F’

UNITED STATES

POSTAL SERVICE.

Contract Route
Performance Record

MONTH

>

No. From (Mo/Day/Yr)

Through (Mo/Day/Yr)

Vehicles (No., Type and Size)

HCR 5-digit Route Number

Time

Begin Time

Leave for St.

Return fr. St.

End Time

Scheduled

Post Office/Postal Installation (City, State, ZIP + 4®)

Check if
Intermediate
Office

Minutes
Hold

Service Between

Frequency

Part

Trip Number

Trips Required (Monthly)

Trips Performed (Monthly)

Day

Actual Time

Actual Time

Begin Time

Leave for
Street

Return
from Street

End Time

Minutes
Delay

(State Part)

Name of Driver
Performing Service

Irregularities

* (See explanati_..

below)

Reported to
Admin. Official

Date

Initials

10

1

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

31

* List all exceptions to official schedule here and explain on reverse if necessary. Note here and show on reverse all detours, additional trips and omitted service
that affect mileage or pay.
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tnstumpff
Sticky Note
Statement of Work B.1 Schedule, Frequency and Requirements. 
Insert Contract Start Time
 
Note:  Suppliers and their employees should not begin providing service before this scheduled start time.



tnstumpff
Sticky Note
Statement of Work B.1 Schedule, Frequency and Requirements.  

LV = Time that carrier is contractually scheduled to leave the office to begin deliveries.  If unable to leave office at this time due to delays caused by the Postal Service, a Late Slip is to be issued. 
Exceptions to the rule are on Mondays and days after holidays.

Insert Lv time here.


tnstumpff
Sticky Note
Statement of Work B.1 Schedule, Frequency and Requirements.  

Estimated time that supplier/employee should be finishing deliveries and back at postal facility.

Insert Ar time here


tnstumpff
Sticky Note
Statement of Work B.1 Schedule, Frequency and Requirements.  

Insert Contract End Time

Information provided in a survey determines how long it should take to provide delivery for the volume of mail and parcels for this contract.


tnstumpff
Sticky Note
List all exceptions to official schedule here and explain on reverse/second page if necessary.  Not here and show all detours, additional trips, omitted service, Postal possessing delays, late truck

On reverse/second page of this form, provide explanation of the Irregularities.

See reverse/second page.
Example:  on the 5th you provided an "Extra Trip" service.
On the 12th a bridge was washed out and you had to "Detour"

tnstumpff
Sticky Note
Number of working days this month

tnstumpff
Sticky Note
Number of days provided service this month

tnstumpff
Sticky Note
Extra Trip

tnstumpff
Sticky Note
Detour - Call office to inform them that you must deviate from the line-of-travel due to ________ detour.

tnstumpff
Sticky Note
Best practice is to have the postal official date and sign approval.

tnstumpff
Sticky Note
Best practice is to have the postal official date and sign approval.



Irregularities Affecting Pay

Detours
Date Part Between One-Way Mileage ;:\/I(iiltiglonal 'I\DAﬁZ(;lent
Regular Route Detoured Route
and
and
and
and
and
and
Date Part Omitted Service
From To
Date Part Extra Trips
From To

Totals }

Details about other irregularities

| certify that service on this route was performed according to contract during this month, except as noted above.

Signature

Title

Date
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tnstumpff
Sticky Note
Detours
Date: 12th
Between: Provide street/road names
Additional Miles: 5.6


tnstumpff
Sticky Note
Extra Trips
Date: 5th
From: if 1 piece insert post office
To: customer address 
Additional Miles: actual odometer reading -17.4
If delivering multiple pieces to multiple addresses, insert time left postal facility and the time when returned to postal facility and the additional miles.

tnstumpff
Sticky Note

tnstumpff
Sticky Note
Explain in detail the irregularities.

tnstumpff
Sticky Note
Monthly Total Additional Miles to perform the service of the postal service irregularities.

tnstumpff
Sticky Note
Never make an Extra Trip without receiving a signed PS Form 5397 PRIOR TO returning to the street to make the additional deliveries.

Keep a copy of the signed PS Form 5397 Extra Trip forms and the PS Form   5399 Contract Route Performance Record for your personal records.  Submit a copy of the Extra Trip forms with the PS Form 5399 to Postmaster/Administrative official for payment.

ALWAYS make and keep copies for your records.




