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Section 1 — General Information

Purpose The purpose of this exercise is to determine the extent of the inside
workload and subsidiary delivery allowances on each individual letter
carrier route.

How The exercise consists of counting every piece of mail sorted and delivered,
on each route, during a consecutive one or two week period depending on
the mail volume index method used (chapter 2) . The mail volume count
may be made during any full one or two week period where there is no
statutory holiday. Mail volume counts are not to be conducted during the
months of July, August, or December.

In areas where there is a significant seasonal transient population, such as
University students, armed forces personnel, tourists, etc., the volume count
should be conducted during the period of higher occupancy

Dispute If a dispute arises during the sampling exercise, the route measurement
officers will record the disputed information both ways until such time as
the dispute is resolved.
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Section 1 — General Information (cont’d)

Data Capture
Software

September 23, 2019

To simplify the systematic capture of all required data and to ensure the
accuracy of the resultant mathematical calculations, a computerized system
has been developed. This system consists of Pocket PC software and
Desktop software.

e The “Pocket PCI” application captures Route, LDU, and Point of Call
information during the volume count.

e The Integrated Route Measurement Application (IRMA) assesses and
evaluates the workload of each individual route as per the data entered
in the Pocket PC and data entered on the 072 cards.

e Volumes of sequenced mail are captured in an electronic format by
the mechanized sequencing equipment. The volume is reported by
LDU or address in ranges that correspond to the 072 cards. This data
is transferred to IRMA for the calculation of the Percentage of
Coverage.

All subsequent instructions in this chapter explain how to capture the
information during the volume count using IRMA
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Section 2 — Pocket PCI Application

Point of Call Information
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Subject In the proper space, indicate the following: Pertinent Information
Regular  [Record the number of regular items to be delivered Note: This also applies
items that will not fit in the regular mail receptacle, to parcels addressed to

buildings in which parcel
Include items delivered to CMB parcel compartments, |post compartments have
items that are safe dropped, and items that require been installed.
personal contact.
Do not include bar-coded items, signature items or
collection of funds items. .

Stop 1 Record the number of stops required to deliver regular |Note: Items with no
items. Each point of call receiving regular items apparent value such as
should receive a stop. publications,

newspapers, catalogues,
Do not credit a stop for items delivered to a CMB etc. may be delivered to
parcel compartment. an auxiliary device such
as double doors, etc,
protected from inclement
weather.

BC Fit Record the number of bar coded items to be delivered |Note: Card for pickup
that will fit in the regular mail receptacle. Include items, (proof of identity
items delivered to CMB parcel compartments. and carded items) must

Stop 2 Record the number of stops required to deliver bar be returned to the
coded items that fit in the mail receptacle. Each point |registration clerk.
of call receiving items should receive a stop. Credit one BC Fit.

Do not credit a stop for items delivered to a CMB
parcel compartment.

Parcel Record the number of regular items to be delivered Note: PL items and stop

Locker that will fit into a parcel locker compartment. will only apply at

Regular buildings with

Items If all parcel locker compartments are full the item will |centralized delivery.

(PL Reg) |need to be attempted to the door and recorded as a
Regular item. Note: The parcels and or

packets to be recorded as
Do not include bar-coded items, signature items or PL items are only those
collection of funds items. items that are too large to
fit in the individually
assigned customer
compartments.
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Parcel Record the number of stops required to deliver items

Locker that fit in the parcel locker compartments.

Regular

Stop A parcel locker should only receive 1 stop per

(PL Reg |individual parcel locker per day.

Stop)
Do not credit more than 1 stop for each individual
parcel locker per day

Parcel Record the number of bar coded items to be delivered

Locker that will fit into a parcel locker compartment .

Barcode

Items (PL |If all parcel locker compartments are full the item will

BC) need to be attempted to the door and recorded as a BC
No Fit.

Parcel Record the number of stops required to deliver bar

Locker coded items that fit in the parcel locker compartments.

Barcode

Stop A parcel locker should only receive 1 stop per

(PL BC |individual parcel locker per day.

Stop)
Do not credit more than 1 stop for each individual
parcel locker per day

No Fit Record the number of bar coded items to be delivered
that will not fit in the regular mail receptacle.

Stop 3 Record the number of stops required to deliver bar
coded items that will not fit in the mail receptacle.
Each point of call receiving items should receive a
stop.

Signature |Record the number of items that require a signature on
delivery.

Stop 4 Record the number of stops required to deliver
signature items. Each point of call receiving items
should receive a stop.

Note: Where a
combination of items are
delivered to one address,
the higher-value stop will

apply.
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Section 2 — Pocket PCI Application (cont’d)

Point of Call Information

Subject In the proper space, indicate the following: Pertinent Information

Collection |Record the number of stops where the collection of

of funds |funds is required. This includes payment by cash,
credit card, cheque, or money order.

AR Card [Record one AR Card for each item requiring an AR
card. This gives credit for the card only, and should be
accompanied by an appropriate item and stop.

Card Record the number of items intended for delivery in
CMB areas that are carded without attempting
delivery.

CMB Record the number of parcels to be delivered to CMB [Note: The parcels to be
parcel compartments. This gives credit for the CMB  |recorded as CMB parcels
parcel compartment only and should be accompanied |are only those parcels
by an appropriate item (eg: BC Fit). that are too large to fit in

the individually assigned
CMB compartments.

Document [Select the appropriate size for each personal contact

Packet/ |and bar coded item. Any item exceeding 3 pounds or

Oversized |200 cubic inches is to be recorded as an oversized

parcel parcel. Any item less than or equal to 3 pounds or 200
cubic inches is recorded as a document packet.
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Section 2 — Pocket PCI Application (cont’d)

LDU Level Information

Subject |PCI Field

In the proper space indicate, the
following:

Pertinent Information

Direct — |D-Bags
Container

Record the number of bags/containers
prepared, by the Letter Carrier, for delivery
as “directs” or for “callers”.

Direct - |Bundles
Bundles

Record the number of direct bundles that
have been prepared by the Letter Carrier for
delivery as “directs” or for “callers”.
Bundles must be of reasonable size. To
eliminate double values, direct bundles
inserted in direct bags/containers are not to
be counted as direct bundles.

Record in the Pocket PC
the number of A-6 bags
prepared, by the Letter
Carrier, for delivery as
“directs” or “callers”.
Where volume requires
the use of the larger A-3
bags, count each as 2 A-
6 (relay) bags.
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LDU Level Information

carrier to refer to a directory where such is
kept, up to date, and in regular use. Record
all items for the same customer as 1 item.

Management can permit the use of directory
books created and maintained by the letter
carrier(s) for large apartment and/or office
buildings. A building or development of 30
or more units may be used as a guideline in
determining the need to establish a directory
book.

Directory values will be credited only for
buildings where a directory is kept and
consulted for each incompletely addressed
item. Delivery values for apartment
receptacles allow for the eye time required to
sort mail effectively to the receptacle.

In instances where an item is received
without the street name and/or number and it
can not be delivered without this information,
it should be returned to appropriate RTS
container given that the letter carrier will not
normally have the means to provide directory
service to such mail.

The business establishments’ names are to be
printed on the case labels to facilitate the
sortation of items addressed to these firms,
which may be received without complete
addresses. The inclusion of the firm name on
the revised sortation case labels will
eliminate the need for provision of directory
service to these items.

Subject |PCI Field|In the proper space indicate, the following: | Pertinent Information
Directory |Directory [Record the number of items, which because |Note: The count of
Items of an insufficient address, require the letter  |directory items is to be

completed before
counting the sorted mail.
This will permit the letter
carrier to receive the
additional credit for
sorting these items into
the case. Where a
directory book is to be
maintained, the change is
to be recorded in the
“Book 10”.
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Section 2 — Pocket PCI Application (cont’d)

LDU Level Information (con’t)

Subject

PCI Field

In the proper space indicate, the following:

Pertinent
Information

DRS Pulls
— Low
Density

Card - L

Record the number of pulls (separations with a
low density COAN with redirection mail) that
the employee pulled from the sortation case(s).
A COAN is low density if there is only one
COAN in the sortation case separation AND
either...

1. the separation occupies 1 or 2 slots on an
A32 case (for an A62 case, the separation
is less than 180 mm) or...

2. there is only one point of call in the
separation

DRS Pulls
— Medium
Density

Card - M

Record the number of pulls (separations with
medium density COAN(s) with redirection mail)
that the employee pulled from the sortation
case(s). A COAN is medium density if...
1. there are two or more COANS in the
sortation case separation and...
2. only 1 or 2 points of call and...
3. the separation occupies 1 or 2 slots on
an A32 case (for an A62 case, the
separation is less than 180 mm).

DRS Pulls
— High
Density

Card - H

Record the number of pulls (separations with
high density COAN(s)). A COAN is high
density if there is more than one point of call in
the separation AND...

1. itisin a separation that occupies 3 or
more slots on an A32 case (for an A62
case, a single poc or grouping of poc’s
[e.g. floor or apartment suites] that
occupies more than 180 mm regardless
of the position of the dividers] or...

2. itisinan Al2 case or...

3. there are 2 or more COANSs and 3 or
more points of call.

These pulls are counted regardless of whether
they have redirected mail, or not.

Note: Redirection
mail for bulk sites
(non-automated) is
to be recorded
“Red BIk”.
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Section 2 — Pocket PCI Application (cont’d)
Route Level Information

and carried from the office.

On mail mobile routes, do not include the
weight of parcels that individually exceed 3
pounds in weight or 200 cubic inches in size
which, on foot routes, would normally be
delivered by truck.

However, when weighing the mail to be
delivered the weight of the satchel, relay
bags and plastic/cardboard trays must be
included.

Subject | PCI Field In the proper space indicate, the Pertinent Information
following:

S/L Mis S.L  |Record the number of short and long items |Note: Record one (1)

Missorts that have been missorted to the route. Missorted item for each
piece of mail to be

O/S Mis O.S. [Record the number of oversize items that  [diverted for boxholder

Missorts have been missorted to the route. delivery.
Note: In instances
where a bundle of pre-
sort mail for a single
route such as gas bills,
magazines, a count of 3
pieces is to be recorded
as a missort

Weight of [Weight |Record the weight of mail to be delivered by |Note: Ensure that the

mail the Letter Carrier. This weight includes the |weight of “Directs”,

delivered weight of mail dispatched to relay points “Callers”, Straights and

Householder mail is not
inadvertently included
with the weight of mail
delivered.

Once the weight of the
mail has been recorded,
the bags/trays are not to
be returned to the letter
carrier sortation area.

September 23, 2019
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Section 2 — Pocket PCI Application (cont’d)
Route Level Information

Returns  |[RTS A Record the number of items (including all |[Note: All RTS
“Moved undeliverable Publications) to be returned [Publications, regardless of]
[Unknown” to the sender which are: reason of return, are to be
e Returns - “Moved/Unknown”. entered as Returns
“Moved Unknown”.
Include any of these items received in a
Letter Carrier String Envelope (33-086-  [Note: Any RTS items
179) but do not include any missorted brought back at the end of]
items. the day should be
recorded at end of day or
Returns - |RTS B Record the number of items to be returned [pext morning
“Others” to the sender which is:
¢ No such address, Note: Literature for the
e Incomplete address blind; if the address label
e PCI items - Refused. is inside a plastic pocket
and the L.C. needs to pull
Include any of these items received in a the label out, credit an
Letter Carrier String Envelope 33-086-179 RTS B.
but do not include any missorted items.
Packet No [PKTNBC | Record the total number of document
Barcode packet items to be delivered with no bar
code and that will fit in the regular mail
receptacle.
Do not include regular items, bar-coded
items, signature items or collection of
funds items.
Safe SafeKeep |Record a “Y” on each day that the letter  |Note: Safe Keeping does
Keeping carrier has items which should be returned |not apply to routes that
to the security clerk, for safekeeping, are not structured to
(C.0.D.'s, Customs and international return to the office for
registered items) because those items are  |lunch.
intended for delivery on the PM portion of
the route. At noon, only the letter carriers |Motorized routes keep
concerned will return to the wickets to those items in their
pickup these items held by the clerk vehicle.
September 23, 2019
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Section 2 — Pocket PCI Application (cont’d)

Route Level Information (con’t)

Subject PCI In the proper space indicate, the Pertinent Information
Field following:

Redirected |[Red S.L. [Automated DRS sites only

Letters Record the total number of letter-type Note: Any Redirected

(Automated (S/L) redirection mail and number of case |items (S/L and O/S)

& Bulk Sites) cards from the DRS center sorted in the brought back at the end
case(s) by the letter carrier. The amount is |of the day should be
not to be entered on the 072 Card. recorded at end of the

day or next morning
Bulk sites (non-automated)
Redirection mail is to be recorded as
“Single Readdress with Label (Bulk
Sites)”.

Redirected |[Red O.S. [Automated DRS sites only.

oversize Record the total number of redirected flats,

sorted to magazines, newspapers, straights and

case packets sorted in the case by letter carrier

(Automated in A32, A33 or A62 case(s). The amount

& Bulk Sites) is not to be entered on the 072 Card.

Bulk sites (non-automated)
Redirection mail is to be recorded as
“Single Readdress with Label (Bulk
Sites)”

Redirected |Red A12 |Automated DRS sites only.

oversize Record the total number of redirected flats,

sorted to A- magazines, newspapers and packets sorted

12 by letter carrier into the A12 case.

(Automated

& Bulk Sites) Bulk sites (non-automated)

Redirection mail is to be recorded as
“Single Readdress with Label (Bulk
Sites)”

Mech. Seq. |Oth Crd [Where cases may be shared, count all Time will be credited for

Office - other case cards not counted elsewhere. sort and pull if the

Other Cards (E.g. Redirection case cards when no mail |restructured route is
was received, Hold case cards, Dog required to share a case
Incident card, Delivery Employee
Warning card (084), etc.)

Record these other case cards separately in
the Pocket PC
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Section 2 — Pocket PCI Application (cont’d)

Route Level Information (con’t)

Subject PCI In the proper space indicate, the Pertinent Information
Field following:
Single Red Blk [Record the number of items for which the
readdress with DRS bulk site clerk is required to change
label the address by affixing a pre-printed
(Bulk Sites) readdress label. These volumes are kept
separate and are not part of the office
assessment.
Bundles Red Hnd [Once the items intended for each individual Note: Bulk readdressing
readdressed boxholder have been bundled and the top |is to be used wherever 5
by hand & to item endorsed “all for” with the complete |or more items are to be
boxes box number and installation, count each  readdressed to the same
bundle and record the total. Each piece is |address. For recording
also to be counted as a missort. purposes, enter the
appropriate number of
items (envelopes,
publications or bags) as
single readdress, no
label or single readdress
by letter carrier, with
label.
Single Red Hnd [Record the number of items on which the [Note: During the
readdress no letter carrier is required to change the sampling exercise, the
label address by inscribing a new address by number of items to be
hand. credited as readdressed
is to be determined by
Single Red LC [Record the number of items for which the [physical count after the
Readdress by delivering employee is required to letter carrier has
Letter Carrier readdress by affixing a label to each item. [amended the address as
(with label) required.
PCI requiring [Red Hnd |[Record the number of PCI items requiring
hand- written readdressing by the delivering employee.
readdress
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Section 3 - LDU Sampling Card

Local Delivery
Unit

LDU Sampling
Card 072

Headings

Counting the
Mail

Recording

September 23, 2019

The term “LDU” in this exercise refers to a “Local Delivery Unit” as
determined by the postal code and identified by the last three characters of
the postal code and is a specific segment of a letter carrier route, as detailed
in the chapter “Inventory of Points of Delivery.”

“LDU Sampling Cards” are used in conjunction with the IRMA application.
A separate card is to be used for each “LDU” on routes.

When an “LDU” contains more than one type of call as indicated on the
038; residential (incl. apartments), commercial and direct, a separate card
must be prepared for each type of call within the LDU. The count of S/L and
oversize letters must be done at the LDU level.

All headings, such as “Post Office name”, “Route Number”, “Points of
Call”, etc. are automatically printed on the card but should be verified
before the volume count. The type of call (R, A, C or direct) appears on
each card.

When the sortation of each type of mail (S/L and O/S) has been completed,
the items are to be counted while still in the sorting case, before they are
“tied out.” The number of items of each type (S/L and O/S) is to be recorded
in the appropriate column for the day. The figure entered is to include all
items regardless of whether sorted by the Letter Carrier, Router, etc.

Note: “Directs and Callers” prepared at the city final cases are not to be
included.

In units receiving Machine Sequenced Mail, the machine sequenced mail
volume is not included on the 072s. These volumes are obtained daily from
the mechanized sequencing equipment and listed on the 501a report.

The 511 report lists the mail volumes sequenced by machine for each route,
in delivery sequence by address range. This report will be available at the
unit, each day of the volume count.

Following this exercise, ensure that the cards are stored in a secure place in
preparation for the next day's count.
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Section 3 — LDU Sampling Card (con’t)

items (S/L) sorted into the case(s) by letter carriers,
except redirection mail.

For an A62 case, use the same criteria as an A32 or
A33 case for determining letters (S/L).

Subject In the proper space, indicate the following: Pertinent Information
POC The term “POC” on the LDU sampling card 072 is to |Note: The number of calls
be interpreted as the number of calls for which mail is |must be the same as the one
sorted by letter carriers at the time the volume count  |in AIM. Calls which receive
occurs. This includes “Directs” and “Callers” which |direct delivery or pick up
are sorted by letter carriers. their mail are to be counted.
Vacant calls are not to be
counted.
Letters Record on the 072 card the total number of letter-type |Note: The following types

of mail are not to be entered
on the 072 card:
e Mail to be returned to
the sender
e Householder mail
e Missorted Mail

Note: Ensure all “Hold”
and/or “Temporary
Readdressed” mail is
recorded as sorted on the
appropriate 072 card

Note: Volumes of “Hold”
and/or “Temporary
Readdressed” in the
machine sequenced mail
stream, are collected via an
automated report (512
report) and added to the
appropriate LDU for
calculation of the
Percentage of Coverage.

Note: Do not count case
cards sorted as the credit is
provided based on the
number of cards pulled.
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Section 3 — LDU Sampling Card (con’t)

Subject In the proper space, indicate the following: Pertinent Information
Oversize |Record on the 072 card the total number of flats, Note: Any redirection
sorted to |magazines, newspapers, straights and packets sorted by |mail placed on the ledge
letter letter carriers in A32 or A33 case(s), except redirection |because of high mail
carrier mail, change of address cards and the hold mail. volume (separations full)
case is to be counted as

e Straight - A straight is mail that comes in a redirected mail
container (sleeve, tray) or a bundle of mail (Automated Site)
intended for delivery to a single call which has
been sorted to the POC by the sortation staff or ~ |Note: Each “Straight” of
by machine. mail received by the letter
carrier is to be counted by
A flat item is any item that requires folding before being |bundle and recorded as
sorted into an A-32 or A-33 letter-type case and one (1) oversize item for
includes items such as Readers Digest magazines or each bundle.
large envelopes, which, because of their size, require
extra muscular effort to be sorted into a letter case.
In instances where “Bulk Readdress” envelopes and/or
bags are received, the letter carrier is to inform the
verification officer, who will open the envelope or bag
and count the number of items and record them as
individual items.
Oversize |Record on the 072 card the total number of flats,
sorted to |magazines, newspapers and packets sorted by letter
A62 carrier into the A62 case, except redirection mail.
A flat item is an item that is not a letter as per the
criteria used to identify a S/L in an A-32 or A-33 case.
Oversize |Record on the 072 card the total number of flats,
sorted to |magazines, newspapers and packets sorted by letter
A-12 carrier into the A12 case, except redirection mail.
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Section 3 — LDU Sampling Card (con’t)

“callers.” These items are to be included on the 072
Block Sampling cards. Refer to the “Single point of call
profile” concept for Direct calls within an LDU in
chapter 4.

Before detailing the procedures to be followed during
the sampling exercise, a clear understanding of the
following definitions is required.

e Straight - A straight is mail that comes as an
individual point of call in a container (sleeve,
tray) or a bundle of mail intended for delivery to
a single call that has been prepared by the
sortation staff.

e Caller - A bundle or bag of mail items bearing
the same address that is to be picked up by the
addressee at the office and sorted by the letter
carrier.

e Direct - A bundle or bag of mail items bearing
the same address to be delivered by a courier or
motorized letter carrier and sorted by a different
letter carrier.

Subject In the proper space, indicate the following: Pertinent Information
Direct - |[Record in the Pocket PC the total number of items Note: For motorized routes,
Pieces sorted by letter carrier to be delivered as “directs” or the carrier should, before

the beginning of the volume
count, identify the POC’s
which received regularly 15
pounds of mail or more (S/L
and O/S) and identify them
as potential POC’s for
‘Direct’. These POC’s must
be subject to an appropriate
assessment.
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Section 4 — IRMA Desktop Application

Data Required The following instructions relate to the data that must be captured and entered

for the IRMA into IRMA.
application
Subject In the proper space, indicate the following: Pertinent Information
Mode of Indicate either “MM” for motorized or “F” for foot.
Transportation
The type of Only case(s) used for sortation purposes are to be

sortation
case(s) used

recorded (A32, A33, A62, A12). Case(s) used for

storage purposes only are not to be entered. If a non-
standard (e.g.: A-54, A-55, A-56, etc.) case is used to
sort the mail, indicate that an A33 case has been used.

The “Mail
Volume
Index”

Enter the MVI for the period of the sampling.

Sampling Start
Date

Select the date of the first volume count day.

Relay Prep
Methodology

Indicate the method used to prepare the relay/trays.
The category is to be determined as follows:

Separate Relays/Same Case — if the Letter Carrier
is expected to tie out separate bundles (letters and
oversize are not combined in the same bundle)
and only one type of case is used to sort the mail.

Combined Relays/Same Case — if the Letter
Carrier is expected to tie out combined bundles
(letters and oversize are combined in the same
bundle) and only one type of case is used to sort
the mail.

Separate Relays/Separate Cases — if the Letter
Carrier is expected to tie out separate bundles
(letters and oversize are not combined in the
same bundle) and more than one type of case is
used to sort the mail.
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Section 4 — IRMA Desktop Application (con’t)

Subject

In the proper space, indicate the following:

Pertinent Information

Relay Override

Computerized calculation of relay stops (automatically
calculated in IRMA):

If the number of calculated relay stops is incorrect, enter
the correct number in the Relay Override field in IRMA.
If the number of calculated relay pick-ups is less than
the number of reported relay stops, the correct number
of stops as determined by supervisors conducting a
verification of relay stops is to be entered in the average
column. The procedure to be applied when making such
verification is as follows:

a) During the sampling period, the checking officer is to
obtain from the Letter Carrier the number of relay
pick-up stops made on each trip each day.

b) In instances where there is an indication that the
reported relay stops exceed the calculated stops,
supervisors are to conduct a one-day verification of
relay stops in the following manner:

Before the mail is dispatched to the relay boxes, ask
the letter carrier how many stops he will make at the
relay boxes. Weigh the mail the letter carrier will
carry from the office and add to the weight dispatched
to relay boxes. Do not include householder weight.
Calculate the number of relay stops and if less than the
number reported, the supervisor will accompany the
letter carrier to determine whether the additional stops
are required, or are for the personal convenience of the
letter carrier.

If the test indicated that the additional stops are
warranted, record the number of required stops in the
Relay Override field in IRMA. If the test indicates that
the additional stops are not warranted, leave the Relay
Override field in IRMA blank. A record of the one-
day verification is to be kept and filed with the
assessment papers for the route.

Note: Motorized letter
carrier routes will
generally not use relay
boxes. Accordingly,
enter 0 in the Relay
Override field in
IRMA. If
circumstances require a
motorized letter carrier
to use relays on a
portion of the route,
determine the correct
number of pick-ups
required and enter the
correct number in the
Relay Override field in
IRMA.

Note: The time
required for the
preparation of the
satchel is covered in the
“Total preparation
time”. Furthermore, a
minimum of one relay
must be shown for all
routes assessed to use
relay boxes, even if the
average weight is less
than 5 pounds.

Note: See the following
table titled,
“Calculating the
Number of Relays” for
an explanation of how
the number of relays is
calculated.
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Section 4 — IRMA Desktop Application (con’t)

Subject

In the proper space, indicate the following:

Pertinent Information

Satchel
Preparation

Indicate the number of satchels prepared on a daily
basis by the foot route, whether it is 0, 1 or 2. The
number is used to amend the assessed relay stops on
the route. This number is invalid on a mobile route.
Full time foot route = 2

Full time foot route with Designated Meal Location =
1

Part time foot route = 1

Motorized route =0

Sortation
Methodology

e [f the oversize items are sorted in the case with the

letters, record “Combined”.

e [f the oversize items are not sorted in the case with

the letters, record “Separate”.

e In units with Machine Sequenced Mail record

“Machine Sequenced”.

e Following the volume count the Corporation will

assess which sortation methodology is to be used for
the restructure assessment.

On Route PDT

e [f the route uses a PDT while on route, select “Yes”.
e [f the route uses an IDB on route, select “No”.

Inside PDT

Select one of the following 5 options

1. No PDT — The registration clerk is responsible
for scanning the items for the route.

2. Shared PDT (scanner) — The carrier is
responsible for scanning their items and share
a PDT with other route(s)

3. Dedicated PDT (scanner) — The carrier is
responsible for scanning their items and does
not share a PDT with other route(s).

4. RF Shared PDT (scanner) — The carrier is
responsible for scanning their items and shares
a wireless PDT with other route(s).

5. RF Dedicated PDT (scanner) — The carrier is
responsible for scanning their items and does
not share a wireless PDT with other route(s).

September 23, 2019




Chapter 3, Page 21 of 45
Letter Carrier Route Measurement System Manual

Section 4 — IRMA Desktop Application (con’t)

required to permit proper evaluation
of the sequencing of the mail.
Accordingly, the required information
is to be recorded in the spaces
provided as follows:

Full Separations - Record the
number of full separations into
which the letter carrier is expected
to sort oversize items.

Partial Separations - Record the
number of partial separations
(divided) for more than 1 POC into
which the letter carrier is expected
to sort oversize items.

Full Separations Req. Sequencing -
Record the number of full
separations in which the mail must
be sequenced (placed in delivery
order).

Part Separations Req. Sequencing
- Record the number of partial
separations in which the mail must
be sequenced.

Subject In the proper space, indicate the Pertinent Information
following:
A12 Case If an A12 case is used in the sortation |Note: For those routes which use an A-
Configuration | process, the following information is |12 Case for the sortation of oversize

mail which must be revised, the

following procedures to determine the

total sortation time allowance must be
followed:

1. By means of a simple count

determine:

a) The number of full separations in the
case used for the sortation of mail.

b) The number of partial separations in
the case used for the sortation of
mail.

c¢) The number of separations dedicated
to multiple points of call. Do not
include any separations dedicated to
apartment and/or business building
mailrooms or lobby box assemblies,
group boxes, etc. Time allowances
for the delivery of mail into the
various mail receptacles (K 's) for
these types of calls include
allowances for sortation that assumes
that the mail is not already sorted into
a specific delivery sequence.

2. Determine the percentage of
separations that require revision (1c /
(la+ 1b) X 100). Round up the
resulting percentage to the nearest
2.5%. This final percentage will
determine which table of values is to
be used to determine the time
required to sequence the mail sorted
into an A-12 case. The time
allowance for revising the mail is to
be added to the time allowance for
sorting the mail, and the total is to be
recorded in the appropriate space.
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Section 4 — IRMA Desktop Application (con’t)

Calculating the time to prepare: satchels relay bags, containers

Step Calculation

1 |The system divides the average weight by 20 1bs. (ie. 106 1bs./20 Ibs. = 5 relays with
remainder of 6 1bs.)

2 |If the remainder is less than 5 pounds the system does not add an additional relay.

3 |If the remainder is equal to or greater than 5 lbs. then the system adds one (1) additional
relay to the result of “Step 1.”

The result is used to calculate the ‘Preparation’ time credit for satchels, relay bags, containers
and the ‘Relay Stop’ time credit as follows:

‘Preparation’ time credit

The result of step 3 is used to credit the time for the preparation of satchels, relay bags,
containers from the appropriate table of values.

Relay Stop time credit

From the result of step 3 the system subtracts;

o 2 satchels for Full time foot route

o 1 satchel for Full time foot route with Designated Meal Location

o 1 satchel for Part time foot route

o 0 satchel for Motorized route

to account for the satchels carried out in the AM or/& PM. and to calculate the time
credit required to retrieve mail from relay boxes.

Note: The preparation of these satchels is covered under ‘Satchel Preparation’.

Note: The total weight of the mail to be delivered with a mailmobile for loop
delivery must not exceed 20 pounds.
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Section 5 — Other Sampling Information

After
theVolume
Count period

Accuracy

Delays

When the LDU sampling card has been completed, bundle all cards together
and file together with all assessment papers for the route concerned, in a
secure location.

The need for accuracy in the data collecting exercise cannot be over-
emphasized. Therefore, it is imperative that each examiner become
completely conversant with the established procedure before the volume
count begins.

Every effort is to be made not to delay the Letter Carrier during the volume
count period. Therefore, the volume of mail processed on each route will
govern the number of routes an examiner/counter can effectively count at
one time.

Procedure on Removal or Establishment of “Single POC Profile”

Procedure

September 23, 2019

To remove or confirm a “Single POC Profile” on a L.C. route after the mail
volume count, add or remove the “Single POC Profile” designation from the
point of call, as appropriate.

See Chapter 4 for a description of the “Single POC Profile” concept.
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Section 5 — Other Sampling Information (con’t)
Data analysis — Transfer of values to Georoute

Validity of the Normally, the data collected should be valid for approximately 3 years.
Data However, the scheduling of route sampling exercises is at the discretion of
the Urban Services Manager, based on local needs such as:

e Areas where letter carrier delivery service has been implemented
with functional rates derived from established comparable areas.
This should be applicable only after one full year of service.

e A change in the weekly average volume per route of 5% (Column 5,
form 073 or columns 3 and 5, form 073b).

Volume Index Before starting the data analysis, obtain the mail volume index for the
sampling exercise from the Mail Volume Index (form 073 or 073b).
Enter this information in the spaces provided.
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Data Analysis - Transferring Values to Georoute

Values The values from the volume count are transferred from IRMA to Georoute.
Transferred to IRMA generates rates for each LDU on a route.
Georoute
Prior to transfer to Georoute, the volumes from Machine Sequenced Mail are
combined with manual mail volumes, and indexed to allow the Percentage of
Coverage to be calculated.
Subject In the proper space, indicate the following Pertinent
information
Letters The IRMA application will multiply the total number of |Note: If more than
adjusted to letters found on the LDU sampling cards by 100 and one type of case is

volume index

divide the results by the Mail Volume Index. The
application will then add the redirected mail received at
the case to this number and average over the volume
count period. The sortation time for letters can now be
determined based on the average number of letters sorted
into the case and the appropriate table of values.

This applies to both S/L and O/S volumes.
Example: S/L mail=2620 X 100 +93.3 =2808

Redirected mail= 131
Daily average = 2808 + 131 =2939 + 5 =588

Calculating
Daily Average

The volumes recorded during the volume count are
averaged over the 5 or 10 day period of the count and the
appropriate tables of values are applied.

The S/L & O/S volumes for each LDU are transferred to
Georoute

used to sort the
oversize items, the
IRMA application
will evaluate them
separately and
combine them into
one sort value.
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to.
Document packet items will be adjusted in order to credit
the appropriate preparation time.

The IRMA system will assess the PCIs volume as
follows;

The PCI index is calculated in the same manner as the
MVL. To calculate the index, divide the weekly average
of all bar coded items (including barcoded, signature, and
funds items) from the Delivery Information Application
(DIA) for the 1 or 2 weeks of the volume count by the
weekly average of 48 weeks of all barcoded items from
DIA (one year minus Christmas period). This index
applies to all non-barcoded items captured during the
count.

Apply the index and daily averages as follows:
Packet no barcode: (VC daily PKTNBC) / (PCI index)

Regular: (VC Daily Reg ) / (PCI index)

Stopl: (VC daily Stopl) / (PCI index)

PL Reg: (VC Daily PL Reg) / (PCI Index)

PL Reg Stop: (VC Daily PL Reg Stop) / (PCI Index)

The barcoded items are adjusted to the daily average route
volumes from the 48 weeks of DIA data by multiplying
each volume counted daily item by the ratio below.

BC ratio: (48-week daily BC items) / (VC daily BC total)
The BC ratio applies to all BC fit, BC no fit, PL BC, Stop
2, Stop 3, PL BC Stop

Sig ratio: (48-week daily Sig items) + (48-week daily
Collect items) / (VC daily Sig total)

The Sig ratio applies to all Sig and Stop 4 items

Subject In the proper space, indicate the following Pertinent
information
Personal The PCI volumes will be attributed to the various LDUs
Contact Item  |based on the distribution pattern of items and stops that
Volume were recorded during the volume count period. Each
Assessment  |item counted during the count will be adjusted in order to
(PCI)) credit the appropriate values for the POC it was delivered
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Funds ratio: (48-week daily Collect items) / (VC daily
funds total)

Where the volume count yielded no items in a given
category for a given route, office totals will be used to
establish ratios (eg: BC fit or BC no fit) for 48-week daily
volumes. This credit will be spread evenly over the
LDU’s on the route.
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Section 6 — Forms
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r g
IS
IS
SIS
8

L

000286502

O/S -- G.F.

0ee
eee
L 1SS
CISIS]

14
=

|leeo

SOOOEEO®O®O®
olololololcial olo) N
DDOOEEOEO®®

L
068
908

000
008
000
L]

0B0

Route: 4

ASPEN CRES
101 to 71
N3B1J9

Type: R

#POC: 16

S/L--C/L

B Depot: MAIN
[ | Volume Count Finish: 2004-05-21
Printed: 2004-05-06

CANADA POSTES
POST CANADA

14

[_Jolololololelololo)
ol Jolololelelololo] B
DOOROODEODD®

900!

CLSIS]
eee
SISIS)
CIEIC)
Cle]C]
SISIS]
000
SEIS]
000

OIOLO]
QIO
®OO®

CICIS
SISIS)

DOOE®®
QOeE®
DOO@E®

000

SIS

CISIS)
| ISIS)
CISIS)
©ee
SIe[S,
SICIS]
CICIS)
CSISIS)
000

Wed /
Mer

Tue /
Ma

Wed /
Mer

= b
==

HR04

6543

Mark Reflex® forms by NCS Pearson MM226697-3

September 23, 2019



Chapter 3, Page 29 of 45
Letter Carrier Route Measurement System Manual

501 — Letter Carrier Daily S/L and O/S Volumes
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501a — Letter Carrier Daily S/L and O/S Volumes (Sequenced)

(80-11) B1L0S-280-€€

zss9L | evoLy | ewvoL | eoss | veel | szev /16 g/ov | ozoL | sesk | soze 108 | ovel 159% LoLL | o6l ze9e v06 | lvic 8oLy zroL TesoL
161 168G | seck | €obb /25C 0€9 orl [ evl | g6l 89¢ 26 9€T G8S ol k73 (252 8Ll G0€E 925 L€l .
6202 €¥69 | gLk | Z:01 /82¢€ 128 o€l [ 8/l | cie X722 oLl | siz 6L /81 B3 6€9 091 11T ov. 98l 5
BXZz2 02¢5 Lecl | ocel vese 1€9 (71} ¥9G Il | 9c¢ 8¢ G6 ¥6C 0v9 091 6/C 98t 12l 66C oG vil <
0252 8995 | Ocvh | OLEL 213 959 zTh 06¥ €L | 9ee €05 9clh | cee 759 €9l GlE /5% [ GlE 025 0gh :
¥85C 209G Lovl | seel 0652 879 6EL 66 GeL | eve 9G¥ vl | vee 785 orl Z62 687 zTh /€€ 295 2 5
€652 /859 | ¢s9b | ecel Z81€ 6. 8yl 109 05k | 6vZ 995 2 10€ €GL 88l €C¢ [ES o€l 80€ 80L 1/} Z
2922 2/19 | evsl | sell 000€ 05 oLl 8€9 09l | 81 €67 €l | see 989 [y} 762 €€5 eel 90€ 059 €9l I
SO [BI01 [O3S BIOL[T0 BIOL[SO BIOL [OFS [BI01[ 10 [BI0L] SO-USA | ©3S-USA [1S-USA | SO-Ner | D3sner | IS ner | SO-8N | OIS | 1S9 _|SO-BIW | DIS-eIN_| 1S-eIN | SO-UNT | ©3S-uni | IS-Un | eJieiguni
SoeoL| el [1SEoL|soeoL| roL [ISieloLl] so-d 13 qS4 [SONUL|  nuL  |IS-MUL [SO-PeM| PeM | 1s-PeM [SO-enL|  enL 7S-8NL | SO-UOW | UOW | 1S-UOW  ejnod
O3S O3S 03 O3S O3S O3S O3S
S|ejoL pueio Z 188 Z QUIEWISS / 2 ¥o8M |
S=>[Ce]uu)t=
€708 | SL6LC | 16¥S 209} €1/E | 626 | G6kL | 060F [ €eo0L | ieGh | €v0S 09zl [ 296k [A%13 629 | €9/l /659 0v9l .
8¥0l 0£82 80L 0lZ 0lG gzl | vSlb [ cvl | 9l 20 GlL 9€T 681 1y Z€C 658 Gl .
256 959€¢ 716 €Ll v.G evl | svl 769 v.L | 6l 86. 661 9€T z8% V2l 002 801} 11T 5
€611 96.C 00Z (£33 1G¥ 7L | 6LL 655 ork | 81 8.5 Gl 60€ 0L€ 8. [E3 268 €cC S
oLzl 7¥0E ¥9L 982 0€5 €€l | 89l org ork e €89 [ 00€ [753 89 SvT €10} €5C 3
672l Z10€ €GL 022 6.7 ocL | w8l G9G 1wl | eve 259 €Ol 0LE 198 26 262 676 /€T 5
[ SOvE 098 19T 785 orlL | 66l €09 /SL | sse veL vl 6/C 209 151 ¥8T ¥88 [773 Z
/Tl [2%3 6. [4%3 185 R EEED €65 8el | vic 968 veT z6C 062 [ orT 2468 €l T
SO [EI0L [O3S [BIOL|TO [BIOL] so-usp | ©3s-usp |1s-usp | so-nar | ©as-ner |Is-ner | SO-1oW | D3s-1oW | IS8 |sO-ew | oIs-ew | 1s-eW | so-un | o3s-un7 [ Is-un7 [ earesguny
SO kL] oL [ISEoL| sowd [IF] Isd [sonuL] nur [snuL[sopem | pem [ 7s-pem [so-eni| eny Is-enL | so-uow | uow [ Is-uow | enoy
03s [eE[S 03s [eE[S [eE[S O3S
1 YeeM | euleWwog / | Yoo

:efeuuo||3uey99,p Ul / 83ed PUT JUNOD SWN[OA
12-11-8002 :uolssaidwi,p 83eq / 83eq Julid

(LYOd3™H YDOO0IW) VHINTT - NIVIN :3odaq:ajesindong / jodaq
(2ouanbag) anajoey np uaipionb [ejo} swnjoA /(paduanbag) sawnjop SAO pue TS Ajieq JaLue) 18)397 - BLOS

<n<z<um 1s0d

September 23, 2019



Chapter 3, Page 31 of 45
Letter Carrier Route Measurement System Manual

502 — PCI Daily Volumes
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503 — PCI 10-Day Total Volumes

L epjo | afed (£0-6)0€06-260-0€ '0U W0y

| | | o] 1 o] ser | | esv] e s | soul o on] wibeqop
| ] o] o of o] of we] o] owe| sess] evat| ze] e[ o] v[ o] s ea| o] wu] 08
| 0] 0 0 o] oe 0 | 9| 0 | N i 8 v,
| o] 0 0 0 0 5. os| sv6| wz o] z 19| [ ) ] z| sz 9
| 0 0 0 o] 4 0 [ o8 v 3 vl L Le zlg
| of o 0 0 0 0 0t 1] ove| om0z L 8 of z| 0] ol w | €€ z
| 0 0 0 0 W £l | L 0 L z| o1 0] g
| o] 0 0 0 0 of s sz] os6[ 261 L 0 of of of o u A 1L
| 0 0 L o] or 0 [ e 9 0 £l o] s 8l 5
[ ] o of o 0 o 6L x| ezv] evs] 28 9 L of of of of w of s o
| 0 | 0 0 0 1z 62 8 i 0 vZ B g e
| of 0 of 0 0 of i x| sii] szor] oes L 0 of of o o] iz el 2] w
[ o [ o 0 o] &t 0 8Ll ! 0 [ = e[ ez,
| o] 0 of 0 0 of ee zzh| o8] s i 0 of of of ol st | el vz
| 0 | 0 0 of s | ie [ 5 L z 1z ol ¢
| o] 0 of o 0 of ovi| szot| el 0 8 of 1| o] of oz zl ezl ol
W | PuH SO SO
sbeg q _muhmo poy [M@Ped 2O gs1y gy |@000faena ¥ dois [ ¢ doig |z doig | | doig
7 H ZLY B by 5 o
ag  [elpung m_emo_.ﬁsmO p1pex| DV s peul| ejes (v SLuWbem | (I 00O ¥-9na | BINO _ oy i $$ _umEmo S8 [4NO8 | 408 | 934 ajnoy
(VHINT3) H - NIVIN :1odeq
sawnjoA |ejo) Aeq-0L 10d - €05
12-90-200Z :eBeuuo||uey9?,p uld [ 8je@ Pud JUNOH BWN|OA
bSIZL 0-S0-p00Z :uoissaudwip @eQ /oA WMA | appo | afey

September 23, 2019



Chapter 3, Page 33 of 45
Letter Carrier Route Measurement System Manual

504 — PCI 10-Day OS Volumes
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505 — Total PCI OS Volumes by LDU
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506 — PCI by POC
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507 — Total PCI DP CMB Volumes by LDU
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508 — One-Day DRS Volumes

CANADA

508 - One-Day DRS Volumes / Volumes SRD quotidien
Volume Count Date / Date d'échantillonnage: 2002-06-10
Depot: MAIN - H (ELMIRA)

LC Route/ |Total Credit/ DRS Low |Value Low [DRS Med. |Value Med.|DRS High |Value High

FSALDU/RTAUDL litin Facteur |Valeur total SRD Bas  |Valeur bas [SRD Moy [Val. moy. |SRD Hautel\lal. Haute
N3B1E2 4 0 0 0 0 0 0 0
N3B1A1 5 0 0 0 0 0 0 0
N3B2E3 6 0 0 0 0 0 0 0
N3B3B1 6 0 0 0 0 0 0 0
N3B1N3 T 0 0 0 0 0 0 0

Print Date:  2004-05-10 12:52 Page 1of/de 1
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Card Verification Report
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POC Change Report
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511 Report

i Postal Transformation
Innovapost=. PMR-RPT-317 — POC Volume Report

43 ReportLayout

POC Volune - Sunmmarized by Address Range

Delivery Instalation: MN3B ZN0 - ELMIR A STH M AN Delivery Date: 2008-11-09
Delvenyr Mode: LCOoo4
WOLUME
Start Seq & [ POC [FS4 LOU] Address Range Strest Mamea Streat Type COMM RES Range TOTAL
o010 4 NIB M7 45-40 CHURCH 5T, WY, - H 2
0050 1 NIB1MT 38 CHURCH 5T, WU, 5 - 5
[ 3 NIB1MT 36-32 CHURCH BT, WU, . 1 1
B NZB1MT 5 3 B
AT T f1J7T W i
VAT T T Iy T T
A SN AVIAYNIT = /T T ] ]
=~ 1 F VTNV [y lE =
I I AT ] =/ =
B L0 L] L Il I
] | | - T | 3
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512 Report

6 ISampIe Report Layouts Inline Redirection | Réexpedition en ligne

EAHATS g TS 512 COAN HOLD Statistics Report / Rate
] EARARA Rapport de statistiques TBD

From anywhere... to anyone

Period:  2009-03-01 TO 2009-03-31 Periode: 2009-03-01 A 2009-03-31
Criteria: Depot Critére: depot
OFFICE NAME: Elmira - Main DATE: 9-Sep09
ROUTE NO: 4
TEMP STREET STREET
HOLD | REDIRECT FSA LDU ADDRESS NAME TYPE Res Comm Item Total
X N3IB1Z7 16 ARTHUR ST. N 2 |
X MN3E1J9 g9 ASPEN CRES 1 0
X MN3B1J9 g5 ASPEN CRES 0 H
® N3B1J9 B9 ASPEN CRES [} 1
S N3IB2C2 121-100 | CHURCH 3T ? 0
X N3IB2C2 207100 | CHURCH ST 3 0
X N3IB2C2 409-100 | CHURCH ST 1 0
X N3IB2C2 §05-100 | CHURCH 3T 1 H
® N3IB2R4 150 hAIN ST 0 z

[Toams [ m [ 3 ] 48
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