
    
    

  

 

   

Chapter 3, Page 1 of 45 
Letter Carrier Route Measurement System Manual 

Chapter 3 

Letter Carrier Route Sampling 

September 23, 2019 



    
    

  

   

             
         

 

            
             
              
              

             
     

            
         

        

           
            

   

Chapter 3, Page 2 of 45 
Letter Carrier Route Measurement System Manual 

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 

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. 

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

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. 

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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Pertinent Information 
Note: This also applies 
to parcels addressed to 
buildings in which parcel 
post compartments have 
been installed. 

Section 2 – Pocket PCI Application 

Point of Call Information 

Subject In the proper space, indicate the following: 
Regular 
items 

Record the number of regular items to be delivered 
that will not fit in the regular mail receptacle, 

Include items delivered to CMB parcel compartments, 
items that are safe dropped, and items that require 
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 
items. Each point of call receiving regular items 
should receive a stop. 

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

BC Fit Record the number of bar coded items to be delivered 
that will fit in the regular mail receptacle. Include 
items delivered to CMB parcel compartments. 

Stop 2 Record the number of stops required to deliver bar 
coded items that fit in the mail receptacle. Each point 
of call receiving items should receive a stop. 

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

Parcel Record the number of regular items to be delivered 
Locker that will fit into a parcel locker compartment. 
Regular 
Items If all parcel locker compartments are full the item will 
(PL Reg) need to be attempted to the door and recorded as a 

Regular item. 

Do not include bar-coded items, signature items or 
collection of funds items. 

Note: Items with no 
apparent value such as 
publications, 
newspapers, catalogues, 
etc. may be delivered to 
an auxiliary device such 
as double doors, etc, 
protected from inclement 
weather. 

Note: Card for pickup 
items, (proof of identity 
and carded items) must 
be returned to the 
registration clerk. 
Credit one BC Fit. 

Note: PL items and stop 
will only apply at 
buildings with 
centralized delivery. 

Note: The parcels and or 
packets to be recorded as 
PL items are only those 
items that are too large to 
fit in the individually 
assigned customer 
compartments. 

September 23, 2019 



    
    

  

 
 
 

  

         
        

         
    

          
     

 
 
 

  

          
          

          
            

 
 
 
 

 
  

         
          

         
    

          
     

           
        

          
           

         

          

         
       

   

  
    

    
    

Chapter 3, Page 5 of 45 
Letter Carrier Route Measurement System Manual 

Parcel 
Locker 
Regular 
Stop 
(PL Reg 
Stop) 

Parcel 
Locker 
Barcode 
Items (PL 
BC) 

Parcel 
Locker 
Barcode 
Stop 
(PL BC 
Stop) 

No Fit 

Stop 3 

Signature 

Record the number of stops required to deliver items 
that fit in the parcel locker compartments. 

A parcel locker should only receive 1 stop per 
individual parcel locker per day. 

Do not credit more than 1 stop for each individual 
parcel locker per day 
Record the number of bar coded items to be delivered 
that will fit into a parcel locker compartment . 

If all parcel locker compartments are full the item will 
need to be attempted to the door and recorded as a BC 
No Fit. 
Record the number of stops required to deliver bar 
coded items that fit in the parcel locker compartments. 

A parcel locker should only receive 1 stop per 
individual parcel locker per day. 

Do not credit more than 1 stop for each individual 
parcel locker per day 
Record the number of bar coded items to be delivered 
that will not fit in the regular mail receptacle. 
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. 
Record the number of items that require a signature on 
delivery. 

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

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

Record the number of stops where the collection of 
funds is required. This includes payment by cash, 
credit card, cheque, or money order. 

AR Card 

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. 

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 – 
Container 

Direct -
Bundles 

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

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 

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 

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. 

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”. 

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. 
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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 

DRS Pulls 
– Medium 
Density 

DRS Pulls 
– High 
Density 

Card - L Record the number of pulls (separations with a Note: Redirection 
low density COAN with redirection mail) that mail for bulk sites 
the employee pulled from the sortation case(s). (non-automated) is 
A COAN is low density if there is only one to be recorded 
COAN in the sortation case separation AND “Red Blk”. 
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 

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). 

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. it is in 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. it is in an A12 case or… 
3. there are 2 or more COANs and 3 or 

more points of call. 
These pulls are counted regardless of whether 
they have redirected mail, or not. 
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Section 2 – Pocket PCI Application (cont’d) 

Route Level Information 

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

Pertinent Information 

S/L 
Missorts 

Mis S.L Record the number of short and long items 
that have been missorted to the route. 

Note: Record one (1) 
Missorted item for each 
piece of mail to be 
diverted for boxholder 
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 

O/S 
Missorts 

Mis O.S. Record the number of oversize items that 
have been missorted to the route. 

Weight of 
mail 
delivered 

Weight Record the weight of mail to be delivered by 
the Letter Carrier. This weight includes the 
weight of mail dispatched to relay points 
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. 

Note: Ensure that the 
weight of “Directs”, 
“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. 
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Section 2 – Pocket PCI Application (cont’d) 

Route Level Information 

Returns 
“Moved 
Unknown” 

RTS A Record the number of items (including all 
undeliverable Publications) to be returned 
to the sender which are: 

Returns - “Moved/Unknown”. 

Include any of these items received in a 
Letter Carrier String Envelope (33-086-
179) but do not include any missorted 
items. 

Note: All RTS 
Publications, regardless of 
reason of return, are to be 
entered as Returns 
“Moved Unknown”. 

Note: Any RTS items 
brought back at the end of 
the day should be 
recorded at end of day or 
next morning 

Note: Literature for the 
blind; if the address label 
is inside a plastic pocket 
and the L.C. needs to pull 
the label out, credit an 
RTS B. 

Returns - RTS B Record the number of items to be returned 
“Others” to the sender which is: 

No such address, 
Incomplete address 
PCI items - Refused. 

Include any of these items received in a 
Letter Carrier String Envelope 33-086-179 
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 
Keeping 

SafeKeep Record a “Y” on each day that the letter 
carrier has items which should be returned 
to the security clerk, for safekeeping, 
(C.O.D.'s, Customs and international 
registered items) because those items are 
intended for delivery on the PM portion of 
the route. At noon, only the letter carriers 
concerned will return to the wickets to 
pickup these items held by the clerk 
. 

Note: Safe Keeping does 
not apply to routes that 
are not structured to 
return to the office for 
lunch. 

Motorized routes keep 
those items in their 
vehicle. 
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Section 2 – Pocket PCI Application (cont’d) 

Route Level Information (con’t) 

Subject PCI 
Field 

In the proper space indicate, the 
following: 

Pertinent Information 

Redirected 
Letters 
(Automated 
& Bulk Sites) 

Red S.L. Automated DRS sites only 
Record the total number of letter-type 
(S/L) redirection mail and number of case 
cards from the DRS center sorted in the 
case(s) by the letter carrier. The amount 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)”. 

Note: Any Redirected 
items (S/L and O/S) 
brought back at the end 
of the day should be 
recorded at end of the 
day or next morning 

Redirected 
oversize 
sorted to 
case 
(Automated 
& Bulk Sites) 

Red O.S. Automated DRS sites only. 
Record the total number of redirected flats, 
magazines, newspapers, straights and 
packets sorted in the case by letter carrier 
in A32, A33 or A62 case(s). The amount 
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 
oversize 
sorted to A-
12 
(Automated 
& Bulk Sites) 

Red A12 Automated DRS sites only. 
Record the total number of redirected flats, 
magazines, newspapers and packets sorted 
by letter carrier into the A12 case. 

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 
Office - other case cards not counted elsewhere. 
Other Cards (E.g. Redirection case cards when no mail 

was received, Hold case cards, Dog 
Incident card, Delivery Employee 
Warning card (084), etc.) 
Record these other case cards separately in 
the Pocket PC 

Time will be credited for 
sort and pull if the 
restructured route is 
required to share a case 
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Section 2 – Pocket PCI Application (cont’d) 

Route Level Information (con’t) 

Subject PCI 
Field 

In the proper space indicate, the 
following: 

Pertinent Information 

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 The term “LDU” in this exercise refers to a “Local Delivery Unit” as 
Unit 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 
Card 072 

“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. 

Headings 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. 

Counting the 
Mail 

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. 

Recording 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) 

Subject In the proper space, indicate the following: Pertinent Information 
POC The term “POC” on the LDU sampling card 072 is to 

be interpreted as the number of calls for which mail is 
sorted by letter carriers at the time the volume count 
occurs. This includes “Directs” and “Callers” which 
are sorted by letter carriers. 

Note: The number of calls 
must be the same as the one 
in AIM. Calls which receive 
direct delivery or pick up 
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 
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). 

Note: The following types 
of mail are not to be entered 
on the 072 card: 

Mail to be returned to 
the sender 

Householder mail 
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 
sorted to 
letter 
carrier 
case 

Record on the 072 card the total number of flats, 
magazines, newspapers, straights and packets sorted by 
letter carriers in A32 or A33 case(s), except redirection 
mail, change of address cards and the hold mail. 

Straight - A straight is mail that comes in a 
container (sleeve, tray) or a bundle of mail 
intended for delivery to a single call which has 
been sorted to the POC by the sortation staff or 
by machine. 

A flat item is any item that requires folding before being 
sorted into an A-32 or A-33 letter-type case and 
includes items such as Readers Digest magazines or 
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. 

Note: Any redirection 
mail placed on the ledge 
because of high mail 
volume (separations full) 
is to be counted as 
redirected mail 
(Automated Site) 

Note: Each “Straight” of 
mail received by the letter 
carrier is to be counted by 
bundle and recorded as 
one (1) oversize item for 
each bundle. 

Oversize 
sorted to 
A62 

Record on the 072 card the total number of flats, 
magazines, newspapers and packets sorted by letter 
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 
sorted to 
A-12 

Record on the 072 card the total number of flats, 
magazines, newspapers and packets sorted by letter 
carrier into the A12 case, except redirection mail. 
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Section 3 – LDU Sampling Card (con’t) 

Subject In the proper space, indicate the following: Pertinent Information 
Direct -
Pieces 

Record in the Pocket PC the total number of items 
sorted by letter carrier to be delivered as “directs” or 
“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. 

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. 

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. 

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. 

Note: For motorized routes, 
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 
Transportation 

Indicate either “MM” for motorized or “F” for foot. 

The type of 
sortation 
case(s) used 

The “Mail 
Volume 
Index” 

Sampling Start 
Date 

Relay Prep 
Methodology 

Only case(s) used for sortation purposes are to be 
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. 

Enter the MVI for the period of the sampling. 

Select the date of the first volume count day. 

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. 

September 23, 2019 



    
    

  

     

       
       

  

          
         

          
        

        
           

         
   

          
         

        

          
       

        
     

          
           

          
          

          
           

       
        

          
 

         
         

           
         

          
          

    

   
   

    
   

     
  

   
   

   
     

    
   

   
    

    
    

   
   

   
     
  
   

   
     
    

     
    

  

   
  

  
    

    
     

Chapter 3, Page 19 of 45 
Letter Carrier Route Measurement System Manual 

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 

On Route PDT 

If the oversize items are sorted in the case with the 
letters, record “Combined”. 
If the oversize items are not sorted in the case with 
the letters, record “Separate”. 
In units with Machine Sequenced Mail record 
“Machine Sequenced”. 
Following the volume count the Corporation will 
assess which sortation methodology is to be used for 
the restructure assessment. 

If the route uses a PDT while on route, select “Yes”. 
If 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). 
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Section 4 – IRMA Desktop Application (con’t) 

Subject In the proper space, indicate the 
following: 

Pertinent Information 

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 

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. 

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 / 
(1a + 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 lbs. (ie. 106 lbs./20 lbs. = 5 relays with 

remainder of 6 lbs.) 

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

Accuracy 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. 

Delays 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 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 
Data 

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

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. 

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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Section 5 – Other Sampling Information (con’t) 

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 

Letters 
adjusted to 
volume index 

The IRMA application will multiply the total number of 
letters found on the LDU sampling cards by 100 and 
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 

Pertinent 
information 

Note: If more than 
one type of case is 
used to sort the 
oversize items, the 
IRMA application 
will evaluate them 
separately and 
combine them into 
one sort value. 

Calculating The volumes recorded during the volume count are 
Daily Average 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 
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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 

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 
MVI. 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) 

Stop1: (VC daily Stop1) / (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 
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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 
072 Card 
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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) 
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502 – PCI Daily Volumes 
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503 – PCI 10-Day Total Volumes 
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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 
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Card Verification Report 
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POC Change Report 
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511 Report 
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512 Report 

September 23, 2019 


