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Use of Training Materials 

These training course materials are intended to be used for training purposes only. They 
have been prepared in conformance with existing USPS policies and standards and do not 

represent the establishment of new regulations or policies. 

Copyright 2014 by the United States Postal Service, Washington DC 20260-4215 

All rights reserved. 
No part of this publication may be reproduced in any form or by any means without 

permission, in writing, from Employee Resource Management. 

Certain parts of this publication may contain copyrighted materials from other sources the 
reproduction of which for this specific training use has been interpreted not to exceed the 

fair use clause of the copyright regulation (Ref. 371.5 ASM). 



 

 

A Commitment to Diversity 
The Postal Service is committed to fostering and achieving a work and 
learning environment that respects and values a diverse workforce. 
Valuing and managing diversity in the Postal Service means that we will 
build an inclusive environment that respects the uniqueness of every 
individual and encourages the contributions, experiences and perspectives 
of all people. 

It is essential that our work and learning environments be free from 
discrimination and harassment on any basis.  

In our classrooms, on the workroom floor, in casual conversation and in 
formal meetings, employees and faculty are asked to encourage an open 
learning environment that is supportive of everyone. 

Course materials and lectures, classroom debates and casual conversation 
should always reflect the commitment to safety and freedom from 
discrimination, sexual harassment and harassment on any prohibited basis. 
Instructors and class participants are expected to support this commitment. 

If you find course material that is presented in the classroom or in self-
instructional format that does not follow these guidelines, please let an 
instructor know immediately.  

If classroom discussions do not support these principles please point that 
out to the instructor as well.  

Diversity is a source of strength for our organization. Diversity promotes 
innovation, creativity, productivity and growth, and enables a broadening 
of existing concepts. 

The Postal Service’s policy is to value the diversity of our employees, 
customers and suppliers, and to do what is right for our employees and the 
communities we serve, thereby ensuring a competitive advantage in the 
global marketplace. 
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General Information 
Objective:  
Upon completion of this lesson, using this Introduction to Mail Flow 
Controller participant guide, you will be able to: 
 Describe the Mail Flow Communications and Troubleshooting course 

content and structure. 

Time Allocated for Module:  
 90 minutes 

Instructional Methods: 
 Instructor-led Lecture. 

Participant Material Used: 
 Mail Flow Communications and Troubleshooting participant guide 

Media Required: 
 Ace 2 Computer 
 Hands Free Phone 
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Course Introduction 
Mail Flow Controller (MFC) training is intended to broadly introduce the job functions of a 
Mail Flow Controller. The training is delivered in a blended learning format via Virtual 
Learning and eLearning that provides general knowledge and skills required for the MFC to 
perform his or her job. This training is not intended to be comprehensive training to all 
functions of a Mail Flow Controller. By the end of the training, have your plant manager 
support your online training with on-the-job training. 

Mail Flow Controller training consists of four modules. 

 Module 1 – Mail Flow Controller Training Introduction (Virtual Learning)  
60 minutes 

 Module 2 – Mail Flow Distribution Operations (ELearning)  
45 minutes 

 Module 3 – Mail Flow Computer System Operations (ELearning)  
45 minutes 

 Module 4 – Mail Flow Communications and Troubleshooting (Virtual Learning)  

90 minutes 
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Module 4: Mail Flow Communications and 
Troubleshooting 
Objective:  
Upon Completion of this lesson, using the Mail Flow Communications 
and Troubleshooting Participant Guide, you will be able to: 

 Recognize color code tags for Standard mail correctly to adhere to the 
National Color Code Policy 

 Use proper etiquette for radio, telephone or public address system 
communications  

 Discuss conditions of the mail with MFC personnel to ensure 
efficiency 

 Identify mail flow situations and respond correctly 

Time Allocated for Module:  
 90 minutes 

Instructional Methods: 
 Virtual Learning Room 

Participant Material Used: 
 Mail Flow Communications and Troubleshooting  participant guide 

Media Required: 
 ACE Computer 

 Hand-Free phone 

For Further Information: 
 For questions relating to training, contact your Supervisor. For 

technical support, contact the NCED @ VLRHelpDesk@usps.gov 



Course #10022455 

Page 4-2 Participant Guide 

Mail Flow Communications and Troubleshooting 

 
Figure 4-1 
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Figure 4-2 
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Figure 4-3 
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Color Code Overview 

 
Figure 4-4 
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Figure 4-5 
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Communication Equipment 

 
Figure 4-7 
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Figure 4-9 
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Figure 4-10 

NOTE:  TELEPHONE SYSTEMS MAY VARY AT YOUR FACILITY. 
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Figure 4-11 
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Figure 4-12 
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Figure 4-13 
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Typical Day Start of Tour and Communication Flow 

 
Figure 4-16 
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Figure 4-17 
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Troubleshooting 

 
Figure 4-19 
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Figure 4-24 
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Figure 4-32 
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