 1 r.o: ;,rocess yot:r request. Your informa1ion m"-y be c.lisdoscd .as follows: 
1n 1clcva:11 logo! prccccdings; to law cr.fo:ccr.1,:n1 when the LISPS 01 rcq1:cs:int, 
a.g(r.cy bcc..:imcs aw-':rc or 2 vici::1:ior. of Jaw. to a c:or.grcssior.al office a.: your 
rcqc:s:; to cr.liti,:s ur.dor cor.:rac: w:th USPS andlc: au1horiled to perform audi:s; 
to labor organi:l.ations as required by law: 10 govcrnmcm ag..:ncil�S rc:p.,ard!r.� 
pc11oncl matters; to the EEOC; ar.d lo MSl'II or Offir.c of Sp,:cia! Counsc:. For 
more information regarding Ol!r privacy visil M'k1111,u:rpY.(011tlptfracyp,,lic:.i', 

L wor · Su,pcr:s:an 59 o, 60 0�906 or oc.coc, 
I.WOP, S1:spci,,ion Pci,d. Tcm. 59 or 60 0�908 of 0600. 
LWOP .. Uaioa Off:c,al 8� 

\ 

0&400 
Mili:ary 67 06'/00 
Rdo'°tion 80 08()00 
Votli,g l.cav� &S OSS-00 
Other i'a:d 36 

L 
08�00 

'--------------------·--------'--· ---------'---- -- ----

i'S form J971, October 2017 (rage 2 of2) l'SN 7530-02-000-9136 



·Request for or Notification 01:· Absence

□ 
0 

• II, ,If.I.) 

Approved 

rnsapp!O\'Cd (Gl\'C Reason bciow) 

D-0 r.ot c!i,,ck an fML/\ box below ur.t,1 yo� 
verify Ilic FML/\ DESIGNATION. 

FML/\ Designation is PENOl�!G 
FRI 14 

---------□ FML/\ l'ro:c�tcci CJ Nol FMt./\ P,olcctcd 0 C<Jnlinued on Reve,se 

-----------···----··------· -- ---
?$ l'�nn 3971, October 20\7 (Page I o:2) PS:-S 7530--02--000,9!3(, \.\",;irniltt � Th-: fom��)i£(ig of false U'lfonnanut! en t1'ls fo:ir. 11n:,y rcs.:.J:t in a fi:1e of not lllQC'i: 

lh3'1 s:o,noo o, impn,1,111.:cnt ol awl 1110N tl!,ln 5 yca,s, Of both (Iii lf s.c /f)t)t> 

-------------------····- ---- -��-----------•-,--
1.nvr l°)"JJCS 2nd Cod<, 
(,../r1rm(tl.iv11 0111,,,i 

·nm, 
Card E,1r,p;oycc: Rc:1.son [ \V'li lnc�pacitatc<I for l>uty lJu1 ing 1 hb At,st:ttt 

0 S1ckr,,ss [J Prcg:1anty. Prcn�:•l C�rc or Ch,ldbtrlh 

-YMLA Tim< 
DcpCore Clock 

od On·tadca l:ijucy [l Undergoing M.:Jkal, D,:nt1.l, or Op1i,�l Off.-1hc�J•Jb h!JUC)I Exam:r.ation or T!catmc1H CJCJb rc�:ite.dJ 
0 F,xyoo;.,!d to a Con!aglous O Unc.lc:-gomg MOO:cn�. O,·n::d, or Opt:i::it.1 

Di seas: E:(am!nalion or Ttca�ine.1• 
(Not ,ab rc!alcd) 

Ru,�n I wu/will b• Uno,·�ilobtc for Duly During this Abs<nc�: 

Arm1�t 
A�n,1;li • f'MLA 
'.>it.I: 
Sick- r;,..<tA 
Sl6: • Dep.:odcr.1 Care 
Siek - l)cr,cndcr.t Care FM:./\ 
Absent Wi1houl L�a"c 

O Sick Leave for Dcp�r.dcn! 0 

0 

PiaC-('n?er.t of a Child w�th Employee Ai;: oi Na:urc 
Car� (Sec F.1.M) for Ado�:ior. or Foslc?' Cnl"c B!c.,,cd Do1�r 

□ 

0 

Birt� of Chi!d I Bonding 

To cacc fo, a l'ar.uly 
Mc,ibcr (Sec f.LM) 

/\ M1htary r,.mily Mcmbds Qt,,nifymi Civil D,,rensc 
lixiger.cy 1 Civil Disorder 

0 To care for an injmcd or 1U Miiiljry 
f'am,iy M•:mb•�r 

LWOP - Union Oflidal (R<quired Cu1ific11ion) 
;Jy s1ining <h:s form, I ccn1fy thatth1s request ts nol for 1hc pc,posc of cngegmg 
in ptr:,san ;>ohllcal act:vicy as c!c!incd by the Halch A<t a:id its ,r.1plcmcr.an� 
rcgul:.t�ont. 

I or., requr1fl:,g FML/\ prot<ttlon !Gr this 1hsen-e: 
[� This request :s assoc,a.1cd w:th a new condition. (Yo!J w1i! rccc:,vc 211 

i:Mtt\ packet ,n the maii wi1h forms 2nd instructiorn•.} 

COP-LIS�S 
COP· US:'S • l'MI./\ 
Court Duty 
Oo�a:ed 
Don•ted · FM l./\ 
1-:Q A1alhor�.-.�d Adr.l!r.istrat1vc 
1;0\icay • /\ L Leave Ex�h•agc 
I.WOP, Part Day 
LWOP ·· Part Day· FMLA 
I.WOP · Ft:11 Day 
L WOP·· l'�H D•y • l'MLA 0 My a�provcd or pc:1d1:1g approval Case " fo, tim cc:1•J1:1c:1 i;: 
l. WOP · IODIOWCP 

Ei:mploycc musl nol be asked to dtsdosc personal medical mform-•t�io_n_t_c __ -! l WOP - JCD/OWCP - FMLA 
!ocal mar.agemcnt. FMI.A Cerllricauon mus: be mailed :o HRSSC. I.WOP• l.ieu orS,ck Leave 

Addiuo:,al Dl>c1.::ncr.tatmn is rcqum:d as follows: 

-----------------·------···---··-·-- -·-··· 

L.WOP -Maternity 
I.WOP· �H1i10,y 
L 'Ai'OP .. Ptno:,ai i'-caSfJn.; 
I. WOI' • Pi.,ffcrcJ 

55 
55 
5& 
Sn 
56 
S(, 
24 
76 
69 
r, 
&I 
71 
·n
61 
45 
46 
79 
2S 
5� 

5g 
6() 
60 
49 
4', 

5901 60 
SQ ur 60 

4-1 
5q 1'1-r f10 
59 or (,0 

rr,nty Act Stattmtnc: Ycur informa:ior. wdl be uscC to a.Jr.unis1cr j.,:.;,..c. 
Col'ce1ion ,sautoorr,c<! by 39 USC 401,404. IOO!, \003, •�<l 100.5; ,11:d �9 USC 
2�H c1 sc�. Prov1di:,g the infocma!lc:t is vc!untary, but if no1 prov1cd, W•! :n;.y 
r.ot eroce,s )'O\lr rcqccst Your infom,acion may be disclo;cd as foiluws. 

L.WOr ·• Su,p-,r.;;on 5Q vr 60 
I.WOP• Si:spci,s,on Pcl!J, Tcm 59 or (,0 

1n rckva:11 kg•i prccccdir.gs; 10 law enforcement when the usrs or rcqoestmg 
agcr.cy becomes aware of a violation of law, 10 a cor.grcuior.al of!icc at your 
r,qocs:; co er.lilies ur.dc, cor.:rac: with USPS and/er authorized to p,::-for:11 aud,:s; 
to labor o!'gani7alions as ,cq_uired by law; to government agcocics rcga!dmg 
pcrsonci matters; to the EEOC; ar.d :o MS!'B or Office of Sp,:cial Coun$Ci, For 
more inrormation r�garding ocr privacy visit www.u111s.(:omlpril-acypolic.�·. 

L wor .. Un:on Ofr:c,,l 84 
Mi\i:ary 
Relocation 
Votir.g I.cove 
O,hcr Paid 

67 
80 
85 
86 

01 

02 
cs 
0-1 

03 

0.5 

(16 

05�00 
0�599 
056CO 
05699 
05697 
0.569" 
02400 
0"/800 
C6900 
0"/700 
OSICO 

0·1100 
07199 
06100 
c-.sco 
().;600 
()7900 
02800 
059CO 
0599() 
c�ooo 
06099 

.. . i FRI 07 
f .. ,:·t·--.-··i-----�
\ ··.\ ISATOs 
�··· ·.· .. : .. ····•· .. �-----.. -- ..
l :L- ., I Sut: 09 
�--··· ,' .. ·i _· -,-.. J-.. -·-·-· . -· 

\····· .. :·l .. ·� .. -1�:1 :
0 -···--1'-···- · ···

f·····';"·(::--·t--.--;· ., ---- -·1
1

i .··i t1-.0 1. I , 04999 1···.-·-·=·--·-.---··--····· ··1--·· ' 
C5901or0600i! :' 1 jTlll1U I j 
��9

1
0
()0

5 or 06oosr:·:···
·
t···--· -if-R

I i4 
·····-· +····" ·1 

ti'•· • t I i 
OS903 or O(i!',Ol 

·-·- .. -- ··-' 

�}�9!}l or 06002 
05906 or 06006 
osgns or 0600� 
08400 
06'/00 
08000 
08500 
0R600 

---------------------------L-. ··-----··--···-·------· ---L-----'---•---•--
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Request for or Notific.ation o:t' Absence 

D 

Er.,ploycc II) 
OHOJHI 

Do not c!1r.i:.k ia 1=MtA box bclcw ur.nl y-0,: 
verify 1hc fMLA DESIGNATION. 

Dale St1hmi11cc! 
0(,113/2022 

D 
LJ FMLA DC$ign>1ic,n IS PENDl�G 

--------------- 0 FMLA Pro1cc!e<l O No1 FMl.,\ ?wtcclcd f.J Conlinued on Reverse 

---------·------·------- -.. - .......... ·--···-------·--···

-----··--·- -

rs !'Nm 3911, October 20!7 (Page I of 2) PSN 75J0 .. 02-000•9ll6 Worning: Th,, fornishi11g or f.llsc informuior. on this fonn may result ill a fine of no1 more 
thaa SIC,000 or :m11rlso11n:cnt of ooc 111,,,� l�n 5 ycar-i. or Mlh. (IR USC /(}()/) 

---------·------------·----------

£mployce: Ruson I W2s lnc,padt•l<d for Duly Ou, In� 1 hi, Ahsrntt 
0 Sicku:;s [] Frc�:1an�y. Pr"n;wit Cu� or Ch1ldbfrih 
.0 On •lhdob Injury 

□ D 
Undergoing 1\-kdita:. D<!nt:d. or Opticai 

Off .. r,\c.Job lnjury Ex11m!r.at!on or T!'catrnc1?t (Job rclat�d; 
0 fxPQfcd to a Con:agio�s [] Undergoing Medical, Dontal. or Op,ical 

Ot�a.U! Exantina�?on or Trcatmcnl 
(Nol job rcialcd) 

l.e.vo Tn,u and Cu,le> 
(lnformlllil)u O,dy) 

·-Ar.n:1a� 
Ar.n;.1ai • FMLA 
Sick 
Sick· !'Ml.A 
Sick - Dcpi:ridcr.l Care 
Sick - Dcpcndc111 Cari: FMLA 
Ab,cnt Wi1houl Leave 

O S,d Leave ro, Dcp.,nd-a1 
Ca,o [Sec ELM) 

D 

□ 

Placcmcnl of a Child with ·Employee Ac: of Ni\turc 
for Adoptior: or fost,,, Care Blood Ooncr 

0 Oirl�of Child I Bonding 

C To cm fer a Fannly 
t,foa•t:.:r (Sec ELM) 

A Mihta,y Femily 1'kmbds Qu,lifying Civil D,:fcasc 
Exigency l Civil O:sordcr 

0 To care for all �njl:rcd or di �111itary 
famtiy �kmb,:r 

LWO!" • l'•ion Ollicl1l (Required Certi{icatioo) 
3y sil.�i11g 1h,s form, I certify Iha; this request is r.01 foe 1hc pc,posc of eng•ging 
in par.i�•n ?(tlilical activity as Cefin�d t>y th� lhtch Act aad its ,mplcmcr.�mg 
rc:g'lllat•ons: 

l St:> rcqut<tlng FMI.A protection for this absen��: 

[] This request is assoc1a1cd with a new condition. (You w1l: rccctve an 
• FMLA packcl in 01� mail with forms !nd ir.-;trnclions.) 

O My t;,provcd or pcn<li:,g approval Case ti re:- lhli tondl1io":1 i;· 

E,nploycc must not be askcJ to disc�osc personal medical infurma!io:1 :c 
!�al n11r.agcn1cm. FMLA Certification m"s: be maikd :o HR.SSC. 

Ailt io:li1 Doc,:mcr.tation is rec;,uiri:d as fellows: 

�---------------·-------------

COP .. LISPS 
c:or. US!•S. !'Ml.A 
(omt Duty 
Donati:d 
Donalcd · l'Ml.A 
HQ Auth::ni1.�d Adrmr.is1ra�1vc 
Bohc.!ay- AL Leave Exd13:1gc 
t,WOP · Put Day 
L WOP - Part Day - FMLA 
l,WOP · foll Day 
LWOP - full ,>oy · FMl.A 
I.WOP· lODIOWCP 
LWOP -10010\VCP - l'MLA 
l. WOP • Lieu of S,ex Leave 
LWOP .. Ma1cn:ity 
1.WOP • Military 
LWOP .. Pcrsoaal Reasons 
1.WOP · Proffcml 

Tilnt 
Card 

5j 
55 
56 
.56 
56 
Sfl 
24 
7S 
6� 
n 

St 
71 
·11 
61 

45 
•16 
79 
28 
59 
59 
6G 

60 
49 
49 

59 o, 6() 
SQ or 60 

4t 
SQ or 60 
59 or 60 

rrlney Act S1a1tm,nl: Your infonna1ior. wlll be used to administ,,r kavc. 
Colec:ion is authorized by 39 USC 401,404, 1001. 1003. and iOOS; ar.d 29 USC 
2� ct seq. Providing the informa1icn is vc!un1ary, bat if no1 provic!cd. w,, may 
not ;,_coccss your request. Your �-r..formation ma.y be disclosed es foilows: 

LWOP • Suspcr.sion 59 Of 60 
LWOP • S",pcnsion rci,d Tcm 59 or (,0 

1n 1<lavanl legal proceedings; to law cnforccm•:n• when the USPS or rcqucS1ing 
agcr.,y becomes aware of a vioialion of law; to a cor.grc!isiona1 office a: your 
rtq1,;:st; co �r.1i1ics und-:r cor.tract with USPS and/or aulhorizcd to perform audits; 
to LtWr O!ganlzations as rtqt1:rcd by law� to govcnin,cot agcndc:; ccgardir.g 
pcuoncl matters; to the EEOC; ar.d to MSl'lJ or Office of Sl)'!cia! Counsel. for 
mor.c information regarding OU:' privacy visit ww111.uspJ.co,nlptb•ucyp<Jli.cy. 

L \\'OP .. l'moa Off:c1al 8•1 
Mili:ar� 67 
R..!location 
Voting Lc3vi.; 
Olh�r i\a�� 

80 
85 
86 

--------·--···-L ________ _ 
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03 

05 

06 

0-1 

GSIGO 
0'/100 
0119? 
06100 
G'-5CO 
04600 
0790() 
02800 

05906 or 0(,CO(, 

05908 or 06008 
08400 
06700 
OROOO 

C85CO 
0S600 

__ ..l 

jWf.D0l 

1THU06 

Year 



Request for or Notific.ation o :f Absen.c(� 
l"""'""'"_.,.,,.,11,.110,.uoo, .. , .. 10'":1:...,,.:1_.,.,u .. ::.,, _..,.., .. 11:o,1 ..., _____ ,_ _ _,...,,_�_,...,.,_....,_,'"l'..,.""""'"'-"""""',_..,.'t"'""",_,_,.....,. ... ..., __ "'!"_"'",'"""""1�""'--1""',_""'"""-"""'"

0�103221 06/1 5J;02l 6 0◊
·--- -

-
-···· - � t�l•\' � .

f'P cn,n'•-··- ,.� -- ,. --· r. .... '.f.l) Er.,ployec ID 

t

D•lc S<1om:ncc! 1':o 00!01:r; l•.c�u.:sic<! !- ,�.,J;: . ':l
l

h••·!I••;, .. ,. .... "·' 1 1,m·" d,�:,· ci1y. s/i1/e and Zll'�;�,���-·==·=1-=·=·� - t�'S D�y -- ra1��r #l o;:3\
od

� F;;,::; ;,�;;;2 l��'�o \ ta� � L. ... ��- !.�.ti. .I:::_:_ 1 

Ti:,i, of Cnll or �equcsl Scheduled R�por!ing Time Employee Cai, r,. Rca<h<:-� At (/JMtde,/i T�rn D•:c Hour 
o-; ?.$ 06:00 ____ O No C:aU 06'i ""2022 I l•l.30 

--r;r,c or Absor.cc Do<:un:cnta:ion (for cfl:r.ial u;,;
·
�;ly)·- - ·- ·-Rc'"ise-d Sch«lu!c fu�Dold - Appro,d 1n Advance 

[_] Anmml 
□· 

l7 Ye; [J No 
[] • ·d !. L L  r h FMLA Rcquc;lcd {Ccr�ffi�a!io� t�vit�" · HP$SC) ·----- ___ _ ___ _ lien "-YA v :>< □· !'or COP Leave (CA ! or, !ik', -- ...... ,.,,_,.,! [] Carrier 101 Ruic 

□· 
Begin Werk 

r-J for Adv.need Sick Leave (l n I oa f,k) ···
-
·
···-·

-·
·-

····"·'""··· ···· 
L LWOP (See rc,crse) 

D l · (l 
---- -- - . I  

l-] i'or Mili:aty Lr.n,·c (Orders rcv,c,wrl) unc.n . \II 
� Sick (Su rr?ver:,c) O f"o1 Court L(".avc (Sun,mons rcvicwc,n 

El ���> 
[] i'or 11 :ghcr l.cvd ( 1 723 o� file) 

[ii] Ofacr : �---
0 Scheme Trainir.g Tc,iing Q,,aHyir.g (Mr.niv on f;\,:) 

Er;J Work 
·---- ·---·-·----

r

�c :n-irh (DQ :1ol cntc-:- mr.:dk.-:1 infonnation) 'Employee shonM rcvir..w Privacy l:>form�11on on thi: rc:\crse: of chis forr.l ·--
·
--

NOT 10D; fMLA LEA VE: DOC �EQ - Grcat,:r tha:t l days · l ! lncss or injllry: lllr.css. Sc!( 

-- ---·- -·-
· --·- -·--·- - -- - --- - ..... .. - ·-··------1 un�trsbnd ihat !ht ,m�ual J03n •utt,orlnu In Hccss or amount 1vallablt to m, during <ilt le•H yu r wlll be ,hangr.tl Iv LWOP. 

1 Emp:�i·ec•s Sigl\a�Jrc •nd Da:c S :gn,turo of Pcr;c:i·R,:cc,dir>g A�scnce nr,� D.te 
.. ·· ·-·r Sigr.,:uce·cf Supc,-.is"' 2:id na•c· Sc,t: !icd ... -····----l � _ >  . .  : p_:,

J
MON IO I

� :.:;:,a cmtt ,,.,� '°'�' �;;.�et,L�'�/,s�u�l :;�� '"" '" [".:•:·:: "'·�'�'"' """jL� -,II:�;§�=-�: :: -!
[] FMLA Designation ,s PE1'01NG 

--------------- [] FMLA l'ro:cr.!c<l [_] Nol FMl.A l';otwcd 0 Cont,nuG� on Rrwerse 

--------·-----·-·-
·
-- -·-··-· 

!'S Fonn 397 1 ,  Octo�c; 20 ! 7  (Page 1 o: 2) PSN 7530. 02 -0-00-9: l(, WMning : Th,: furnishing of false in:orm>tior, 6n this fo:-m ma)' rcsuli i11 • fl,,� cf not mo,c 
thaa S,0,000 or impni0i111se.-• of ao1 more :h,n 5 years. or bo!h. (Ill US.C. MO/) 

,-------------------·-··-·----
········· · 

l.uvc T)·"u •nd Codes F,mptoyee: Rca1on I Wos lncopadtaltd fur Duty Uuring This /\li,e nce � 
0 Skkr.,;s [] Prog:iancy, r,�r.,!al Cuc or Ci11ldbi,;h 
0 On-•t::c,Job [:1Jury 
0 ()ff.1ltc•lob lr.jt1ry 0 Undc:-go1ng �l�d:r.al , D•:n::11 , or Or,,:�,.� 

E�amfr;at;on o; T?catmcr.� (Jub cc?ati,:,d} 

0 Ex posed to • Contagious 0 Unde,goinr, Mcdir.at. O•:nr.1, or Opli�a: 
Disease E,;P.mi:,a\�oa or Trcatrncm 

(Nol job rciat,•d) 

Ru1on I •as/will be U nav�U�blc for Duty During tl>ls Abscn«: 

D Sick Leave for Ocpcr.dcn! 
Care (Sec F.I.M) 

0 Birth of Child / Bondmg 

0 Tc care fa, a Family 
Mcmbo, (Sec ELM) 

CJ 
□ 

fiacc;ncr,; of ft Child wi;h Employee 
for Ado�ticm 01 Fos:l•!r Cn!c 
A Mili!a;y fa:ni!y �k,nhc,'s Qu,lifyin6 
Exigcr.cy 

O To care for :u; ioj,:rcd or 1H �Hii ,ary 
Family Merub•:r 

LWOI' - Uaion Official (lltquired Certification) 

Ar.n..1ai - FMLA 
Sit.k 

Sick - Dcp.:.,der.1 Cart 
Sick - l)ep�ndcr,t Care FM;.A 
Ab::cnt \V!t�1011� L,�avi: 
Ac� l)f Na"ltlfC: 
Blood Don� , 
Civil  D�k;,st 
Civil o,sordcr 
COl' LISPS 
COP - us;•s - !'Ml. A 
Court Du!y 

Ti:nt 
Card 

--55-· 

$� 
56 
56 
56 
$(, 

)4 

76 

11 
8 1  
7 1 .,. 

F�!I.A 
llrpC:are 

0 1  

02 
C8 
O'I 

CJ 

05600 
05699 
0569/ 
(15698 
0'400 
(>7800 
0(,9{)(1 
(mc)Q 
C81!?0 
0·1 100 

·----------------··---

i WH) 05 

· -"' . ! THU 06 .. � i 

By sit�ing 1h;s form, l ccriify that this rcques! is r.ot for the purpose of engaging 
m par.isan ;,olitic,l activity as defined by 1!t¢ !fatr.h Ar.t aad its 1mplca,cn:1ng 
tcg\i.lat�ons. 

Dona:,,d 
Doua1cd · FMI.A 
HQ Author� Adnur.1stra11vc 
1;011<.:ay - AL L�l\'C E�-ehaagc 
I.WOP · Put Day 

61  
45 
46 
79 
2S 
5� 
51, 
60 
60 
·19 
49 

07 1 99 
06 100 
045CO-
04600 
01900 ·-- ..l

l ac1 req uestlng FMI.A prott-<Uon for this 1b5en,�: 
O This requ�sl is associ:ilcd wlth a new conc.ht:on. (You w,I: rcc: 1vc an 

F M LA ?A.dccl in the mail with formj 2:-.d !r.i�rlii.::t!ons.} 

GJ My Z?Prov(d or pc:1Gi:1g approval Casa::: ff fo:- this co�di!m� iS' 
1 l i Ot,"09970 \ 3-

-· Empioyce must not be asked to disclose pcr;or:�l 11'\ailc'af inforrna!io:1 ; "  -
····

-·· 

lacal n1ar.ag..:rncr.t. FMLA Certification ml:s: be milih�d to HRSSC.

Ad.J:tio:1a: D..:ict::ncr.lation is TCGUlr•!d as foi\<,ws:

--------·---- ··---
-
-
-
·-·-··

·-·-·-··--·-····· ···----
Pr�v,cy At, S tatement: Your infarm:i:ion w:li be t�scC lo adnnn:st,: r k.i\.'C. 
Coll«:km is a..ttnorizcd by 39 USC 401 , 404, IGOi , I OOl, ami 1005; ar.d I9 USC 
2Mi i;t seq. Providing lhe informat1c:1 LS volumary, but if not provu:::Cd, W•! m..ly 
r.o; ?roccss your rcquc�f. Your ir.for1112tion tnay be disdo:.-.cd as follows: 
in rdcvant kgal prccccdi1;gs; to law er.fcrccm,�nt wh�n the LISPS or r('.qt:cs:1ng 
;igcr.cy bccontcs: aware of a vioial1on of ia.w; !o a cor.grt!��ional office a� your 
r,:qccst; to er.litics ur:,kr eor.:rac: with USPS andFc, authorized 10 perform aadi:s; 
tc taior o!ian�.za.tions as rcqulred by law; 10 govcrmner.t ag(ncii::s !"cgardini 
pcisoncl matters; to the l!EOC: ar.d :o MSi'U or Offir.,: of Sp,:cia! Counsc:. For 
mo:c �n!'orm:ition regarding o�r p:-ivacy vhit W5'1W. u.rps.c.onJ/pti1'aCYJWli<.'J'. 

LWOP . Pan :Ji� · l' M LA 
l .\VOI' · Ful: Day 
LWOP , l'ul! il•y • fMLA 
I.WOP . IODIOWCP 
LWOP 10010\VCP . FMLA 
I.WOP • l . :cu of Sock I.cave 
L wor M11rn:ity 
l.WOI' Mtl i,ary 
LWOP · P�n.e:tal Rca,on.s 
l. WOP · P, of(crcd 

59 or 60 
5Q or 60 

44 
�9 �r  (,0 
59 gr 60 

LWOP Sulp,:,;;;on W °' 60 
I .WOP • S.,,pci,<1011 Pci,d. Tein J;9 or 6() 
L.'.\'OP �•a,o.n Offlc•al 8� 
M1h:ary 67 
Relo�ntion 80 
Vul;pg l.cav,, 85 
Oth,:r l'a:d 86 

--------------·------·----- _________ ,_J.___ 
PS Fom1 397 1 ,  C<tob« 20 11 (Page ?. of 2) PSN 7 530-02-000·9 1 36 

05 

(>6 

04 

02800 
05900 
05999 

os900 o, o,;o

0�908 or 0600· 
0&400 
c�·,co 
08000 
cssco 
08600 

--i I 
I 

.. -··•--i 

�- I - ~l -1
L_ .. . 



�UN/7EDS7.nTES 
� i=>(::>:::...·rnL SEl'?V/C:E Request for or Notification 011:' Absence 

.----------------,r-- -·----····-·----
·
--··--····------·····

-·--··-- -····-·--··------ '----
Einploycc's SignarJrc t.nd Date l s;gnl:urc of Pcrsc:i !kcc,d:ng Abs.;ncc J<«� D;•c Sigr.olur< or Sur-c:v:sor t·ul Do� Not:fied 

lJ Ap;,ro\'cd 

[!J Disapp,ovcd (Gi,·c Rcoo� bciow) 

Do cot ch,:r.k a� fMLA t:ox below ur.t.t y0t.: 
vc,ify 1hc FM:..A Dl'.SIGNA TIO:-i. 

nc: cnoug!uid; Ir.ave O
[
_) -��------- .. 

FMLA I>csi&nal;un is PENDING 
FMLA Pro:cc:tcd [] Not FM( .. ,\ Protcct-.:d r�l Continued on R•N�r:;e 

l'S !'�r:n 3971, Oc:ol:cr 2017 (Page I o:2) PSN 7H0•02-0li0·9:36 Wnning : T:is forn1sh:1111 of false 1n:orma1io11 or. 1h1s fc=. may rcs�lt i,, • f,:ic of nQt 1;..,.,: 
Iha:, Si 0.COO or impri3uttu·.ent of a,01 more 1han 5 yca,s. or �I: (IR USC:. /f/01) 

0 [] (lnfmmu1fo11 011/"' Cord <I' ore lo< � • -o 
Sidmc>s Frce:,ancy. Prcn:1:a� Cue or C!itldbi:'fr� P 

j .� ! ·• !:!, 

J 

i:_m_r
_

lo
-

)·_c_o:_R_c_oson I Was lncapacilat•d for Duty During ��;�-�hst��-.---· Le»• 1 H"1 •nd Codn 
I
Ti:r.e lf

0
MI

C
,A T

('
hnt

k 
-�-·

··
:
·
-;-:;-::

[

--:--,,
1
, 

Unde,going Jl.l<d:cal, D,:n11.I, or Op,ica: Ar.n•ial ·
-
----

;�·s
6
< 

-

01 - 005<�99 
' I· l.;, � 

Offal1'e•Joblnjury f.xnmir.atioaorTrcat:r.crH(Jobrdakd} Anm1a!-FML/\ J) J.> � � t .�. - -
;;:-r

----f 
□□- On•l:lt•Jcl>la,'<t'J' Q -- r - . i � "'� I� iou 

[J E"pos¢d to a Cost•gious O U11dcrgomr, Mcd:tol, D,:n:1.I, or Or,t:tal S1tk 0$6C1) ! · . " · · "-l·_-Qw ..... ]r,
7
1. U.21tr� ·· 

1

' 

Disease Ex,mioa:,oa or Trcatmcat Sick. l':V.t.A 5� O'- (15699 
� ... ;�,).-�.a .. !���·-____ 

4 
o:,(Not job rcia1cd) 3itk. DcpcoJJ<r.l Care Y.i OS 0'.>6,7 , · 

• · -• JN O' 

Ru1on I ,.,t/wlll b< Unn�ll•bl• for Duty Durl�g lhls At>srnu: 
Sick. l)cpcn<!c11t Car� n:LA l 5r, ·

1 
o·, 05698 i ; .' i , i "' • - - ____ _J 

AA
b

c·.'
c
o,�.\�.' •• i.,:l,•eo�I Lcav� 

",··s· I 

002'48?,0o l, ·\.(.; .J_.::'
-'
,- .. 

·,.i-.MO.N o
_

l 
--

J
O s;ck Leave for Dependent 

Ca,c {Sec ELM) 
f] BHth of Ch1!d / Bonding 

0 To care for a Fam,ly 
Mcmbct (Sec ELM) 

0 Piaccmer.t of• Child with Employee '' , v .. 
for Adop:ior. or Fostor Care Blood Dors:, 6� C69CO • ·. · •·., ·'.:. ITUE 04 

-- --

□ 
0 

A Mili!a;y Famiiy Mc,nbds Q11ohfyi-,g Ci-,1 Dr.fe: sc 11 0"/100 
:-1-,:·,.-'--:'� . .,_;..,,,'-' -t-i ---4--� 

E,igcr.cy Civil D:sorccr EI 

1 

081 co j (�.; . , · 1 wrn 05 
J To e3re for an injure<! or 11: M,h:ary COP• l1SPS 71 cr1100 i .,p·,· ·! · 1 "HIU 06 
I fami;y Mcmb,:r COP. US?S. FMl,A 'ti 03 0719'l i _:\':· ... • .I 

L \VOP - \;oion Orf>clal (Rtqulrcd Cntilicalion) Ccmt Du•y 61 ! 06100 '", 7· .• "".:-,-:!-:
· 
.�+, 

FR
_1_0_7_+---+- f

!3y Slt!ling 1his form, I ccnify that this requ:s! is r.ot for the pu,posc of cngogi!lg Oon.,cJ . 4
5 l o-.� i,.:.�i .• t ..... -·r' ;.-A-.-r

·
o
-
s·
-
" 

• __ ,,,,. ... ] 
1n p,rt,san political activity as ticfi:,,:d by 1!,., llalch Att a:,d its 1r.1r,lc:ncr.tmg Donated• FMIJ\ �6 0/4600 , t .> I rcg•lrncns. HQ Aut�omr.d Adn1,r.ima:,·.e 79 

l 
C19f:O 1

.
•:: 

.. 
>··t.·· ·······t

1 
SUN 09 -------, 

I or., requultng FMLA pror«tion for this •bson,,,, lioltcay- A!. !.erne btliongc 28 02� a 

l.WOI' P•11 Day ::I? o•,,;oo 
t
····· 

.
. 
-.._

, 
-...

. 

.__ -- --
· 

• 1

· 
O Th:s request is assoc1a.rcd with a r.\!w contl1t:an. (Y�u w,I: reccwc a:n 

Ft\.1LA padcct m 1hc ma.ii w;1h fotrr.s tnd imuuctlons.; 

0 f\.1y t;>rrovcd or pcOOing appcovai Case It fo:- Hus ccndi!1c:-i is· 

,··. ] MON 10 LWOP Pan :Jt� · FM! A 59 OS 05999 \ . j. . i--
-

-· . 
1 

I.WOP· Full Day M 06000 i·• , ' TUI! 11 •-• ·
··
--. LWOP full Day· FMl.A (,{) 06 (!(,o</9 }...:...::)-•.• ,._ r-- ·--- · 

f.mployoe must not he asked 10 disr.losc personal me ical informat,on•�-·- LWOP IOD/OWCP • FMLA "' 
.
, • ·--

I.WOP, 100:0WCP ·
4
199 A; 

l
004•1�

9
'l99 

i, .. ,: .. '."' .. · .... t_:., .... · .... � 12 __ 

1

· -- 1l 
!cc�I nnr.agcmc11t, FMLA Certification me;: be n,ailcd to HRSSC. I.WOP· l.:cu ofS,ck lcavt 59 or 60 C5�0i or 06001!

·
_.� ;. j . TIIU ll ] -

·
·
·
··
·
--·--··" L WOP • M.ien:i!y 59 01 60 

!

Q<nA< or O''""►

.
·-;:-

.
··• •• _ -·-·-·t, ;---.

RI 1
, · 

,
,,_, ·•. ······

- ... !
A:!d:110:i.11 Docs:ner.1a1:on is rcquir,-d as fc!lows: ,·,w '"'"' c , I.WOP· M1l:1ary 

1 
41 ca,100 : : : J 

____________ ____ 
L '>.'OP • Personal Rcasoe� SQ o, <,I) 0:190} or 0(,0031···········-

···;_-·
······ 

--_, 

·····-··········
·
···-·�----··· I.WOP• rr.>l'fc1�J 5'J or {i(I c �,.2 06002 

rrh'ac-y Act Sutrmrnt: Your infouna:ior: wm be uscc! to ad1:un:stt:r kavc. ) s 

I 
I'} iJ' or 

· 

:� Collcc:;on is aat!lor:zed by 39 USC 401,404. IOOi, 1003. a?ltl !OOS. and 29 USC 
LWt r.. •�p,:,;;i:>n Wo, (,() OS�'% 0<0<�1 

u,o: �• seq Providing the 1nfo1mauc:1 is vc!untary, but ,r no1 prov1ced. ,.0 may I.WOP· S";µcr.s,on l'cr.d Tem 5'> or (\Q r:�ws or 0600 
r.o: process your request Your informalion m•y he discioscd •• foiluws, L wor .. Ua,c:t Offic,ol 

I 
R6
·
7I I l(Oll,6:'.

o
oco 111 r<kvanl legal prccecdings; lo law cr.foreem,!nt w!ion the llSPS or rcq.:cs:mg M,h:a,y , 

ag�y bccontc� awirc o( a v1olati_on of law; 10 a congrcss1or.al office at your R•:locatiou RO OROOO 
r,:qt:es:; lo er.II Iles un:kr tor.tract with USPS and/or authorized 10 pc:for:n aud11s; y01 , I • 85 
10 1,bo� Ofianiutions as required by law; to government agencies regard r.i •:•s

., 
·:•vo 

LJ

OSSOO 

pcuonc, r.1attcrs; lo the EC,OC; ar.d lo MS!'B or Offic� ofSpcda! Counsel. r-�r Oih<r • •--

L6 
08t00 

more in fom1atior. regarding our privacy visit w,vwi11.rp�.,:onVptil't1cyp1,lic:>'· 
'-------------·-·----- ___ l_·--·----- . -·---

!'S fonn 3971. October 2017 tP•ge 2 of2) P5N 7530·02-000
·
9136 



UN/'
r

EOS7.:aTE::'
S 

P<::xsn.J.L .S:ENVICE R.equest for or Noti fication o�f Absence 

r. •.• , '.(./.) 

CJ 

[,:] Disilpp?avct! (Give Rcaso11 b�iow} 

docs:': have enough sid: l<avc 

Do r.ot c:l,:d,; e.� FMLA box bclcw m:111 ygu 
vcr,fy tho FMl.A Df;SlGNA TlCN. 

0 
0 

FMLA Ocs1gn,t:Qn 1s Pl'.NOlNG 
FMLA J>rotcc!ctl 0 Not FMLA l'rntcctcd D Conlim,ad on Reverse 

PS for.n 3971, Oc:;,bcr 2�17 (Page i of 2) P5N 7530--02-000-9:J(, Warning: Th,: fot,mh,ng of folsc 1nfur:na1ior. on this foo'rr. mar result in a foe tf not r.iorc 
tha:1 Si0.COO or 11npr1so1�:cm of :101 more 1�ac S years, or bolh. (Iii U.S.C: JnOJ) 

.. --·--·---·--------
----- -----.... -·-·-· ·--,�-- ·-·-··------

1.cavo Typr; •nd CoJn Ti:nt 
Card 

F.n,ployco: Ro•son I\\ •s ln��pa<italod for l>uly During 1 bis Ahsca<o 
0 S1ckncu O P:-cg!'lancy. Prcn3!a1 C�rc or C!uldb1rtr. 
0 On•thc•lob f:,ju;y 
fJ Off. tb<•lob lr.}iry □ UnJc:go,ng l\kd:�al, D•:nlal, or Op,kal 

Exar.i?r.ahon or Trcat!nct�! (Job rc!at�d} 
0 Exposoo lo a C1Y.1:agio�, 0 

n�sr.:1s:i:: 
Undc,going 1'kd:cal, 0,:ni,I, or O�•t:c�l 
Ex.am!!lat�on or Trca.�mca! 

0 Sick Leave f,>1 Dcpcr.dcnt 
Ca,,; (Sec E l.MJ 

CJ B1n�orChild/Bond1ng 

0 To ca,. for a Family 
Mcm�c, (S�c F.LM) 

(Not job tcfatcd) 

D 

0 

Piaccmcm or• Child wi:h f.mploycc 
for Adopuor. oc fost..:-r Care 
A Military fami,y Memb.:r's Quahfymg 
Exigci:cy 

0 To ca,c for an injured or ,1; 1-hii,ary 
l'ami;y Mcmb-.·r 

LWOP • Union Official (Rcquir<d Ctrlifitalion) 
!3y sii�ing chis form, I cc:mfy that !his rcqt:cst ,s r.ot for �he purpose of cnz�gmg 
m pir.,snn ;,,lilical activi:y as c!ofincd by the Hatch Act and ils 1r.1p!c:ncr.tmg 
reg\ila!;ons. 

I �m rtqurstlng !'Ml.A protection for this abstncc: 

[] 

(J 

Thls rc:qui::st is u.soc1a1cd with a ne�· condition. (Ym1 w}I: receive: an 
::M LA ;,ac;kct in the mail with forms 2!ld in;:ruc1:ons.) 

--f.mploytt must no1 be asked to di:s.'c1olic: persona! mcdlCif7iifOfini!l°c:l lo 
:,<al n,ar�i1�rncr.1. l'MLA Certification ms;t be mailed=� tlRSSC. 

AdJ:11onal Doc.,:ncntalion is reGU>rCd as follows: 

( /trJ,,,w,,tiQ,i 011/_1 I 

Ar.11:1a! ·-·--·-
-·---·- - 55 • 

Ar.11.il: · fMlA S5 
Sick 
Sick· FMl.A 
Sick - Dcp�ndcr.t Car,e 
Sick· Dcpcndcm Care FMLA 
Abs:cn! \Vithout Leave 
Act of Nature 
Blood Dones 
Civil Do:fcnsc 
Civil Disorder 
COi' ·LISPS 
COP· USi'S - l'Ml.A 
Courl Duty 
l}onatcd 
Oonatcd • F:-!l.A 
HQ Auth�d1.i.!d Adr.unistrativc 
liohCay .. AL Leave Excha:1gc: 
I.WOP· l'a,t Day 
LWOr. Pan D•y - l'Ml.A 
LWOP . Fo:ll Day 
LWOP- l'ul! Day· FMLA 
l.lVOP · 10[}10WCP 
LWOP • 10010\VCI' .. l'MLA 
I.WOP• l.ku of S,ck leave 
L WOP. Matcrr.1ty 
uvor. 1\11li1ary 

56 
5� 
14 
78 
69 
77 
81 
71 
'II 
61 
4S 
46 
79 
28 
59 
S9 
61) 

6(', 

•I? 

49 
,59 or 60 159 "' 60 

H 

59 or 60 L WOr • Pcrsoaal i(cason< 
L\VOP • rrnffe,cJ 

Privacy Att Stal,menc: Ycur inionn,uior. will be uscc.! to adin1nls1.;r l-:.1vc. l.\VOP- su�r,craion 
Co'lmion iu.ithorazcc! by 39 USC 401,404, IOC!, 1003, an<! :005; and �9 USC 

IS9or60 
59 01 60 

in rckvant l<gal p11:cccdir.gs: to law cr.forccmcnt when the LISPS or rcq,:es!ing Mili:ary 67 
ager.cy bcci;:n1c, awa'!'c of 1.1 violation of law; to a congr�ssior.al office a; your Rt::locaHon 80 
rcqc:s:; to cr.111ks under cor.iract with USPS and/or aulhori,cd to perform audils; Voring Lcaw SS 
to lzbor oria!lizatiOilS as ,cqulrcd by law; 10 govcmrncn1 ag�ndes rcg.ardfr,g 

n10,c infor,ration regarding om privacy visit www.ulp.".corrVprii-acyp11lir.y. 

IH 

o.�
cs
O'/ 

Q:, 

Ou 

�I 

USS99 
OS6CO 
05699 
l'lS697 
05698 
g2400 

,0'/800 

1%900 

1(1noo
�8100 
0·1100 
�719? 

05902 or 06002 
0:590(1 or 0600'1 
OS�ll8 or 06008 
08400 
C67CO 
08000 
cssco 
08600 

250, ct seq. Providi:11 :he informa:,cn is vciun:ary, but ir not pro-.<lcd. w,: m•y l.WOP · S1:,pcr,<10:, r•c11d Tcm 59 or 60 
r.o: ;,roccss yo�r request Your i11fo,ir.�1ion may be d,scioscd •� fo,lows: LWOr .. U:1,o:1 Official 1 �4 

rcrsoncl matters; to the EEOC: and to MS?O or Offir.< of Sp,:cial Cou

-

·n

_

s

_

cl

_

. 

-

F

-

or

�-

O

-

ihcr .'aid 

-------

86 

-------··----·--

i'S Fonn 3971. Octcb<r 2017 (P>.ge 2 of2) PSN 7530-02·000-9136 

Wl'l)OS 1 
THVOO 

Ycat 



Request for or Notification of Absence 
l:m1•loycc II) 
0-1703221 

-----······--··-··----·--·------- ---- ···-·---···--·····-···-------------------·-- ·----
1 und<rstond tltal th, annuol lea,·• authorli<d In ncess of •rnouol •valleb!, lo m• d1Jring lhe leO\ c r••r v.il! lie •h•�g«: t� l,\\"(,l'. 

0 Approved 

[ii Disapproved (Give Rcasoo bdow) 

net ,:nough si1;k kavc 

,.,_., _______ .. -·-·-----.......... __ ,. _____ --.------------
S:gM:urt of Pcrscn R,:(crd:ng Absence nnd Dale Signalure of St1rcrvlsQf •-"d D•tc t-,;o�lic:1 

O:> not chcc.k tn fMtA box bdcw ur.lil you 
vcr,fy t!ic FMLI\ Df'51GNATION. 

[] fMLA Desir,11ation is FENDING 
[j FMLA Pro:cc!ed [) Not FMLA i'r<>teclcd [J Contirwed on R�vr,rsa 

-- -··-·-----------------

PS form 3971, October 2017 (Page I of2) P3N 7530-·02-000-9i36 Warning : Th,: fot:1,s\i:ng of fat"' 1q!\irm>lior. on this form may rcs"lt in a fine cf not mor� 
lhJ.� SHJ.�00 or in,pli=nt of :101 more 1han 5 years, or bolh. (18 U.S C /{J(J/) 

.. , _______________ _ 

Ynr 1, 
20!2 

J\Q!.1L·:, 

-------·-·------- - ---------

F..mplo)·co: Renun I Wws lnupadl21td for Duty During Tbh Abs,nct 
0 S;ckll<'i< 0 Frcgn•ncy. P:�n•:11 Care 01 Ch;ldb"th 

-·- ·i.eave Typ<> and Codes 
(lnformallC/1 011/:,J 

Time 
Card 

0 On-lht-Jcb lajury 
(.1 Off-d•••klb lr.jury D 

0 

Undergoing Mcd:¢al. Dcn?:1)
1 
or Opt!::a: 

�:���re. �;;,� --r::r-:i[•'P - -- Year 

I• ·ll ·: ,. i ··-·--·---..... ------ • .  ---· '!". :� ".:: 
5� 0S5fl0 

1 
,.. i ;;i .:,; 

0 !ix po�d tc, :1 ConUliious 
Di,r:asc 

Exanur.ahon or Trcatrr.cnl (_Job ri:-1atl!d) 

Undergoing Medical, D�ntal. or Op1;cal 
Exammaaon or Trca;mc11t 
(No, Job rc!aRd) 

Rum, I was/will be Una,·al13bJe for Duty J:l\tring thb Abscnct: 

0 Sock Lnvc for Dcper.dcn: 
Car� (Sec ELM) 

0 8,rll1 of Child I Banding 

0 To c•� for a Farn,ly 
Mc.robcr (Sec ELM} 

D 

□ 

Piaccmcnt or a Child with Enlpfoycc 
for Ador,.:-or. er fost�r Care 
A Mili!ary l'•miiy Member's Qualifying 
Exigency 

0 To care for an iniurec or 11! MilJtary 
Formiy M�mb,�r 

LWO!' - Union Offidal (Required C,rtilicatlon) 
ilys �,,ing t� form, I con,fy thallhis request is r.01 for the pcrposc of engaging 
m ��isan political aetivi1y as crcfcai:d by 1!tc Hat"-h Att a:,d ns implc:ncr.!tng 
rcgu!.a!ion5... 

I •r.o requtsth,g FMLA prott<tlon for this atrsen«: 
O This rtqu�st is ass-l)t1a1cd with a new condlt:on (You wiH n:ccivc an 

i'M I.A packet in the mail wi1h fur ms ontl instruc1;ons,) 

0 My •?rrt>vcd or pending approval Case II for lha; co:1d11ion is: 

Annua! • rMLA 
Sn�k 
Ski<.• !'Ml.A 
Sick - Ocpcndcn1 Car,; 
S1ck · Dependent Care FMLA 
Absc:il W:thon1 Lc,wt 
Ac• ofNaMc 
1llood Doec, 
Civil Defense 
Civil Olsordcr 
CO1'-USl'5 
COP. us;•s. FMLA 
Court Dm} 
Dona1cd 
Donated· FMLA 
H<J Authofrt•:d Adr.1ar.i:!1u1:11.'c 
Ji-0,idiiy-At Lea,c-1:x,:ha:�c 
I.WOP· Part Day 
LWOP- Part Day· l'Ml.A 
l,WOP - Full Day 
LWOP • Full Day· FMLA 
I.WOP, IOD/OWCP 

� Ol �!:: r�,-J .. '_}�_!� __ Da Jr-'1 .!!W/! __ 

1; �; �!:H f.-i�}\i::)-_ :::_; __ , ___ .. _____ --�: ����� p:: ·:. ... · ... , MON 03 

� 06900 1-�·':j � ITUE04 
� 

Sl 
71 
JI 
61 
4� 

0'1700 I,, ! IWFDOS CSlfJ0 t �--

03 

Qj 

0(, 

07100 
07199 
06100 
0•1500 
04600 
()1900 

02800 

;:.• r 
� : 

THLI 06 

f:,;iiii'oyco mus, not be a.kcdlodisclosc personal medical informoiion 10___ L WOP • IOD.'OWCP • l'M:..A 
»;al mar.agcmcnt. FMLA Certification must be mailed lo flRSSC. I.WOP• Lieu ofSi<k L.,.-w, 

•16 
79 
?S 
S9 
S9 
60 
60 
49 
49 04 

Add:110:ial Doc1:mcn1ation is m;urrcd as fellows: 

Prh·u·y Att Statrmrnt: Your infonnatior. w:ll be used to adr.un:sti;:, ka.vc. 
Calkc:io11 isauthorizcd by 39 USC 401,404. !001, 1003, and I00S; and 29 LISC 
21>01 ct sc�. Providing 1hc informatio:i is voiun:ary. but if not prov1ccd. w,: may 
noiproccss )'Ollr r¢qucst. Y011r information m•y be disclosed as follows: 
m r�!,;vaut !(Jal proccedor.gs; lo law cnfcrccn1cn1 when the LISPS or rcqi:es:ing 
agcr.ty becomes aware of a v10tation of law, to a cor.grcssionaf orficc al your 
rcq;:<s:; lo or.Illies ur.dcr <onlTac: wiln USPS and/c: aulhori,cd 10 perfor:n •�dits; 
to llbor organi:tations as required by law; lo govcmmcnt agencies rcgardir.i 
perse1ncl matters; lo lhe EEOC; ar.d to MSi'll or Offi�¢ of Spocial Counsci. l'or 
more lnfonnation rcgard;ng our privacy vi.s-il www,u�11s.comlpri1•a�J,'Ptllicy. 

!'S F�rm 3971. October 2017 (Page 2 of 2) PSN 7530-C2-000-9l36 

59 <)i 6(1 
L wor. M aicrr.iry S9 '" to 
LWOP · M1!i1ary 44 
L WOP • Pcrscaal il.cawm SQ or 60 
L WOP · Prnffcrod � or 61> 
L WOP S11,por.1i,m S? or (,o 
L WOP • Sus1>c11�io11 P�r.d, Tc.n. S? °' C.O 
LWOI' ,1n1QaOffi,tal !4 
Moii:o,y 67 
Rolocalion I;:! 
Votio,g l�a.-e B� 
O1hc, raid 8<i 

OS'i02 or 06002 
05906 or 06006 
05908 or 06008 
08400 
c�·,co 
08000 
08500 
08600 



UN/'l"ED .S7L\TE:S 
J::i"i.;j?,�

-:

r;iL SEl?V/C.£ Request for or Notification o-:t· Absence 
Er.,ploycc II) 
Qc\703221 

Da1c Suhmittcd No of Homs P:cc11c'$tcd 
] . 
?- J . . : ��I 

pp 06120,12022 I 6 00 - • � I Ycac 

?.OH --� _____ J� \ '� 'll \ 1 4  
, •• , ,  .• 11.-:� .. ,,-.,. D., , ,., ... ,,. ,/,""" city, slule and Zif' cod,) ·-- l NIS Day Pt.\' Loe. ii'l f'lf A Co<lc From (htc l iour I ·  'g •• i ;,:.,  'i; 

00! 43,,1 0("21120?.2 1 OS·OO t ''l; � : ' -!.-\ - --- - • 
-·---- -- .. • ____ __, ___ � .• 

_
'
_
!
· • .. 
:
_

· .... t.: .... �
_
L ---.V.!Y • . !Jl[\,.. . !.!wtL� 

Time of Call or Request Scheduled Rcporti�;s,�i-;;;-�----
··
--

··-··
rE•;��lo;�c-;,�·B• H<xhc<l f,t (if�::d�di Thrn D�tc 1 1  .... r

. j ;> i . '"
t

SAT 01 
0/4· ! 3 06:00 ______ 0 NQ Ca.11 0{,/2312(Jil [ 100 1-�

_

.,:"'..j,-·.-/�
_
. --- -·· 

------+------- . 
\
, iJ' · :

· 
.,i SUN 02 

½_':"IC of Ab,cr.ce Oocurr.cnta:ic:i (For crf:ci•l use cn:y) Re,•iscd Scho�u!e for (O<Jle) Appro
_
vcd in Ad,·,.,..� 1

·
::·, : . • .? 

· 

[.J Annual O [] \' c; [) No ," T;q·-·�1·�10N 03 -
·-

... .. ,._ -
0 llciiday/AL Lv Exch fMLA Requested {Ccr:ificati<>o rc\'icw - I IRSSC) 

,
_____ __ _ ______ ---�';,:,..i , .. .. ,; ·-- ___ . -·-

0 C:acricr 701 Ruic D For COP Lcavc (CAI rir . fi lc} Bcgin Work 

[ 

' :_-, l� x·,: TUE 0/4 5 ,B 

�
.x.J 

:.wor {See ,·c,·ci-sc) 8
0 

��: ����:,�
c

�;��� (�;;:r����:e:��
ic) 

�:�!"" �·l-=� �:� - i_ - �•ch In 1 ! .�-·.·,., '.•i· )�. WEf'l CS --
-
5�3}--[J Sick (St� re.vr.'"r ... �J For Coart L<"ave (Smmnons r�vic,"·cd) F.r.d \Vmk � 

O �'.��> Cl For Highor Lcvol ( tn.l on f,!c) - · - -··-- ·· · - _ _____ - ·· -· ------lf'. · \ t: i TtllJ C6 5.3.l 

-���-���!: c;�_�_::;L_. 
□--Scheme ·rra;n;r.g ,c;tbg Qual;fyir.g \M,,:nc 011 f,0:) 

. 
t"ol31 tiot:r; 

--· - ·  •--•·---------
c:1iark5 {Cu not enter medical information) Empluycc shca�d rcvfow l)rivac:y (:1 forr.1atio:n on t!lt: rcvtnc of thts form. 
NOT 10D; NOT i'MLA; DOC Rf.Q · Deems Dc,irabie · h11u,� 

-------····---·--------

1 u�d,nhnd thal lhe annual lean authorlz,d In uccss of amount •volt.bl, to me dllring th• lca\'c )'eor wll! be ch,nied to LWOI'. 

Employee's Signature •nd Da-c Signature of Per.en Rccc,dmg Abs,,ncc and o.,tc 
l 

S,gr.tlu,� cf Supc,v!so, ..... 1 Dale Notified 

· ... ) 'i>f�
rn 

' �.
Lilii!�;iiurr 01'�1,p'.rVl�OF :m.t"u,t� ; . '., ' Tl!U 1 3  □ Appro\"cd Do r.o, cl1,:r.k ta i'MLA box below ilr.li! yoi: 

verify ti1e FMLA DESIGNATION: 
fit) Ois,.pproved (Give Reason bdow) 

net enough sie.k kave �J
j FMLA Designation is H.NOll-:G 

. .. . . .  . : ... :;• ..... 

\'.�\\�;

· 

: ::

· 

. . .. ." --·-· . . • � .� ... ...... •·-··--�·-:' .•. .,_·
·
-'-� •

. 
,_( ... ' •. _.c_.· .. i .... ;.;;...;1,.F_R_1_1_4_JL_.J... __ ..J 

----"'---------- 1.- fMt.A Prn:cttcd [1 Not FMI.A l'ro1cctcd D Continue,;/ on R9'19t3e 

?S fonn 397 1 ,  Oc1obcr 20 17 (Page I o:2)  PS!'< 75J0•-02 ·00G· 9 1 36 Woriti11g : Th,, fumishir-g of falsc mfOTm�iion on this fc!11'. mapcsul: in � fiac of not r.,�r� 
th,a SHJ,noo or imprls�nrr.cnt of not lll(ll"C th,m 5 yea�. or btrh (Ill u.s.c, /00/J 

-· -- -·-··-------··-·-·-1 ••· __ ._,,_,.. ______ . 
F..mploycc: Re-son I Was lncapaciloted for Duty Dur ing This Ahsc:,,o l.u,·• 1 l"P" "nd CoJ.s 

0 Sicbcss [] Pregnancy, Prcna,a; Care or Ch1!dbuln 
(lofu,marian ""1-'1 

0 On .t,c•Jc:, lnju,y O 
0 

Undergoing McJ:�nl, D•:n\�l. or Oµt�a� A:;11:U: 
. Off•lhc ·lob Jr.jury · 

faamir.at,on o, Trcat,rwn! (Job rclat�d ) Ar.n..-a: - fMLA 
C Expll��d to a Co:1tag1ous 0 

Disui<: 
Un<lcrgomt, Mfdi::al, D�nt?.I, or O�•tk.1� 
Ex:uni�a:!on or Trcalmcn! 

Sic:i 

Si.i;:k · i=�:LA 
( Nol job related) Sttk .. Dcpcndcr.t Car,c 

Ruion I was/will be Un anll�bl� for Duty l)urlng tbls Abscn«: 
S>tk . Dcpcnd,r.1 Care FMLA
Absent Without �rave 

D 

0 

D 

Sick Leave for Dcrcndcn! 
Caro (Sec F.LM) 
Birt\ of Ch,!d I Bonding 

To care for a Family 
Member (Sec ELM) 

0 Piaccmcr.: of a Child wi:h Emplo)'OC A�t 4>f Nature 
for Ado�ttor. c.r Post,:r Care lllO<ld Doner 

D A MHitary f�m•'Y Member's Qu.,hf�,:if 
I 

c
_
,vil O,:fe:,se 

F.•ige,:cy C,vii Disorder 
0 To ra,e for an :nj1:rcc! or 11: M ,· .. ary , COP ·· US?S 

:'am,ly Mcrnbcr I COi' . USPS . !'Ml.A 
LWOI' - \'nion Ollicial (R,qulred Certification) C�un Duty 
By si�ning this form, I ccnify lha1 1his rcqces! ,s r.ot for the purpose or cniag1ng Donated 
1n ranisan ;,olitical Activity as defined by the Hatch Act aad its implc:11cr.:1ng Donated • FMI.A 
rcg•lauons. HQ A�thori1.cd Admir.istraavc 

I arn requullng FMLA prot«Uon for this absenN: 

D This 1tqucst lS associated w:lh a ni:w condtt:on (You w,I: rcec1vc an 
1: Mt.A ;,ac�cl Jn the maii w:1h forrr.s 2nd ir.struclion� ) 

D My ��prnved or pending approvai Case # fo, th;; condition is-

Holi<lay • AL Leave Exchange 
I. wor . ra,t !lay 
LWOP - Part Day · l·M LA 
I.WOP · Foll Day 
LWOP - l'ull D;y · FM! A 
I .WOP · 1OD/OWCP 
l WOP · 100,owcr • !'Ml.A 

Time 
Card 

55 
S'j 
56 
5� 
56 

24 
78 
69 
7'I 
8 l  
7 1 
·1 1  
6 1  
15 
46 
79 
28 
5? 
59 
60 
60 
4� 
�9 Employee must not be asked to di,closc personal medical informa!100 :c 

i:,,:al mar.agcmcnr. FMLA Certification m�s: be mailed 10 HRSSC. LWOP • l.:ct< of S,ci< Leave 59 or 60 

A!!d.1ho;i.3I Documcr.1ation 1s rcqu.ir�d as follows: 
LWOP · Maternity 59 or 60 
LWOP · Military /44 
L WOP • Pcrsoaal Rca,;on, 59 er 60 

-----I I.WOP . Pmffered 59 or 60 
l'rl•aey Act Stat,m,nt: Your informatior. wit: be used to adnnr.:st•:r <>V� LWOP .. Suspcr.,ion 59 or 60 
Collection 1s aathorized by 39 USC 40 I ,  404, i0C I ,  1003. and 1005; ar.d ?.? USC 
2()81 ct seq. Providing 1hc 1nfo1ma11ca is voiun:ary, b�l if not prov iced. w� '""Y 

I .W OP · Ssspc,,sio:t Pc1'd l'cm. 59 or (,O 
r.o: ?<OCC55 yo\lr request. Your ir.form2tion may be Ji5c!osed as follows l WOP · Union Oflk,,,1 i4 
m rekvant legal prccccdtngs; to law cr.forccm�nt when the USPS or rcqt:csm1g 
agd.cy becomes aw2rc of a violatior, of law. to a congrcssior.al office a: you, 
r,:qttst� to er.hue:; ur.der con:racl with USPS andtcr authorized to perform a:Jdlls; 
to labor orianjzations as r�uircd by law; to govcn?mcr.t agcndc:5 n:za!d:ni 
pctsoncl matters, to the EEOC: and 10 MSi'II ot Office of Specia! Counse� :-qr 
more infonnation regarding ot:r privacy visit wwa .... u.t.11s.,:onv'prii-atypt11icy. 

Mititary 
Ro.:lrJC:ntio!l 
Vot i.rig l.c-avi: 
Q 1h,:1 Paid 

61 
�n 

85 
86 

!':I.II.A Tim• 
D,pCarc Clock 

-·- -·- oTico
0 1  (15599 

02 
cs
o·, 

()3 

06 

{H 

osr.r.o 
05699 
05691 
05691! 
024C0 
0·1soo 

()(,9CO 
cmoo 

IW,02 or 06�02 
OS906 or 06006 
U-�908 or 06008 
084(10 
%'/GO 
ORCOO 
08500 
OH600 

-----------------------·-··---·- ·--····--·--··- -----------·"·----- ----·- ·-·-------� 
PS Fom, 191 1 ,  C�tobcr 201 7 (Page 2 of 2) PSN 7SJO.Q2-000-9 1 36 

Year l 



UN/7'ED 57.z\ TES .. 
PC>.5Tl..'\L Sl.::RVICI; Request for or Notification oi' Absence 
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511.3 
Employee Benefits 

278 

s11.3 Eligibility 

511.31 Covered 

Covered by the leave program are: 

a. Full-time career employees.

b. Part-time regular career employees.

c. Part-time flexible career employees.

d. To the extent provided in the USPS National Rural Letter Carriers'

Association (NRLCA) National Agreement, temporary employees

assigned to rural carrier duties.

Note: Transitional employees are not covered by the leave program, but 
do earn leave as specified in their union's national agreement. 

References to A-E Postmasters also apply to Part-Time Postmasters. 

611.32 Not Covered 

Not covered by the leave program are: 

a. Postmaster relief/leave replacements, noncareer officers in charge,

and other temporary employees except as described in 511. 31 d.

b. Casual employees.

c. Individuals who work on a fee or contract basis, such as job cleaners.

511.4 Unscheduled Absence 

511.41 Definition 

Unscheduled absences are any absences from work that are not requested 

and approved in advance. 

511.42 Management Responsibilities 

To control unscheduled absences, postal officials: 

a. Inform employees of leave regulations.

b. Discuss attendance records with individual employees when

warranted.

c. Maintain and review PS Form 3972, Absence Analysis, and

PS Form 3971.

511.43 Employee Responsibilities 

Employees are expected to maintain their assigned schedule and must make 

every effort to avoid unscheduled absences. In addition, employees must 

provide acceptable evidence for absences when required. 

s12 Annual Leave 

s12., General 

512., 1 Purpose 

Annual leave is provided to employees for rest, for recreation, and for 

personal and emergency purposes. 

ELM48 



114 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.) 

114 City Delivery Area Map 

114.1 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. 

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

114.3 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. 

115 Discipline 

115.1 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. 

115.2 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 goats of the Postal Service TM 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.

115.3 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.

4 
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ARTICLE 16 

16.1 

DISCIPLINE PROCEDURE 

Section 1. Principles 

In the administration of this Article, a basic principle shall be that 
discipline should be corrective in nature, rather than punitive. No 
employee may be disciplined or discharged except for just cause such 
as, but not limited to, insubordination, pilferage, intoxication (dmgs or 
alcohol), incompetence, failure to perform work as requested, violation 
of the terms of this Agreement, or failure to observe safety mies and 
regulations. Any such discipline or discharge shall be subject to the 
grievance-arbitration procedure provided for in this Agreement, which 
could result in reinstatement and restitution, including back pay. 

Just Cause Principle 

The principle that any discipline must be for "just cause" establishes a 
standard that must apply to any discipline or discharge of an employee. 
Simply put, the just cause provision requires a fair and provable justifi
cation for discipline. 

Just cause is a term of art created by labor arbitrators. It has no precise 
definition. It contains no rigid rules that apply in the same way in each 
case of discipline or discharge. However, arbitrators frequently divide 
the question of just cause into six sub-questions and often apply the fol
lowing criteria to determine whether the action was for just cause. These 
criteria are the basic considerations that the supervisor must use before 
initiating disciplinary action. 

• Is there a rule? If so, was the employee aware of the rule? Was the
employee forewarned of the disciplinary consequences for failure
to follow the rule? It is not enough to say, "Well, everybody knows
that rule," or "We posted that rule ten years ago." You may have
to prove that the employee should have known of the rule. Certain
standards of conduct are normally expected in the industrial environ
ment and it is assumed by arbitrators that employees should be aware
of these standards. For example, an employee charged with intoxica
tion on duty, fighting on duty, pilferage, sabotage, insubordination,
etc., may be generally assumed to have understood that these offens
es are neither condoned nor acceptable, even though management
may not have issued specific regulations to that effect.

• ls the rule a reasonable rule? Management must make sure rules
are reasonable, based on the overall objective of safe and efficient
work performance. Management's rules should be reasonably
related to business efficiency, safe operation of our business, and the
performance we might expect of the employee.

• Is the rule consistently and equitably enforced? A rule must be
applied fairly and without discrimination. Consistent and equitable



enforcement is a critical factor. Consistently overlooking employee 
infractions and then disciplining without warning is improper. If

employees are consistently allowed to smoke in areas designated as 
No Smoking areas, it is not appropriate suddenly to start disciplining 
them for this violation. In such cases, management loses its right to 
discipline for that infraction, in effect, unless it first puts employ-
ees (and the unions) on notice of its intent to enforce that regulation 
again. Singling out employees for discipline is usually improper. If

several similarly situated employees commit an offense, it would not 
be equitable to discipline only one. 

• Was a thorough investigation completed? Before administering
the discipline, management must make an investigation to deter
mine whether the employee committed the offense. Management
must ensure that its investigation is thorough and objective. This is
the employee's day in court privilege. Employees have the right to
know with reasonable detail what the charges are and to be given a
reasonable opportunity to defend themselves before the discipl inc is
initiated.

• Was the severity of the discipline reasonably related to the
infraction itself and in line with that usually administered, as
well as to the seriousness of the employee's past record? The fol
lowing is an example of what arbitrators may consider an inequitable
discipline: If an installation consistently issues five-day suspensions
for a particular offense, it would be extremely difficult to justify why
an employee with a past record similar to that of other disciplined
employees was issued a 30-day suspension for the same offense.
There is no precise definition of what establishes a good, fair, or bad
record. Reasonable judgment must be used. An employee's record
of previous offenses may never be used to establish guilt in a case
you presently have under consideration, but it may be used to deter
mine the appropriate disciplinary penalty.

• Was the disciplinary action taken in a timely manner?
Disciplinary actions should be taken as promptly as possible after the
offense has been committed.

Corrective Rather than Punitive 

The requirement that discipline be corrective rather than punitive is an 
essential element of the just cause principle. In short, it means that for 
most offenses management must issue discipline in a progressive fash
ion, issuing lesser discipline ( e.g., a letter of warning) for a first offense 
and a pattern of increasingly severe discipline for succeeding offenses 
(e.g., short suspension, long suspension, discharge). The basis of this 
principle of corrective or progressive discipline is that it is issued for the 
purpose of correcting or improving employee behavior and not as pun
ishment or retribution. 



Just cause for the discipline of City Carrier Assistant (CCAs) is addressed 
in Appendix B, 3. Other Provisions, Section £-Article 16 of the 2019 
National Agreement. This section is reprinted on page 16-12 of the JCAM. 

Unadjudicated Discipline. The parties agree that arbitrators may not 
consider unadjudicated discipline cited in a disciplinary notice when 
determining the propriety of that disciplinary notice. When removal cases 
are scheduled for a hearing before the underlying discipline has been 
adjudicated, an arbitrator may grant a continuance of a hearing on the 
removal case pending resolution of the unadjudicated discipline (National 
Arbitrator Snow, E94N-4E-D 96075418, April 19, 1999, C-19372). 

Examples of Behavior. Article 16.1 states several examples of tnis
conduct which may constitute just cause for discipline. Some managers 
have mistakenly believed that because these behaviors are specifically 
listed in the contract, any discipline of employees for such behaviors 
is automatically for just cause. The parties agree these behaviors are 
intended as examples only. Management must still meet the requisite 
burden of proof, e.g. prove that the behavior took place, that it was 
intentional, that the degree of discipline imposed was corrective rather 
than punitive, and so forth. Principles of just cause apply to these spe
cific examples of misconduct as well as to any other conduct for which 
management issues discipline. 

Remedies. The last sentence of Article 16. l establishes the principle that 
discipline may be overtw-ned in the grievance/arbitration procedure and 
that remedies may be provided to the aggrieved employee--"reinstatement 
and restitution, including back pay." If union and management represen
tatives settle a discipline grievance, the extent of remedies for improper 
discipline is determined as part of the settlement. If a case is pursued to 
arbitration, the arbitrator states the remedy in the award. 

Back Pay. The regulations concerning back pay are found in the ELM 
Section 436. The parties agree that, while all grievance settlements or 
arbitration awards providing for a monetary remedy should be promptly 
paid, the following Memorandum of Understanding applies only to those 
back pay claims covered by the ELM Section 436. 

MEMORANDUM OF Ul"iDERST ANDING 

BETWEEN THE 

UNITED STATES POSTAL SERVICE 

AND THE 

NA TIO�AL ASSOCIATION OF LETTER CARRIERS, AFL-CIO 

Re: Article 15---ELM 43 Back Pay 

The following applies solely to back pay daims covered by Section 436 of the 
Employee and Labor Relations Manual (ELM): 

A pay adjustment required by a grievance settlement or arbitration decision will be 
completed promptly upon receipt of the documentation required by ELM part 436.4 



Arguments: 

The discipline was predetermined as evidenced at the just cause interview. 

The union argues certain standards of conduct are normally expected and it is assumed that employees 

should be aware of these standards. SCS Jim, acknowledges the grievant is at work most of the time and 

therefore does not fall into the category of irregular attendance. 

Management acted inconsistently and conveyed an ambiguous message to the grievant. Conflicting 

information about wat was expected of her and how it has been applied. 

The union argues the only reason the grievant received discipline was because she called in sick. 

Management failed to provide evidence the grievant was not ill or able to work safely and medical 

documentation was provided upon her return to work which was not controverted, consequently must 

be considered as legitimate for her days of absence. 

Management chose to issue discipline rather than accept the grievant's explanation or pursue a 

thorough investigation to substantiate their charges. Management simply made assumptions without 

supporting evidence and failed to ensure their investigation was thorough and objective which is 

punitive rather than corrective and does not meet the requirements of just cause. 

The union argues the terms of attendance requirement must be clear, unambiguous, and unmistakable. 

Otherwise, the rule is unreasonable. 

Throughout the Letter of Warning management recites provisions of the Employee's Labor Manual 

(ELM) and the M-41 allegedly violated by the grievant although she wasn't charged with Failure to 

Follow Instructions. 

The union contends the ELM is a management handbook. Carriers are not aware of the content or 

applicable rules or regulations in this book. It is not shared with them and is only for management's eyes 

as evidenced by the grievant's response. Management failed to prove the grievant was aware of these 

specific regulations. She was unaware of the rule. 

Regulations appear in the narrative of the charge letter as if she knowingly violated these regulations. 

This violates her due process rights as she wasn't provided an opportunity to respond to these 

regulations. 

The union argues attendance reviews were not adhered to on a regular basis which undermines 

managements contentions the grievant received adequate warning of consequences for not reporting to 

work or knowledge of violations allegedly broken. 

Although, management may argue they provided a check list to verify the information was provided to 

the grievant there is no evidence items on the checklist were discussed, or verbally communicated to 

the grievant. 

Management has failed to prove the terms have been communicated to the grievant and she 

understood them. It is the duty of management not the union, to explain these terms to the employee. 

Because management didn't do this the discipline was improper. 



Management's entries on documents********** demonstrate a careless disregard for accuracy and 

investigation or violation. 

The union requested a copy of the ERMS (sick call log) for all dates cited in the discipline, but nothing 

was provided as requested. Management's accusations are not proof of wrongdoing. 

SCS **** had the opportunity to hand the grievant a PS form 3971, but chose not to, missing the 

opportunity to inform the grievant before resorting to discipline. The supervisor controls the PS 3971s 

and in this case failed to meet their own requirements and incorrectly entered hours and remarks 

without the carrier's knowledge. The carrier was not aware her attendance was considered 

unsatisfactory. 

The "official discussion" or notes provided are suspect. Had there been a thorough discussion the 

grievant would have provided FMLA for this illness and she'd known medical notes do not prevent 
discipline. 

Management's mention of "stand-ups" is a vain attempt to persuade neutral parties she was aware of 

cited regulations. However, management failed to provide evidence the grievant attended those 

meetings where those specific regulations and requirements were discussed. Arguments, assumptions, 

guesses, conjectures, allegations, or speculations are not evidence of any wrongdoing, and nothing is 

proven by this information. 

In view of the incident dates cited and duplicate dates the discipline is punitive in absence of history, 

excessive behavior, or corrective measures. Management has not demonstrated with evidence the 
employee's attendance record supports a conclusion the employee is incapable of providing regular and 

dependable attendance without corrective action being taken. 

The grievant did not receive any notification placing her on restricted sick leave/deems desirable or 

notified she was required to bring in documentation for every absence. The employees past record does 

not reflect previous instances of discipline and no record of abuse. The supervisor actions were not 

bases on reason or facts therefore they were arbitrary and capricious. 

The grievant received no notice that medically certificated absences would be counted against her. 

The grievant failed to receive notice that "too much" verified sick leave could cause her to be removed 
or disciplined from the postal service. 

The grievant had no control over her hospitalization and appears to have fully recovered. If a standard 

did exist, it cannot be blindly applied to every case uniformly as this would result in an uneven 

administration of justice as in this case. 

The failure of management to impose and stick with their own requirements to effectively convey to the 

grievant the next series of infractions would result in discipline places the grievant in limbo subjected to 

the whims of the supervisor which is inconsistent with corrective discipline. 

When management failed to provide all relevant information, they violated the grievant's right to due 
process. The documents requested were on point with the incidents in dispute and not excessive. 




