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UNITED STATES
‘ POSTAL SERVICE.

Carrier Cost Systems

Handbcook F-55 December 2019
Updated through SP Letter #1, FY20 Transmittal Letter
A_ Explanation. This handbook serves as both a training aid and reference guide for

Statistical Programs personnel at Postal Service Headquarters and at area and districts
offices, and for local Postal Service employees who conduct and support Carrier Cost
Systems (CCS) tests. The procedures contained in this handbook are part of the Postal
Service's continuing effort to improve data quality and productivity through benchmarking
and standardizing of best practices.

This edition of Handbook F-55 contains revisions that Statistical Programs has made
since the handbook’s previous publication in September 2018, including revisions to
management policies and procedures, and revisions issued in the following Statistical
Programs (SP) letters;

» SP Letter #1, FY 2019 (dated August 30, 2018).

o SP Letter #2, FY 2019 (dated November 28, 2018),

¢ SP Letter #4, FY 2019 (dated June 1, 2019).

e SP Letter #1, FY 2020 (dated September 4, 2019).

Availability. Copies are availabie for Postal Service employees on the Postal Service

PolicyNet Web site at http://biue.usps.gov: In the left-hand column under “Essential
Links,” click on PalicyNet, and then in the tabs across the top, click on HBKs,

Comments on Content. Address comments or questions regarding the content of this
handbook to the following address:

MANAGER OF STATISTICAL PROGRAMS
UNITED STATES POSTAL SERVICE

475 ENFANT PLZ SW RM 4912
WASHINGTON DC 20260-2808

Comments on Format. Address comments or questions regarding the language or
organization of this handbock to the following address:

BRAND AND POLICY

UNITED STATES POSTAL SERVICE
475 UENFANT PLZ SW RM 4646
WASHINGTON DC 20260-4646

Effective Date. This publication is effective December 1, 2019.

Steven R. Phelps
(A) Vice President, Pricing and Costing
Finance
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Exhibit 1-2.1
Cost Systems Measurement Process

The following sections explain the phases of the cost systems measurement process.

1-2.2 Survey Design and Implementation

In the survey design and implementation phase, HQ SP personnel develop and revise
the data collection methods for the cost systems. They decide the frequency of certain
tests, the number of sites tested, the type of information gathered, the procedures for
conducting the tests, and the time, manner, and method of data collection. In addition,
HQ SP personnel provide training for data collectors.

When designing a test, HQ SP uses established statistical methods to ensure the data’s
reliability. Principles behind these methods include the following:

a. Collecting data in either a census or a sample. (A census selects every item,
whereas a sample selects a smaller group for study.)

b. Using the same procedure to gather data, no matter who is conducting the test. This
method ensures that you do not interpret test questions differently, and that different
data collectors performing the same test under the same circumstances get the same
data.

c. Conducting pilot tests to try out the questions and procedures before using them to
gather data. These tests find and correct problems in the procedures that would lead
to inaccurate or unreliable data.

1-2.3 Data Collection

In the data collection phase, trained data collectors record data for the cost systems tests
on laptops. Data collectors count and record mail by product, shape, and other
characteristics and then transmit the data to the Computerized On-Site Date Entry
System (CODES) Web Base Unit (WBU) for analysis.

HQ SP writes test questions and procedures in a manner to gather all data in a way that
do not introduce error or bias. Thus, to ensure the data's reliability, you must follow the
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City Carrier Cost System

Qverview

During a CCCS test, you must count and record mail by class, subclass, and shape for a
randomly selected city route. The Postal Service uses the data to attribute city carrier
costs to various categories of mail and extra services.

Note: The Postal Service does not use the infoermation from the CCCS test to set work
standards or measure carrier performance. ’

Definitions

2-2.1

2-2.2
2-2.2.1

2-2.2.2

Definitions 7 ‘
The foliowing are terms related to the CCCS test and their definitions:

a. Direct bundle: All the mail in a bundle or container that is for one addressee, and that was
prepared by mail processing or the mailer rather than the test carrier. A direct bundle may
be a tray or tub of loose nonidentical or identical mailpieces to one addressee. Count
each direct bundle as one mailpiece.

Identical pieces: Mailpieces (often a large number} with the same characteristics.

¢. Pivoted route; A route in which the mail is split up {i.e., pivoted) and assigned to
multiple carriers. An entirely pivoted route is one in which the route is split up and
assigned to two or more carriers who are alsa delivering other routes. A partially
pivoted route is one in which the primary carrier is delivering a portion of the route
and parts of the route are split up to one or mare carriers.

d. Deviation parcel: A parcel-shaped mailpiece that cannot fit in the customer’s
receptacle (along with flats and letters). For special situations and examples, see the
section titled "Determining Shape” in Cify Carrier Cost System Reference Guide
{CCCS-RG), which is available on the CODES laptop or at
hitps.//blue.usps.goviinance/pricing/_pdf/statistical-programs/cces_rg-09162019.pdf.

Essential Personnel
Overview

You are to conduct the test with the help of the delivery supervisor, carrier, and
postmaster.

Data Collector

You must contact the delivery supervisor at least 1 day before the test to obtain the
information needed to complete the test. A sample letter to inform the postmaster of a
CCCS test appears in Exhibit 2-2.2.2. You must complete the following tasks to gather
the required information to complete the test:

a. Explain the test to essential personnel.

b. Upon receiving the sample selecticn file, verify the administrative information for the
selected route and make adjustments for any changes.

Locate the mail to sample.
Determine the random start number and skip interval.
e. Select mailpieces, and record counts under the proper class, subclass, and shape.




DRAFT Carrier Cost Systems

2-2.2.4 City Carrier

The city carrier must do the following:

a.
b.

Help identify mail to be sampled.
Isolate collected mail to be counted by the postmaster or designee.

2-2.2.5 Supervisor

The supervisor must do the following:

a.

© a o T

Determine whether the carrier is to receive overtime pay or auxiliary help because of
the test.

Help identify mail to be sampled.
Confirm the finance number, Cost Ascertainment Group {CAG), and route number.
Confirm administrative information for the route being tested.

Complete the postmaster’s sections of PS Form 28486 if the postmaster is not
available.

2-2.3 Required Materials

You must take the following materials to the test site:

a.

b
C.
d

m.

A CODES laptop computer with a fully charged battery pack.
An AC power pack with a power cord.
An extension cord with a three-prong safety.

An glectronic scale with a cable for a power source and a cable for computer
connecfions.

Note: The scale must be accurate to 0.1 cunce. To ensure accuracy, check the
balance and level the scale before each test.

A barcode scanner.

A copy of City Carrier Cost System Reference Guide (CCCS-RG), which is available
on the CODES laptop or at https:/blue.usps.gov/i nance/pncmg/_pdf/stat:st:ca!—
programs/cees_rg-09162019.pdf”

A copy of Handbook F-55's Chapter 2, “City Carrier Cost System.”
Statistical Programs policy letters.

A current sample file.

Paper and a pen or pencil.

Marking slips to identify test mail.

A tape measure.

PS Form 2846,

2-2.4 Procedures

You must perform the following tasks when conducting a CCCS test (for detailed
information, see the sections noted):

a.
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1. Prepare before the day of the test.
2. Complete and verify the Test Header.
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The first clerk arrives.

The first truck arrives,

The clerks begin to distribute mail to the routes.
The cartier is expected to arrive.

The Delivery Point Sequence (DPS) mail arrives.
The carrier is expected to leave.

e. Ask if there are any changes to the route information. If the test route is pivoted, or if
the test route carrier is delivering mail for a pivoted route, identify someone who can
isolate all of the deviation parcels for the test route. You must reschedule the test if
no one can identify all of the deviation parcels for the test route.

f. If applicable, explain the need to obtain End of Run (EOR) data for the following
columns on the EOR report (ask the supervisor to provide the data promptly):

wh W N

6.

Firm holdout (FIRM).

Change of Address {COA).

Nondelivery day (NDD).

Temporary Hold (TMP).

Window Cali (WIN). -
Delivery Point Sequence (DPS).

g. Ask whom to contact when you arrive at the facility.
2-3.3 Complete and Verify the Test Header

Enter administrative data on the Test Header screen on the day of the test. (For more
information, see the CCCS-RG.)

2-3.4 Communication on the Day of the Test

To avoid delaying the carrier, you must locate all mail being sampled and begin sampling
before the carrier arrives. As participants arrive, explain what each must do.

a. Upon your arrival, meet with the delivery supervisor or the person in charge, and do
the following: :

1.

2
3.
4

Explain the reason for the visit.

Explain the purpose of the test and address any concems.
Explain the supervisor's role and answer any questions,
Ask the supervisor to do the following:

a. Point out the carrier's case.

b. Provide you with the DPS EOR printout, if applicable.
¢. Determine if the carrier cases saturation mailing.
d

Fill out the postmaster's sections of PS Form 2846 if the postmastér is not
available.

e. Confirm whether or not the carrier of the route to be tested collates the FSS
mail.

b. When the carrier arrives, you are to do the following:

1.

Explain the following:

a. That the test is not used to measure carrier performance or set work
standards.

Handbook F-55 DRAFT, Updated through SP#1, FY20, December 2019 8
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The test facility may distribute mail to the carrier at times other than when dispatches
arrive. Because of differing arrival times, some mail in the sample may not be available
when you start the test, so perform the following tasks:

a. Sample mail as it becomes available.
b. Work with office personnel to identify all mail in the sample.
c. Sampie the mail before it is cased, if possible.

2-4.2 Mail Included in the Test

Include all test route mail that goes out for delivery during the test window, including the
following types of mail:

a. Mail that the carrier has made previous attempts to deliver.

b. P.M. mail that goes out for delivery on the test day (by the same carrier or another
carrier).

Nofe: If afternoon sampling is not possible, then abtain from Operations at the station
the Scanner ID that was used for mail delivery and the missed volume. Enter the
information from the Scanner ID into the CODES software comment field and notify
the MFPC, who must submit the information in the Anomaly Log.

c. Any mail not brought to the case, including parcels and DPS, drop-shipped (which
the carrier may pick up on the way to the street), accountable, postage-due, and hot
case mail.

d. Misthrown mail for this test route that other carriers bring to the case.

e. Any mail for this test route that is handed off or pivoted (either partially or entirely) to
other routes.

f. Commingled pieces of vacation hold, business closed, or missent, misthrown, or
missorted letters and flats. Because you are sampling mail from both the letter-
shaped and flat-shaped mailstreams before it is cased, the sample includes
commingled pieces of vacation hold, business closed, or missent, misthrown, or
missorted letters and flats. Although you might test this mail on more than one route
this is a case in which it is acceptable to have a potential for double counting.

Office personnel must verify that each tray, tub, and carrier route bundle is for the
selected route and goes out for delivery on the test day.

2-4.3 Mail Excluded From the Test
Exclude the following types of mail from the test:

a. Easily isolatable vacation hold and business closed mail that will not go out for
delivery on the test day.

b. Mail that has been distributed to the carrier route but that will not go out for delivery
on the test day.

c. Priority Mail Express items, Priority Mail items, and late-arriving parcels when the
carrier delivering the mail clocks to LDC 23.

d. Any mail handed off from other routes or pivoted to the test route.
e. DPS mail if the Test Type in the CODES software is D00 or DC2.
2-4.4 Examples of Included and Excluded Mail

The following examples help illustrate when to include or exclude mail from a test;

Example 1: Carrier-route bundles of USPS Marketing Mail {previously Standard Mail) are
distributed to the carrier's case on Tuesday for delivery on Wednesday. Exclude this mail

Handbook F-55 DRAFT, Updated through SP#1, FY20, December 2019 10
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interval of 10 and you select a First-Class Mail letter that includes Certified Mail service
— record this mailpiece as any other selected from the tray.

2-4.6 Select the Mailpieces
2-4.6.1 Overview

The CODES scftware provides the random start number for you, Then you must perform
the tasks described in the following sections.

2-4.6.2 Non-DPS and Non-Parcel Mailpieces
2-4.6.2.1 General Procedures
Select mailpieces as follows:

a. Count the pieces sequentially until reaching the start number. Set that piece aside for
recording. Thereafter, select every x piece (where x is the mailpiece skip interval).

b. Keep track of the number of pieces remaining after the last selected piece from a
tray, tub, or bundle of mail. Write the number on the Test Schedule or Header Sheet,
which you may print from the CODES WBLU.

c. Use this number to continue counting the mailpieces in the next tray, tub, or bundle.

Example: Suppose the CODES laptop displays a start number of 6 and a skip interval of
10 — select and set aside for recording mailpieces 6, 16, 26, etc. Suppose the tray
originally had 99 pieces, and as you near the end of the tray, you select mailpiece 96 and
notice that there are three pieces remaining — write the number “3" on the Test Schedule
or Header Sheet. In the next tray, count the first mailpiece as 4, and continue counting
the subsequent pieces until you reach the skip interval of 10. In this case, the first piece
you select in the second fray is mailpiece 7.

Exception: Sample all mail that was cased before your arrival. Use the skip interval as
explained in 2-4.5. If the carrier is still casing mail, sample the mail in the case first, and
then sample the uncased mail. After you sample the uncased mail, the carrier may
proceed with casing the mail.

2-4.6.3 DPS Mailpieces

If the Select Test screen in the CODES software lists the Test Type as D00 or D02,
exclude the DPS mail from the sample.

Otherwise, handle DPS mail as follows:
a. Keep selected pieces of DPS mail separate from the other selected mailpieces.

b. Unless the carrier agrees otherwise, keep DPS mail in its original order.

¢. Select the sample mailpieces according to the random start number and the skip
intervai. (You may want to mark the place of each selected mailpiece in the tray by
turning the mailpiece that follows it on its end.}

d. Record the selected mailpieces individually.
e. Return each mailpiece to its place in the tray before recording the next one.
2-4.6.4 DPS Container Subsampling

Changes in mail processing and delivery operations over the past few years have limited
the testing window for sampling a carrier's mail. Consequently, HQ SP developed an
option for you to sample late-arriving DPS mail by randomly selecting only one or two
trays. You must use this option only as a last resort to minimize carrier delay, and you
must use the lowest possible skip interval to sample mail.

Nofte: This DPS Container Skip option is applicable only to DPS mail.

Handbook F-55 DRAFT, Updated through SP#1, FY20, December 2019 12
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For more information on recording parcels, see the section titled "Determining Shape” in

the CCCS Reference Guide, which is available on the CODES laptop or at
hitps//blue.usps.goviinance/pricing/_pdf/statistical-programs/cccs_rg-09162019.pdf.

2-5 Record Selected Mail

2-5.1

2-62

2-5.3

2-54

2-5.5

Overview

For the pieces selected, determine and record class, subclass, shape, piece count, and
other characteristics.

Mail Class and Subclass

The Postal Service determines mail class by the weight and content of the mailpiece and
by the service provided. See the CCCS-RG for a detailed explanation.

Note: For direct bundles, record the class and subclass of the top plece of mail. Each
direct bundie is counted as one maiipiece.

To help identify all First-Class Mail products, it is necessary to collect indicia information
for alt First-Class Mail shapes. Group and enter First-Class Mail letters and flats by
indicia type. When selecting the Indicia in the CODES software, select the first applicable
option.

Shape

The Postal Service determines shape based on mail specifications in Mailing Sfandards
of the United States Postal Service, Domestic Mail Manual (DMM). For more information
on recording shape, see the CCCS-RG.

Count Mailpieces

Enter the mail count of selected mailpieces — the mail count is “1” when you record
mailpieces individually, and it is greater than “1" when you group mailpieces together.
You may group the following types of mailpieces:

a. Nonaccountable letters and flats that are identical in shape, endorsements, and all
other characteristics.

b. Parcels that are identical and destined for multiple deliveries on a tested route, such
as Enhanced Carrier Route Walk Sequence Saturation (ECRWSS) parcels or Bound
Printed Matter telephone books.

Note the following requirements:
a. To group mailpieces, you must select them using the same mailpiece skip interval.

b. If parcels are not identical, you must recorded them individually. When you enter a
parcel count greater than “1,” the Parcef Count waming screen appears.

After you enter the count, the data entry software flags unusual combinations of
mailpiece characteristics. Verify that you correctly entered the characteristics (including
class, subclass, and shape) and the count. For unusual combinations, enter a comment
that describes the unusual combination and count,

Scanning

When grouping flats or any other mailpieces, group anly identical mailpieces, including
endorsements. For these groups, follow the endorsement grouping in the software
question.

When scanning one barcode, scan any ocne mailpiece barcode since the mailpieces are
identical. You are not limited to scanning only one mailpiece; however, you are allowed to
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b. Complete Section 1.

c. Obtain the test ID and city route humber from the Test Schedule or Test Header
screen, and enter it in Section A.

d. Give the form to the postmaster or designee, who completes Sections 2 and 3.
Postmaster — Sections 2 and 3
Collection Volume for Pivoted Routes

To avoid double counting collection volume for pivoted routes, adhere to the foliowing
rules for the test route:

a. If entirely pivoted to another route, record the collection volume as Zero Volume.

b. If partially pivoted to other routes, record the collection volume, including the collection
mail from the receiving routes or carriers that are only delivering test route mail.

c. If receiving mail from a pivoted route, record all the collection votume, including
collection mail from the received pivoted route portion.

Example 1: A facility has 3 city letter routes — routes A, B, and C. On the day of the test,
the regular carrier for route A is Unavailable and route A is split evenly between routes B
and C (the route is entirely pivoted). If the CCCS test is on route A, the collection portion
{PS Form 2846) is a Zero Volume test, If the CCCS test is on route B, include ali of the
mait collected by that route B carrier on that day including the collected mail from the
pivoted route A portion.

Example 2: A facility has 3 city letter routes — routes A, B, and C. On the day of the test,
the regular carrier is available but the route is overburdened. Part of route A is pivoted to
route B, (the route is partially pivoted). If the CCCS test is on route A, record the mail
brought back to the office by that regular route A carrier for their portion of route A. If the
CCCS test is on route B, include all of the mail brought back te the office by that route B
carrier on that day, including the collected mail from the pivoted route A portion.

Section 2
The postmaster or designee must complete Section 2 as follows:
a. Complete Section 2 after the carrier returns from delivering and collecting the maii.
b. Have the carrier separate the mail into three tubs:
1. One for online requests for Package Pickup.
2. One for blue collection box mail,

3. One for customer outgoing mail, missorted mail, and mail brought back to the
Post Office.

c. After counting the mail, follow the instructions on the form to determine the class and
shape categories.

d. Use the destinating address te determine if the mail is domestic or international.
Section 3

You must explain to the postmaster or desighee how to record collected mail on PS Form
2848.

The postmaster or designee must do the foilowing:

a. Record franked mail and penalty mail from U.S. Government agencies based on the
service provided.
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2-8.2 Sampling Units

CCCS uses extracts from the Address Management System (AMS) as a sampling frame
for letter routes. However, AMS does not identify all SPRs. City carriers indicate a route
number when clocking to LDC 23 operations. HQ SP creates the sampling frame for
testing SPRs using the carriet’s clock rings from recent Time and Attendance Collection
System {TACS) records. The sampling unit for testing SPRs is the 6-digit TACS route
number (for each finance number) for the day of the test. You must record administrative
and mailpiece data for all city carriers (sometimes two or more) clocked to the sampted
route number (LDC 23 operations only) on the test day.

Note: Although SPRs are identified in the CCCS sample file by the leading “S” in the
route number (for example, “$199"), the route number in TACS does not have the “S.”
Statistical Programs adds the “S” to differentiate between letter routes (beginning with a
“C"y and SPRs. When looking at TACS reports, the route number that CCCS uses is the
last three digits of the “Route” field. The second and third digits of the TACS route
number usually correspond to the last two digits of the ZIP Code,
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g. Complete Section A of PS Form 2848, Rural Carrier Route Mail Acceptance Data.
See 3-9 for instructions for completing this form. A copy of PS Form 2848 is available
at hitp://blue.usps.goviormmgmitforms/ps2848.pdf. '

h. Review the instructions with the postmaster or designee:

1. Explain how to count and record mail on this form, and indicate the sections that
the postmaster must complete.

2. Tell the postmaster to submit the form by using the address or fax number
specified in Section A.

i. After receiving the submitted PS Form 2848 from the postmaster, review the form for
completeness and accuracy,

Exhibit 3-2.2.2
Sample Letter to Inform Postmaster of an RCCS Test

UNITED STATES POSTAL SERVICE
315 DISTRICT RD
ANY DISTRICT, ST 999999908

DATE: December 21, YYYY

TO: POSTMASTER JONES
US POSTAL SERVICE
1T19WATH ST
APPLETON CITY MO 64724-9998

SUBJECT: Rural Carrier Cost System (RCCS) Quarter (1, 2, 3, 4 as appropriate)

Attached is a schedule of Rural Carrier route tests to be taken at your office during Quarter ___.

A data collector from the Statistical Programs unit wili contact you one or two days before each scheduled test to
explain the test, and clarify the help and information required to complete the test. At that fime, the data collector
will also ask to speak to the rural carrier, and the carrier’s supervisor, to obtain information about the route, mail
arrival times and personnel working with the mait. On the test date, the data collector will arrive approximately one
hour prior to the rural cartier's arrival to begin sampling the mail. The data collector will interfere as little as
possible with the work of the rural carvier.

The data collector may ask the rural carrier for some minor assistance while conducting the test — for example,
identifying mail for the route. The National Rural Letter Carriers’ Association Union is aware of these tests.

This test could possibly delay the rural carrier. The rural carrier will be compensated for any delay at the rural
carrier’s average pay rate. The data collector will ask both the rural carrier and you to sign PS Form 2847 to cover
any additional time required by the test.

You will be asked to participate in the rural carrier test which should require only a few minutes. When the rural
carrier returns from the route, you will need to record information about the mail collected on the test route, on the
test day. Please inform the rural carrier of the route selected for the test.

Your cooperation and assistance are appreciated.

John Doe
Manager, Finance

Attachment

3-2.2.3 Postmaster

The postmaster must do the following:
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PS Form 2847,
PS Form 2848.

3-2.4 Procedures

You must perform the following tasks when conducting an RCCS test (for detailed
information, see the sections noted):

a.

f.

g.

Prepare for the test (see 3-3):

1. Prepare before the day of the test.

2. Complete and verify the Test Header.

3. Communication on the day of the test.
Identify and select mail to be sampled (see 3-4}):
Mail included in the test.

Mail excluded from the test.

Examples of included and excluded mail.

Select the skip interval.

ok w2

Select the mailpieces.

Record selected mail {see 3-5):

1. Mail class and subclass.

2. Compensation category.

3. Shape.

4, Count the mailpieces.

Finalize the test (see 3-6):

1. Review the data and administrative information.
2. Determine the time required to complete the test.
Conduct the RCCS test by telephone when appropriate {see 3-7):
1. Requirements. '

2. Procedures.

Complete PS Form 2847 (see 3-8).

Complete PS Form 2848 (see 3-9):

3-3 Prepare for the Test

3-3.1 Overview

Careful preparation is necessary to ensure that you conduct the test efficiently and that
the results are accurate.

3-3.2 Prepare Before the Day of the Test
3-3.2.1 Overview

Before the day of the test, you must do the following:
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Change of Address (COA).
Nondelivery day {NDD).
Temporary Hold {TMP).
Window Call (WIN).

6. Delivery Point Sequence (DPS).

o kLN
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h. Explain what mail is being sampled. (See 3-4 for a detailed explanation of the mail to

he sampled on the day of the test.)

i. Ask whom to contact when you arrive at the facility.

Exhibit 3-3.2.2
Completed Sample of PS Form 4241-A, Rural Route Evaluation
o, NATIONAL COUNT . .25. .
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- Haet trpoyee | Cogy | o Ry nsa] teme |t Ropeilost | Provced O
K801 Keev | E 4828
e A A o e . o e s it s et

PS5 Form 4241-A, Friumury 910

3-3.3 Complete and Verify the Test Header

CARRIERS ROUTE BOOK-4

For selected rural routes that have intermediate routes, enter administrative data on the
Test Header screen on the day before the test. (For more information, see the RCCS-

RG)

For all other tests, enter administrative data on the Test Header screen at the test site on
the morning of the test. Review PS Form 4241-A at the Post Office to verify header

information. {The form is shown in Exhibit 3-3.2.2.)

3-3.4 Communication on the Day of the Test

To avoid delaying the carrier, you must locate all mail being sampled and begin sampling
before the carrier arrives. As participants arrive, explain what each must do:
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Explain the test and the role of each participant.

2. Explain that, if you had to complete PS Form 2847, the carrier and postmaster
must sign the form, and that the postmaster must mail it {o the address on the
form. See 3-8 for instructions for completing this form. A copy of PS Form 2847 is
available at hitp:/blue.usps.govformmgmtforms/ps2847 pdf.

3. Explain that the you completes Section A of PS Form 2848, and that the
postmaster or designee completes Sections B and C after the carrier returns
from the route. You also do the following:

a. Highlight each section that the postmaster or designee must complete.
b. Explain what mail the postmaster or designee must count.

c. Explain that the postmaster or designee must return PS Form 2848 to you
upon completion. See 3-9 for instructions for completing this form. A copy of
PS Form 2848 is available at :
hitp.//blue.usps.govormmgmtforms/ps2848.pdf.

3-4 Identify and Select Sample Mail

3-4.1

3-4.2

Overview

Sample all test route mail that goes out for delivery from 00:00:00 {midnight} to 23:59:59
on the test day.

Exception 1: If the test is scheduled for a Monday or the day after a holiday, include mail
that was delivered on Sunday or on the holiday.

Example 1: A test scheduled on a Monday begins at 00:00:00 Sunday and ends at
23:59:59 Monday.

Example 2: A test scheduled on a Tuesday after a Menday holiday begins at
00:00:00 Sunday and ends at 23.:59:59 Tuesday.

Exception 2: If the Sefect Test screen in the CODES software lists the Test Type as
D02, exclude the DPS mail from the sample.

The test facility may distribute mail to the carrier at times other than when dispatches
arrive. Because of differing arrival times, scme mail in the sample may not be available
when you start the test, so perform the following tasks:

a. Sample mail as it becomes available.

‘b.  Work with office personnel to identify all maii in the sample.

c. Sample the mail before it is cased, if possible.
Mail Included in the Test

Include all test route mail that goes out for delivery during the test window, including the
following types of mail:

a. Mail that the carrier made previous attempts to deliver.

b. P.M. mail that goes out for delivery on the test day {by the same carrier or another
carrier).

Note: If afternoon sampling is not possible, then obtain from Operations at the station
the Scanner ID that was used for mail delivery and the missed volume. Enter the
information from the Scanner ID into the CODES software comment field and notify
the MFPC, who must submit the information in the Anomaly Log.
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346
3-4.6.1

3-46.2

3-4.6.3

3 Use for a route with a heavy parcel workload (such as during the Holiday
' Season) or when time allows for sampling of more mail.

] Use for normal sampling of mail and when time allows for sampling of more
mail.

10 Use for normal sampling of mail.

20 Use as needed to sample routes when high-mail volumes or shortened time
windows preclude normal sampling.

40 Use as needed to sample routes when high mail volumes or shortened time

DRAFT Carrier Cost Systems

Exhibit 3-4.5
Skip Interval and Mail Type Usage

Skip Interval | Mail Type Usage

1 Use for extra services, identical pieces (a large number of mailpieces with the
same mail characteristics), a norma! parcel workload, and when time allows
for recording all mail.

windows preclude normal sampling.

If you encounter a parcel or acceuntable mailpiece when sampling mail using a skip
interval greater than 1, include it in the count; if selected, record the mailpiece
appropriately. For example, suppose you are counting through a letter tray using a skip
interval of 10 and you select a First-Class Mait letter that includes Certified Mail service
— record this mailpiece as any other selected from the tray.

Select the Mailpieces
Overview

The CODES software provides the random start number for you. Then you must perform
the tasks described in the following sections.

Non-DPS and Non-Parcel Mailpieces
Select mailpieces as follows:

a. Count the pieces sequentially until reaching the start number. Set that piece aside for
recording. Thereafter, select every x piece {where x is the mailpiece skip interval).

b. Keep track of the number of pieces remaining after the last selected piece from a
tray, tub, or bundle of mail. Write the number on the Test Schedule or Header Sheet,
which you may print from the CODES WBU.

¢. Use this number to continue counting the mailpieces in the next tray, tub, or bundle.

Example: Suppose the CODES laptop displays a start number of 6 and a skip interval of
10 — select and set aside for recording mailpieces 6, 16, 26, etc. Suppose the tray
originally had 99 pieces, and as you near the end of the tray, you select mailpiece 96 and
notice that there are three pieces remaining — write the number “3” on the Test Schedule
or Header Sheet. In the next tray, count the first mailpiece as 4, and continue counting
the subsequent pieces until you reach the skip interval of 10. In this case, the first piece
you select in the second tray is mailpiece 7.

Exception: Sample all mail that was cased before your arrival. Use the skip interval as
explained in 3-4.5. If the carrier is still casing mail, sample the mail in the case first, and
then sample the uncased mail. After you sample the uncased mail, the carrier may
proceed with casing the mail.

DPS Mailpieces

If the Select Test screen in the CODES software lists the Test Type as D02 exclude the
DPS mail from the sample.

Otherwise, handle DPS mail as follows;
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3-6.2

3-6.3
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Record the Time Taken to Complete the Test

After reviewing and correcting the data, record the total time taken to complete the test,
including time spent on the following tasks:

a. Preparing forms.

Communicating with the postmaster, supervisor, and carrier on the day of the test.
Setting up the computer.

Selecting the sampie and gathering the mailpieces.

Entering mailpiece data into the computer.

Reviewing data and ending the test.

@ ™ 9 a0 T

Traveling to and from the test site.
Note: Do not include time spent off the clock or working on another test.

Examplie: On the day before the test, it takes 5 hours to get to the test site from the office
and to check into a hotel. On the test day, it takes 15 minutes to get to the test site from
the hotel, another 1 hour and 10 minutes to prepare for and conduct the test, and another
5 hours and 5 minutes to return to the office. The total time to complete the test is 11
hours and 30 minutes.

Complete the Forms

If the test has detained the carrier, you must complete PS Form 2847 so that the carrier
is paid for time spent on the test. Ask the carrier and postmaster to sign the form, and
then ask the postmaster to mail it. (For instructions on completing the form, see 3-8.)

You must complete Section A of PS Form 2848 and give it to the postmaster or designee
to complete and submit. Explain to the postmaster what mail to include in the count and
where to enter the mail categories. (For instructions, see 3-9.)

Conducting the RCCS Test by Telephone

3-7.1

3-7.2

Overview

Conducting the rural carrier test by telephone might be an option. You can discuss this
option with the MFPC.

Requirements

Before you may conduct a rural carrier test by telephone, the MFPC must contact the
Service Center and obtain permission for such a test. The MFPC must provide a fair
estimate of the amount of driving time that would be required if the you conducted the
test on-site rather than over the teiephone.

If the Service Center grants permission, the MFPC must provide the Service Center with
the volume of mail expected on the route for sampling on the test day.

You must plan for a telephone test several days in advance, and must verify that the
employees who are conducting the test with you have sufficient knowledge to do so.

Note: The knowledge level of an employee includes knowledge of mail classification and
definition of the mail to be sampled, and the amount of time that field employees have to
correctly conduct the test.

Handbook F-55 DRAFT, Updated through SP#1, FY20, December 2019 32




DRAFT Carrier Cost Systems

c. Record carrier time in minutes, not hours,
d. Ensure that both the carrier and postmaster sign the form.

The postmaster mails the completed and signed form to the Accounting Service Center
address printed on the form,

Note: At intermediate offices, the intermediate office postmaster handles the tasks for the
postmaster.

3-9 Complete PS Form 2848

3-9.1

3-9.2

3-9.3
3-9.3.1

Overview

The Postal Services uses PS Form 2848 to report the volume of mail the carrier coliects
as the carrier delivers it. The postmaster or designee completes PS Form 2848. A copy
of PS Form 2848 is available at hifp:/blue.usps.govformmgmitforms/ps2848.pdf.

Nofe: If the tested site is an intermediate office, follow the instructions in 3-9.6.

PS Form 2848 does not count mail from collection boxes and cluster box collection
compartments.

Data Collector — Section A

You must do the following: .

a. Highlight the administrative data to be completed by the postmaster or designee,
b. Complete Section A.

c. Complete Iltem 2 using leading zeros for the month/date and a four-digit year — for
example, record July 20, YYYY, as “0720YYYY."

d. Obtain the test ID and rural route number from the Test Schedule or Test Header
screen, and enter it in Section A.

e. Give the form to the postmaster or designee, who completes Sections B and C.
Postmaster — Sections Band C

Section B
The postmaster or designee must do the following:
a. Complete Sections B after the carrier returmns from the route.
b. Have the carrier separate the mail into three tubs:
1. One for online requests for Package Pickup.

2. One for mail collected from individual delivery boxes and brought back to the
Post Office.

3. One for all other mail.

¢. After counting the mail, follow the instructions on the form to determine the class and
shape categories. Also, include or exclude mail as follows:

1. Include mail that the carrier picks up from any intermediate office.

2. Include mail from intermediate routes when the head-out office is the route being
sampled.

3. Exclude mail from collection boxes or cluster box unit collection compartments.
d. Use the destinating address to determine if the mail is domestic or international.
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UNITED STATES
‘ POSTAL SERVICE.

Carrier Cost Systems

Handbook F-55 September2048December 2019
Updated through SP Letter #8-F¥481, FY20 Transmittal Letter

A. Explanation. This handbook serves as both a training aid and reference guide for
Statistical Programs personnel at Postal Service Headquarters and at area and districts
offices, and for local Postal Service employees who conduct and support Carrier Cost
Systems (CCS) tests. The procedures contained in this handbook are part of the Postal
Service's continuing effort to improve data quality and productivity through benchmarking
and standardizing of best practices.

This edition of Handbook F-55 contains revisions that Statistical Programs has made
since the handbook’s previous publication in Becember2016September 2018, including
revisions to management policies and procedures, and revisions issued in the following

Statistical Programs (SP) |etters:
e Statistical ProgramsSP Letter #2-FY¥481, FY 2019 (dated Januarr-tAugust 30, 2018).

o Statistical ProgramsSP Letter #4-FY482, FY 2019 (dated March—tNovember 28,
2018).

o SP Lefter#4, FY 2019 (dated June 1, 2019).
e SP Letter #1, FY 2020 (dated September 4, 2019).
B. Availability. Copies are available for Postal Service employees on the Postal Service

PolicyNet Web site at http:/blue.usps.gov: In the left-hand column under “Essential
Links," click on PolicyNet, and then in the tabs across the top, click on HBKs.

C. Comments on Content. Address comments or questions regarding the content of this
handbook to the following address:

MANAGER OF STATISTICAL PROGRAMS
UNITED STATES POSTAL SERVICE

475 L'ENFANT PLZ SW RM 4912
WASHINGTON DC 20260-2808

D. Comments on Format. Address comments or questions regarding the language or
organization of this handbook to the following address:

BRAND AND POLICY

UNITED STATES POSTAL SERVICE
475 UENFANT PLZ SW RM 4646
WASHINGTON DC 20260-4646

E. Effective Date. This publication is effective September20+8December 1, 2019.

Sharop-D-Owens
Steven R. Phelps
(A) Vice President, Pricing and Costing
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Exhibit 1-2.1
Cost Systems Measurement Process

The following sections explain the phases of the cost systems measurement process.

1-2.2 Survey Design and Implementation

In the survey design and implementation phase, HQ SP personnel develop and revise
the data collection methods for the cost systems. They decide the frequency of certain
tests, the number of sites tested, the type of information gathered, the procedures for
conducting the tests, and the time, manner, and method of data collection. In addition,
HQ SP personnel provide training for data collectors.

\When designing a test, HQ SP uses established statistical methods to ensure the data’s
reliability. Principles behind these methods include the following:

a. Collecting data in either a census or a sample. (A census selects every item,
whereas a sample selects a smaller group for study.)

b. Using the same procedure to gather data, no matter who is conducting the test. This
method ensures that you do not interpret test questions differently, and that different
data collectors performing the same test under the same circumstances get the same
data.

c. Conducting pilot tests to try out the questions and procedures before using them to
gather data. These tests find and correct problems in the procedures that would lead
to inaccurate or unreliable data.

1-2.3 Data Collection

In the data collection phase, trained data collectors record data for the cost systems tests
on laptops. Data collectors count and record mail by product, shape, and other
characteristics and then transmit the data to the Computerized On-Site Date Entry
System (CODES) Web Base Unit (WBU) for analysis.

HQ SP writes test questions and procedures in a manner to gather all data in a way that
do not introduce error or bias. Thus, to ensure the data’s reliability, you must follow the
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2 City Carrier Cost System

2-1 Overview

During a CCCS test, you must count and record mail by class, subclass, and shape for a
randomly selected city route. The Postal Service uses the data to attribute city carrier
costs to various categories of mail and extra services.

Note: The Postal Service does not use the information from the CCCS test to set work
standards or measure carrier performance.

2-2 Definitions

2-2.1 Definitions

The following are terms related to the CCCS test and their definitions:

e-a. “Direct bundle™-A-: All the mail in a bundle or container that is geirg-tefor one addressee-,
and that was prepared by mail processing or the mailer rather than the test carrier. A direct
bundle may be a tray or tub of loose nonidentical or identical mailpieces to one
addressee. Count each direct bundle as one mailpiece.

£b. “Identical pieces™: Mailpieces (often a large number) thathavewith the same
characteristics.

Pivoted route: A route in which the mail is split up (i.e., pivoted) and assigned to
multiple carriers. An entirely pivoted route is one in which the route is split up and
assigned to two or more carriers who are also delivering other routes. A partially
pivoted route is one in which the primary carrier is delivering a portion of the route
and parts of the route are split up to one or more carriers.

d. Deviation parcel: A parcel-shaped mailpiece that cannot fit in the customer's
receptacle (along with flats and letters). For special situations and examples, see the
section titled "Determining Shape" in City Carrier Cost System Reference Guide
(CCCS-RG), which is available on the CODES laptop or at
https://blue.usps.qov/finance/pricing/ pdf/statistical-programs/cccs rg-09162019.pdf.

2-2.2 Essential Personnel
2-2.2.1 Overview

You are to conduct the test with the help of the delivery supervisor, carrier, and
postmaster.

2-2.2.2 Data Collector

You must contact the delivery supervisor and-earrierat least 1 day before the test to
obtain the information needed to complete the test. A sample letter to inform the
postmaster of a CCCS test appears in Exhibit 2-2.2.2. You must complete the following
tasks to gather the required information to complete the test:

h-a. Explain the test to essential personnel.
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2-2.2.3 Postmaster
The postmaster must do the following:

a. Ensure that Sections 2 and 3 of PS Form 2846 are complete. Count (or designate
someone to count) the collected mail from the carrier, and record the amounts in
Section 3.

b. Mail or fax the form to the address or fax number specified in Section 1.
2-2.2.4 City Carrier

The city carrier must do the following:

a. Help identify mail to be sampled.

b. Isolate collected mail to be counted by the postmaster or designee.
2-2.2.5 Supervisor

The supervisor must do the following:

a. Determine whether the carrier is to receive overtime pay or auxiliary help because of
the test.

Help identify mail to be sampled.
Confirm the finance number, Cost Ascertainment Group (CAG), and route number.
Confirm administrative information for the route being tested.

© 2 0 T

Complete the postmaster’s sections of PS Form 2846 if the postmaster is not
available.

2-2.3 Required Materials
You must take the following materials to the test site:
a. A CODES laptop computer with a fully charged battery pack.
b. An AC power pack with a power cord.
c. An extension cord with a three-prong safety.
d

An electronic scale with a cable for a power source and a cable for computer
connections.

Note: The scale must be accurate to 0.1 ounce. To ensure accuracy, check the
balance and level the scale before each test.

e. A barcode scanner.
f. A copy of City Carrier Cost System Reference Guide (CCCS-RG), available-at
hitp-/blue-usps-govistatoroglsofs/Refe ides m-in the hav.on

and-thenclick-onthe link for the CCCS Reference-Guide-which is available on the’
CODES laptop or at https./blue.usps.qgov/finance/pricing/ pdf/statistical-
programs/cccs rg-09162019.pdf.”

g. A copy of Handbook F-55's Chapter 2, “City Carrier Cost System;—frem-Handbook E-
585"

h. Statistical Programs policy letters.
i. A current sample file.

izj. Paper and a pen or pencil.

i A Slafistieal P . ! _
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2-3.2.2 Contact the Post Office

VWhen-centacting the Post Office;yen-mustde and complete the following: tasks

a. +—Inform the postmaster or supervisor that a particular route is scheduled for a
CCCS test.

b.  2—Discuss the test if the postmaster or supervisor is unfamiliar with a CCCS test.
(See 2-3.4)

c. 4—Ask the pestmaster-er-supervisor (er-persen-in-charge}-whether or not the carrier on
the test route collates the Flats Sequencing System (FSS) mail.

d. 6—TelInform the superviseor that you will arrive early enough to set up and begin
sampling the mail before the carrier arrives. To determine the appropriate schedule,
ask the supervisor for the times when the following actions occur:

a:-1. The office opens.

b-2. The first clerk arrives.

&:3. The first truck arrives.

&4. The clerks begin to distribute mail to the routes.
e:5. The carrier is expected to arrive.

£6. The Delivery Point Sequence (DPS) mail arrives.
g-7. The carrier is expected to leave.

e. 7—Ask if there are any changes to the route information. If the test route is pivoted
(i-e-split-up-and-assigned-to-twe-or-mere-carriers);, Of if the camderforthe-test route carrier
is alse-delivering mail for anetherroute-thatisa pivoted;review- route, identify someone
who can isolate all of the deviation parcels for the subseetion~“TFests-on-Pivoted Routes”
intest route. You must reschedule the €ECS-RGtest if no one can identify all of the
deviation parcels for the test route.

Izl

f. & —If applicable, explain the need to obtain End of Run (EOR) data for the following
columns on the EOR report (ask the supervisor to provide the data promptly):

&-1. Firm holdout (FIRM).

b:2. Change of Address (COA).

&-3. Nondelivery day (NDD).

d-4. Temporary Hold (TMP).

e-5. Window Call (WIN).

£6. Delivery Point Sequence (DPS).

d. 8—Ask whom to contact when you arrive at the facility.
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a. That the test is not used to measure carrier performance or set work
standards.

b. That the test helps the Postal Service allocate the cost of delivering different
categories of mail.

c. That the carrier's departure will not be delayed, if possible.
2. Ask the carrier to do the following:

Identify where mail for the route is located.

b. Verify route information.
c. ldentify parcels for the route and classify them as regular or deviation.
d. Identify easily isolatable parcels or accountable mail that will be held and not

delivered on the test day (e.g., for vacation holds or closed businesses).
Exclude this mail from the test.

d-e. Give the postmaster or designee the collection mail to count and record on
PS Form 2846.

3. Explain that the carrier must separate collection mail into three tubs:
a. Mail collected from online requests for Package Pickup.
b. Mail collected from blue collection boxes.
c. Customer outgoing mail, missorted mail, and mail brought back to the office.
c. You must meet with the postmaster to do the following:
1. Explain the test and the role of each participant.

2. Explain that you complete Section 1 of PS Form 2846, and that the postmaster or
designee is responsible for completing (or designating someone to complete)
Sections 2 and 3 after the carrier returns from delivering mail. You must also do
the following:

a. Highlight each section that the postmaster or designee must complete.
b. Explain what mail the postmaster or designee must count.

c. Explain that the postmaster or designee must return PS Form 2846 to you
upon completion. See 2-7 for instructions for completing this form. A copy of
PS Form 2846 is available at
http://blue.usps.gov/formmgmt/fforms/ps2846.pdf.

2-4 |dentify and Select Sample Mail

2-4.1 Overview
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2-4.3 Mail Excluded From the Test
FheExclude the following types of mail are-excluded-from the test:

le—acation-holdsfrom-a-orevicus-deliverrday-funtildeliversor until the Easily
isolatable vacation hold expires)-

ka. and business closedPareelsaccountable mail-and-pestage-due-items that the
carrer-has-made previous-attempts-to-deliverwill not go out for delivery on the test
day.

b. Mail that has been distributed to the case-beforecarrier route but that will not go out
for delivery on the test day.

m-cC. Priority Mail Express items, Priority Mail items, and late-arriving parcels when the

carrier started-the-final-pulldewn-on-the-previous-delivery daydelivering the mail
clocks to LDC 23.

o

Any mail handed off from other routes thatis-handed-eff or pivoted to the testediest
route.

n-e. DPS mail if the Test Type in the CODES software is D00 or D02.

2-4.4 Examples of Included and Excluded Mail

The following examples help illustrate when to include or exclude mail sheuld-be-included
in-erexcluded-from a test:

Example 1: Carrier-route bundles of USPS Marketing Mail (previously Standard Mail) are
d|str|buted to the carrier's case on Tuesday for dellvery on Wednesday Tf—the—bsmdles-a;e

this mall—melude-them—m—& from the Tuesday test—but—tag and exelude%hem—#er-n—a
include this mail in the Wednesday test-even-theugh-they because the mail will ret-be
dehvered unslon Wednesday—ﬂhebuadJesa*ed}stnbmedﬂa#eHheeamepbegmsm

2: ier- flats arrives a he tion on We nes
afternoon with delwerv requested for Saturdav rapanle Sopott

Sa%aﬁa%Late on Thursday afternoon aftepthe
brokenfacility personnel break down andthe bundles ef-and distribute the flats are

distributed-to each route. The carrier does not deliver the bundles are-held-back-on
Friday and deliveredinstead delivers them on Saturday as requested. Exclude these flats
from a Wednesday-er, Thursday, or Friday test because they were distributed-to-the route
a#eptheeamepsﬁnaLpuﬂdewwdelwered on Saturdav Include these fIats ina Enday—test

Saturday tes because they were paeweusly—tested—dellvered on Saturdav

Example 3: On Wednesday morning, DPS mail is staged on the dock or in the vestibule.
FheBecause the mail is for delivery on Wednesday, the Test Type in the CODES
software is °D01;=, and the test is on Wednesday, se-include this mail in the test.

Example 4: On Saturday evening, parcels arrive at the station for delivery on Sunday by
carriers clocking to LDC 23. Exclude this mail from the Saturday and Monday letter route
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b. Keep track of the number of pieces remaining after the last selected piece from a

tray, tub, or bundle of mail. Write the number on the Test Schedule or Header Sheet,
which you may print from the CODES WBU.

c.__Use this number to continue counting the mailpieces in the next tray, tub, or bundle.

Example: Suppose the CODES laptop displays a start number of 6 and a skip interval of
10 — select and set aside for recording mailpieces 6, 16, 26, etc. Suppose the tray
originally had 99 pieces, and as you near the end of the tray, you select mailpiece 96 and
notice that there are three pieces remaining — write the number “3" on the Test Schedule
or Header Sheet. In the next tray, count the first mailpiece as 4, and continue counting
the subsequent pieces until you reach the skip interval of 10. In this case, the first piece
you select in the second tray is mailpiece 7.

w- Exception: Sample all mail that was cased before you-arriveyour arrival. Use the
Sklp interval as explained in section-2-4.5. If the carrier is still casing mail, sample the
mail in the case first, and then sample the uncased mail. Afteryou-finish-samplingthe
cased-mail-sample-the-uncased-mail-After you sample the uncased mail, the carrier may
proceed with casmg the uneased-mail.

2-46-42-46.3 DPS Mailpieces

If the Select Test screen in the CODES software lists the Test Type as “D00 or D022,
exclude the DPS mail from the sample.

Otherwise, handle DPS mail as follows:
a. Keep selected pieces of DPS mail separate from the other selected mailpieces.

b. Unless the carrier agrees otherwise, keep DPS mail in its original order.

c. Select the sample mailpieces according to the random start number and the skip
interval. (You may want to mark the place of each selected mailpiece in the tray by
turning the mailpiece that follows it on its end.)

d. Record the selected mailpieces individually.
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b. For a parcel that does have a scanned barcode, go to the Mailpiece Info screen
and select the Edit Parcel button. Scan the barcode on the parcel, and then

select the Search Parcel button to locate the mailpiece record. Select Yes or No
to the deviation parcel question.

6. To delete a mailpiece record, perform the following steps:

a. On the Mailpiece Info screen, select the mailpiece record.

b. Select the Delete button — the following pop-message will appear: "Are you sure
you want to delete the mailpiece?”

c. Select Yes to delete the mailpiece record.

For more information on recording parcels, see the section titled "Determining Shape” in
the CCCS Reference Guide, which is available on the CODES laptop or at
https:/blue.usps.qgov/inance/pricing/ pdf/statistical-programs/cccs _rg-09162019.pdf.

2-5 Record Selected Mall

2-5.1 Overview

For the pieces selected, determine and record class, subclass, shape, piece count, and
other characteristics.

2-5.2 Mail Class and Subclass

The Postal Service determines mail class by the weight and content of the mailpiece and
by the service provided. See the CCCS-RG for a detailed explanation.

Note: For direct bundles, record the class and subclass of the top piece of mail. Each
direct bundle is counted as one mailpiece.

To help identify all First-Class Mail products, it is necessary to collect indicia information
for all First-Class Mail shapes. Group and enter First-Class Mail letters and flats by
indicia type. When selecting the Indicia in the CODES software, select the first applicable
option.

2-5.3 Shape

The Postal Service determines shape based on mail specifications in Mailing Standards
of the United States Postal Service, Domestic Mail Manual (DMM). For more information
on recording shape, see the CCCS-RG.

2-5.4 Count Mailpieces

Enter the mail count of selected mailpieces — the mail count is “1" when you record
mailpieces individually, and it is greater than “1" when you group mailpieces together.
You may group the following types of mailpieces:

a. Nonaccountable letters and flats that are identical in shape, endorsements, and all
other characteristics.

b. Parcels that are identical and destined for multiple deliveries on a tested route, such
as Enhanced Carrier Route Walk Sequence Saturation (ECRWSS) parcels or Bound
Printed Matter telephone books.

Note the following requirements:
a. To group mailpieces, you must select them using the same mailpiece skip interval.

b. If parcels are not identical, you must recorded them individually. When you enter a
parcel count greater than “1,” the Parcel Count warning screen appears.
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2-7 Complete PS Form 2846

2-7.1

2-7.2

2-7.3
2-7.3.1

Overview

The Postal Services uses PS Form 2846 to report the volume of mail the carrier collects
on the day of the test. You, the carrier, and the postmaster or designee share
responsibility for completing this form. PS Form 2846 is a record of all mail that the
carrier brings back, including returned mail and mail that was missorted to the test route.

A copy of PS Form 2846 is available at http./blue.usps.gov/formmgmt/forms/ps2846.pdf.
Data Collector — Section 1

You must do the following:

a. Highlight the administrative data to be completed by the postmaster or designee.

b. Complete Section 1.

c. Obtain the test ID and city route number from the Test Schedule or Test Header
screen, and enter it in Section A.

d. Give the form to the postmaster or designee, who completes Sections 2 and 3.
Postmaster — Sections 2 and 3
Collection Volume for Pivoted Routes

To avoid double counting collection volume for pivoted routes, adhere to the following
rules for the test route:

a. If entirely pivoted to another route, record the collection volume as Zero Volume.

b. If partially pivoted to other routes, record the collection volume, including the collection
mail from the receiving routes or carriers that are only delivering test route mail.

c. If receiving mail from a pivoted route, record all the collection volume, including
collection mail from the received pivoted route portion.

Example 1: A facility has 3 city letter routes — routes A, B, and C. On the day of the test,
the reqular carrier for route A is unavailable and route A is split evenly between routes B
and C (the route is entirely pivoted). If the CCCS test is on route A, the collection portion
(PS Form 2846) is a Zero Volume test. If the CCCS test is on route B, include all of the
mail collected by that route B carrier on that day including the collected mail from the
pivoted route A portion.

Example 2: A facility has 3 city letter routes — routes A, B, and C. On the day of the test,
the reqular carrier is available but the route is overburdened. Part of route A is pivoted to
route B, (the route is partially pivoted). If the CCCS test is on route A, record the mail
brought back to the office by that regular route A carrier for their portion of route A. If the
CCCS test is on route B, include all of the mail brought back to the office by that route B
carrier on that day, including the collected mail from the pivoted route A portion.

27342-7.3.2 Section 2

The postmaster or designee must complete Section 2 as follows:
a. Complete Section 2 after the carrier returns from delivering and collecting the mail.
b. Have the carrier separate the mail into three tubs:

1. One for online requests for Package Pickup.

2. One for blue collection box mail.
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Parcel Post (operation numbers 733 and 734).
Relay (operation numbers 735 and 736).
Combination (operation numbers 737 and 738).

Carrier Drivers (operation numbers 739 and 740).

® 2 0 T ®

Express Delivery (operation number 767).

Work hours for these carrier operations contribute to Labor Distribution Code (LDC) 23
costs, and the sampling of an SPR focuses on LDC 23 street operations.

The CCCS-SPR does not sample the “Collection Routes” SPR, which contributes to LDC
27 costs.

Note: Traditional sampling of city letter routes focuses on LDC 22 street operations.
Sampling Units

CCCS uses extracts from the Address Management System (AMS) as a sampling frame
for letter routes. However, AMS does not identify all SPRs. City carriers indicate a route
number when clocking to LDC 23 operations. HQ SP creates the sampling frame for
testing SPRs using the carrier's clock rings from recent Time and Attendance Collection
System (TACS) records. The sampling unit for testing SPRs is the 6-digit TACS route
number (for each finance number) for the day of the test. You must record administrative
and mailpiece data for all city carriers (sometimes two or more) clocked to the sampled
route number (LDC 23 operations only) on the test day.

Note: Although SPRs are identified in the CCCS sample file by the leading "“S" in the
route number (for example, “S199"), the route number in TACS does not have the “S."
Statistical Programs adds the “S” to differentiate between letter routes (beginning with a
“C"} and SPRs. When looking at TACS reports, the route number that CCCS uses is the
last three digits of the “Route” field. The second and third digits of the TACS route
number usually correspond to the last two digits of the ZIP Code.
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o-b. Select mailpieces and record counts under the proper class, subclass, compensation
category, and shape.

p-c. If the test delays the carrier, complete PS Form 2847, Rural Carrier Payment
Authorization. Ask the carrier and postmaster to sign the form, and ask the
postmaster to mail it. See 3-8 for instructions for completing this form. A copy of PS
Form 2847 is available at http://blue.usps.gov/formmgmt/forms/ps2847.pdf.

¢-d. Complete Section A of PS Form 2848, Rural Carrier Route Mail Acceptance Data.
See 3-9 for instructions for completing this form. A copy of PS Form 2848 is available
at http.//blue.usps.gov/iformmgmt/forms/ps2848.pdf.

re. Review the instructions with the postmaster or designee:

1. +——Explain how to count and record mail on this form, and indicate the

sections that the postmaster must complete.

2. 2—Tell the postmaster to submit the form by using the address or fax
number specified in Section A.

s-f. After receiving the submitted PS Form 2848 from the postmaster, review the form for
completeness and accuracy.

Exhibit 3-2.2.2
Sample Letter to Inform Postmaster of an RCCS Test

UNITED STATES POSTAL SERVICE
315 DISTRICT RD
ANY DISTRICT, ST 99999-9998

DATE: dJunreDecember 21, YYYY

TO: POSTMASTER JONES
US POSTAL SERVICE
119 W 4TH ST
APPLETON CITY MO 64724-9998

SUBJECT: Rural Carrier Cost System (RCCS) Quarter (1, 2, 3, 4 as appropriate)

Attached is a schedule of Rural Carrier route tests to be taken at your office during Quarter __.

A data collector from the Statistical Programs unit will contact you one or two days before each scheduled test to
explain the test, and clarify the help and information required to complete the test. At that time, the data collector
will also ask to speak to the rural carrier, and the carrier's supervisor, to obtain information about the route, mail
arrival times and personnel working with the mail. On the test date, the data collector will arrive approximately one
hour prior to the rural carrier's arrival to begin sampling the mail. The data collector will interfere as little as
possible with the work of the rural carrier.

The data collector may ask the rural carrier for some minor assistance while conducting the test — for example,
identifying mail for the route. The National Rural Letter Carriers’ Association Union is aware of these tests.

This test could possibly delay the rural carrier. The rural carrier will be compensated for any delay at the rural
carrier's average pay rate. The data collector will ask both the rural carrier and you to sign PS Form 2847 to cover
any additional time required by the test.

You will be asked to participate in the rural carrier test which should require only a few minutes. When the rural
carrier returns from the route, you will need to record information about the mail collected on the test route, on the
test day. Please inform the rural carrier of the route selected for the test.

Your cooperation and assistance are appreciated.

John Doe
Manager, Finance
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g. A copy of Handbook F-55's Chapter 3, “Rural Carrier Cost System:~frerm-Handbeok

h. Statistical Programs policy lefters.
i. A current sample file.

kj. Paper and a pen or pencil.
}k._A blue Rural Mail Count Gauge with 5-inch and 6-1/8-inch measurements.

k. A Statistical Programs mail gauge or tape measure.

m. Marking slips to identify test mail.
n. PS Form 2847.
o. PS Form 2848.

Procedures

You must perform the following tasks when conducting an RCCS test (for detailed
information, see the sections noted):

a. Prepare for the test (see 3-3):
1. Prepare before the day of the test.
2. Complete and verify the Test Header.
3. Communication on the day of the test.
b. Identify and select mail to be sampled (see 3-4):
1. Mail included in the test.
2. Mail excluded from the test.
3. Examples of included and excluded mail.
4. Select the skip interval.
5. Select the mailpieces.
c. Record selected mail (see 3-5):
1. Mail class and subclass.
2. Compensation category.
3. Shape.
4. Count the mailpieces.
d. Finalize the test (see 3-6):
1. Review the data and administrative information.
2. Determine the time required to complete the test.
e. Conduct the RCCS test by telephone when appropriate (see 3-7):
1. Requirements.
2. Procedures.
f. Complete PS Form 2847 (see 3-8).
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3. Ifthe test is for an intermediate office, gather information to complete the
intermediate office portion of the Test Header screen. Obtain from the head-out
office the telephone number and contact person for the intermediate office.

4. Call the intermediate office to set up the test.

d- Nofte: If the intermediate office selected for sampling is under the
jurisdiction of another district, notify your MFPC—Fhe-MFPCcontaststhe, who
must contact the Statistical Programs Service Center to determine the best way
to proceed.

d. 7—TellAsk the supervisor to have PS Form 4241-A, Rural Route Evaluation,
available for the sampled route on the test day. Exhibit 3-3.2.2 shows a sample of a
completed PS Form 4241-A, which is automatically generated after Operations

completes and processes PS Form 4003, Official Rural Route Description.
e. Inform the supervisor that you will arrive early enough to set up and begin sampling

the mail before the carrier arrives. To determine the appropriate schedule, ask the
supervisor for the times when the following actions occur:

a-1. The office opens.

b-2. The first clerk arrives.

¢:3. The first truck arrives.

d-4. The clerks begin to distribute mail to the routes.
e:5. The carrier is expected to arrive.

£6. The Delivery Point Sequence (DPS) mail arrives.
g-7. The carrier is expected to leave.

_—h

f.__8-—Ask the supervisor if someone can identify the mail and all of the deviation
parcels for the testediest route, and_can help answer questions that might arise in
determining how mail is counted in the Rural Mail Count. Evenifa-carrierfamiliar
with-the route-is-not-available-conductReschedule the test atif you cannot identify all
of the scheduled-time-deviation parcels for the test route.

g. 9—ExplainWhen applicable, explain the need to obtain End of Run (EOR) data for
the following columns on the EOR report (ask the supervisor to provide the data

promptly):

a-1. Firm holdout (FIRM).

b.2. Change of Address (COA).

&-3. Nondelivery day (NDD).

d-4. Temporary Hold (TMP).

e:5. Window Call (WIN).

£6. Delivery Point Sequence (DPS).
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Exhibit 3-3.2.2
Completed Sample of PS Form 4241-A, Rural Route Evaluation
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PS Form 4241-A, Febiuary 2010 CARRIER'S ROUTE BOOK-4
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3-3.3 Complete and Verify the Test Header

For selected rural routes that have intermediate routes, enter administrative data on the
Test Header screen on the day before the test. (For more information, see the
RCCS-RG))

For all other tests, enter administrative data on the Test Header screen at the test site on
the morning of the test. Review PS Form 4241-A at the Post Office to verify header
information. (The form is shown in Exhibit 3-3.2.2.)

3-3.4 Communication on the Day of the Test

To avoid delaying the carrier, you must locate all mail being sampled and begin sampling
before the carrier arrives. As participants arrive, explain what each must do-.

a. Upon your arrival, meet with the delivery supervisor or the person in charge and do
the following:

1. Explain the reason for the visit.

2. Explain the purpose of the test and address any concerns.

3. Explain the supervisor's role and answer any questions.

4. Ask the supervisor to do the following:
a. Provide any additional administrative information about the route.
b. Explain how mail is distributed to the route.
c. Point out the carrier's case.
d. Provide you with the DPS EOR printout.

b. When the carrier arrives, you are to do the following:
1. Explain the following:

a. That the test is not used to measure carrier performance or set work
standards.

b. That the test helps the Postal Service allocate the cost of delivering different
categories of mail.

c. That the carrier’s departure will not be delayed, if possible.
2. Ask the carrier to do the following:

a. Provide any additional information about the route, including information from
the carrier's PS Form 4241, Rural Delivery Statistics Report. A copy of PS
Form 4241 is available at http./blue.usps.gov/formmgmt/forms/ps4241.pdf.

b. Explain how mail is distributed to the route.
Identify where-the location of the mail for the route-islecated.

GiveProvide the postmaster or designee the collection mail to count and
record on PS Form 2848.

e. ldentify parcels for the route and classify them as reqular parcels or deviation
parcels.

f. ldentify the delivery location for deviation parcels.

g. Identify easily isolatable parcels or accountable mail that will be held and not
delivered on the test day (e.qg., for vacation holds or closed businesses).
Exclude this mail from the test.
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d-a. Sample mail as it becomes available.
e:b. Work with office personnel to identify all mail in the sample.
f.c. Sample the mail before it is cased, if possible.

3-4.2 Mail Included in the Test

Fhe-Include all test route mail that goes out for delivery during the test window, including
the following types of mail-are-included-in-the test::

a. Allmail distributed-to-the route-afterMail that the carrier began-thefinal-pulidown
themade previous attempts fo deliver.

g—P.M. mail that goes out for delivery day-{even-ifit-willbe-curtailed-or-held-forlater
Jelivary). This includes the followi N

b. 14— Bulkbusiness-mail-distributed to-the route-on the test day-even-if-held-for
delivery-on- (by the same carrier or another day-carrier).

Note: If afternoon sampling is not possible, then obtain from Operations at the station
the Scanner ID that was used for mail delivery and the missed volume. Enter the
information from the Scanner ID into the CODES software comment field and notify
the MFPC, who must submit the information in the Anomaly Log.

h-c. Any mail that is not brought to the case but that was-distributed to-the route afier the

carrier-began-the final pulldown-the previeusgoes out for delivery on the test day-
Fhisineludes, including parcels; and DPS,

drop-_ shlpped-ewhieh—the-eamepmay—pislﬁmn#wwawmeﬁree% accountable,

postage-due, and hot- case mail.
id. Misthrown mail for this test route that other carriers bring to the case.

e. Commingled pieces of vacation hold, business closed, or missent, misthrown, or
missorted letters and flats. Because you are sampling mail from both the letter-
shaped and flat-shaped mailstreams before it is cased, the sample includes
commingled pieces of vacation hold, business closed, or missent, misthrown, or
missorted letters and flats. Although you might test this mail on more than one route,
this is a case in which it is acceptable to have a potential for double counting.

Office personnel must verify that each tray, tub, and carrier=_route bundle is for the
selected route_and goes out for delivery on the test day.

3-4.3 Mail Excluded From the Test
TheExclude the following types of mail are-excluded from the test:

k—Macalion holds roma previeus-delvery day- luniil delivery-eruntihe-Easzily
isolatable vacation hold expires)-

}a. Parcelsascountableand business closed mail-and-pestage-due-items that the
carrer-has-made previous-atternpis-to-deliverwill not go out for delivery on the test
day.

b. Mail that has been distributed to the case-beforecarrier route but that will not go out
for delivery on the test day.

mc. Priority Mail Express items, Priority Mail items, and late-arriving parcels when the

carrier started-the final-pulldown-on-the-previeus-delivery-daydelivering the mail
clocks to LDC 23.
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20 Use as needed to sample routes when high mail volumes or shortened time
windows preclude normal sampling.

40 Use as needed to sample routes when high mail volumes or shortened time
windows preclude normal sampling.

If you encounter a parcel or accountable mailpiece when sampling mail using a skip
interval greater than 1, include it in the count; if selected, record the mailpiece
appropriately. For example, suppose you are counting through a letter tray using a skip
interval of 10 and you select a First-Class Mail letter that includes Certified Mail service
— record this mailpiece as any other selected from the tray.

3-4.6 Select the Mailpieces
3-4.6.1 Overview

The CODES software provides the random start number for you. Then you must perform
the tasks described in the following sections.

3-4.6.2 Non-DPS and Non-Parcel Mailpieces

Select mailpieces as follows:
a. Count the pieces sequentially until reaching the start number. Set that piece aside for

recording. Thereafter,_select every x piece (where x is the mailpiece skip interval).

K track of the number of pi remaining after the last selected piece from a

fray, tub, or bundle of mail. Write the number on the Test Schedule or Header Sheet,
which you may print from the CODES WBU.

. __Use this number to continue counting the mailpieces in the next tray, tub, or bundle.

Example: Suppose the CODES laptop displays a start number of 6 and a skip interval of
10 — select and set aside for recording mailpieces 6, 16, 26, etc. Suppose the tray
originally had 99 pieces, and as you near the end of the tray, you select mailpiece 96 and
notice that there are three pieces remaining — write the number “3" on the Test Schedule
or Header Sheet. In the next tray, count the first mailpiece as 4, and continue counting
the subsequent pieces until you reach the skip interval of 10. In this case, the first piece

you select in the second tray is mailpiece 7.
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3-4.6.5 Parcels

You may begin entering parcels in the CODES software before the carrier’s arrival. When
sampling parcel-shaped mail, complete the following tasks:

1. If the Select Test screen in the CODES software lists the Test Type as D02, measure
the dimensions of parcels selected by the CODES software, as follows:

a. Determine whether the selected parcel is Square/Rectangular or Other Shapes.

b. Record length, height, and thickness (width) to the nearest quarter inch.

2. Record the deviation status of each parcel as either parcel or deviation parcel.

3. li the parcel is a deviation parcel, record where the deviation parcel will be delivered
(e.q., door, locker, or other).

g

Group the parcels by deviation status.

o

Ask the carrier to verify the deviation status and delivery status of each parcel and to
identify any parcel to be held due to a vacation hold or business being closed.

6. To update the deviation status of a parcel, edit the mailpiece record as follows:

a. For a parcel that does not have a scanned barcode, go to the Mailpiece Info

screen and select the mailpiece record from the list of records. Select the Edit
Parcel button, and then select the Use Current Selection button. Select Yes or

No to the deviation parcel question.

b. For a parcel that does have a scanned barcode, go to the Mailpiece Info screen
and select the Edit Parcel button. Scan the barcode on the parcel, and then

select the Search Parcel button to locate the mailpiece record. Select Yes or No
to the deviation parcel guestion.

7. To delete a mailpiece record, perform the following steps:

a. On the Mailpiece Info screen, select the mailpiece record.

b. Select the Delete button — the following pop-message will appear: “Are you sure
you want to delete the mailpiece?”

c. Select Yes to delete the mailpiece record.

For more information on recording parcels, see the section titled “Determining Shape” in
the RCCS Reference Guide, which is available on the CODES laptop or at

https:/blue.usps.qgov/finance/pricing/ pdf/statistical-programs/rccs rq-09162019.pdf.

3-5 Record Selected Mail

3-5.1

3-5.2

Overview

For the pieces selected, determine and record class, subclass, compensation category,
shape, piece count, and other characteristics.

Mail Class and Subclass

The Postal Service determines mail class by the weight and content of the mailpiece and
by the service provided. See the RCCS-RG for a detailed explanation.

Note: For direct bundles, record the class and subclass of the top piece of mail. Each
direct bundle is counted as one mailpiece. The compensation category is “Direct Bundle.”

To help identify all First-Class Mail products, it is necessary to collect indicia information
for all First-Class Mail shapes. Group and enter First-Class Mail letters and flats by
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3-6 Finalize the Test

3-7

3-6.1

3-6.2

3-6.3

Review the Data and Administrative Information
You must review the data and administrative information as follows:

a. After entering all mail counts, review the data. If you find errors, return to the data
entry screen and make corrections.

b. For rare or unlikely mail categories, CODES displays warning screens about the
entries. Add comments about these mailpieces to verify or explain unusual mailpiece
characteristics.

c. Before completing or suspending the test, review all administrative information in the
Test Header.

Record the Time Taken to Complete the Test

After reviewing and correcting the data, record the total time taken to complete the test,
including time spent on the following tasks:

a. Preparing forms.
Communicating with the postmaster, supervisor, and carrier on the day of the test.

Setting up the computer.

Entering mailpiece data into the computer.

b
c
d. Selecting the sample and gathering the mailpieces.
e
f. Reviewing data and ending the test.

g

Traveling to and from the test site.
Note: Do not include time spent off the clock or working on another test.

Example: On the day before the test, it takes 5 hours to get to the test site from the office
and to check into a hotel. On the test day, it takes 15 minutes to get to the test site from
the hotel, another 1 hour and 10 minutes to prepare for and conduct the test, and another
5 hours and 5 minutes to return to the office. The total time to complete the testis 11
hours and 30 minutes.

Complete the Forms

If the test has detained the carrier, you must complete PS Form 2847 so that the carrier
is paid for time spent on the test. Ask the carrier and postmaster to sign the form, and
then ask the postmaster to mail it. (For instructions on completing the form, see 3-8.)

You must complete Section A of PS Form 2848 and give it to the postmaster or designee
to complete and submit. Explain to the postmaster what mail to include in the count and
where to enter the mail categories. (For instructions, see 3-9.)

Conducting the RCCS Test by Telephone

3-7.1

3-7.2

Overview

Conducting the rural carrier test by telephone might be an option. You can discuss this
option with the MFPC.

Requirements

Before you may conduct a rural carrier test by telephone, the MFPC must contact the
Service Center and obtain permission for such a test. The MFPC must provide a fair
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Note: PS Form 2847 includes the time required to complete PS Form 2848 if the
postmaster designates the carrier to count and record the collection mail.

Guidelines for Completing PS Form 2847
Postal Service personnel must complete PS Form 2847 as follows:
a. Complete the form at the test site, as follows:

1. When you conduct a test on-site, you complete the form.

2. When you conduct a telephone test, the carrier and postmaster complete the
form.

b. Verify that the carrier's Employee Identification Number (EIN) is entered correctly.
c. Record carrier time in minutes, not hours.
d. Ensure that both the carrier and postmaster sign the form.

The postmaster mails the completed and signed form to the Accounting Service Center
address printed on the form.

Note: At intermediate offices, the intermediate office postmaster handles the tasks for the
postmaster.

3-9 Complete PS Form 2848

3-9.1

3-9.2

3-9.3
3-9.3.1

Overview

The Postal Services uses PS Form 2848 to report the volume of mail the carrier collects
as the carrier delivers it. The postmaster or designee completes PS Form 2848. A copy
of PS Form 2848 is available at hitp:/blue.usps.gov/formmgmt/forms/ps2848.pdf.

Note: If the tested site is an intermediate office, follow the instructions in 3-9.6.

PS Form 2848 does not count mail from collection boxes and cluster box collection
compartments.

Data Collector — Section A

You must do the following:

a. Highlight the administrative data to be completed by the postmaster or designee.
b. Complete Section A.

c. Complete Item 2 using leading zeros for the month/date and a four-digit year — for
example, record July 20, YYYY, as "0720YYYY."

d. Obtain the test ID and rural route number from the Test Schedule or Test Header
screen, and enter it in Section A.

e. Give the form to the postmaster or designee, who completes Sections B and C.
Postmaster — Sections B and C

Section B

The postmaster or designee must do the following:

a. Complete Sections B after the carrier returns from the route.

b. Have the carrier separate the mail into three tubs:

1. One for online requests for Package Pickup.
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