
LABOR RELATIONS

UNITED STIITES

P05TIlL SERVICE

Mr. Gary Kloepfer
National Representative-at-Large,
Maintenance Division
American Postal Workers Union,
AFL-CIO

1300 L Street, NW
Washington, DC 20005-4128

RE: Q98C-4Q-C 01234701
APWU HQTT20016
Class Action
Washington, DC 20260-9998

Dear Mr. Kloepfer:

Recently, we met to discuss the above captioned grievance at the fourth step of-our contractual
grievance procedure.

The issue in this grievance is whether the National Agreementwas violated when the Postal
Service created a Promotion Eligibility Register (PER) for a Level 3 Laborer~CustodiaIposition
which is a non-MSS position by using Maintenance Selection System (MSS) criteria.

After reviewing this matter the parties mutually agree that no national interpretive issue is fairly
presented in this case.

During their discussions the parties agree that the April 1997 Maintenance Selection System
Handbook applies to MSS positions and procedures outlined in Postal Bulletin 21770 dated
August 23, 1990, should be used to determine eligibility for maintenance craft positions not
covered by the procedures in the EL-304 handbook.

Accordingly, we agree to remand case G94T-1G-C 98126393 to the parties at Step 3 for further
processing, including arbitration if appropriate based on fact circumstances and application of the
above understanding.
Please sign and return the enclosed copy of this decision as your acknowledgment of agreement

to remand this case.

Time limits at Step 4 were extended by mutual consent.

Sincerely,

Labor Reations Specialist Representative-at-Large
Contract Administration Maintenance Division

American Postal Workers Union,
AFL-CIO

Date: ‘f//c) IC) 2

475 L’ENFANI PtSLA SW
WASHirIGTO-N DC 20260-4100
5wrWusp5~oM
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Bend.dStamped Envelopes
S4’-Srniic~VenthngEqr4simLThe 25-cent size 10

Ibirten Starembossedstampedenvelope.fl~
21~and the 25-centsize 9 Hologramstamped
envelope,h~2140,arenowavailablein banded
unitsoffive,whichsell for$1.50eachin multkom-
modityvendingmachines.

Forcustomerinformationandconvenience,an
orderingformforprintedstampedenvelopesisen-
closedwith eachbandedunit of fiveenvelopes.A

copyoftheorderingformfollows: -
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Use and

I division directorsof marketingandcorn-
~ionaareremindedthat stamptransparen-
esentto themfrom theStampProductDe-

Branchfor promotionaluse. Once a
i beenreleasedthroughphilatelic

~es or theP~talBulletin, officesmayre-
I displaythe designspublicly, evenif

notyetbeenissued.
~ nee using licenseesto reproducea

- on merchandise,it is their responsi.
(Dudethetransparencies.Theymaydu..

enciesif theyneedmorethanone.
I refer licenseesor vendorsto the

-in DevelopmentBranch.
I~sectionalcenterdirectorsof mar-eofficepostmastersshouldcon-

—adeectorof marketingandcorn-
iobtaintransparencies.

‘a~ Retail ServicesDepL.8-23.90

Privacy Ad Statements—Forms
Any postal form—national or local—that re.

questsor collectsinformationaboutanindividual
èreetl~,from thatindividualmustincludea Privacy
Act statement.The informationis usuallytagged
with apersonalirle.~tifl.er,suchas nameor social
securitynumber,usedby thePostalServiceto re-
trieve that information..See4M~,isfrath,eS4port
Manual(ASM) 353.232.

TheRecordsOfficeatHeadquartersmustreview
andapproveanyneworrevisedform thatmayre-
quireaPrivacyAct statementRecentamendments
to the Privacy Act systems also obligate the
RecordsOffice to reviewanycurrentform sched-
uledfor reprinting, if it collectspersonalinforma-
tion.PrivacyActstatementsaredraftedto conform
to the applicablePrivacy Act system of records
noticein theappendixoftheASM.

For new andrevisedforms as well as reprints,
originatorsat HeadquartersmustcompleteForm
794, Requestfr New or RevisedForn~.Originators
shouldwork with the DocumentControl Division
andthe RecordsOffice to ensurecompliancewith

- theprovisionsofthePrivacyAct. -

Originatorsof locally approvedformsin field di-
visionsmustcompleteForm794-A,Field Requestfor
Newor RevisedFonis. If the form collectspersonal
information,acopy of theproposedform or form
to be reprintedmustbe attachedto Form794-A
andmaileddirectlyto:

USPOSTALSERVICE
RECORDS OffICE
475 £ FART PLAZA SW RM 10670
WASIIINGTON DC20260-5010

—Records(?ftke 8-23-90

Bargaining Unit Selection Changes
EffectiveOctober20,1990,subcbapters510and

520of HandbookEL-SI1, PersonnelOperations,are
revised completely, as printed on pages32-55.
Subchapter 510 containsgeneralpolicieson the
assignment,-reassignment,andpromotion of em-
ployees.Theserevisions defineterminology com-
monly usedin selection.Subchapter520 contains
proceduresfor filling bargainingunit positions.
These revisionsclarify, expand, and change, to
someextent,theproceduresusedto fill seniorand
bestqualified positions.A more specific summary
of thechangesis includedbelow.

NewForms1796-A,QualificationsRatingSheetfor
Senior Qua4fldPositions, and 1796-B Qualifications
Rating Sheet for MI Qua4fiedPositions (both dated
April 1990), areprinted as Exhibits 527.22 and
527.32.Theseformswill replacethecurrentForm
1796, Qualification Rating(dated April 1971). on
October20, 1990.The new forms are available
from thematerieldistributioncenters.

Theserevisionswill bereflectedinafutureedi-
tionofHandbookEL-31 1.

—EmployeeRelationsDepL,8-23-90

—Philate&andRetailServicesDepL,8-23-90

I - ~fl$p

Handhooh”EL-311--Revision - -
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Chapter 5
Assignment,Reassignment,andPromotion

510GeneralPolicies

511 IntroductIon

511.1 OrganizatIonof Chapter. Most postal po-
sitions, except entrance-Level positions.are filled
by the as~.ignment;reassignment.or promotion of
postal employees. This chapter includes policies
and procedures for filling positionsby meansof
those personnelactions. Subchapter 510 contains
generalpolicies applicable to filling positions by
assignment. reassignment. or promotion.
Subchapters 520-540 Contain additional specific
policies and procedures for the following dif-
ferent kinds of positions:

520-Bargaining-UnitPositions
530—lnitial-levelSupervisorPositions
540—OtherNonbargaining-UnitPositions

Note: Each subchapter lists any exclusions to the
positioncoverage.

511.2EEO Policy

511.21 Assignment, Reassignments, and
Promotion. Equal opportunity for assignment.
reassignment.and promotion wifi

a. Be basedon merit and the relevant exper-
ience. training, knowledge.skills and abilities re-
quired for the positionsbeing filled.
- b. Comply with the provisions of the
applicable collective-bargainingagreements.

.~...

$1122 NondiscriminatorySelection. Effective
~*6lintioa of employeesrequires that selections
be madewithout discrimination becauseof race,
color, sex, religion, age.nationalorigin, or mental
~ physicalhandicap.

Type of Appointment. An employeeserv-
- a career appointment is eligible for

or promotion. An employeeserving
or casual appointment is not

511.32 RestrIctedPositions. Restrictions on fill-
ing certain positions by preference eligibles (see
262) do not apply to inserviceplacement.

511.33 Other Limitations. Eligibility for consid-
eration for somepositions is limited to employees
in specific grades,occupations,geographicareas.
or organizations. These limitations are described
in the following subchapters.

511.4Definitions. The following definitionsclar-
ify and standardizethe terminology used in selec-
tion.

511.41 Requirements. The knowledge. skills,
abilities, experience,and physical and other con-
ditions which pertain to a position (or duty as-
signment) and which an individual needs to
successfully perform the duties of the position
upon -.entry. Not all of the- items listed above as
possible requirements are necessarily used or
permitted in all cases.

511.42 Qualifications. The knowledge. skills.
abilities, experience,and physical and other con-
ditions which pertain to an applicant or bidder.
Applicants and bidders must meet the require-
ments, which means that they must possessas
qualifications the sameknowledge. skills, abilities.
etc. that arerequirements for the position, it also
means that biddersmust demonstrate that they
possesseach of these qualifications at a level
which is sufficient for satisfactory (asopposedto
unsatisfactory) performance in the position.

Note: For senior qualified positions.see 527.14
for procedures regarding the timing [or meeting
the requirements.)

511.43SpecialConditions. Specialconditionsare
needsof an assignment which are essential to
satisfactoryperformanceat entry andwhich relate
to the applicant’s willingness to perform a duty
or task(e.g..willingness to travel frequently;will-
ingness to work irregular hours). Special con-
ditions are applicable only to nonbargaining
positions.

511.44 Special Requirements. Special require-
ments are needsof the duty assignmentwhich are
essentialto satisfactory performance at entry. Oc-

g~hWty

25
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casionally.thesemay relite to the-applicant’s -or
bidder’s willingness to perform a duty or task
(e.g.. travel). However, special requirements are
most likely to be a knowledge, skill, or ability
which should reasonably be included asa require-
ment given the particular needs of a specific
installation or job assignment. Special require-
mentsare applicable only to bargaining-unit posi-
tions. -

511.45 QualificatIon Standaid. An official
document, published~in- Handbook- EL-303,
Qualification Standards-• Bargaining-Unit Posi-
tions, which states the requirements of
bargaining-unit- positions that are needed upon
entry into the position. The requirements listed
are not necessarily an exhaustivelist of require-
ments for continued satisfactory performance in
the position. -

511.46 Desirable Qualification. A knowledge.
skill, ability, or other condition which is not a
requirement of the position but which, if the
applicant possesses.will be of benefit in perform-
ing a specificjob duty or duties.

Note Desirable qualifications apply only to best
qualified positions.

511.47Factors. Clusters of related knowledge,
skills, and abilities evaluated as a single require-
ment. Factors occur only in postmaster andman-
agementassociateselection.

511.48Vacancy Announcement or Job Posting.
An official document, developed locally, which
providesspecific- information, about- a~--vacancy-..to-
be filled. Normally, job posting(sometimescalled
bid posting) is used when referring to the filling
of bargaining-unit senior qualified bid positions;
vacancyannouncementis used when referring to
the filling of entrance positions. best qualified
positions, or nonbargaining positions. (The ter-
minology posting may occasionally refer to best
qualified positions.)An announcementor posting
Will contain either a list of requirements needed
upon entry into the position, an indication of the
qualification standard number, or an attached
qualification standard. Requirements given on a
vacancyannouncement are not necessarilyan ex-
haustive list of requirements for continued sat-
isfactoryperformance in the position.

511.5 Pbflosophyct Selection. The philosopby
underlying all selectionsis that a personplaced
into a position must be qualified, i.e., that the
personmeets the requirementsof the position.
For seniorqualified positions, selectionis based
on a determinationof whetherthe seniorbidder
is qualified.For bestqualified andnonbargaining-
unit positions,selectionis basedon a determina-
tion of who best meets the requirements of the.
position from amongthosequalified.

5116 Current Information. Employeesare re-
sponsible(or providing current information about
their experience,education. training, and other
qualifications in order that their personnel
records are up-to-date.Employee relationsper-
sonnel must furnish employeesany assistance
neededto properly documentthisinformation.

511.7PhysicalRequirements.Normally, employ-
ees must meet the physical requirements for the
positionsto which they are assigned.(See320 for
an explanation, including situations in which
physical requirements are waived.)

511.8PositionsNot Filled Permanently

511.81 Situations. A position may be filled only
temporarily when (a) a careeremployeehasbeen
granted reemployment rights to it, or (b) - the
regular incumbent is temporarily absent.Exam-
plesof such situationsare when an employeeis

a., On activemilitary duty;
b. Serving as a national officer of a postal

employeeorganization; -

c. Temporarily assignedor temporarily pro-
moted to another position; or

d. Appointed asan officer-in-charge or MAS
masterinstructor. -

511.82Understanding. Temporary assignment,
reassignment,promotion, or appointment so fill a
position to which another employee has
reemployment or incumbent rights must be made
with the candidate’sunderstandingthat the can-
didate will be returned to the present position
upon the return of the absent employee. See
specific requirements in 513 (Temporary Assign-
ment) and514.4(TemporaryPromotion).
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512 ReassIgnment

512.1 DefInition. A reassignment is the perma-
nent assignment.with or Without relocation,of an
employee(a) to another establishedposition with
the samegrade in the samesalary scheduleor (b)
so a position with an equivalent grade in another
salaryschedule. - -

512.2 Reassignment to Bargaining-Unit
Positions. The appropriate collective-bargaining
agreement contains general policies and proce-
dures governing reassignmentsto positions within
the bargaining unit. Detailed policies and proce-
dures are described in 520.’

512.3Reassignmentto Nonbargaining Positions

512.21 Management Option. Authorized man-
agementofficials may reassignnonbargaining-unit
employeeswithout following regular competitive
procedures.

512.32 Employee Self-Nomination. Employees
who desire reassignment may nominate them-
selves in the same way as employeesv~hodesire
promotion consideration (see subsequent
subchaptersfor appropriate procedure).

512.33 UnassignedEmployees. Unassignedem-
ployees (i.e., employees whose positions have
beenabolished)arereassignedin accordance with
ELM 354.

512.4Mutual Exchanges. Career employeesmay
exchange positions (subject, when necessary,to
the provisions of the appropriate collective-
bargaining agreement) if the exchangeof posi-
tions is approved by the officials in charge of the
installations involved. Part-time flexible employ-
eesare not permitted to exchangepositionswith
full-time employees,nor bargaining-unit employ-
ees with nonbargaining-unit employees, nor
nonsupervisory employeeswith supervisory em-
ployees.‘Mutual exchangesmustbe betweenposi-
tions at the samegrade. An exchangeof positions
does not necessarilymean that the employees
involved take over the duty assignmentsof the
positions.

Note: A regular rural carrier may exchangeonly
with anotherregular rural carrier at a different
installation.

513TemporaryAssignment

513.1 DefInition. A temporaryassignmentis~the
placement of an employeein another established
position for a limited period of time to perform
duties and responsibilitiesother than those spe-
cifically contained in the regular assignmentposi-
tion description andwhen a formal reassignment
and/or promotion personnelaction is not re-
quired.

513.2BargaIning-Unit Positions. The appropri-
ate collective-bargaining agreement contains
policiesand proceduresgoverning higher-level as-
signments (i.e.. details to higher-grade positions)
within the bargaining unit.

513.3Nonbargaining-Unit Positions

513.31 GeneralPolicies.

513311 Temporary assignments to
nonbargaining-unit positions are to be madeonly
for the shortestpractical time limits and may be
authorized to meet emergencies causedby ab-
normal workload, change in mission or organiza-
tion, or unanticipated absences.In the absenceof
a nonbargaining-unit empLo~ee(except a post-
master or sectionalcenter manager), the appoint-
ing official will first attempt to have the duties of
the absentee’sposition absorbedby other employ-
eesof the same or higher grade. If this is not
feasible, a qualified employeemay be temporarily
a�sigitectcc site position under the policies and
procedures described in the following sections.
Such assignmentsmust be carefully monitored by
managementto confirm their continued necessity.

513312 Any qualified employeewho best meets
serviceneeds may be temporarily assignedby the
appointing official or designee. (See 537.3 on
temporary assignmentsso initial-level supervisor
positions and 544.8on temporary assignmentsto
other nonbargaining-unit positions.) Normally,
priority is given to unassigned employees (i.e..
employeeswhose positions have beenabolished).
Policies and procedures governing the temporary
assignmentof unassignedemployeesare in ELM
354

513.313 Employees recuperating from serious
injury or illness who are unable to perform their
regularly assignedduties may be temporarily as-
signed (if administratively feasible) to such duties
as they can perform for a short period of time
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pending their -recovery.-- Generally~the-employee -

should be required to presentacceptablemedical
- - evidence. -

513.314 A temporaryassignmentmay be termi-
nated at any time by management,either at its -

owndiscretionor at the requestof the employee.

513.32TImeUinlts

513321 Temporary assignmentof an employee
to a position at the same grade or at a lower
grade may not exceed90 calendardays.which
may be extended by the next higher level of
managementabove the appointing official. See
513.33 for time limits on temporary assignment
to a higher-grade position.

513322 Use Form 1723 to document temporary
assignments.

513.33Higher-Grade TemporaryAssignment.

513331 All managerial and supervisoryperson-
nel must ensurethat no one is temporarily as- -

signed into a higher-grade nonbargaining-unit
position unlesssuch an assignment is absolutely
essentialto the effective operationsof the Postal
Serviceand the personselectedassumesthe full
core responsibilitiesof the higher-grade position.

513.332 Division, MSC and BMC managersare
required to approve in advance any higher-grade
temporary assignmentof 30 or more calendar
days in an organization under their respective
jurisdictions. -

513333 Temporaryassignmentto a higher-grade
position, during site absenceof the incumbent, is
limited to a maximum period of 90 calendardays.
which may be extendedwith the -prior approval -

of the RegionalPostmasterGeneral.

513334 Temporary assignmentto a higher-grade
vacantposition, pendingselectionof a personfor
pernzaneiuassignment,is limited to atotal of not
more than 60 calendardays. If the employeeon
temporary assignmentis a candidatefor the va-
cant position, the higher-grade assignment must
be terminatedbefore the 61st day. If that em-.
ployeeis not acandidate,thenexthigher level of
management above the appointing official may
approve an extensionof that employee’s tem-
poraryassignmentbeyond~60days,until a selec-
tion is made and approved, and the new
incumbentassumesthe position. £rception This

policy doesnot apply totemporaryhigher-grade
assignmentsto postmaster,sectionalcenterman-
ager,or initial-level supervisor positions.

513.335 Any exceptions to the policies in
513.331-334 require prior approval by the
SAPMG,HumanResourcesGroup.

513336 Rules governing higher-level pay for
temporary assignment to higher-grade
nonbargaining-unit positionsare in ELM 417.

514 Promotion -

514.1 Definition. A promotion is the permanent
assignment.with or without relocation, of an em-
ployee (a) to an established position having a
higher grade than the position to which the em-
ployeewas previously assignedin the samesched-
ule - or (b) to a position with a
higher-than-equivalent grade in another schedule.
(SeeELM 413.)

514.2 Bargaining-Unit Positions. The appropri-
atecollective-bargainingagreementcontainsgen-
eral policies and procedures governing
promotions to positions- within the bargaining
unit. Detailed policies and procedures are de-
scribed in 520.

514.3Nonbargaining-UnitPositions

51431GeneralPolicies. Sections351 and 353of
the ELM describe the general policies governing
promotions to nonbargaining-unis. positions. The
restof thischapter describesspecific policies.

5.14.32 Immediate Relatives. Section 312.3 of
this documentexplainsrestrictions on the promo- -

don (or recommendation for promotion) of im-
mediaterelatives.

514.33 Absent Employees. Employees with
restoration rights by reasonof military duty will
be consideredfor promotion if otherwiseeligible.
Employees on extended leave, including leave
without pay, will also be consideredprovided they
are otherwiseeligible and have applied for pro-
motion. If the employee is selected for promo-
tion, the personnelaction is effected upon return
to postal duty. The dateplaced on the personnel
action is the date the promotion would have
occurred had the employee not been absent.
Upon selectionand while the personnelactionis
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pending,notationof the selection is made in the
employee’sofficial personnelfolder andon Form
7, ServiceRecord~,if thatform is maintained.

514.34 SelectIon. Selection for promotion to
nonbargaining-unitpositions will be madefrom
among the best qualified candidateswho are eli-
gible, interested,and available. -

514.35 UnassIgnedEmployees. Promotions of
unassignednonbargaining-unit employees (i.e..,
employeeswhose positions have been abolished)
are made in competition with other eligible em-
ployees,unlessotherwisespecifically provided.

514.36ApplicabilIty to Other PersonnelActions.
Competitive promotion proceduresapply to all
promotions.including temporarypromotions(see
514.4),exceptasotherwiseindicatedin this hand-
book. In addition, competitive promotion proce-
dures alsoapply to the following actions.

a. Filling a higher-gradepositionby selection
from among posial employeeson an entrance
register.

b. Selecting an employeefor training where
the training is required for promotion. When
training is given primarily to prepare employees
for advancementand is required for promotion
(i.e., an employee is not eligible for promotion
unl~training hasbeencompleted).seiection for
the trainingis madeunder competitivepromotion
procedures.

51437 Exceptions to Competitive Promotion
Procedures.The following promotionactionsare
eaceptedfrom competitivepromotionprocedures.

- . Promotionof theincumbentto a position
reevaluatedat a higher gradewithout significant
c~*ngein dutiesandresponsibilities.

b. Promotion and assignmentof certain
presentor former nonbargaining-unit employees

-grade nonbargaining-unitpositionsUn-
~d~r specific conditionsdescribedin 536 and
___Thls~incIudesemployees with retreat (or

- - --, .). ~ employeespreviously reducedin
k serving- with saved grade, MAS master

- - - managementassociates,and manage-
~

- * Promotionof an employeewho satisfac-
~,g7 eempetesan approved training program

~-~~‘- ipeafically provides~for ptomotion if the
~ ______w~selected for the program under

procedures,and the fact that selec-

don could lead to promotionwas madeknownto

potentialcandidatesfor the program.

514.4TemporaryPromotion -

514.41 Use. - Temporarypromotion should be
limited to situationsin whicha higher-gradeposi-
tion cannot practically be filled through other
temporary means (see 513). Such situations in-
clude. but are not limited to. the long-term ab-
senceof the incumbent,or when actionto begin
to fill the vacantposition on a permanentbasis
mustbe deferredfor, a lengthy period of time.

S14.42 Selection. Competitive promotion proce-
dures are usedin making a temporary promotion.
Regularcompetitiveproceduresare usedagain if
the position is subsequentlyto be filled on a
permanent basis by promotion. An employeewho
hasservedon a competitivetemporary promotion
in the position is eligible to recompete.regardless
of the durationof the temporarypromotion.

514.43 Duration. A temporarypromotion may
be made for I year or less,depending upon the
need.Ercepiion.~Temporarypromotion to replace
a personassignedas a MAS instructor is not
time-limited, but expires upon return of the in-
structor to the regular assignment.Candidatesfor
temporary promotion must be informed of the
conditions relating to it. including the expected
duration. Personsselected must be assuredof
return to their regular position when no longer
neededin the temporary assignment whether or
not the expectedperiod hasended.To avoid any
misunderstandingat a later date, the following
statementis obtainedfrom anyemployeeselected
for temporarypromotion:

I understandthatmy selection for the positionof
(position title) is temporary and that I niH be
returned to my present permanentposition On

terminationof thetemporarypromotion.

514.44ReviewandExtension. If the employee’s
servicesare still needed in the temporary assign-
ment after the initial period expires, a review
mustbe madeto determinewhetherit actuallyis
a temporarysituation. If it is no longer a tem-
porary situation, the position should be filled
permanently.A tempoçarypromotion may not be
extendedbeyonda total of 1 year without prior
approval of the Field Director, Human Re-
sources.No temporarypromotion may last more
than 2 years.



S14AS Termination.- Unless-extended,-a- tern- --- -

porary promotionautomaticallyterminateson the
,~‘ specifieddate. However. it may be terminatedat

anyprior time at the discretionof management.
The adverseaction proceduresdo not apply when
employeesare returnedto their regularposition.

514SVacucyFile. For promotionsmadeunder
competitiveprocedures,a vacancy file is estab-
fished.(See520 to 540 for the contentsof ,the file
andinstructionsfor its maintenance.)

—520 Bargaining-Unit Positions

521 Filling Positions

521.1 General Requirement. The filling of
bargaining-unit positions through assignment.
reassignment,or promotionis subjectto-the ap-
plicable provisions of the appropriatecollective-
bargaining agreements.

5212RestrictIon. Except as proyided for excess
employeesand ill or injured employees in any
applicable collective-bargainingagreements,va-
cancies must be filled by promotion or
reassignmentwithin the appropriatecraft and in-
stallation if qualified bidders or applicants, as

- ‘ applicable,areavailable(see216).

522Part-TuneFlexibles -

Promotionsto positionswhere full-time employ-
ees and part-time flexible employeesare autho-
rizedare usually to part-time(lexible positions.A
full-time regularposition is not normallyfilled by
promotion,reinstatement,reassignment,transfer,
or appointmentif qualified part-time flexible em-
ployeesof the--same-designation--or- occupational-
codeareavailablefor conversionto the position.
Part-timeflexible employeesmust be changedto
full-time regular positionswithin the installation
in theorderspecifiedby theapplicablecollective-
bargainingagreement. - -

523Area.1ConsIderation -

The area of consideration is described in the
appropriate collective-bargaining agreement.If
necessary,the area may beexpandedas follows:

a. To other eligibles in othercrafts at the
sameinstallation,then

b. To eligiblesat otherpostalinstallations.

524-RequIrements- -

Requirementsfor positionsmay be indicated in
qualification standards,vacancyannouncements,
or job postings. (See definitions, 511.4. These
requirementspertainto assgnment,reassignment,
or promotion. For employment suitability re-
quirements,seechapter 3.) In somecases,a va-
cancy announcementor job posting may indicate
requirements in addition to those oq the ap-
plicablequalificationstandard(only typing and/or
driving requirements or specialrequirementsmay
be added — see527121).Qualification standards
are available for most bargaining-unit positions
and are published in HandbookEL-303, Quali-
fication Siandaids — Bargaining-Unit Positions.
When a qualification standard is not available for
a specif’ic bargaining-unit position, refer to
527.122.

525 SpecIalRequirements -- -

525.1 Identification, Justification, and
Documentation. Special requirements must be
related to the job in question and must be jus-
-tified to showthat the particularrequirement will
enableapplicants to perform critical job duties
that they would otherwise not be able to do
satisfactorily. Offices must ensure that sufficient
documentationis available on theserequirements
to allow a clear determination of job relatedness.
Special requirements must not establishan un-
reasonably high standardfor the position. Per-
sonnel officials or persons handling personnel
functions- must keep nil documentsused in the
developmentof special requirements for a period
of 2 years from the date they were used for a
selection. The documents may be kept in the
vacancyfile.

525.2ET2mpIes

525.21 ApproprIate Special Requirements In
general, write special requirements for
bargaining-unitpositions as knowledge, skill, or
ability statements. U justifiable for a particular
duty assignment,-some examplesof appropriate
specialrequirementsare:

fish
a. Knowledgeof a languageother than Eng-

b. Knowledge of a particularcomputer pro-
gramming language which cannot readily be
acquiredafter selection.

Peg.3$, $—23—90,21770 POSTAL $ULL*TIN
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c. Ability to makewritten or oral presenta-
tions.

525.22 InapproprIateSpecial Requirements.
Educationalattainments(e.g.. bachelor’sdegree)
or length of experience(e.g., 6 months’ exper-
ience) are not appropriate as special require-
ments; do not add them locally. If education or
experiencerequirements are listedon a qualifica-
tion standard, do not modify them.Someother
examplesof inappropriatespecial requirements
are:

a. A requirement which could readily be met
by a brief initial periodof orientation and famil-
iarizationin the assignment.

b. A requirement which unduly restrictsthe
number of eligible candidatesor favors a particu-
lar candidate.

c. - A requirement not essentialto perfor-
mance in the immediate position (such as one
based on a possiblefuture assignment),except in
the caseof a traineeposition when ability and
potential to advanceto higher gradesin the oc-
cupationare required. -

526Posting

52&1 General, All vacantcraft duty assignments
thatare not to be reverted must be first posted
within the craft for filling in accordancewith the
applicable.collective-bargaining, agreement.Bid-
ders must meet all requirements prior to being
placedinto the position. When posting does not
result in successfulbiddersor applicants, as ap-
propriate.the assignmentmay befilled by assign-
ment, change of full time, reassignment,
promotion. reinstatement,transfer from another
federalagency,or appointment.

~$26.2Entry PositionsIn PS-SandBelow. Entry
‘lovel promotionalopportunities to residualvacan-
• remainingafterexhaustingthe bidding proce-

- ~- outlined in 526.1 need not be posted;
r, proceduresmustbedevelopedlocally to
lower-level employeesabout promotional

pportunldesand to arrange for appropriatein-
-: ~4os administration of examinationsfor em-

who have not already qualified.
~s efforts mist be directed toward
employeesto apply and toward ex-

4very opportunity for promotion to em-
~wboare eligible, qualified, and available

from outsidesources.

526.3 SenIor Qualified PS PosItions. Senior
qualified positions mist be posted for promo-
tional opportunitiesin accordancewith the prom
sions of the appropriate collective-bargaining
agreement.

526.4BestQualified PS Positions. Best qualified
positions must be posted for promotional op-
portunity in accordancewith the provisionsof the
appropriate collective-bargaining agreement.This
section doesnot cover those positionscontrolled
by 526.3.The posting must:

a. Identify the positionby title, number and
grade level,andstatetheduties involved.
b. Include location and tour of duty and
•scheduledworkweek.

c. Identify any existing requirements. (If a
qualification standard is published in Handbook
EL-303, it must be used.)

d. State where to send applications,the date
by which applications must be submitted, and
where additional information can be obtained.

e. Specify that all applications must be in
- writing.

- f. Specify that selection will be made from
among the bestqualified appLicants who are eli-
gible and available.

g. Designatecraft, in accordancewith provi-
sions of applicable collective-bargaining
agreement.

/t. Include a statementon equalopportunity.
i. Include a statement on prohibition of

political recommendations.

527 SelectIon Procedures

527.1General

527.11 Goal.. The goal of bargaining-unit selec-
tion procedures, whether for entry or inservice
positions, is to ensure that qualified peopleare
selected to fill the positions. Eligibles selected,
promoted, or reassignedat any level must meet
all of the requirementsof the position as stated
on the qualification standard, vacancyannounce-
ment, or job posting.

527.12RequIrements

527.121 Quaufl cation Standards.
standards are available for the
bargaining-unit positions and are

Qualification
majority of

published in
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Handbook EL-303. The qualification standards
indicate the requirementswhich all applicantsor

biddersmust meetto be consideredeligible for
placementin the position. (See527.17 regarding
placement.)The qualification standardsin Hand-
book EL-303 are applicable when filling both
entry and inservicepositions.Mditional require-
ments for positions may be establishedin only
two ways: (1) through the local option to require
typing and!or driving (see Handbook EL-303,

- - 142). or (2) through. applying special require- -

ments under 525 in this subchapter. Theseaddi-
tional requirements must be specifiedon the job
posting or vacancy announcement. (See also
Handbook EL-303, section 150. for further

instructions on using the qualification standards.)

527.122 No Qualification Standard. Some
bargaining-unit positions do not have qualifica-
tion standards.For thesepositions.requirements
must be developed locally. These are then in-
cluded in the vacancyannouncementor job post-
ing to indicate the requirements which all
applicantsor bidders must meet. Personnel of-
ficials or persons handling personnel functions
must keep appropriate documentation used - to
develop requirementsfor a period of 2 years
from the date used for selection.The documenta-
tion may be kept in the vacancy file.

527.13Whento EvaluateQualifications. Human
Resourcesofficials always have the obligation to
ensure that successfulbidders have demonstrated
that they meet aft of the requirements of the
position. However, as indicated below, depending
on the bidder’s previouspositions and the posi-
tion currently bid. Human Resourcesofficials
may make - certain assumptions-regarding-- the
qualificationsof bidders.Whether the position is
-a typical or nontypical entry position (as used
below) is the decisionof the Human Resources
officials. - -

a. Typical EntryPositions. Whena bid is to a
typical entry position (e.g., Distribution Clerk.
Machine), the seniorbidder is normally expected
to possessthe qualificationswhich meetthe Gen-
eral Proficiency Requirementsas given on the
qualificationstandardfor thesepositions. In these
cases,offices mustnot subject seniorbidders to
unreasonablerequestsfor demonstratingqualifi-
cations. However, this assumptionof qualifica-
tions doesnot apply to otherrequirementswhich
may be given on the job posting (i.e., typing
requirements,driving requirements,special re-

quirements, scheme requirements)or on the
qualification standard(suchasSpecialProficiency
Requirements,ExaminationRequirements,Erper-
ienceRequirements.or AdditionalProvisions).Re-
sponsible officials must ensure that all other
requirementsaremet andthat the assumptionof

- qualificationson the General ProficiencyRequire-
mentsisa reasonableassumption. -

b. NosuypicalEntry Positions. Many positions
which are filled through bidding procedures (e.g..
Air RecordsProcessor,-Accountable Paper Supply
Clerk. Mailing Requirements Clerk) have quali-
fication standards which differ in requirements
from typical entry positions. In these cases,it
may be necessaryto request bidders to dem-
onstrate their qualifications as indicated in 527.24.
Responsibleofficials mustensure that successful
bidders- have demonstratedthat they meet all of
the requirementsof the position.

c. Bidding for a Change in Schedule. If a
person is bidding a positionof the sametitle and
level in order to obtain a change in the work
schedule,an evaluationof qualifications is limited
only to typing or driving requirements andspecial

- requirements (if any) which may be different
from thosein the current position.

~LBidding to Reuern to a Position Previously
Held. If a personbids to return to a position
previously held, offices must review appropriate
records to determine if the requirements for the
position are the same as when the person
originally obtainedthe position. If any require-
menss~have changed,the- bidder muss meet all.
new requirements (regardless of how long it has
beensince the person left the position). An eli-
gible bidder maybe disqualifiedon a current bid
if the. bidder was- previously - removed from the.
same or other position becauseof unsatisfactory
performancespecifically -related to performing
the tasks of the bid position underconsideration.
Similarly, a record of impending removal in a
previous position may also be grounds for dis-
qualification. Itt both cases,the amount of time
passedbetweenbidding out andbidding backand
the bidder’s recordin the interim mustbeconsid-
ered.

527.14 TimIng and Sequencesof Evaluation.
Thereare timeframesand sequencesappropriate
to the evaluation process indicated elsewherein
this chapterand in the National Agreement.In
theseprocedures,where it statesthat applicants
and/orbiddersmust n*eet the requirementsof the

fl
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position,not all requirements must necessarilybe
demonstrated at the same time. There may be
somecaseswherea particular requirementis nor-
xnally demonstrated,or permitted to be dem-
onstrated, at another time. For example, for
positions with training requirements, after a
-senior bidder has been found to meet all other
requirementsof the position, the bidder is placed
into-training and mussthen demonstratesatisfac-
tory completion of the training. Also, applicants
and biddersmay be awarded a position pending
the obtaining of a government driver’s license.
Evaluators,review committees, and selecting of-
ficials must take thesesequencesinto account
when evaluating qualifications or requesting that
applicants and bidders demonstrate their quali-
fications.

527.15EvaluatingQualifications. Whenevaluat-
ing qualifications in accordance with 527.13 and
527.2. applicants and bidders have the obligation
to demonstratethat their qualifications meet the
requirements. (Note: A bidder has no such obliga-
tion until after the close of the job posting: see
527.23.)if an applicant or bidder doesnot meet
all of the requirements of the position, including
an examination, the personis not qualified and,
therefore. not eligible for further consideration.
(See 511.42 for an explanation of sneezing the
requirementsand 527.14 regarding when require-
ments mustbe met.) For promotions lo positions
filled through bestqualified procedures. the high-
est examination score must not be the sole con-
sideration in the selection.

527.16 PertInent Information. In evaluating
qualifications,evaluatorsmust consider available
pertinent information which tends to show that
the employeedoesor doesnot possessthe quali-
fications. Pertinentinformation may include, but
is not limited to. any of the following:

a. Interviews.
b. Supervisoryappraisals.
C. The written application specifying exper-

lerice, education,and training (accuracyof these
should be checked).

t Certificatesof coursecompletion or tran-
scripts (accompaniedby the school catalogspeci-
fying coursecontentwhen requested).

a. Examination results.

f. Personnelrecords.

Note: Interviews for bestqualified positions must
be used as indicated in 527.35. For senior quali-
fled positions, interviews must be used as in-
dicated in 527.253.

527.17Placement

527.171 Senior Qualified Procedures. When an
employeeis placed into a position filled through
senior qualified procedures, such placementmust
be basedon the following

a. The employee’seligibility to bid.
b. The employee’sseniority.
c. The seniorbidder’s qualificationsin rela-

tionship to the requirements.
d. The employee’ssuccessfulcompletion of

traIning, if any.

527.172 BestQualifiedProcedures. When an em-
ployeeis placed into a position filled through best
qualified procedures.such placement must be
basedon:

a. The employee’seligibility to apply.
b. The best qualifications among those who

Itave met the requirements.
c. The employee’ssuccessfulcompletion of

training, if any.

5Z73Senior Qualified Positions

527.21 General. Qualificationsdetermine wheth-
er the career employeewho is senior andeligible
to bid is designatedthe seniorqualified bidder.
Senior qualified bidders, having met the require-
ments of the position as given on the qualifica-
tion standardor job posting (see 527.14), are
either placed.in the positionor into training for
the position in accordancewith the applicable
collective bargaining.unit agreement.Human Re-
sourcesofficials are responsiblefor ensuringthat
qualificationsare evaluatedfor bids to all senior
qualified positions.

527.22 DocumentatIon. In many casesthere will
be no formal documentation for the evaluation of
qualifications. Where documentation is required
(see 527.252 and 527.261), the evaluator must
complete Form 1796-A, Qual~icadonsRating
Sheetfor Senior Qualified Posiuons.(SeeExhibit
527.22.).
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527.23 BiddIng and-OPF Review.. Prior to the-

~ closeof thejob posting, biddersfor seniorquali-
fled positionsare required to submit onty Form
1717. Bid for Preferred Assignment. or other
agreed-upon form consistent with collective
bargaining-unit agreements. Upon close of the
posting, offices must evaluatethe senior bidder’s
qualifications through a review of the bidder’s
Official Personnel Folder (OPF) and other per-
tinent information (see 527.13). If there is in-
formation available in the OPF and/or other
pertinent information to demonstrate that the -

seniorbidder meetsthe requirements of.the posi-
tion (see 527.14).the senior bidder is qualified.
Similarly, if there is information available to
demonstratethat the senior bidder doesnot meet
the requirements of the position, the seniorbid-
der is not qualified. If there is insufficient in-
formation available to make this determination.
bidders must be requestedto address the require-
mentsof the position in writing.

527.24Addressing Requirements

527.241General. If there is insufficient informa-
tion in the senior bidder’s OPF to determine
qualifications or sufficient doubt aboUt the senior
bidder’s qualifications, offices must usethesepro-
cedures.

527.242Procedures. When responsible officials
have determined the need to use these proce-
dures, the office must identify the five most
senior bidders for the position. Personnelofficials
must ask each of these bidders to address the
requirementsfor the position by indicating their
qualifications in writing. (See Handbook EL-303.
134 and 152 for further instructions on address-
ing requirements.) (Note: If any of the five senior
biddersarecurrently qualified in accordance with
provisions of the National Agreement, such bid-
ders must not be requested to address the re-
quirements in writing. Seealso 527.l3d.) Form
991. Application for Promotion or Assignment.
may be used for the purpose of addressing re-
quirements.A supervisoryevaluation,must not be
requested.A copy of the qualification standard
(and the B-element questions,if applicable) must
be pro’vided to thesebidders for this purpose. If
the position does not have a qualification stan-
dard, a copy of the posting indicatingthe require-
ments must be provided to the five senior
bidders. Offices must allow bidders not less than
3 days to respond. If a test is required, and if the
test is normally given after close of the posting,a

minimum -of five most senior-biddersare sched-
uled to take the test,unlesscurrentlyqualifiedon
that test. If therearefewer thanfive biddersfor a
position, theseproceduresapply to all thosewho
bid.

527.243 ObligatIons of Bidders. Bidden must
demonstratethat they meet the requirementsof
the position through their written statements(see
527.14). Bidders must addressall of the require-
ments of the position as given on the qualifica-
tion standard or on the posting (see 527.14).
Bidders must return thesewritten statementsto
thedesignatedoffice by the deadline.

52725Evaluating Qualifications

527.251Evaluator. An appropriate supervisoror
manager from Human Resources(e.g., Supervi-
sor, Employment and Placement) is responsible
for the evaluation, although preliminary work
may be done by an appropriate staff person.
Exception: In associateoffices, the postmasteror
a designatedmanager is responsiblefor the evalu-
ation. A functional area supervisoror manager
may participate in the evaluation process.

527252 Procedures. The evaluation must take
place after all applicable test scoreshave been
obtained. The evaluator considers first the senior
bidder’s qualifications in comparison to the re-
quirements for the position. The evaluator may
review the employee’s OPF and other official
USPSrecordscontaining pertinent information. If
wriueiv statements havC beeir obtained, the
evaluator’ must consider thesestatements at this
stage. Evaluatorswho wish to clarify specific in-
formation cont-tined in written statements,or oth-
er documentation. may contact the bidder for an
interview or an appropriate supervisor and/or
manager to obtain clarification of, or additional
information about, the specific items. If written
statements have been obtained, evaluators must
complete Form 1796-A on the senior bidder to
document the evaluation.

Note: SeeSelection,527.27.Form 1796-A is com-
pleted on the senior bidder first, and only the
seniorbidder. Only if the senior bidder is found
to be not qualified will the next senior bidder be
evaluated and Form 1796-A completedon that
next senior bidder. If the seniorbidder is quali-
fied on the basis of the written statements,do not
evaluate the qualificationsof the other bidders.

I
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527253 Interviews. For seniorqualified positions,
interviews must be usedonly to supplement the
written recoid-with.regardto establishingwhether
or not a bidder meetsspecific requirements.If an
office choosesto interview for a seniorqualified
position. the useof the interviewsmustbe consis-
~tentwith proceduresfor filling senior qualified
positions. Interviewsfor senior qualified positions
must not be used to rank’ or selectively choose
amongbidders.

527.26Use of Form1796-A

527261Purpose. The purposeof Form 1796-A
is to document the determination of whether or
not the senior bidder’s qualifications meet all of
the requirements of the position (see 527.14).
Evaluators are not required to complete this form
if the senior bidder is determined to be qualified
from the OPF review (527.23). However, if the
five most seniorbidders have been requested to
address their qualifications in writing, the
evaluator must complete Form 1796-A to docu-
ment the evaluation of the senior bidder (see
Note. 527.252).Specific instructions are contained
on theform.

527.262ColumnA, Identification of Requirements.
In this column of the form, the evaluator lists all
of the requirements for the position including
examination requirements, the knowledge. skills,
and abilities (which may be written in B-element
format — see 134 of Handbook EL-303) andany
orltetrequirements.

527263 Column B, Demonstration. For senior
qualified positions.the evaluator mustdecideonly
whether or not the senior bidder has demon-
strated each requirement basedon the informa-
tion available. - -

Note: If the bidder failed a required examination.
the bidder is not qualified. There is no need to
complete this section for other requirements.
Also. -a ‘bidder who does not have a required
license(i.e., OF-346.US. GovernmensMotor Ve-
kick Operator’s Identification Cardi at the time
of the evaluation may still be considered further
and awarded the position pending obtaining the
governmentlicense for the appropriate type of
vehicle.

527264 Column C, MeasurementsUseL The
evaluatormust indicate briefly for each require-
ment how the determination was made. The pur-
pose of this column is to provide enough

information to enablethe evaluatorto recall the
factswhich led to the decision.Thesestatements
neednot include all factsconsidered.(This col-
umn neednot be completedfor examination re-
quirements.) -

S272~SSectisit 3, FInding. If the bidder
demonstratedevery requirement,the bidder is
qualified. If the bidder did not demonstrateevery
requirement (i.e., the evaluator checked No in
column B for one or more requirements),the
bidder is not qualified. (See527.14regarding dif-
ferent sequencesfor meetingsomerequirements.)

527.27Selection. After the evaluation hasbeen
completed. the senior bidder is selectedif quali-
fied. Only if the senior bidder is found not quali-
fied.will the evaluator consider the next senior
bidder’s qualifications. No comparisonof quali-
fications among bidders for a position is
permitted. Appropriate documentation, including
Forms 1796-A (if completed). Forms 1717, the
posting,and written statements(if obtained)must
be maintainedwith employeebidding records (see
hem #20of the ELM appendix).

527.3BestQualifiedPositions

527.31 General. Qualifications determine the rel-
ative standingfor selection-of career employees
who are eligible to apply for suchpositionsbased
on the .collective bargaining-unit agreements.Of
those applicants who meet all of the require-
merits, the applicantwttG is fsund to heCite best
qualified on the basis of total qualifications will
be selected.This determination is made on the
basis of a comparison of total qualifications
among applicantsfor the position.

527.32 Documentation.Form 1796-B,Qualifica-
tions Rating Sheetfor BestQualified Positions, is
used as documentation for the initial determina-
tion of qualifications. (See Exhibit 527.32.) (It
doesnot document the entire selection process.)
The review committee or. in the absenceof a
review committee, the selecting official must
complete oneform for each applicant.More in-
formation on this form is covered in 527.36.Any
notesmadeby individual review committeemem-
bers to assist in evaluating applicants are consid-
ered the members’ own property and not records
of the USPS. Such notesmay be discussedonly
among other committee members: they must not
be circulated. nor are they to be included in the
vacancy file.
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527.33SelectIngOfficial. - For filling -best quali--

lied positions, the selecting official is normally
- - the supervisor or managerwith the vacancy.

Bargaining-unit employeesserving as acting su-
pervisors mustnot serveas selectingofficials.The
selectingofficial hasa numberof options with
regard to the review committeeand interviews.
Theseoptions are explained in the following sec-
tions. If recommendationsare made to the select-
ing official from a review committee, the
selectingofficial may have accessto all informa-
tion used by the review committee, including
completed- Forms 1796-B.-This- does--notinclude
personalnotesmade by individual review com-
mittee members to assistin evaluating candidates.

527.34Evaluating Qualifications

527.341 Procedures. Applicants are required to
describetheir qualifications in writing. (seeHand-

- book EL-303. 152.2). Form991 may be used for
this purpose.The installation head may set a
policy on whether to obtain supervisoryevalu-
ations on Form 991. The policy should pertain
equally to all best qualified positions in the in-
stallation. The qualifications of all applicants are
compared to the requirements of the position as
statedon the vacancyannouncement. At a mini-
mum, review committees and selecting officials

must review the employees’written statementsof
qualifications. The employees’ OFFs and other

official USPSrecords may be reviewed. It is rec-
ommended that the selecting official review the
OPF of the personto be selectedbefore finaliz-
ing the selection. All information u~edin making
decisions regarding applicants ittust bE pertinent
to the vacant position.

527.342 Obligationsof Applicants. Applicants for
best qualified positions must demonstrate. -that
they meet or exceed the requirements of the
position through their written statements.Ap-
plicants must addresseach of the requirements
listed on the qualificationstandardor posting. If
the posting indicates that there are desirable
qualificationsfor the position, applicants should
also addressthese in their written statements.
Applicantsmustturn their written statementsinto
the designatedoffice by the posteddeadline.

527343 Use of ReviewCommittee. The selecting
official can choosewhether or not to useareview
committee. Normally, this decision ought to be
basedon the number of applicantsand the time
available to the selecting official to review the

applications: The selecting offidel’ .may also
chooseto have the review committeemakethe
determinationof the best qualified applicant. In
this case,the review committee- does not make
recommendationsto the selectingofficial.

527344 ReviewCommitteeFunctions. The func-
tion of the review committee is to evaluatethe
applicants’qualifications.Reviewcommitteesmay-

also interview applicants (see 527.35). Normally.
the review committeewill make recommendations
to the selectingofficial on the best qualified ap-
plicants.If the review committeewishesto clarify
specific information contained in written state-
ments, the committeemay contactthe applicant,
or an appropriate manager or supervisor,to ob-
tain clarification of the specific items.

527345ReviewCommitteeStructure. The installa-
tion head is responsiblefor designatingreview
committee members.This responsibility may be
delegatedto the Human Resourcesfunction. All
committee members must be nonbargaining em-
ployees. In large field offices, the review commit-
tee will normally consist of two nonbargaining
employees from the functional area of the va-
cancy and one from outside the functional area.
(Note: This may not be possible in small field
officesor headquarters’ facilities.) At least one of
the committee members must be a minority or
female. The Division Field Director. Human Re-
sources (or corresponding person for the head-
quarters’ facilities). may authorize exceptionsto
this rule in individual cases if the installation
head is unable to locate- a minority or female
employee to serve on the committee. If the re-
view cothmittee is to make recommendationsto
the selectingofficial, this official must not be a
member of the review committee. -However,if the
selecting official has chosen to have the review
committee determinethe best qualified applicant.
the selecting official may also chooseto be a
member of the committee. In this case, the in-
stallationhead,or Human Resourcesdesignee,is
still responsible for designating the other two
members of the committee.The review commit-
tee must elect a chairpersonwho is responsible
for completing Forms 1796-B and performing
any other necessaryadministrative duties.

527314 RevIew CommitteeProcedures. Review
committee proceduresfollow the principles of
independent work followed by consensus
decision-making.Specific stepsare as follows:
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a. Eachcommitteemembershould irsdepen-
dently determineif the applicantshave demon-
stratedeachrequirement.

b. Members should discuss their decisions
and arrive at a consensusfor eachrequirement
for eachapplicant.

c. The committeechairpersonmust complete
Form 1796-B through column B basedon this
consensusfor each applicant. Applicants found
not qualified at this stageareremovedfrom fur-
ther consideration for this vacancy. For those
applicantswho are not qualified, the chairperson
completes column D and section5, and obtains
signaturesfor section6 of Form 1796-B.

d For those applicantswho are qualified,
review committee membersshould then indepen-
dently determine the level of demonstrationof
eachrequirementby eachapplicant

e. Members should discusstheir decisions
and,again,arrive at a consensuson the level of
demonstration of each requirement by each ap-
plicant.

f. The chairpersoncompletes,and all mem-
bers sign, Form 1796-B on eachapplicant.

g. If the review committee conducts
interviews, it will selectapplicants based on the
highestpoint totalson Form1796-B. (There is no
setminimum or maximum number to interview.)
Applicantswho are tied in point totals must be
treatedthe same;-either they are all in’terviewed
or none of them are. Note: Applicants found not
qualified mustnot be interviewed.

h. If thereviewcommitteemakesrecommen-
dations to the selecting official, but does not
inter~ew,approximatelythree to five applicants
(there is no setminimum or maximum number)
will be recommendedbasedon the highestpoint
totalson Form 1796-B. Applicants who are tied
in point totals must be treatedthe same;either
they are all recommendedor none of them are.
The -review committee must preparea signed
memorandumto the selectingofficial indicating,
in alphabeticalorder, the namesof the recom-
mendedapplicants.

L If the review committee interviews and
makesrecommendationsto the selectingofficial,
approximately threeto five applicants(thçre is no
setminimum or maximum number) will be rec-
ommended.Thereis no formal methodfor incor-
poratingthe resultsof the interview (see527.35).
The review committee must recommend only

thoseapplicantswho best meetthe requirements
of the position basedon the point totals from
Form 1796-B, the interview, andanyother per-
tinent information reviewed during the evalua-
tion. The review committee must preparea
signed memorandumto the selectingofficial in-
dicating, in alphabeticalorder, the namesof the
recommendedapplicants.

j. If the selectingofficial wishes the review
committeeto determinewho is thebest qualified
applicant, then thereare no recommendationsto
theselectingofficial. In this case,the reviewcom-
mittee must interview. The review committeede-
termineswho is the bestqualified applicant based
on the point totals from Form 1796-B,the inter-
view, any other pertinent information reviewed
during the evaluation, and considerationof desir-
able qualifications,if any. The review committee
must prepare a signed memorandumto the Di-
rector of Human Resources(or corresponding
person in headquarters’facilities) indicating the
names of the best qualified applicant and two
alternates(in rank order).

521.35 Interviews. The purposeof the interview
is to provide a further basis for comparing the
qualifications of applicants. Either the selecting
official or the review committee must conduct
interviews; but both may conduct interviews.
Whoever conducts interviews must do so after
Form 1796-B has been completed.No documen-
tation is required. The review committee must
reach consensuson how the outcomeof the inter-
view will be combined with the point totals from
Form 1796-B and with other pertinentinforma-
tion reviewedto reachfinal recommendationsor
final determinationof the bestqualifiedapplicant

Note Postal Data Center officials are reminded
that the collective bargaining-unitagreementfor
the datacenterscontainslanguageconcerningthe
useof interviews.

52736Useof Form 1796-B -

52736! GeneraL Form 1796-B servestwo pur-
posec first, to documentif the applicantsdem-
onstratedthat they meet all of the requirements
of the position;andsecond,for those who did, to
document the level of their qualifications.Form
1796-B doesnot serve as documentationfor the
interview. See Exhibit 527.361, Flow Chart of
BestQualified SelectionProcess.
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527342 ColuaurA, IdendflcatloRofReqadremen~
In thiscolumn, the reviewcommitteeor selecting
official lists all of the requirementsfor the posi-
tion. On the form, the requirementsare divided
into threeareas

a. Examinationrequirements.
b. Physicalanddriving requirements.
C. Knowledge, skills, and abilities (someof

which may be in B.elementformat), experience,
andother requirements.Note~If desirablequali-
fications are listed on the qualification standard,
do not list theseasrequirements.(See527.37for
instructionsrelatedto desirablequalifications.)

527363 ColumnB, Demonstration. In order to
complete this column, the review committeede-
termineswhether or not the applicant has dem-
onstratedeach requirement.The materialsusedas
a basis for evaluatingall requirementsare those
found in the applicant’s OPF or other official
USPS records, including the descriptionof the
applicant’squalifications. If an applicant doesnot
meetall of the requirements(i.e.. if the evaluator
checked No under Demonstratedfor any require-
ment), the applicant is not qualified. In this case,
it is not necessaryto completecolumn C.

Note: If applicants fail a required examination,
theyare not qualified; therefore, it is not neces-
sary to evaluateother requirementsfor them.
Applicants who do not have a required license
(i.e., OF.346)at the time of the evaluationmay
still be considered further and awardedthe posi-
tion pendingobtainingthe governmentlicense for
the appropriatetypeof vehicle.

527364 ColumnC, Points. Complete this column
for those applicants only who meet all of the
position requirements(as establishedby column
B). In this column, the review committeeor se-
lectingofficial assignspoints to indicatethe level
at which the applicant hasdemonstratedposses-
sion of the necessaryqualifications.No pointsare
assignedfor driving or physicalrequirements.

527365Column D, MeasurementsUsed. For each
requirement,the review committeeor selecting
official mustindicatebriefly howthedecisionwas

made.Thesestatementsneednot includeafi facts
considered.

527366SectIon4, ScoreCalculation. Instructions
on the form indicate how to determine the total
points. The points in colwnnn C are totalled,
thenaveraged,and multiplied by 20. The maxi-
mum points that can be earnedfrom the evalu-
ation is 100. The examinationscore (if any) is
then added to this to obtain the grand total of
points.

527367SectionS,Finding. This sectionsumma-
rizes the results of the evaluation of the ap-
plicant’squalifications.

527.37 Desirable Qualifications, If desirable
qualifications are identified on the qualification
standard,the selectingofficial, or review commit-
tee (if it makes the selection),will considerthem
in the final phaseof the selectionprocessfollow-
ing completionof Form 1796-B. Desirablequali-
ficationsmaybe addressedin the interview. If the
reviewcommittee is making recommendations,it
must not consider desirablequalifications when
determining whom to recommendto theselecting
official.

527.38Selection. Selectionfor the position will
be based on total qualificationsconsideringthe
point totals on Forms 1796-B, the results of the
interview, desirable qualifications (if any), and
any other pertinent information reviewed during
the evaluation.The personneloffice mustmain-
tain in the vacancyfile full documentationsup-
porting the decision.This includes a copy of the
posting, the qualification standard, applications,
Forms 1796-B, a list of review committeemem-
bers, andthe nameof the selectingofficial.

527.4 SelectionOversight The installationhead
is responsiblefor ensuringthat committee mem-
bers andselectingofficials for best qualifiedposi-
tions, and evaluators for senior qualified
positions, know their responsibilities and the
principles of selection. it is recommendedthat
large field offices place a Human Resources
nonbargainingpersonon the review committee
for bestqualified positionsto ensurethat proper
proceduresand principles of selection are fol-
lowed.
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