LOCAL MEMORANDUM OF
UNDERSTANDING

U.S.P.S. AND A.P.W.U.
Mount Prospect, IL

November
2025



PREAMBLE

s entered into in November 2025 at the Mount

Prospect, IL. Post Office 60056, between the representatives of the United States Postal Service
and the designated agents of the American Postal Workers Union — NWIAL pursuant to the local
implementation provisions of the 2024 National Collective Bargaining Agreement, and it’s

extensions.

This Local Memorandum of Understanding i

il

ITEAM 1

Additione! er longer wash-up periods

Installation heads shall grant reasonable wash-up time to cmplovees who perform

dirty work and/or handling toxic materials.

ITEM 2

»

The establishment of a regular work week of {ive days with either fixed or rotating

days off

ally agree to discuss this Item after resolution of the

The parties muti
of NTFT schedules of 6 days.

National Level grievance on the schedulieg

The regular work week of five days with fixed days off is established for the
regular Clerks in the Mount Prospect, IL. Post Office.

ITEM 3

tion of postal operations to conform to

Guidelines for the curtailment or ternina
rgency conditions

orders of local authorities or as conditions warrant because of eme

Guidelines for the curtailment or termination of Postal Operations will be
consistent with the basic mission of the Postal Service. The District will be advised of

any local adverse conditions.

A When there is a possible curtailment or termination of Postal operations

due to the existence of:

1. Acts of GOD invnlving a cnmmunity disaster simation, general in
scope and impact, such as fire. flood. or storms that prevents groups of employees from
working or reporting to work: or

e During times of civil disorders in the commuaity

The postmaster or installation head will determine whether conditions are such
{hat pestal cperations are 1@ be suniziled or tecminated. taking into zccount the needs of
the service. luzal cenditions. and the welfare of poseal employees. When here is

ar



curtailment or termination of postal operations. Jocal managemen: shall abide by
cuidelines as expressed by the United States Postal Service.

B. The appropriate radio station for employzes to tune in to listen for
reporting information for the vurtailment or termination of operations is WBBM (AM
780 on the radio dial). The appropriate telephone number for all employecs, including the
hearing impaired. to call in on is the employee telephone line 1 (847) 392-2861.

C. The procedure for providing notification to employees already at wozk
will be done by the installation head, or designee. All employees will be kept fully
informed as to what decisions ar= being made and the proper course of action to follow.

The senior union officer on duty will he kept informed.
ITEM 35

FORMULATION OF LOCAL LEAVE PROGRAM

The criteria for scheduling choice, non-choice, and incidental leave is based on
this LMOU and consideration for the needs of the employees and local operational needs.

A, The selection to be done by sections designated as follows:
1. Certified window clerks with accountabilities
vl Distribution clerks
3. All other clerks (Bulk Mail Acceptance, Timekeeping. SSPC,
Administrative)
3. Maintenance
5. VOMA
B. The desigcnation to section for leave purpeses is as follows:

Full-time and Part-time employees will be assigned te sectivns based on
necessary skills two weeks prior to Nuvember 1 cuch Juave year. Desipnation to a
section will be dune by mutual agreement of Unicn and Management.

C. Choice vacation period will be picked by seniority. Initial non-choice vacation
period chosen during the selection process of the new leave year will be picked by
seniority. Any employee coming from another section will kesp their original

choices.

D. Employees who earn 20 or 26 days annual leave per yoar choosing vnly twe (21
one week perinds during the choice vacation period may make a thurd week
election of choicz and non-choice selection during the second ge-around.

Ne employee may choose more than a total of 15 days (threz weeks) during the

first gu-around of vecation selection, The sevond so-around will allow for the

ermpletion of selection v thuse who vern 20 or 26 days of annual leave per vear.
é !



The remainder of the emplovee's annual leave may be granied at other times
during the year, as requested by the employee.

There will be a0 exchanging of leave between clerks.

Employees who become ill while vn annual leave during the choice vacatiun
period shall be allowed to have another selection during the choice period based

on availability.

Except in serious emergency situations no employee may be required to cancel
annual leave and be called back to work.

Cancellations and changes to vacation selections must bz made by end of tour on
the Friday prior to the start of the empluye2’s vacation week. If the cancellation is
made 7 or more davs prior to the start of the employee’s vacation. management
shall post the leave period for bid within 24 hours of the cancellation. Any
cancellation made iess than 7 days prior 1o the start of the employee’s vacation
shzll not be reposted. The leave period will remain posted for 3 days. The senior
bidder for the vacation shall be awarded the vacation provided the senior bidder
has a projected leave balance. The results of the bidding shall be posted within 24
hours on the window of room #28. presently the supervisor of mails” offica,

Failure of the employee to notify management and the Union of the change or
cancellation by the Friday prior to the start of the vacation, shall cause the
emplover to deny the right of the cmplovee to retumn ta work before the end of the
scheduled leave. An emergency situation on the part of the employee may
preclude the above article upon mutual agreement of the employee, union, and

employer,

Application for leave, other than the vacation selection made during the initial
selection period and afier the approval and posting of the Icave board, shall be
submitied by the employee to his/her immediate supervisor in triplicate on PS
Form 3971 a minimum of 7 days in advance of the leave date. The request for
annua! leave other than the initial selections shall be approved-disapproved on a
first-come, first-served basis. Incidental leave for periods of less than forty (40)
hours. except for emergency leave will be approved/disapproved on a first-come.

first-served basis.

The reguest shall be returned to the employvee by his‘her immediate supervisor

within 3 davs after the date of the request.

This provision shall not exclude emplovees from requesting annual leave ona
r incidental lzave on the same day or days shall be

&
dzily basis. All requasts fo
considered in order of receipt by the immadiate supervisor.

7

\



K. Priwcedure for initizl submission of choice and non-cheice vacation leave selection
shall be no sooner than November 1 nor later than J anuary 1 of a given leave vear.
o incidental leave will be considerad vntil the completion uf the leave board,.

Management's dzsignee will request in person. for emplovees. by seniority. to
submit a prepared PS Form 3971 in triplicate with choice and non-choice
selections of one week. two weeks and’or three weeks, in accordance with Item 7
For the first po-around, submission will be no later than November 15™ with
completion of the first go-around ending no later than December 1%, Employees
who are not available due to illness, leave, or other administrative decisions, may
have a Union representative and supervisor jointly accept their requested
selections. Employees not prepared for their selection will forfeit their

opportunity: for selectiun by seniority.

Management’s designee will request in parson, for employees by seniority ta
submit a prepared PS Form 3971 in triplicate with choice and non-choice
selections of one week. two weeks andror three wecks, in accordance with Item 7.
For the scvond go-around, submission will begin na later than December 1% with
completion of the second go-around no later than December 15%. Emplovees who
are pot available due to illness, leave. or other administrative decisions, may have
a Union representative and supervisor jointly accept their requested selections.
Employees not prepared for their second go-around selection will forfeit
altogether their opporrunity for selection by seniority. PSE employees may not

submit a leave request during the first or second round.

During the selection process, the leave board will be posted each day showing the
leave periods still available for selection.

ITEM S

THE DURATION OF THE CHOICE VACATIO™ PERIOD
The duration of the choice vacation periedis) will be:

The first full week of JTanuary,

The first two full weeks of February.

The last full weck of March through the lust full week in April.
The first tull week of May throvgh the Lust full week of September,
The week of Thanksgiving,

December 25 tirough January 1 tondy 1 slot per section.

N R SRV JO Ry
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ITEM 6
The determination of the beginning day of 2n employee’s vacation neriod

The beginning day uf an employee’s vacation leave week shall begin on Monday.

except December 25 through January 1

ITEM 7

Whether employees at their option may request two selections during the choice
vacation pericd, in units of «ither 5 or 10 days

Employees shall be granted annual leave during the choice vacation period in
units of one week, two weeks, or three wesks, in ascordance with the following formula.

Employees eamning 13 days of annual leave may request either‘or

One vacation consisting of one week
One vacation consisting of two consecutive weeks
Two vacations consisting of two non-consecutive weeks

Wt =

Employees carning 20 or 26 days of annual leave may request either-or

1. One vacatiun consisting of one week

2, Two vatations consisting of two non-consecutive weeks

3. One vacation consisting of two consecutive weeks

4, One vacation consisting of cne week and a non copnecting vacation consisting of

fwo consccutive weeks.
5 One vacation consisting of three consecutive weeks

ITEMSB

- .

Whether jury duty and attencuace at National or State conventions skall be charged
1o the choice vaeation pericd

Jury duty will not be churged to the choice vacation period. Attendance at
National or State conventions shall not be charged to the choice vacation period

ITERIS

Determinztion of the maximum cumber of emplorees who sheHl pecaive lenve each
week during the choice vacaticn period
The masimum aumber of cmpluytes whe shall receive leave cach week dunng

the chuice vacasion perod shall be g follows:

o /



Section one.  Window - 11%

Section two,  Distobution - 11%

Section three, Administration & Bulk Mail acceptance - 11%
Section four. Mlainterance - 11%a

Section five, VOMA-11%

From the first full week in June through the second full week in August. the
percentage for computing the number of employees guaranteed annual leave shall be 16%

in each section.
When requested. 1175 of the employ=zss wiil be granted leave in accordance with

Article 30 B4 of this memorandum. When applying the percentages. any fraction of 0.50
or more will be rounded to the next higher number. Any fraction less than (.50 will be

rounded to the next lower number.

Management and the Union agree 10 again meet in October 200 14, and eac
October thereafier for the sole purpose of determining the method to increase the
vacation board by one slot in sections 1 & 3, due to the increasing number of senior

employees who are eligible to take 3 weeks vacation.

ITEM 16

The issuance of official notices to each employee of the vaeation schedule approved
for such employee

Employees must submit PS Furm 3971 in triplicate and indicate the choice and
non-choice vacation selectionts) for the coming vear as outlined in Article 30 item 4 of
this LMOU. The employer will date stamp and return immediately to the employee the

triplicate copy of the PS Form 3971. The employer will furnish to the employee the
duplicate copy of the PS Form 3571 indicating the approved choice and ‘or non-choice

vac’ation selection{s) no Jater than January 1.
1¥EA 1]
Detorminztion of the date apd means of notifying employees of the beginning of the
new leave year
No later than November 1. management wiil notify employees of tbe beginning

date of the new leave vear by posting a nutice oa the bulletin board and the window of
roum 28, Munagement will furnish & copy to the Urion on the same date of posting,

ITER 32

for suhmission of spplicaticas for annua

The procedures |

r
the choiee vaeation period



The procedures for submissiun of applications tor annual leave during other than

the choice vacation period a2

A Emplovees must submit PS Farm 3971 in riplicate and indicate any additional
non-chvice periad s¢lection(s) atier January 1* and at a minimum of seven (7) days in
advance vf the requested non-choice and’or request for incidental leave.

B. A request for annual ieave for other thar the vacation selections shall be on a
first-come, first-served basis.

C. The submitted PS Forms 3971 in triplicatz will indicate the non-cheice vacation
selection(s) andvor incidental leave for which the employee has annual leave available
and to his her credit. The employer will date stamp and retum immediately to the
employee the triplicate copy of the PS Form 3371, The employer will furnish to the
employee the duplicate copy of the PS Form 3571 indicating the approval’disapproval
within five (5) days after submission. If the raquest is not answerad within five (5) dayve
after submission, the leave will be considered approved.

D. The employse shall sign the original and duplicate PS Form 3971 in the remarks
section or margin signifving having received their answer to their request.

If for any reason the employee is not able to receive their answer, a Union steward
will sign, acknowledging management’s answer.

ITEM 13

The method of selecting employess to work on 2 holiduy

A, The scheduling of emplovees on a holiday or the day designatzd as an employze’s
holiday shall be in the following order of priority

All Full time Fmployees who have volunteered to work their holiday ur
duy designated os their heliday seniority prevailing.

All Full time Emplovees who have volunteered to work their non-
scheduled day. semiority prevailing

PSE Empleyees

All Full time Employzes who have not velunteered o work their non-
schuduled day. wizh inverse senjority prevailing.

All Full time Empleyvees who have not volunteered 1 svorl their holiday

1.
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or day desienared as their holiday with inverse
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& shalt be by sectien andior tour

Whether “Overtme Desired™ lsts in Artcte §



Tke Overtime Desired Lists in Anticle s of the National Agreement shall be by
2= will be administersg by section and tour.

sectien and twour: for bargaining esit emplayee
Sectiens arz defined as follows:

Section 1 Window

Section 2 Dismbation - Tour |

Section 2 Distabution - Tour 2

Section 4 Bull Ala1l Acceptance and Administration

Section 3 VOAMA
Section 6 Mainteaunce

Tour 1 shall be defined for purposes of this asticle to include all employees with a

tour beginning at 05:39 am or earlier. Tour 2 shall be defined to include all employees

with a tour bezinning at 0600 am ur later in a given senvice day.

FTF employees may sign all tour and ‘or section ODL postings for which they are
qualified. FTF employees will only be eligible for the tour and section for which they are

scheduled in a given service week
ITEM 15

The number of light duty assignments within each craft or ocerpatisnal group to be

reserved for temporary or permanent light duty assignments

Maragement will accommodate as many light duty assignments as pussible when
reguested in accordance with Article 13 of the National Agreement and w ithin the

employee’s physical limitations.

ITEM 16

The method to be used in reserving light duty a2ssignaients so that po regularly
assiened member of the regulsr work force will be ads -ersely afiected

Livht dury will be assigned in @ method that will not adversely afiect the regular
on the basis of availability. Management shall notify the Local Union

raft being assigned

worlk force
rd(s) prior t2 o injured employee from another craft

President and stewa
light duty clerk craft work.
ITERL 17
Tt is agreed. giving full consideration to phy sical limitations an
employee, that light duty assignments will be h.mnﬁc‘
Management 2nd the Union will maer and review Iight d.m assignmen:s a3
nut te excesd everv 00 davs, Cleri: light duty assignments may include jetter dis stribution.
daimed conliled mail, copvmuchmc duties.

answerning phvne, mark-un Uiy nivie vncla
n input tvaeation holds customer {nguides AMSL

ds NEeCeEsary,

tareo Stais

liht tiling. 2eoountahle cage, sl



secend miices, lobby sseistant, APC, ordzring supplivs. and other duties that are
gvailabie. vpoa mutual agreement.

The light duty assignments for the Maintenance Craft shall be comprised of anv
available work within the employee’s physical limitation. Areas of consideration shall he
explored by the Union representative and the empluyes's immediate supervisor

The first option fer injured employes assignments shall be in their bid assiimment,
if possible. with reasonable accommadation, referred to as “regular duty with

restrictions”.

The parties may add to this list by mutual agreement, and such agreement shall be
put in writing and become part of the LMOU.

ITEM 18

The identification of 2ssignments comprising a2 section, when it is proposed to
reassign within an installation employees excess to the needs of the section

There shall be four sections when it is proposed to reassign within an installatior,
employees excess to the needs of a section.

Section 1 Sales and Service Associates
Section 2 Distribution Clerks

Scction 3 Bulk Mail & Administration Clerks
Section 4 Maintenance

Section 3 VOMA ifrepresented by APWTU
ITEM 19

The assignment of employee parking spaces |

Employees are permintad to park in spaces that are excess to the needs of the
Postal Servive. Available puriing fur employee parking is vn 4 frst-come, first-served
basis. Parking will be desigrated for bicycles. There will be up to six (81 spaces
designated for light and ' or limited duty emplovers in the first siv spaces in the front of
the post office. These spaces. when not used by light and / or limited duty employees,
shall be available for emplovees arriving early or who work late.

ITEM 29

The determinadon as to wkerher annual feave to attend Unien 2etivifies requested
prior to determination of tha choice vacation sehedule is to be part of the total

ehoice vaeatinn nlan



Section 4.A.5.

Management’

When a maintenance position is under consideration for reposting based on
s determination of what constitutes a sufficient change of duties or principal

assignment area, the local Union president, or designee will be given an opportunity for input
prior to the decision. The decision to post or repost will be made not Jater than 28 days after the

determination is made

The incumbent will have the option to accept the new position with the change of duties or
principal assignment area prior to posting for bid.

Motor Vehicle craft Article 39

Not applicable as the Vehicle Operations Assistant (VOMA) is covered under Article 37 Section
3.A.10.B Position SP2-195

Space will be provided in room #28 for the APWU to investigate and write grievances.

ITEM 22

Local implementation of this Agreement relating to seniority, reassignments and posting

Al

A natice inviting bids for Clerk craft assignments and to such other assignments to
which a Clerk is entitled to bid shall be posted in the window of room #128, presently
the Mail Processing Supervisor's office, for ten (10) days.

Copies of such notices shall be given to the Local Union.

When an absent employee has so requested in writing, stating his/her mailing address, a
copy of any notice inviting bids shall be mailed to the employee.

Employees shall make their bids in writing and place the bid in the bid box by 7:00 PM
on the final day.

When more than one assignment is posted, employees shall have the right to bid for all
assignments, stating their preference (i.e. 1* choice ;2™ choice : 3% choice ).

A bid box shall be provided by management.

Management will provide the Local Union President with all bid postings/awards when
they are posted

Management will provide the Local Union President with all reversion notices when

posted.
)
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This Memorandum of Understanding consisting of twelve (12) pages, is entered into in
November 2025, at the Mount Prospect, Illinois 60056 Post Office between representatives of the
Unites States Postal service and the representatives of the Americal Postal Workers Union, AFL-CIO,

Northwest Illinois Area Local — Mount Prospect [llinois Associate Office.

Pursuant to the Local Implementation provision of the 2024 National Agreement and it’s
extensions between the United States Postal Service and the American Postal Workers Union, AFL-

CIO.

TR ot A Homor-
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