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Post mces 

PAa 51 

Zip Code Authorization and Assignment 
Etla&a Januq 13. 2WO. Pcstal @mabkrs Manual 

(PoM)fJtsmvkadtoasskstdistrictaddmssmanagement 
ollkas in the preparatkm of ZIP Code request packages. PS 
Fonn1362,StafuschengeReque&?spo&basbeenw&ed, 
andthefdkwk+gfmmshawbeanaddadfwZIPGx!eautholi- 
za~alldassignment: 

n PS Form 5401, Daxrmenfabbn to Estabkh a Delivery 
ZIP cods. 

. PSFormS402, ~&~~~~lalion to Estabkh a Post Ohka 
SOXZtPcode. 

. PS Form 5403. Dcxummtati lo EsWish a Shared 
ZIP code. 

. PSFom1S404. Darrmenfebbn to Estzbtsh a Unique 
ZtP co&. 

6 Mail Pmmsstng Pmcedules 
l I l . . 

63 ZIP Cc&s and the UP+4 System 
. l l l . 

[Add new 439.) 

639 ZIP Code Authorization and Assignment 

639.1 Detlnlt&ns 

Thefdkwingdefiniiamhe@MinundststandiithsZIP 
code system: 

a. .4&+ss Mamgemnt System @MS). An integrated 
dat4basekzatadattheSanMateolntqmtsdSusii 
sokrfionsCenterand-byihelOCdAMSOmCe. 
ltistheoffkiatsourceofaddrassinfosnation. 

b. fJ&aryZIPCods.AZtPCodeass@.sdtop.xtatgso- 
gta$acdelivecyemas.ltmaysemboxsectims,vemcal 
Impwed mell (VIM) units. and m instattatans. 

C. Posr O&e Box ZIP Code. A ZIP Code assigned exctu- 
swy to poet oflix boxes ador gmeml delwly. 

d. Post Ot7tce ~ti,uaroas: 

(1) Close.Anacticninwhikhpostoftimoperatkmsars 
pemwnantfy&cwtinwdwfttvxtpwkfiiara- 
piacmmt factlily in ths mmmunw. Replacement 
sewlces are pmvkkd by a neighboring post off@ 
highway adact cmkr, nml ram camier, or city 
deltvely canter. 

(2) -le. An action that converts an indapsn- 
dent past olke into a contracted community pest 
ofhe. dasshkd statkn, or clasNled brand-u. 

e. SharedZlP code. A ZIP code that is shared by custom- 
erswhoprimari)yuseprebarcodedFIMA(oourtesyreply 
mail (CRM)) or FIM C (business reply mail (BRM)). 
Shared ZIP Cods mail can be dktiuted beyond a 
Sdgit level. 

Un@!e Z/P code. A ZIP Code that is assigned exclu- 
sively to a single fkm or government agency. Unique ZIP 
Cc& mail will be distributed only to a 5diiit level. 

f. 
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4392 AaafgnmeotCrhettsforNewZtPCodea 

‘( 43421 De4hmryztPcade 

ThePrxtatServicewittnotassignZIPCodessokiytoprovkk 
mmm”nitymerltlty. 

439211 Esfabffsh tkfhmy ZfP code 

Befo~~ZfPCode~beauthorizedOrassQKXi,the~- 
agerofthe&tdctAMSotftcensistprepareaiong-rangestudy 

! ofZIPCodesinhkor~~and~Ionfik.TheAMS 
m.9nagerkregponsblefwmaoringdeliverygrowthpatkms. 
f#Jcwesplannbtg.andany~rfectorsthatwillallertlleexkt- 
lrvgZtPCodebcw&rks.Thetong-rangestudyrequiresinput 

managemforgrowthpaltemstobepknnedand 
/ ~~Thktnckdes5-yaarami?.Oyearpro&tknsin 

areas that could be atfackd. Thtt planning appmach till skbi- 
k.edeG+eryZIPCodeamasarxfassktinreduckgconstant 

changesin schemes.Anypknofauknmustnotcompromka 
theintegrftyorskb9ityofths5dllZIPCodasyskm(sea 
PS Form 5401, Doaxnenktitm lo EsWdish a LMmy ZIP 
cafe (Exhwt 439211)). 

Er5Mwmd of deliily ZIP Cods geographic boundarks 
should mkk-ize the number of customer addresses affected 
and should be consistent wtth current and future ti process- 
kg r-weds. Cktrfcf oftkkk should ccnsker municipal bound- 

arieserKlc”stomw interests in all zone splits. If a ZIP Cods 

that k belay considered for adjussnsnt cmses municipal 
boundarks,-ltnwnkipatofikasb.sfciesubmtttkgthepm- 
posal,andccnskeranreaMoabksotutkns.Thris-ttattc.l 
must be docunwnted on PS Form 5401 (see Exhibs439211). 

fhle: Do not transfer any portion of a delivery area smaller 
than a ZIP+4 segment from one carder or delivery unit to 
anotber. 

439212 Spttt Dettwy ZtP Code 

The AM!3 matlaw should wn.smer qmting the deliiry ZIP 
Cede in the forowing insknces: 

a. Sectors: When 70 of tha available 100 sectors have 
been assigned. When high growth is experknced in a 
de~veryZIPCode,mMlitortheimpactofthegrowthupMl 
saotor and segment assignmsnts. Under no drcum- 
stance will d&very ZIP Cods bcundarks ovedap into 
anothar delivery ZIP Code (i.e., ovedakl delivery ZIP 

W). 
b. Scheme Items: When manual scheme items approach 

Bcnikms. 

c. Routes: When the number of regular routes exceeds 
55. Cankr routes should not - delivery ZIP Code 
boundaries due to added mail handing costs. Route ad- 
justments must bs made prior to the ZIP Code splii to en- 
Su~thatacaniermutewillnotcrossthenewdeliveryZIP 
Code boundary unkes absolutely necessary. 

d. Delivery Poink: When the number of delivery points 
exceeds 25,000. 

43922 PoetoffkesoxztPcde 

Eachpmposdpostofke(PO)boxZIPCodemwmc8ivea 
thomqhrwfwvandanatysbaflhedisbi3AMSb.el.Sefom 
s”bmiltlngarequesfthedkbtdmenagerm”strev~thecllk- 
datn43921 todeknnkewhethertheasrentZlPCodeor 
anothsrd&JeryZlPCo&fnthefaciwycenabsorbthapro- 
-PCboxes.Ako,tfraAMSmanagsrshculdconsiderccd- 
lngaboxsectkmwilftaa ZlP+4codewhen(he~krW 
d”puc&noftheksttwodtgtlsdtbabxlwmberswtlhiithe 
secttco.UsePSFonn5402. DLx%menlaiiultoEsraMirhaPosc 
09ksBoxZ/PCods(seeExhktt43922),toatdinthedisbkt 
anatyskpmcess.Nhenattmrwghre&wandanalyskatths 
&tdctkvetsuppsrkaprcposalforaPCboxZIPCode,the 

~~manager~f”WW&~requestby”W~re- 
qutred documenfakm. (PS Form 5401 (we ExhW 439211) 
~berequiredtodetermineifadeliveryZIPCodecanabsorb 
the proposed PO boxes.) 

43923 ShaledzfPcode 

439291 Ffevkwand Anafysfs 

Each prcposad shared ZiP Cork assignment must be 
thonXghlyreviewedandaIXtlyZedatthedkbktkVel.The 
&tdctmanagermustfu9yjusttfythesharedZIPCodesto 
satisly delivery, dwfb”tim. al-d atstcmmr requlrellmnk. PS 
Fan 5103, LkxummtalimtoEsbMshaShanzdZlPCcde 
(see Exhibit 439231). w8l aid in the diitdct anafysk process. 
DlltdctIn-PkntSupportwinleviewthepmpcsalandckkmlke 
thsimpadthe&gnmentofthssharedZlPCc-dewi9haveon 
aWaffededopera~.Theywilelsoidentifyanytknesavtngs 
thatwfUbereaGsadbyasharedZIPCodea&gnment. 

439232 Add- and Mail Wpe Requirements 

AltshamdZtPCorkpadk@a@matlshcutdbeprebam&d 
FIM A (CRM) or FIM C (6Rf.J) letter mail and meet the pre- 
barwdedmalspacRcatforkkDMMCS4O.Astacdardtzed 
mailing address k required on all mail utttiing a shared ZIP 
Cork (see hbrbti0t7 28, Postal Addressing Skndards). 

439233 RwemleAasumnca 

Postage due mail musl bs kept separate from oUvsr mail. 
Therefom,asharedZIPCodemaybeusedonBRMonlywhen 

ti has been spechkaity approved for BRM. 

43924 Unique ZIP code 

439241 Review and Analysis 

The district AMS manager must thomughiy review and analyze 
each proposed unique ZIP Code assignment. The AMS 
manager must fully justify unkue ZIP Codes and should 
assign them only when ZIP+4 cc&s will not satisfy delivery, 
distribution, and customer requirements. Use PS Form 5404, 
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DoCWWl&UWfOESf8b+fSh~~ZlFJCOd9(SS8Exhba 
439241),ioafdhthedistdcta~iysfsprocass. 

439242 -ofonePbcet4andling 

AlUliqUeZiPC#3assignmentpmusteliminsteOnapieCe 
fwldihgforamajodtyofafiml&nait.LocalirrPlanlSuppMttin 
rmlewtheprcposaltode~theimpactthattheassign- 
rnentofthauniqwziPCcdew@lhawonaffectadopsratixls. 
Theywiiiafsoklentifyanytimesavingsthatwiilber&izedby 
assisning me unique ZIP Cods. 

439243 Addmdng Requi- 

Asiarxiardizedmaiiingaddreasisraquimdonaiimaiithatusss 
a tfniqw Zip code (see Pubricatkml28). 

-24% RsuUlUeAaaumna, 

Postage due mail must be kept separate. Therefore, a unique 
ZIPCodemaybeusedforpostageduemailorforronpostage 
duemaffbutneverforboth. 

439245 Man Acxeptance by Firm 

whenafimlisBssignedauniqueZiPCode.itagreestoaccepl 
~malbearingtheuniqueZIPMdeinbuAcwi(houtadditional 
separauonbythePcstaiSewice.oRcidsofttwimlmustagms 
to this arrangement in wrtttzg, and this letter of agreement must 
be ilhded in the proposal package. 

435.3 Postal Fadiity Status Change and Boundary 

mn”=l 

439.31 PO&I Fadiity Statw Change 

u9.311 Ganalai 

Estabikhii. dosing, and meting independent pwt 

post ofilces (CPOs) may rwsuit in sdigti ZIP Cods changes. 

429.312 Estabifahmant 

Estabkishment of new, independent post ofFvxs requires 
-- by the vice president of Area Operatkxs and 
&ppmvai by the chief operating officer. vk.3 presaents of Area 
Operatiansortheirdesigneeshavetheaumontytoapprovethe 
estabi!shmantofclass&d~andbrancheswhereneed- 
ed wtthin the service areas of post offices. However, approval 
authority may not be Megat& below the distrizt manager of 

Customer Sawics and Sales. 

43x313 Port OffIce Macontinuance 

werlthemanagerof PostOmceOperatiunsrec&esappmvai 
from ihe d&ict manager to study an independent post ok. 
dassii stati. ciass%ed branch. orCP0 fordiintinuance. 
any proposed 5digti ZIP Code change is reviewed by the post 
ofike review coordinator. 

oircedPddmss Man&mmtpkutoliie6Odayposi&da 
prqlmaitodosaora apostofhx.MentionofaZiP 
ckxiemustbeb8sedonoperatanalj~!jcils. 

dAddmssManegementandiisb3dlnanappropriatemsnner 
in Pubiicatkw 66, Na&+w/ FiZ/P code and Posf Mice 

Diredory. 

439.32 soundaryReaag”menta 

439.321 Gwwai 

Managelsshoddbokfor reasombie xliutions to external 
municpelmquestsandimpiementthemwllenan-- 
msntorreasgnrrentdZiPCcdesbecomesq.wationaEynec- 
essary.iJisbMswJIwwkproadi&ytoresolveamasof 
concem~or~econfiibeiwwnpostalandmunlci- 
paitalmdsw.Rea!igrsnentsulatstemhwnexlemairsquesls 
SbMbe-aS-illzTPcodeBamdary&vieW 
P-. 00 not transfer any podi of a dertety ama smaller 
ulan a ZIP+.4 segment from one carrier of debMy unit to 
another. 

439.322 Minori3dignmentr 

Disbid rnanagm may ap+vove and implement requests for 
minor ZIP code boundary rsaiiinments within their diiticts as 
nscessaty thrwghoui the year. A minor resignmnt is defined 
as an area diecling less than 25 percent of the total delivery 
poLasofthe~ngZIPCodsor500possbls~riesofthe 
losingZiPCode(whicheverisless).ZIPCodeboundariesmust 
not be maligned to - state boundaries. my dehwy canter 
rcutesshouMbextjustedifbwndaiychangeswoMresuttin 
thec&lsrselvklgmomthanonszIPCcds.wtwlzIPcode 
hndartes am adjusted, c7nwklar matching municipai bound- 
aries where M feasible. 

The dtMdci Afb4S offke must nottfy the Ot%x of Address 
Management oi ail mina boundary reaQnm”ts. For minor 
realignment info-n to be published in the Postal BuMh, 
a PS Form 1362. Sfaius change Requss~ (see 
Exhibit 439.323). containii the minimum number of diitlict 
signatures indiited on the form must bs submitted by the dis- 

trict manager to the Office of Address Management. 

439.4 Required Documentstion 

439.41 fMfvety Zip Code 

Wti each request for a delivery ZIP Code, the disttit manager 
must include a completed PS Form 1362 (see ExhiiR 439.323) 
and PS Fan 5401 (see Exhibit 439211). Proposatsfordelivery 
ZIP Cods changes or assignments should be processed and 
submitted thrwghwt the year by the disttit of the tenttory in 
questIon. The diitdd manager may submit delivery ZIP Code 
requests for approval on any date throughout the year. 
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439A2 Podof8mfloxzlPIp 

Wahaa&raquestfuraPOboxZiPCods.thadfsbtctmanagsr 
mustiwkafeacc@atadPSFonn1352(s.seExhbft439.323) 
andPSFom154SZ(sseExhrbft43922).l’hedtstdctmanagsr 
maysldMtFOboxZiPcudereqwstsforapprovaiwlany 
datemmughoutlimyear. 

AMsrnanagmshoukfbefamliarwiththeMebl,Pianinorder 
toassesstheprcparia&ttmsnscessarytoprspamZiPC#s 
&MoposdfornewPoboxseclions.whenedslirrgcustonmls 
wlbemqukadtochangathefrZiPCodesorPOboxnumbers, 
eaikw3oto45daysbetwaenthaanncu- ofanap- 
pmvedPOt=xZiPCudaacdthsimpiementattcndata. 

439.43 shemdziPcode 

WkhexhraquestforasharedZiPCode,tftedistdctmanagar 
mustfndudsaas@etadPSFcnn1352(swExhbit439.323) 
andPSFc+m5403(swExJttbk439231).Thad&tdctmanager 
maysubmilsharedZiPCoderequestsforapprovalonanydate 
throughout the year. 

439.44 tldquezlPcode 

WtieachraquestforauniqueZiPCnds,thsdffktctmanager 
mustfndudsaconpletedPSFomt1362(sssGhfbft439.323) 
andPSFomt54M(seeExhtbft439241).Thed&tctmanager 
may~uniqueZiPcoderequestsforappmvalonany&te 
thrwghuuttheyear.Aietterofagiaemantfmmtheffrmor 
agencymquesttngtheunkpreZiPC&smustbeindudsdinthe 
pmpnsaipackaga.TheiettermustdnthefoiknMg: 

a. SIatemet~firmoragencyagreestoaccaptallmailad- 
dressad to tha unique ZiP Code in bulk. 

b. Pmvk+e ths addmss(es) to be used with the unique ZIP 
Corks. All addresses must conform to the standards in 
Pubncati 28. 

c. Oescdbe how and when the firrrr or agency plans to im- 
plement the unique ZIP code. 

d. Osscdbe expected votums. including whether this is new 
v&me or mail currsntiy being received at a diiersnt 
address. 

e. Agree to return ail mfssorts and accountsbis mail in a 
timely manner. 

f. AgmemattfmffmloragarKyw5fowardthefrowtmafi. 

g. AgmathatthaZiPcudav9mnc4ba-toanother 
ftmloragmlcy. 

439.45 PoswF8cnnystatus~ 

lhaAMSrnanagernltBtreportalZiPCC&stakBCh%rtgB 

rndusns-resullineti --=PP~pcstof- 
tlmcbMgsoroxw&@nw,auhat-gadbranchnams,etc.) 
onPSFotm1362(seeExhM439323)andsendittotheOfitce 
dAddmssManegementThe-dalaforposblifadiily 
dlangmis3odayaafterthe- isprbsshedinlhe 
Posfalm. 

439.48 Boundwv-%f”- 

tMtheachmquaatforapmposedbumdaryma@nmsntaffact- 
hgmmetfran25parcantdfhstddpossMdsiMdesof 
he!U3tngZiPC&Orovet5OOpCs&iad&Vedespfth-skatng 
ZiPccde(v&hawrk3iess).thadbbfctmanagermusttn 
c.kkfaacor+tedPSFom11382(sasGdtfbit4%323)ar!d 
PSF~m5401(see~439211).lnihe~,thedis- 
Mmanagwmra--haorshepianstosurvey 
-aftarreoeivingapplouaifora~maiignmrJnt. 

439.5 AuUmbUmandAppmvai 

43951 Gmaral 

AliackonsmqukingPSFonn1362(sseExhbi1439323)wiiire- 
qufmthesfgnaturaoftha&trtctAMSmanagel;themanager 
dOparatkxrsPmgmmsSuppoR;thsmanagerofPnxesskg 
andDistrbuliar;d~dLStdCt~dCustomerService 
and sales. A! actions rsquilirg ths ZIP Cc& astabiishmsnt 
documents (sea Exhibii 439211. 43922, 439231. and 
439241)r-nusttnck&afiperSwntfnfurna5sncnthossdow- 
menis. The proposal (k&dtng af i&tars, forms. and dncumsn- 
tatLsn)mustbasenttotheareamanagsrdDativeryPrograws 
SuppOrtforraviewandcnanca.mearaacffimw5forwald 
theprupmaitotheonissofAddrassManagementforfktal 
n3viswarxfappmvai.Afipmfwsaisbaingsentt0thaofftce0f 
AddressManagemsnimustbeaddressedasf0k 

OfFlCEOFADDRESShWW3EMENl 
UNmD STATES F’C6lN. S5KViCE 
6OBJF?tiMACYPKWVSTE201 
hEMPHlslN 3s18sax)l 

439.52 Dlsbicl 

The diibict manager, the phnt manager, and distrkzt otltciats 
must not assign or change ZIP Codes withnut area and Head- 
quartersreviewandapproval.Thedisbidmanagermaynotan- 
rxwnce a 5digk ZIP Cods change until hs or shs has received 
wdtten approval of the ZIP Cads from ths Ofiks of Address 
fvbmgement. 

Exception: See 439.32 for infonnatton on authorization for 
boundary reafgnmsnts. 



439.53 Bufk Mail canter (BMC) 

. . 
au”@JeZiPCodsthatf”dudesvoiu”leaintih3”?achffte 
Stamtard f&i (A) or standard f&ii (B) categortes before the 
dstdctmanagercantiiherequesttotim~. 

439.54 Pkwfty Mail Pruoesdng canter (PMPC) 

%PMPCma”agarmustrevtewandappmweachrequsst 
forau”iqueZiPCodethatincludesvdumesinthePrt&yMail 
~~~,beforethe&trtUmMagercansubmttthemquedto 

43955 Areas 

Managers of fldfwly Pmgm”x SupQort am ad”li”&wkefy 
mspcf&kfor0wdkWo”andreviewdMigftZiPC-xtepm- 
posaiswiihllumirm8asd~.Amaomdalsmustnd 
a.%ig”MCtWlgf+ZiPCodesWithWtthelWieWaodappRlVal 
dUwCMimofAdhss~ 

439.55 Hesdquarten 

endtimelyanmuw;ementsdZiPCodsdwgsstointemal 
Postai Sewice operattuns empioyees and custonwrs by sub- 
llitibgatldestothePo.5mlBumGTlenwed-Postomce 
Chmges”mdbynoHykgoihri-k3adqusrtersdepartments 
(e.g., noliryine Business fkW Accepta”ce of ail 3diglZIP code 

changes). 

Now SharedanduniqueziPCode&qesare”eta”- 
nourwdinthsPosWBuff&~howwar.theOlkedAddress 

pmi0f a shared or kqus ZIP C&k wiii a” effaci On 
theiroperaiions. 

TkoflixdAddress fdmagmmt will return appmvsd orde- 
nisdziPCodepmposaistotheappmprtateareaoikefords- 
t&utiontothe&stridProposalsthatamde”iiwincontai”the 
Ieasonforcwai.iftheraquastingpartywishestoappealths 
dadskm,aiettardappeaimaybesantthiwghthsdLsbfctand 
amaoiiistotheomcedAddlrsssManagement.Addn?ss 

lrgs i&“wiiy arMor with the’t&estfng party (as nscessaty) 
tomakeafkldsdsicn.AddressManagementisthe.ftiW 
auWtflyfortberesduWndanappeai. 

439.5 impkmentation 

43S.61 Ga”alai 

Onceheadquarters~rovalisracaivedforaZiPCodeassign- 
nxmt or change, the dii msnagsr must n&y all diibict offi- 
dab to proceed with i-t&. 

Exception: See 439.32 for infonnatkm on auihorization for 
bcmlay reaig”m”ts. 

439.611 Msmd Lewd 

Atthedisbk.tlevel.tf!eAMsmanagermusl-Lrglg 
mentationWfththe~dMarketing,managersdPoat 
oiiix opemLions, posLmasters. and in-Piant sl!+lport to ensure 
“wxfnwmmopemWndwsfmw3andfocaigovemment 
Oik!&. 

439612 bxalMaupmceuholllanepan 

Tiwiocai”wiipmcesskgmanagela”lustansurethataifdii- 
t&uUcnoparatio”samprapamdtoraspowJtothauseofthe 
neWZtPcode. 

439.613 ZIP Cods Byatam !%bfifty 

;~~~pin the,ZiP code system and wlespxd 
lMcabonS5.ttle~~datafor 

daWeryZiPCodecha”gastsJuty1deadtyear.Ths&trtd 
mmagermustnotlfy-arKilocalmaii6fsbetween 
May15andJune1thattheZIPCcdehaschangedandwitlbe 
etT&iwJuty1.TheOlTcedAddmas~canpm- 
Vtd0asSktancaWiUlthe-dfCft.ResdentsShOUldbe 
askedtonotifytheirmnespadents dtbdwqe(hchMii 
boundsly maiignments). 

439.614 Fib Ma- 

Th8Af4srtwmgwlrustperiomlfilelllaintenanceina~ 
mannerbeiwwntheApraandMaypmdudcyde.The~ 
dAddressManagsmsntwilpubikhspeckc!ates&year. 
TheAMsdatabasemustbeupdatedtoensuralhatduplicate 
add-donotexlstwithiialinmmrnsnkdorthesenew 
ZIP Codes. 

439.615 Effecthwllata 

Folbwtng Headquarters appmvai. PO box, shared, and unique 
ZiPGx!esbecomee~asdateMbythediibict 
msnager. 

439a2 lhre%Mgil Ftedignnmnl 

Whenad&tctispknirga3digttraaiig”menfthaAMS 
otltce”wwtifythealeaomcaa”dtheolficeofAddIess 
~tinwrttingbyJuty1dthayearbefomtheex- 
p&ad implementatio” date. Thii requirement ensures that ail 
ZSWtCSdposlaloperatiwrsmaMgelS~“Otl6SddWpKJ- 
posed3diiftn3aifgnmentlnatimdymanner. Ths ofiix of 
AddressMaMgementwJIadvisetimdistdctthrcughoulthe 
processtoensumthataildeadk”esaremet 

Theacfualprc+xatpackage”lwtbaraceiwdattheareaof- 
ficebyOctcber15acdbytheOfifcadAddwsMsnagemsnt 
noiaterthanDwertWr 15oftheyaarbeforatheeqxtedim- 
pkment&on date. Proposals recaiwdbythaOfi?m dAddress 
Manamt after the deadiii wi# be dsfened to tha foCow- 
ing year. 

Note: Except for the aforementioned dates, speck guidelines 
for3-dgarealignmentsarethesameastheguide~esforde~- 
et-y ZIP Code realignments found thmughout this part. 
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E.dwt439211 
-TOE AOSiiWyZlPCCdS 

Documentation 
To Establish A Delivery UP Code 

Please print or type the required information in the spaces indicated. 

1. Please mark any equipment for which Mail Processin will fmwkia a separation for the new ZIP Code. 

0 Op4icei character reader 0 Fiat sorting niachine 

0 Barcodesorter cl Manual sorllng case 

2. Where is the mail currently processed (fadlii name)? 

Primary automation 

Primary manual 

Secondary automation 

Secondary manual 
Other 

3. Where Is the mail for the proposed ZIP Code to be processed (facility name)? 

Primary automation 
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Edw433211 
Docvnanb(lmTo~A~ZiPCeds 

Pmvide 5. IO-. and MyBBr pmjtied omwlh rates (if Ihe existing dstivery sms k not split). Ako provide 
and attach addiionai documentation to supporl ths projected gmMh r&e. 

0 Newspaper Midas 0 G&h Pmjedtons By City and Cwnty 

0 DodgeReports 0 other: 

UP coda: PIwent ZtP Ama Projsc.tadGnnvmRatas 

(If wt unchanpedi S-Year Grovdh IO-Year Omwm 20-Y-r GroMh 
Rar. I BUS. Rer. I Bus. Ra. I am. Rrn. I em. 

Cmkr Deliveries 

Scheme Items 

PO Boxes 

zIP+4s&ors 

ZIP+4 wment ( I 
GmwVI Rate . . . . 

*Annual G”wlh 

Present ZIP Ama Proposed Anu (indude new -present- ses) 

ZIPCode: + 1. 1. 2. 3. 
Ra. I 0lts. Res. I BUS. Rn. ( 0”s. Res. I 0”s. 

Csnler Dslivedes I I 
Aoutss 

Scherns nems 

PO Boxes 

UP+4 Seclon 

ZIP+4 Sqment 

Gmwlh Rate . . . . 

*Annual Gmwth 



Provide S-.1&. and M-year pojecled gmwth rates (IF the ezdslin~ delivery wea is spAit). 



POWM BUUEFIN 22015 (l-13.00) 

EXMll4392ll 
BTOWkhAAZlPZIP 

PAOE 59 

1. Indicate the number and parcentaga of arstomem who will have lo change their 5.diia ZIP Coda or 
delivery address. 

Raldultkl cu*-: Bwlness ou*-: 
kmku: Me: - -: 

% % 

2. Attach a narrative slatamanl ofjuslification explaining why (he new ZIP Coda area is necessary. 

3. IF any naw Facilities are pMma4 For the near Mum in either lhe owwd or proposed ZIP Code, state 
their type. location. and estimated date of completion. 

TyQe Lcluaon Date 

4. Indicate explidly which delivery unit(s) will adminider and/or house the cardem For the propad Zip 
Code. (Include the physical addmsses.) 

, I 

5. Does the current E-digit ZIP Code serve more lhan one municipality7 0 Yes 0 No 
List the names of all municipalities sewed by the current 5Aiil ZIP Code. 

8. k the proposed ZIP Code split being made along muMpal boundaries? 0 Yes 0 No 
IF no, Hate the reason(s). 

7. WtlI these municipalities continue to share the ZIP Codes aflerthe proposed spfii is approved? 
0 Yes 0 No 
IF yes, list the munidpalities and the ZIP Codes sewing them. 

MWlkipdity ZIP M”“lClpdity ZIP 
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EXtW4392ll 
~ToEst&llshADcJlwyZlPC.ade 

8. Is this pmposal the result of a requesl iniliated by the munidpality7 0 Yes 0 No 

9, Have municipal OFFidals teen asked lo wmment on the pmposed boundaries? 0 Yes 0 No 

10. Please submit the two maps dascribed b&w. (Identify municipal Wmdades when they are an issue 
in the proposal.) 

Maw bdline In wlorl: 
. Cun’erd 5dQii ZIP Code area boundaries (indicate localion oF all delivery “nils). 
. Proposed 5digd ZIP Co& area boundaries (indicate the localion of all current and/or pmpossd 

delivery unks). Use natural and/or oonstrucled boundaries when pradical. Alto consider wRent 
and Mum municipal boundaries and community-identity issues. 
Note: CFew-cut end e&y dtscemtbk boldwfasmmportan. 

11, Attach a wmplete narrative desuiplion of existing boundaries as they relate to the current delivery 
area. This narrative shouM advise whether the cenlerline of the streets involved is the actual 
boundary or is inch&d within the boundary. 

12. Attach another complete narrative description of lhe proposed boundaries as they will relate to the 
areas involved if the change Is approved. Normally, ZIP Code boundades shwld.induda both sides 
OF a streel or hiihwey unless the centerline is the wwdy or slate boundary. IF the boundary line k 
the centerline of a street, explain why. Descdbe how your diirid will manage customer impad (For 
example, describe customer, municipal. and Congressional notificalion and media coverage). IF you 
need mom space, usa the naralive statement OF juslitkation. 
Note: Centerline boundades may or may nof be efilclent For dettwy end scheme reasons. 

13. Include a Z&year plan of the ZIP Code 

14. Include a current matrix For all ZIP Codes sewed From delivery units involved in this split, 

15. lndude a completed PS Form 1362. Status Ctmge Report. 



Dowmentation a --E 
To Establish A Post Office Box ZIP Code 

Please print orlype the required information in the spaces indicated. 

k 

POSTAL BUUITIN 22015 (1-13-00) 

Giw43922 

PME 61 

1. Please mark any equipment For which Mail P-in6 till provide a aepamtion For the new ZIP Code. 

0 Optical &wader reader 0 Flat wliog machine 

0 Barcodesorter 0 Manual aorling oaee 

cl other 

2. Where is the mail currently pmcessed (Faciliiy 

Primary auiomalion 

Primary manual 
Secxrdary automatiin 

secondary manual 
Mher 

I I 

3. where is the mail For the pmpoaed ZIP Code to be processed (FadMy name)? 

Primary automation 

Primary manual 

Secondary automation 

4. will this ZIP Code be a service improvement only? 0 Yes 0 No 
5. Will this ZIP Code eliminate one or more piece handlings? 0 Yes 0 NO 



POST& B-N 22015 (l-13-00) 

Demonstrate on the cha!ts below how the ZIP Coda would ganemte mail distribution savings by either 
using e more efficienl opemlion or by bypassing a handling. Express savings ormsl avoidance in 
dollars. 

Function 1 (Mail Pn Meg Savings) 
-b/: Ttk Phcm: 

Preseet Mall Dlstrlbeaoe Average Dally Avwage PIem Pa Hour Dally Work Houn 
oparstblNo.mac. volume sxpactad ,PFlF, For opersuow (PP” x volunw, 

Function 4 (Delivery Unk Savings) 

Present Mail Distribution AwagS Dslly 
opmt Ion NdDesc. “Ohme Expected 

Average Pisces Per Hour D&y Work Houn 
(PP”, for qeratien* (PPH x Volume, 

t I I I 

Add the cumnt daily work hours in Box A. Add the proposed daily work hours in Box B. Subtract Box B 
From Box A to get daily work hours saved. 

Function 1 FYnctlO” 4 Total 

Daily Work Houn Saved (A minus B) 

Clerk Hourly Rate 

Average Daily Savings 

PS Form 5402 #“0ve,nbw ,999 Peg* 2 
Daumntabbn TO Estawsh A Port omce em ZIP cade 



i. 
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m6lk43922 
~TO~APO8tOFlk9BOXZlPzIp 

PAGE63 

1. Number of pesl oFIke boxes presently installed that will change lo the new ZIP Code. 

2. Number of new psi Mica boxes lo be installed using the new ZIP Code: I 1 
3. Wll new pusl off& box numbes conflid wiu, any other pod oFfma box sedion q Yes ON0 

In lhis fill.ancn number? 

IF yes. Ii.4 the ZlP Cede(s) and the conflicting raw. 
ZIP- f-w ZPCOth m 

I I I 

I I I 

I I I 

4. lndlcate Lhe number and percentage of CUslOmes who will have to change their tiiil ZIP Code or 
delhwy address. 

Raldulu.l al-: aud-, SUM: 
Hnb*: -: Nunbs -: 

% % 

5. Will exisling caller servke box numbers be assigned lo the new ZIP Code? 0 Yes 0 No 

6. Hav will customers be notified of (heir new mailing address, induding the ZIP+4 code? 

7. Describe. how your diidd will wtiFy ma@ mailers and other grwps (e.g.. local wmgresman, cily 
offidals, media. elc.) impaded by the change. 

6. IF any new Facilities are planned For the near Future in either the current or pmpossd ZIP Code. state 
their type, location. and esiimaied date of completion. 

Tvpa Locanon Dale 



9. Indicate explidtly which delivery unit(s) will adminisbr and/or house the pod office box secwns For 
the pwsed ZIP Code. gndude physical address.) 

10. AItach a MmtiVe .SIetemant of justification explainlwd why the new posl oFace box ZIP Code is 
necessery. 

11. Include a 20year plan of the ZIP Code. 

12. Include a cumnt matrix For all ZIP Codes sewed From this delivery unit. 

13. Include a completed PS Form 1362, Status Change Repot-t. 



POSTAL Bwrm 22015 (I-13-00) PAlIE 

Eldw 430231 

I 
DmmarWmTOEmblWAMZlPCod. 

I I I -I 

1. Plaasa ma& any equipment for which Mail processing will fxwide a separati~ fw the new ZIP Code. 

0 Optiil dwadW reader 0 Flat sorting machine 

cl sarcodesaler III Manual sorting case 

0 Other: 

2. Average daily VOlUme this firm eqxds lo receive in the Shared ZIP Code. 

Barcoded 

NOflbWWded 

3. Tolal volume this firm expeds to receive in the shared ZIP Code. 

The volume that will be transferred to the proposed ZIP Code is approximately 
existing ZIP Code volume. 

-% of the total 

4. Will this ZIP Code be a service lmpmvemenl only7 0 Yes 0 No 

5. Will this ZIP Code eliminate one or more piece handlings? 0 Yes 0 No 

6. Complete the savings worksheet on nexl page. 
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Demonslrafe on the charts below how lhe UP Code w&d @mxate mall dishifxition savings by &her 
using a more efficient operation or by bypassing a handling. Expmss savings or cost avoidance in 
dollars. 

Pressnl Mail D*Mbutbn 
Opwatlon Nomwc. 

Amrag. Dally 
volume Expected 

AwagaPlamsPNHOUr 
(PPH) for Opesatbn‘ 

Daily W&I Houn 
(PPH I Volum@ 

Function 4 (Delivery Unit Savings) 
Present Mail DiMbution Average Daily Awane Pbcea PM Hour Daily work wmn 

Operation NOASS‘Z “ohme EXpectad (PPH) fw O~eMle,,s 
I 

(PPH x “0l”me) 
I I 

Add the current daily work hours in Box A. Add the proposed daily work hours in Box 6. Sublrad Box B 
from Box A lo gel daily work hours saved. 

F”“db” 1 Function 4 TOtsI 
Daily Work Hours Saved (A minus B) 

Clerk Houdy Rate 

Average Daily Savings 



PDsTaL Bl.uEnN 22015 (l-1340) PACES7 

1. Where did the Sims entering the new shared ZIP Code mme fmm? 

El one previous ZIP Code 0 More than one p+‘evious ZIP Code 

2. Are the previous ZIP Codas wiihin Iha sama finana, numben: 0 Yes 0 NO 
flescdba tlba mail lfow that Wll ba used to make this diskfbudon. 

3. Explain what ZIP Codas will ha removed from the automalad mailsWam to allow for the shared ZIP 
Code or what new equipneat will be utilized lo process the mail for lha Shared ZIP cods. 

4. Print the pmpowd name(s) and addms.s(as) the firm till ba using with the shared ZIP Coda. (Attach 
addiuonat shed if necessary.) Note: An address line h mquired and mus! be standardized. (sse 
Publication 28. Fusta!A&ws@ Standards.) 

PhlW - 

I 
I 

I 

5. Explain how and when the firms will Implement their Migk ZIP Coda. In&da when new envelopes 
and lettemead will be ptinted and when supplies on hand will ha exhausted. 

8. Anach a compkWd PS Form 1362. Status Change Rem. 

7. Allach a narrative statement of jusIiTication explaining why the new shared ZIP Code is necessary. 

8. List any other shared ZIP Codes in this didrid. I 



Documentation 
@?f 

k!i!Ez 
To Establish A Unique ZIP Code i ?; 

Please pdnt or type the required infomntion in the spaces indicated. 

1. Please mati any equipment for which Mail Processing will pmvide a separation for the new ZIP Code. 

Cl Optical character reader 0 Flat sortln~ machine 
0 BarcodeMrter 0 Manual smtinQ case 

0 SMC (Complete pamel post worksheet) 0 SPBS (Complete parcel posl worksheet) 

2. Average daily volume the tirm expects to receive in the Unique ZIP Code. 

Barcoded First-Class Letters 
Barcoded Standard A Letters 
Barcoded First-Class Flats 
ESrcoded Standard A Flats 
Nonbarwded First-Class Letters 
Nonbarcoded Standard A Letters 
Nonbarcoded First-Class Flats 
Nonbarwded Standard A Flats 1 

Bafwded Perkldkals 
Nonbmoded Periodicals 
Small Parcels 
stmdald 8. 
Prknity’ El 

3. Total volume the firm expect* to receive in the unique ZIP Code. 

The volume that will be transferred to the proposed ZIP Code is approximately -% of the total 
existing ZIP code volume. 

4. Will this ZIP Code be a service improvement only? 0 Yes 

5. will this ZIP Code eliminate one or more piece handlings? 0 Yes 

6. Is this proposed unique ZIP Code for package returns?. 0 Yes 
If yes, complete Package Worksheet on pages 3 and 4. 

7. Complete the savings worksheet. on the next page. for all requests. 

0 No 

0 No 
0 No 
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EXJW 439241 
eToEdeblkh AtJll@OZlPcOa 

PAGE 69 

Demonstrate on the chalts below how the ZIP code wuuld generate mail diidbuthm savitt~s ty either 
IJJ~; more effident opemtlon or by bypass&g 4 handling. Ezqnss savinps cf cost avoidance in 

Functton 4 (Delivery UnH Swings) 

Add the current daily work hours in Box A. Add the proposed daily work hours in Box 8. Subtract Box 6 
fmm Box A to get daily walk hours saved. 



---_ 
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Eidw. 438241 
-Tom Ath+BZlPCUb 

POSTAL B- 22015 (1-1300~ 

-by: TM: Ron: 
I 

0 Standard A 0 staandafda 

0 Barcoded (As d&ted in DMM C640)7 q Yes 0 No 
0 Nonmachinable (NMO) Can il be pmoxsed on a mechanized NM0 sortet? clYe.5 IIN0 

Will tt be used for nwre then one pfcdud type? (e.g., size, weight, or dtffemnt 
endonement) If yes. pmvtde details: n Yes n No 

Ancilla~ Sewica Endorsements @‘leasa list all that app(v) 

I I 1 

Postage rating will be petformed at: 
Explain pmcedures (e.g., pi 

0 DW 0 AO/PO 
pestage paid vs. those that must be rated) 

Firm iswilling to pick up mail at: 0 BMC 0 P8D 0 DDU 0 AOiPO 

I’:> ,‘, &,~yq~J~:~p ,~&,as:i&zau 

*MC &lemmllng d-: Avemgm e-9itfbMA-m ewdd h ““lqu, ZIP code: 

Is it&w!d parcel volume entered diredly to secondary? 0 Yes 0 No 

Current ZIP Code is sorted to: 0 Primary ACL (OTRIERMC) 
0 Direct secondary slfde/OTRIERMC 
0 Mixed secondary slide (if checked. select below) 

0 Sacked 
0 Containerized 

Mail is dispatched to: 0 P8D 13 DDU 0 AO/PO 
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If sppmved the following changes to distribution will be iwcessary: 

PPSM: 0 Primary OTf?ERMC is available 

0 Lowest ADV OTR that will be moved to secondary: 

SPSM: 0 Mmxl secondary slide/OTRERMC is available. 

0 Loved ADV UP Code that will be mixed to accommodate: 

Cunwtt transportation to DDUIAOF’O ca” transport OTRWERMCs? 0 Yes 0 No 

Is transportation cunwtly in place going directly to the firm? 0 Yes 0 No 

Can current transpoftathm accommodate addni0nam~ volume? 0 Yes 0 No 

Cost to modify or add new contract requirements? 1 S I 

pi. ;., ~: :.,, ., 

Does facility have 8 ptatformJdock area to accommodate OTRsERMCs? q Yes 0 No 
If not. what mcdifkations must ha made? 

How till mail be delivered fmm office to the firm? 

Savings: List LCC 4oC daily hours presently used for Parcel Post Distribution 

Pmposal will: Rzce the%? by -1 



POSTAL BtnLEtlN no15 (l-lS-00) 

-by: Tkb: 

1. Does the Sfm cunmtly rent post offlce boxes in this faciMy? 

If yes. how m*ny7 I-1 
Will the unique ZIP Code replace all of these post office boxes? 

If no. eqllal”. 

appevwd for businers m& mal. 

2. -ain why ZIP+4 codes in the current ZIP Code witI not meet diifibution requirements. 

3. Explain why a shared ZIP Code will not meet distribution requirements. 

4. Will the firm print barwdes on as preprinted envelopes? 0 Yes 0 No 

5. Print the address that will be used with the unique ZIP Code. Note: An address line is required and 
must be standardized. (See Publication 28. Postal Ad&essfng Sfandnfds.) 

6. Is the letter of agreement from the firm attached? 0 Yes 0 No 

7. Explain how and when the firm will implement the unique ZIP Code. Include when new envelopes and 
letterhead will be printed and when supplies on hand will be exhausted. 

I I 

8. List all unique ZIP Codes currently approved for the firm at this plant. 

I 

9. Attach a completed PS Form 1362. Sfafus Change Repwf. 
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aa 
UNfTEDSlilES .A. Post Offke Undergoing Status Chanw (~.~&TIs WALL requsslrl 

xmilLsEm7cE. ‘.NM ,*.SM 

Status Change S.DPcods 4.Fmmm- I 5. Dwti 
RequestlReport 
/w1BccanIyMI~J s. ~PPl!ah ,T.Arr 

0 G. AmendKterclnd Postal BulletIn 
1.PBb, 2. Dal0 
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Canthued From Paga One 


