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UNlTEO STATES POSTAL SERVICE
"75 L'Entant P1ua, SW'
WUhlngtan. DC 20280

January 9', 1985

Mr. Moe Biller
President
American, Postal Workers

Union, AFt-CIO
817 - 14th Street, N.W.
Was,hlngton, D.C. 2:0005-3399
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Bncloaure

Enclosed is a draft of the proposed revisions to Chapter 6
of the Personnel Opera.tions Handbook, P-ll, implementing
the Discipline Tracking System.

The proposed revisions are intended to establish
procedures for implementation of a Comp,uterized Tracking
System which will eliminate the use o,f PS Form 50 for
recording suspension ac,tions. The implementation of the
Disci.pli,ne Tracking System has been agreed u.pon in the
Melloranda of' Ond,erstanding between the U. s. Postal
S,ervice and the Joint Bargaining Committee.

Sbould there be any questions regarding the foregoing,
please contact Andrea Wilson at 245-4729.

Sincerely,

Mr. Vincent R. Sombrotto
Pre,sident
National Association of tetter

Carriers, APL-CIO
100 Indiana Avenue, N.W.
Washington., D.C. 20001-2197

Gentlemen:

•

•

.. ,.........---
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613.16

Separation While Discipline Appeal Is Pending.

Whenever an employee separates while a discipline appeal is

pending, elements #16 through tl9 of PS Form 5930 are to be

completed. See section 640 for specific instructions •

.. "" .. '.: .
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640 Discipline Tracking System

641.1 PS Form 5930, see exhibit 642.1, is to be completed

by the personnel office when one of the following occurs:

NOTE: "LOCAL REPRODUCTION OF INFORMATION ON FORMS 5930 IS

PROHIBITED"

641.12 Nonbargaining Unit Discipline

Issuance of a LETTER OF WARNING

Issuance of a LETTER OF DECISION - SUSPENSION OF 14 DAYS OR

LESS

Issuance of a LETTER OF DECISION - (REMOVAL, SUSPENSION OF

MORE THAN 14 DAYS, REDUCTION IN GRADE OR PAY)

Issuance of a LETTER OF DECISION - REMOVAL OR INDEFINITE

SUSPENSION (CRIME PROVISION)

641.14 Bargaining-Unit Discipline

Issuance of a LETTER OF WARNING

Issuance of a SUSPENSION OF 14 DAYS OR LESS

641.16 Nonveteran Bargaining-Unit Employees

Issuance of a NOTICE OF REMOVAL (OR) SUSPENSION OF MORE THAN

14 DAYS

Issuance of a NOTICE OF REDUCTION IN GRADE OR PAY

Issuance of • NOTIC! OF REMOVAL (OR) INDEFINITE SUSPENSION

(CRIME SITUATION)
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641.18 Veteran Bargaining-Unit Employees

Issuance of a LETTER OF DECISION - (REMOVAL, SUSPENSION OF

MORE THAN 14 DAYS, (OR) REDUCTION IN GRADE OR PAY)

Issuance of a LETTER OF DECISION - REMOVAL (OR)

INDEFINITE SUSPENSION (CRIME SITUATION)

641.2 PS Form 5930 is to be completed as follows whenever

required by 641.1.
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641.22 When the discipline specified in sections 641.12

• through 641.18 is initiated, complete item Nos. 1-15 of PS

Form 5930 and forward the first copy to the appropriate

ELRIC. See exhibits 642.2 and 642.3 for instructions on

completing the form.

641.24 When a PS Form 5930, has been completed as required

in 641.22 and the discipline is not the subject of a

qrievanc.e or appeal, complete. the second copy item No. 16,

AFTER THE ALLOTTED TIME FOR APPEAL, and forward to the

appropriate ELRIC. See exhibit 642.2 for instructions on

completing the form.

• 641.26 When a PS Porm 5930 haa been completed as required

in 641. 22 and the di8ciplin.e IS THE SUBJECT OF A GRIEVANCE

OR APPEAL, complete item Ros. 16 to 19 on the second copy
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when the grievance or appeal process is concluded and

forward to the appropriate ELRIC. See exhibit 642.2 for

instructions on completing the form.

641.3 When an already issued Form 5930 needs to be

corrected, cancelled, or amended due to dual appeals, a new

Form 5930 must be completed as follows:

641.32 When an already issued Form 5930 needs to be

corrected, prepare a new form. Complete elements '1, '5,
a.nd the corrected elements. Print "CORRECTION" in the

• upper left corner of the form. Forward the first copy to

the ELRIC. Destroy the second copy.

641.34 When an already issued Form 5930 needs to be

cancelled, prepare a new form. Complete elements 'I and

'5. Print "CANCELLATION" in the upper left corner of the

form. Forward the first copy to the ELRIC. DESTROY the

second copy.

641.36 When an already issued Form 5930 needs to be

amended to show closure data from a dual appeal, prepare a

new form. Complete elements 'I, '5, and '16 throuqh '20.

Print in the upper left corner "AMENDMIHT". Send the first

copy to the ELRIC. DESTROY the aecond copy.
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U.S. POllOI Servl..

i DISCIPLINE TRACKING DATA COLLECTION FORM

Employee Data
1. "",ploy" 1.0. 2. Lat N'.mf: Ind' First I'Mitia'l 3. Tour 4,. PlY LOCiltion

OIJ-DJ-ITID r I I I T Ii I I I ,

I I 11,0 0 [IJJI:

Discioline Data
S,. EUIC1,ve Date h. t"traction: 6b._N'o,. In,frlctions 1. DilCiplinl 8. ~O"glh

! rnrro []] 0 ITID rn,

e. Prio, R.cord 1'0,. Prior .1 11'. P,io, /12 12. Prio, /13 13. Prior iI4

OJ rnm rnm DIID [[[TIJ
Su :l8rvisor Data

I 1;4,. Supervisor ~.D. 15. UI,"ti..ml anet Fim InitNlI

[IIJ-[]]-[[[I] I I I I I I. I 1 1 1 I,D
Closure Data

'.'P'_ure 17. ~"Ol 18. Modi,fication, '8. ~O"lIlh

0 CD OJ CO
PS Form 5930, Nov 1984 (p. 2 of 2)

INSTRUCTIONS

The personnel office completes this form when discipline is initiated as
a result of:

1. A letter of warning.
2. A notice or decision of suspension.
3. A notice or decision of reduction in grade or pay.
4. A notice or decision of removal.

When the discipline is initiated, cOlllplete items 1-15 and forward the
original immediately to the appropriate ELRIC.

When, after the allotted tillle for appeal, the discipline specified above
IS NOT the subject of a grievance or appeal, cOlllplete items 16-19 and
forward Part 2 to the appropriate URIC.

When the discipline spec.:lfie.d above IS the subj.ect of a grievance or appeal,
and the grievance or appeal process is c.OIIIpleted, complete items 16-19 Rd
forward Part 2 to the appropriate ELRIC.

See bbibiu 642.2 and .3 of Handbook P-ll, PerlOllnel Operation. Handbook,
fo·r el_nt entries to be used on thb form and for more detailed inatruc
tiona on when to prepare this fOrlll.

See Section 641.36 of Handbook P-11 Penonnel Operation for 1natrucUona
on cOlllpletina tbb fom in the c..e of dual app.ala.
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DISCIPLINE TRACKING SYSTEM

Data Collection Instructions

EMPLOYEE DATA:

Element
1'0'5.

1

2

•
4

Data Entry Name

Employee 1.0.

Last Name & 1st
Initial

Tour

Pay Location

Element Field
Size

9

14

1

3

Data Entry Description

Enter standard 9 digit SSN
o·f employee being disciplined

Enter in capital letters last
name and first initial

If applicable, enter one
position number of the tour
when the infract10n occurred

If applicable, enter three
position number of the pay
location where the infraction
occurred
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e
!; Data Collection Instructions

Data Entry Description

Enter the six position month,
day and year of the effective
date the discipline is to begin
or the date of the letter of
warning

Enter the two position
code of the type of the primary
infraction from exhibit 642.3

2

6

Element Field
Size

Infraction

Effective Date

Data Entry Name

5

6a

DISCIPLINE DATA: n

I· Element
Nos.

6b

7

e

8

No. Infractions

Discipline

Length

1

4

2

The number of different infrac
tions cited in the current notice
of discipline

Enter in capital letters the
type of discipline:

SUs·p • Suspension
REMV • Removal
INDF • Indefinite Suspension
!MER • Emergency Suspension
CGLL • Change to Lower Level (us.,
only if action is disciplinary)

. LETR • Letter of Warning

Enter ·00· for Indefinite
Suspension, Removal, Disciplinary
Change to Lower Level, or Letter
of Warning

Enter 01 to 99 showing calendar
days of suspension
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Data Collection Instructions
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DISCIPLINE DATA: '2

Element
Nos. Data EntrY Name

, Prior Record

10 Prior U

•
11 Pri.or 12

12 Prior '3

13 Prior 14

•

.
Element Field

Size

2

5

5

5

5

Data Entry Description

Enter in two positions the total
number of prior disciplinary
actions cited in current
disciplinary action

Enter:
First Position L • Letter of

Warning:
S • Suspension

Second and Third Positions
01 to 99 • Calendar days of

su.pen.ion
NA •. Letter of warning:

Fourth and Fifth. Positions
01 to 20 • Type of Infraction
from Exhibit 642.3

Code the same a. prior '1 if
applicable

If not applicable, leave blank

S~. as Prior '2

Same a. Prior '2
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Data Collection Instructions
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SUPERVISO'R DATA:

Eltllent
Nos. Data Entry Name

14

lS

•

Supervisor I.D.

L,ast Name & 1st
initial

"Element Field
Size

9

14

Data Entry Description

Enter standard 9-diqit SSN
of supervisor initiating the
discipline

Enter, in capital letters, last
name and first initial of the
supervisor who initiated the
discipline

. ., ..,..
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Data Collection Instructions
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Element
Nos.

16

17

•

Data Ent.ry Name

Procedure

Level

Element Field
Size

1

2

Data Entry Description

Enter:
C = No Appeal
G = Grievance - Arbitration

Procedure
E = EEO Complaint Procedure
N = Nonbarqaininq Appeal
A • Administrative Decision
M • Merit System Protection Board
S = Employee Separated from U.S.P.S.

Enter two positions, each as
follows:
Grievance - Arbitration Procedure:

01 - Step 1
02 - Step 2
03 - Step 3
04 - Step 4
05 - Arbitration
06 - Prearbitration
07 - Union Withdrawal

Nonbarqaininq Appeals Procedures:
Letters of Warning
01 - Appeal to Step A (Immediate

Supervisor)
02 - Appeal to Step B (Next

Higher Level or Installation
Head)

Request for Review -Letter of
warninq'
03 - Regional Director, Employee

and Labor Relations
04 - APMG, Employee Relations

Department
Suspensions, Demotions t Removal
05 - Appeal to Step I RPMG c/o

RD, S'LR, Regional Chief
Inspector, APMG, or
Department Bead)

06 - Appeal to Step 2 (PMG c/o
APMG,. SRD)

Merit System Protection Board
Procedures.

01 - Initial Appeal
02 - Settl.ent
03 - Ifi thdrawal
04 - Pet.it.ion ~or R.vi ......" MClDfl
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DISCIPLINE TRACKING SYSTEM

Data Collection Instructions

Element
Nos.

18

19

Deta Entry Name

Modification

Length

Element Field
Size

2

2

Data Entry Description

EEO Complaint:
01 - During Investigation Stage
02 - During Informal Settlement

Attempt Stage
03 - During Proposed Disposi

tion Stage
04 - During EEOC Hearing Stage
OS - During Final Agency

Decision Su..g_

Enter:
RS • Removal Reduced to Suspen

sion
RL • Removal Reduced to Letter

of Warning
Be • Removal Cancelled
55 • Suspension. R!!duced to

Shorter Suspension
SL • Suspension Reduced to

Letter of Warning
Be • Suspension Cancelled
Le·. Letter of Warning Cancelled
NA • No Modification

Enter:
01 to 99 Modification Codes

RS and 55
NA for all other Modication Codes

AtJ'l'HORIZATION:

20a Complete: Name of person completing fo·rm

Name of Installat.ion

MSC Number, if applicable

•
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• PISCIPLINE TRACKING SYSTEM

Infraction Codes

A,-ttendance - Related

01 - Failure to Maintain Regular Schedule/Absenteeism
01 2: - Tardiness
03 - AWOL

Job Related

M 00569

•

•

2S - S:cheme Failure
26 - Machine Quali fica tion/Pro,ficiency Failure
27 -, Failure to Account for Funds or Accountables
28 - Failur'e to Protect Funds/Mail/Postal P'roperty
29 - Delay or Failure to Deliver Mail
30 - Deviation from Route
31 - Expansion of Offic'e Time or Street Time
32 - Unsafe Act or Work Habits
33 - Poor Work P'erformance - Failure to Properly Perform Duties

of Position
34 - Unauthorized Absence from Assignment

Conduct - Related

53 - Fals,ification of Application
54 - Falsification of Records
55, - Crime" Non-Job Related' (Off-Duty)
56, - Crime, Non-'Job Related (On-Duty)
57' - Pilfering/Theft of Ma,il or USPS Fun.ds'/Property
58 - Altercation/Assault/Threat
60 - Dse or Possession of Intoxicants/Drugs
61 - Failure to Follow Instruc,tions
62 - Insuho,rdination
63, - Disrespec't to Supervisor ICustomer
64 - S:lowdown/Work Stoppa.qe/Strike

99 - O,tber

Whenever the employee completinq Form 5930 cannot
determine that the use of a code other than cod.e 99 is
appro,priat.e, the declaio,n must be m'ade by a Labor
Relations professional. Recommendations for new
codes or elimination of codes must be fo,rwarded through
the re:gion to Headquarters for review.


