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UNITED STATES POSTAL SERVICE 
475 L'Enfant Plaza, SN 

Washington, DC 20260 
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A?WU 
CLER:C Dl'i/lSiON 

Mr. Jaaes Connors 
Assistant Director 
Clerk Craft Division 
Allerican Postal Workers 

Union, AP'L-CIO 
1300 L Street, N.W. 
Washington, o.c. 20005-4107 

Dear Mr. Connors: 

September 21, 1988 

Re: 

ARTICtE 19 
SECTION f ... / I 
sueJrcr ________ ~ 
J/4 C IS 7'.41$-5 

Class Action 
Amarillo, TX 79120 
D7C-3T-C 3656 

On September 20, 1988, we aet to discuss the above-captioned 
grievance at the fourth ste~ of our contr~ctual grievance 
procedure. _ _ ___ __ _ 

The ~ssue in this grievan·ce i nvolves an ' information reques t 
pertaining to •new hire• regi sters. · -

lo l ' ' 

After reviewing this aatte~ ~-··ve· autually agreed that no 
national interpretive issue ls fairly presented.in ·this case. 
We further agreed that this was a local issue suitable for 
regional deter ination based upon application of the P-11, 
part 251.1, to the · specific fact · circumstances. , . 

' . • u • ~ .); ,' '. ;....:. ,, • - .:J1 - :,,,. ' ~ " •, 'II 
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Acc~rdingly, we agreed to reaand:this c~s~ to the' part ies ·at 
Step 3 for further processing, in~luding a rbitration i f · 

ne~~~~ ~a r~~' ,,, .~-. ·, · .~ " ~l-~ ~;,:,~_)·.:i·.~),-\.//:· :<~·;,(;~~-~~~;_,._~/;:~<~ ~;.~~:~~:~·i 
Please sign and return the enclos ed copy .of this lette~ ~as . 
your acknowledg•ent of· agreement to remand this case. ·:-,~-.- : , 

·• iJ J , - I '- ' • • , • ~' ' \,-· ·.::. ! i ·; 

Samuel M. Pu crano · 
Gr~evance, Arbitration 

Division 

-' 1,·;· i'-:- .: . .... , ... _ 
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mes Connors · ,_, --., ;·:;::.,, !.;;~ , (: ; .. ; ., :---. • _ .. . : 

Assistant Director 
Clerk Craft Division·t-i,.; r-- .:l . , ~ ,:_ 

American Postal Workers 
·Union, AFL-CIO 



250 Registers 

251 introduction 

251 .1 AHpons!bllNy 

Th• appointi.ag officer (or M~. under the ~ Eligibili• 
ty Register concept) iJ m pon.s1ble for the maint~ ce of 
registm for positions to be rilled in lllc in~u.llauon (or 
group o( area insa.lll tions ). This section is conet;tUed 
primarily with positio~ wh.ich are filled ~oug.h entnnce 
cuminatiom.. There is a separate reg1ner for euh 
euminetioa. 

251.2 Conftdlm1allty 

.21 Register,., ~ worbbects. applications. a.nd 
other related materia.ls a.re restricted records. Ca.re mwt 
be taken lO protect them from inspection by un.aulhoriz.cd 
penon.s. They may not be i~ted by eligibles. Autho­
riud PfflOD.S (e.g. audit team members, higher ma.n.l.!e· 
ment, or EEO coun.s.elors and investigators) may review 
~ten and hiring worksheets on a need-to-le.now basis.. 
Copies of rep.st.er cards or hiring w<;>rk.sh~tS may not be 
made available unless depenouali.ud (1.e .. n.ames of 
eliglbles m: obliten.t.ed) except for management audit of 
hiring practices. 

.22 Eligibles or their authorized representatives 
may be givCD the following information. in response to a 
written, inquiry: 

a.· · The approximate number of eligibles ahead o( 

them on the hiring register, 

b. The number of eligibles expected to be employed 
during a specific time frame (e.g., wil.h.i.n the next ~ 
months>, and 

c. Wbethcr the eligible's prospe-c:ts for appointment 
are good. fair or wifavon ble. · : 

.23 The information can be provided ba.,ed on the 
pa.st and/or C'WTCXlt hiring o.eeds of the irutallatiou md 
the aumbcr of anticipated vac:a.nc:ies to be filled in I.be · 
near f'unu-e.. lf the examination is open or scheduled for 
op,euing when the inquiries .ire m.ade. I.he eligibles should 
be notified wben applicaoon.s will ?C accepted a.nd of .I.be 
opponunitv to recompetc ill order to improve a pa.ui.ng '' · 
score.. Eligibles should a.I.so be advised !lat although their 
iiamcs m.av be reached on the rcsoster for em.oloyment 
consideration. this is not a guarantee they will be sc!ed ed 1 · 
fora.ppointmenL . " .. :._ .. :c, .... , . . : ~:.>.~ :;,~-· .• ,·:: 

251.3 Retention of Reglstiltn ,·: :,, ·., [ i:, i.i:: ... ~ :'. -.. 

.31 Are.a eligibility registers will be maintained by 
the sectional center office. A CAG A-J installauon which 
has not been included in a.n AER will normallv maintain 
its own entrance registers.. Regutcrs a.re rcwned ·ror 5 
ye.an a.nd at the appropriate Feder3.1 Records Center 
(FRC) for an addition.al 5 vcars. If 001 forwardc;d 10 the 
FRC. retain reg,..sten locally for IQ y~ . / -· · '.':·:~ 

P..11, TL-a, 2-1-83 ;;. . : .· ·, -~ ·.1 ., i :.-s J '.) ,> -': · • -~ -., · 
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.32 wctivc register cards will be ma.inwned for S 
ye.an from I.be wt day of the wend.at ~ (Decembf . 
31) in tvb.ich the individua.J·s eligibility expired.. a.nd a.t th 
appropri.att Fedenl Records Center for a.n additioo.al , 
yurs. Sec A.SM Exhibit 3,1.613 (or the FRC add.rC$U$ 
and uus served. 

.33 lnactive register cuds are to be purged mn u.aJ. 
ly. Cuds for persons whose eligibility las been expired 
for j ye.an (w:ing December 31 of the previous yur a.s the 
cut otf date) are LO be removed from the inactive regis ter. 

.34 CAQ H-JC. offices an to forward purged ilac· 
tive ~tcr cuds to the MSC. The ~SC will include I.he 
cards with those of the MSC for tnnsm.ittal to the FRC. 
Sec ASM 351.6 for instructions on preparing shipments to­

the F'RC. 

251.4 Relat&d FUH 

..41 Appllcatlone for Employment. The postal 
inswla.tion (or AER MSC) maintaim a file o( applic:1-
tions for employment of cligible:i oo its n:gi.sters. The fi.le 
m,-y be unngcd alphabetically or by exarnioation in 
d~d.ing grade order to corrc:ipond with I.he ex.a.m.in.a­
tioa register. The applicatioD.'l are kc-pt for the life of the 
applianu' eligibility. They rray then be de.strayed in 
such a way that the apptica.tions a.nd related materials do 
not fall into unauthorized hands. (See 422.6 for excep­
tions.) 

A2 .AJpnebftlcaf ~. Tb~ e are two cards r,( 
ea.ch penon who has eligibility on the register: one is 
a.lplabetic.aJ and should be so rtlcd. Thu will serve as the 
local.Or file. Th~ numerica.l cards are filed a.s explained in 
~l. Locator cards .a.re maintained for 5 ye:in from the 

• la.st day of the calendar yur (December 31) in which the 
pcnon's eligibility expired. and are then sent to the 
appropriate FRC for a. further 5 year retention period. as 

· ouclinod in ~1.3. Locator cards an purged annually. 
Locator cards should be removed from the file for those 
digibles, whose numerical cards are purged from the 
in.active register. L.Dcator files m.ay be combined for all 
regi.ncn.. or kept separate for each register. u the 
iDsu.ll.atiouhead'soption. 

: .) .. , . :. '· "\ . 
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252 Arrangement of Reg1sters 

·m.1 ~· 
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The sectional .:enter or post.ii installation maintains a rc;'.15· 

ier card ( numericJ.J copy, .for e.:ich ,;:ligible. Cards are J.r· 

1'2ngcd by veteran preference and numenc:11 r.111ng. l5 indi­
cted in .25:?.:?. :-Jumerical n:gisicr cards JIC to b,: annocacci.! 
with the dace of receipt .:ind merged with e:tisting nume~..::il 
cards within 3 .work.ini days after receipt from :'>IT..i.C. 
Active regisier c:irds :ire riled numencally . lna,uve re;;: s1er 
cards may be riled numeric:illy or alphabet1c:.illy ..11 :he 
option o( che mstallauon ~e:iJ. \failing Jddrc~s..:~ may ~ 

entered on .. nu men_::/ -~g~s'.7r ~ar.ds ·,,:::. -.~ ( · 

~· ~: . .. : , .• .:. ;~ ~ .: -~ .. a)·. ;: .. . . ; '·. 
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