






























































AMERICAN POSTAL WORKERS UNION, AFL-CIO STEP 1 GRIEVANCE OUTLINE WORKSHEET
DISCIPLINE (NATURE OF) OR CONTRACT (ISSUE) CRAFT DATE LOCAL GRIEVANCE USPS GRIEVANCE

UNIT/SEC/BR/STA/OFC DATE/TIME

STEP 1 DECISION BY (NAME AND TITLE)

USPS REP - SUPR

DATE AND TIME

GRIEVANT AND/OR STEWARD

INITIALS INITIALING ONLY
VERIFIES

DATE OF DECISION

GRIEVANT  PERSON OR UNION ADDRESS CITY STATE ZIP PHONE

SOCIAL SECURITY NO.

JOB#/PAY LOCATION/ (UNIT/SEC/BR/STA/OFC)

SERVICE SENIORITY/CRAFT STEP DUTY HOURS OFF DAYS

WORK LOCATION CITY AND ZIP CODE LIFETIME
SECURITY

VETERAN

# #

(Last Name First)

 STATUS LEVEL

SAT SUN MON TUE WED THU FRI

Yes No Yes No

Notes:

(a) Problem:

(b) Background:

(c) Documents:

(d) Corrective Action:

(e) Management's Response:





















American Postal Workers Union, AFL-CIO
STEP 2

GRIEVANCE
APPEAL FORM

DISCIPLINE (NATURE OF) OR CONTRACT (ISSUE)

TO USPS STEP 2 DESIGNEE (NAME AND TITLE)

CRAFT DATE LOCAL GRIEVANCE USPS GRIEVANCE

INSTALLATION / SEC. CEN./ BMC PHONE
1
2

FROM: LOCAL UNION (NAME OF) ADDRESS CITY STATE ZIP

3

4
5

6

7
8
9
10

11

12

STEP 2 AUTHORIZED UNION REP. (NAME AND TITLE)

LOCAL UNION PRESIDENT

UNIT/SEC/BR/STA/OFC DATE/TIME

STEP 1 DECISION BY (NAME AND TITLE)

AREA CODE              PHONE (OFFICE)

AREA CODE              PHONE (OFFICE)

AREA CODE            PHONE (OTHER)

AREA CODE            PHONE (OTHER)

USPS REP - SUPR

DATE AND TIME

GRIEVANT AND/OR STEWARD

INITIALS INITIALING ONLY
VERIFIES

DATE OF DECISION

WHERE - WHEN STEP 1 MEETING & DECISION MET WITH

GRIEVANT  PERSON OR UNION ADDRESS CITY STATE ZIP PHONE

SOCIAL SECURITY NO.

JOB#/PAY LOCATION/ (UNIT/SEC/BR/STA/OFC)

SERVICE SENIORITY/CRAFT STEP DUTY HOURS OFF DAYS

WORK LOCATION CITY AND ZIP CODE LIFETIME
SECURITY

VETERAN

Pursuant to Article 15 of the National Agreement we hereby appeal to Step 2 the following Grievance alleging a Violation of (but not
limited to) the following: NATIONAL, (Art./Sec.)
LOCAL MEMO (ART./SEC.) OTHER MANUALS, POLICIES, L/M MINUTES, ETC.

13

DETAILED STATEMENT OF FACTS/CONTENTIONS OF THE GRIEVANT  

CORRECTIVE ACTION REQUESTED

# #

(Last Name First)

SIGNATURE AND TITLE OF AUTHORIZED UNION REP

 STATUS LEVEL

SAT SUN MON TUE WED THU FRI

Yes No Yes No

List of attached papers as identified











GRIEVANT -- PERSON OR UNION (FROM LINE 8) WORK LOCATION CITY AND ZIP CODE (FROM LINE 10) REGION'S GRIEVANCE

#

1
DISCIPLINE (NATURE OF) OR CONTRACT (ISSUE) CRAFT DATE OF STEP 2 LOCAL GRIEVANCE USPS GRIEVANCE

# #

THE ABOVE GRIEVANCE IS BEING APPEALED TO STEP 3/DATE

Any appeal from an adverse decision in Step 2
shall be in writing to the Regional Director for
Employee and Labor Relations, with a copy to
the Employer's Step 2 Representative, and shall
specify the reasons for the appeal. (Within
fifteen (15) days)

The Appeal is in accordance with XV Grievance Arbitration Procedures Sec. 2 Step 2 (h) and Step 3 (a) for the following reasons:

and we have attached the Step 2 appeal grievance form, the employers written Step 2 decision and our corrections and additions to
the Step 2 decision if we submitted same to employer's Step 2 representative.

FROM - LOCAL UNION (NAME OF)                ADDRESS                           CITY                                         STATE                               ZIP

3
COPY -- LOCAL FILE
COPY -- USPS STEP 2 DESIGNEE

SUBMIT UNION'S REGIONAL COPY WITH FILE TO  (or as instructed)

Sincerely,

Authorized Union Rep.

AMERICAN POSTAL WORKERS UNION, AFL-CIO

NATIONAL BUSINESS AGENT

STEP 3
GRIEVANCE

APPEAL FORM






















































































































	Basic Shop Steward Training
	Table of Contents
	Tools for the Shop Steward
	Rights of the Shop Steward
	Guidelines for the Shop Steward
	Stewards Special Immunity
	Grievance Procedure Definition
	Time Limits Article 15
	Test For Just Cause
	Standards Determining Past Practice
	Grievance Investigation
	Proper Documentation of Grievances
	1 Discipline Case
	2 Overtime Violation
	3 Restricted Sick Leave
	4 Step Deferment
	5 Letter of Demand
	6 Bargaining Unit Work
	7 AWOL Charges
	8 Denial of Annual Leave
	9 Scheduling Employees to Work a Holiday
	10 Denial of Light Duty

	Step 1 Grievance Procedure
	Step 1 Grievance Form
	Grievance Documentation
	How to Write a Grievance
	Preparing for Presentation
	Remedy
	Checklist
	Presenting the Grievance
	The Decision

	Step 2 Grievance Procedure
	Step 2 Grievance Form
	How to Complete The Step 2 Grievance Form
	Checklist

	Step 3 Grievance Procedure
	Step 3 Grievance Form
	Checklist

	Ways to Reduce Steward Stress
	20 Ideas for Shop Steward Meetings
	Contractual Violations
	Sample Contentions & Resolutions
	Sample Resolution Language
	Arbitrations
	Regional Arbitration Awards

