
By Paul Biggs, Treasurer, Branch 38, Springfield, NJ   

 

PS FORM 3996 IS ONE OF THE MOST IMPORTANT FORMS 

AVAILABLE TO PROTECT YOU AS A LETTER CARRIER! 

If you believe you will be unable to complete your daily assignment within eight hours, 

you will need management's approval to use overtime or to get assistance.  

Without a copy of a properly submitted PS Form 3996, you may be disciplined for 

using unauthorized overtime.  

Without a properly completed 3996, we may be unable to successfully file a grievance 

regarding a contractual violation of the national agreement concerning issues such as 

overtime.  

It is not enough to say “management knew I would be late,” we must be able to 

document that you told them.  
Management is required to give you this form when you request one. If they refuse, 

have your steward initiate a grievance. It is your responsibility to submit the PS Form 3996 in a 

timely manner. Make certain that the supervisor acts on your request, so you know if your 

request is authorized or denied. After completed by the supervisor, ask for your copy prior to 

leaving for your street duties. If you don’t receive a copy, contact your shop steward.  

If you determine you still cannot complete your assignment after you have already 

left for the street, it is your obligation, when reasonably aware of the situation, to contact 

management and inform them of your circumstances. You must have a legitimate reason for 

requesting the additional time.  

When you do call, don’t allow the supervisor to put you on the defensive by asking the 

question, “What happened out there?  That is a psychological ploy to unnerve you because it is 

human nature to try to explain.   

The correct answer to this question is:  

“Nothing happened.  I informed (you/the AM supervisor) this morning that I would 

need (xxx) - minutes of (assistance/overtime) to complete my assignment today.  My request 

was denied, and I informed (you/the AM supervisor) that I would do my best, but would call if 

I did need extra time.  So I called.  I need (yyy) minutes to finish.  What do you want me to do, 

finish and come back late, come back on time and bring the mail back, or will you send 

someone to help me?” 

If the supervisor says, “I want you to deliver all the mail and come back on time.”,  

your reply should be,  

“That is not one of the three options.  If I could do that, I wouldn’t be calling you. What do 

you want me to do, finish and come back late, come back on time and bring the mail back, or 

will you send someone to help me?”   



Make THEM make the decision.  Do not get frustrated, hang up and then make a decision on 

your own of what to do.  By doing that, you are setting yourself up for discipline, and the NALC 

will have a hard time defending your actions. 

If they hang up on you, (which is very rude and disrespectful) call them back and say that you 

had been “cut off” and ask for their instructions again.  Tell them that the longer they keep you 

on the phone, the more time you will need. 

It cannot be over stressed:   

Once management has been notified, it will be THEIR decision to either  

A.)   send you assistance,  

B.)   have you complete your assignment, or  

C.)   tell you to bring back the mail.  
Those are the only three acceptable options.  Period. 

It's a good idea to note the time you called, and who you spoke with.   Use your cell phone so 

that you can go online and download your call records in case they claim you didn’t call.  

If they flat out refuse to give you specific instructions, bring the mail back to avoid 

being disciplined for using unauthorized overtime.  

If instructed to continue delivery at that time, follow those instructions. You must 

follow these procedures in order to fully protect yourself.  
If you fill out a PS Form 3996 in the morning, and timely notify management if you need 

additional time or assistance for a legitimate reason later in the day, the NALC can successfully 

defend you, if discipline is issued.   

Retain all copies of PS Form 3996 submitted.   


