Mechanized Staffing Request- Checklist
Maintenance Division- Washington D.C
Date: _______________

Location: ____________________

Please provide us with the reason(s) you are requesting a staffing review,
remember to verify your documents, and also provide the following
information:
1. Have you created a Discrepancy List by reviewing your package and making a list of all of
the items you find to be incorrect?
2. Have you verified the number of tour operations and “Number of days equipment runs per
week” (Automation only)? If there are differences, have they been listed on the Discrepancy
list?
3. Have you verified your inventory and compared it to your 2A, 2B and 2C Forms and
Worksheets?

Please verify that you have the following forms for your Mechanized
Package:
1. 2A Forms- Did you verify all minor equipment is accounted for and listed? If not, what are the
corrections?

2. 2B Forms- Did you verify the total count for each Major Mail Processing equipment type
listed? Is it correct? If not, what are the corrections?

3. Equipment Worksheets - Are all equipment or machines of that type listed on the worksheets?
If not, what are the corrections? Is the configuration correct for that item? (i.e. how many
keying or induction stations, bins or stackers, or computers?) Are the “tours” and “days per
week” that the equipment is used correct on the Equipments’ Worksheet?

4. 2C Forms- Is any equipment not included on the 2A and 2B listed on 2C? If not, what’s
missing? Are there local routes or special conditions specific to your office that are missing? If
yes, what is missing?

Additional Questions:
1) Do you have lead acid batteries in Forklifts, Tugs, Pallet movers, etc. used in Mail Process
Equipment? If so, how many cells? (For example a 24 volt battery will have 12 cells)

2) Are your employees required to travel to other Post Offices to work? If so, is the travel time
accounted for and correct on the EMARS report or the 2C form?

3) Are you doing NDCBU and PO Box maintenance? If so, are the times on the EMARS report or
the 2C form correct?

Please request the following important forms from your Maintenance
Manager, Supervisor or Control Clerk:
1. An End of Run Report must cover a 12 month period; the reports are:
(Machine Operational Performance or Machine Summary Report)
2. The EMARS Plant Maintenance Cost Summary by Acronym report
Note: The report must cover a one-year time frame (the previous 12 months are needed;
the report does not have to start in accounting period one).

Steps to getting an EMARS report:
1) Manager
2) Performance
3) Acronym (start search with AAA, ending with ZSSP)
4) There are two reports. Get the “Automation” report, not the “All Acronyms” report.
The attached file is a sample report of what it should look like.

These questions were completed by:

Name: ___________________________ Title: _________________________
Contact Information:
Phone: ___________________________
Email: ___________________________

