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Post Office Changes

Ol |Fnance [P County | Station/Branch/ Effective

New !No. Code |State |P.O. Name |Parish |Unit Unit Type  {Date Commants

Od | 197557 |67128 |KS |Rago Kingman | Main Office Post Office | 0¥30/1999 | Post Office and ZIP Code
discontinued. Establish a place
name. Rago KS becomes

New [19.8560 67142 [KS [Spvey  |Kingmen |Rago Place Name | 09301999 | aoceptabie tast ns for tse with ZIP
Code 67142.

Od (467148 |57708 [SD |RapdCity |Meade |Bethichem Communty |06/19/1999 | Communily Post Office, ZIP Code,

Post Offica and place name discortinued. Use

Pledmont SD 57769 e

New |466768 (57762 [SD |Piedmont |Meade |ManOfice  |PostOfice |OB191000 | fampome s o 00 as the last

-— Address Management, Delivery, 1-13-00

POM Revision

Zip Code Authorization and Assignment

Effective January 13, 2000, Postal Operations Manual
(POM) 8 is revised to assist district address management
offices in the preparation of ZIP Code request packages. PS
Fomm 1362, Status Change Request/Report, has been revised,
and the following forms have been added for ZIP Code authori-
zation and assignment:
s PS Form 5401, Docurnentation to Establish a Delivery
ZIP Code.

®» PSFom 5402, Documentation to Establish a Post Office
Box ZIP Code.

n PS Form 5403, Documentation to Establish a Shared
ZIP Cods.

® PS Form 5404, Documentation to Establish a Unique
ZIP Code.

These revisions replace Management Instruction
P0-410-82-1, ZIP Code Authorization and Assignment, and will
be incorporated into the next printed version of the POM andin
the online POM availabie on the Policies and Procedures page
of the Postal Service Intranet (htip-/blue.usps.gov/cpim; click
on manuals).

Postal Operations Manual (POM)
4 Mall Processing Procedures

* * * * *

4 ZIP Codes and the ZIP+4 System

L] L * * *

[Add new 439.}
439 ZIP Code Authorization and Assignment

4391 Definitions

The following definitions are helpful in understanding the ZIP
Code system:

a. Address Management System (AMS). An integrated
database located at the San Matec Integrated Business
Solutions Center and maintained by the local AMS office.
it is the official source of address information.

b. Delivery ZIP Code. A ZIP Code assigned to postal geo-
graphic delivery areas. it may serve box sections, vertical
improved mai (VIM}) units, and military installations.

c. Post Office Box ZIP Code. A ZIP Code assigned exclu-
sively to past office boxes and/or general deflivery.

d. Post Office Discontinuances:

(1} Close. An action in which post office operations are
permanently discontinued without providing a re-
placement facility in the community. Replacement
services ara provided by a neighboring post office,
highway contract carrier, nural route carier, or city
delivery carrior.

(2) Consolidate. An action that converts an indepen-
dent post office into a contracted community post
office, classified station, or classified branch.

€. Shared ZIP Code. A ZIP Code that is shared by custom-
ers who primarily use prebarcoded FIM A (courtesy reply
mail (CAM)} or FIM C (business reply mail {BRM)).
Shared ZIP Code mail can be distibuted beyond a
5-digit level.

f. Unique ZIP Code. A ZIP Code that is assigned exclu-
sively to a single firm or govemment agency. Unique ZIP
Code mail will be distributed only 10 a 5-digit level.
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4392 Assignment Criteria for New ZIP Codes

43921 Delivery ZIP Code

The Postal Service will not assign ZIP Codes solely to provide
439.211 Establish Delivery ZIP Code

Before any ZIP Coda can bs authorized or assigned, the man-
ager of the district AMS office must prepare a long-range study
of ZIP Codes in his or her district and keep it on file. The AMS
manager is responsible for monitoring delivery growth patiems,
faciliies planning, and any other factors that will after the exist-
ing ZIP Code boundaries. The long-range study requires input
from delivery managers for growth pattems to be planned and
established. This includes 5-year and 20-year projections in
areas that could be affected. This planning approach will stabi-
lize delivery ZIP Code areas and assist in reducing constant
changes in schemes. Any plan of action must not compromise
the integrity or stabiiity of the 5-digit ZIP Code systern (see
PS Form 5401, Documentation to Estabiish a Delivery ZIP
Code (Exhibit 439.211)).

Establishment of delivary ZIP Code geographic boundaries
should minimize the number of customer addresses affected
and shoukd be consistent with curmrent and future mail process-
ing needs. District officials should consider municipal bound-
aries and customer interests in all zone splits. If a ZIP Code
that is being considered for adjustment crosses municipal
boundaries, consult municipal offices before submitting the pro-
posal, and consider all reasonable solutions. This consultation
must be documented on PS Form 5401 (see Exhibit 439.211).

Note: Do not transfer any portion of a delivery area smaller
than a ZIP+4 segment from one carier or delivery unit to
another.

439.212 Spilit Defivery ZIP Code
The AMS manager should consider splitting the defivery ZIP
Code in the following instances:

a. Sectors: When 70 of the available 100 sectors have
been assigned. When high growth is experienced in a
delivery ZIP Code, monitor the impact of the growth upon
sector and segment assignments. Under no circum-
stance will defivery ZIP Code boundaries overap into
another delivery ZIP Code (ie., overaid delivery ZIP
Code).

b. Scheme ltems: When manual scheme items approach
800 items.

¢. Routes: When the number of regular routes exceeds
55, Canier routes should not cross delivery ZIP Cede
boundaries due to added mail handing costs. Route ad-
justrments must be made prior to the ZIP Code splitto en-
sure that a carder route will not cross the new delivery ZIP
Code boundary unless absolutely necessaty.

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

Note: When contemplating a delivery ZIP Code spiit, all of
the criteria ksted above must be considered as a whole and

projected 20 years.
43922 Post Office Box ZIP Code

Each propesed post office (PO) box ZIP Code must receive a
thorough review and analysis at the district AMS level. Before
submitting a request, the district manager must review the crite-
fia in 439.21 to determine whether the cumment ZIP Code or
another defivery ZIP Code in the facility can absorb the pro-
posed PO boxes. Also, the AMS manager should consider cod-
ing a box section with a common ZIP+4 code when there is no
duplication of the tast two digits of the box numbers within the
section. Use PS Form 5402, Documentation to Establish a Post
Office Box ZIP Code (see Exhbit 439.22), to aid in the district
analysis process. When a thorough review and analysis at the
district level supports a proposal for a PO box ZIP Code, the
AMS manager must fully justify the request by using the re-
quired documentation. (PS Form 5401 (see Exhibit 439.211)
will be required to determine if a defivery ZIP Code can absorb
the proposed PO boxes.)

43923 Shared ZIP Code

439.231 Review and Analysis

Each proposed shared ZIP Code assignment must be
thoroughly reviewed and analyzed at the district level. The
district manager must fully juslify the shared ZIP Codes to
satisfy deltvery, distribution, and customer requirements. PS |
Fomrm 5403, Documentation to Establish a Shared ZIP Code
(see Exhibit 439.231}, wilf aid in the district analysis process.
District In-Plant Support will review the proposal and detemine
the impact the assignment of the shared ZIP Code will have on
all affected operations. They will also identify any time savings
that will be realized by a shared ZIP Code assignment,
439232 Address and Mail Type Requirements

All shared ZIP Code participant mail should be prebarcoded
FIM A (CRM) or FIM C (BRM) letter mail and meet the pre-
barcoded mail specifications in DMM C840. A standardized
mailing address is required on all mail utilizing a shared ZIP
Code (see Publication 28, Postal Addressing Standards).

439.233 Revenue Assurance

Postage due mail must be kept separate from other mait.
Therefore, a shared ZIP Code may be used on BRM only when
it has been specifically approved for BRM.

43324 Unique ZIP Code

439241 Review and Analysis

The district AMS manager must thoroughiy review and analyze
each proposed unique ZIP Code assignment. The AMS
manager must fully justify unique ZIP Codes and should
assign them only when ZIP+4 codes will not satisfy delivery,
distribution, and customer requirements. Use PS Form 5404,
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Documentation to Estabiish a Unique ZIP Code (see Exhibit
439.241), 1o aid in the district analysis process.

430242 Efimination of One Plece Handling

All unique ZIP Code assignments must eliminate one piece
handiing for a majority of a firm’s mail. Locatl in-Plant Support will
review the proposal to determine the impact that the assign-
ment of the unique ZIP Code will have on affected operations.
They will aiso identify any time savings that will be reafized by
assigning the unique ZIP Code.

439243 Addressing Requirements
A standardized mailing address is required on all mail that uses
a unique ZIP Code (see Pubkcation 28).

438244 Revenue Assurance
Postage due mall must be kept separate. Therefore, a unique

ZIP Code may be used for postage due mail or for non-postage
due mall but never for both.

439.245 Mall Acceptance by Firm

When a firnis assigned a unique ZIP Code, # agrees fo accept
afl mail bearing the unique ZIP Code in bulk without additional
separation by the Postal Service. Officials of the firm must agree
to this armangement in writing, and this letler of agreement must
be included in the proposal package.

4393 Postal Facility Status Change and Boundary
Realignment

43931 Postal Facility Status Change

439.311 General

£stablishing, dosing, and censolidating independent post
offices, classified stations, classified branches, and community
post offices (CPOs} may resutt in 5-digit ZIP Code changes.

439312 Estabiishment

Establishment of new, independent post offices requires
concurrence by the vice president of Area Operations and
approval by the chief operating officer. Vice presidents of Area
Operations or their designees have the authority to approve the
establishment of classified stations and branches where need-
ed within the service areas of post offices. However, approval
authority may not be delegated below the district manager of
Customer Service and Sales.

439.313 Post Office Discontinuance

When the manager of Post Office Operations receives approval
from the district manager to study an independent post office,
classified station, classified branch, or CPO for discontinuance,
any proposed 5-digit ZIP Code change is reviewed by the post
office review coordinator.

;———-——-———————————

ZIP Code retention requests must be approved in writing by the
Office of Address Management prior to the 60-day posting of a
proposal to close or consolidate a post office. Retention of a ZIP
Code must be based on operationat justifications.

Names of discontinued post offices are maintained by the Office
of Address Management and listed in an appropriate manner
in Publication 65, National Five-Digit ZIP Code and Post Office
Directory.

43932 Boundary Reafignments

439321 Geoneral

Managers should look for reascnable solutions to extemal
municipal requests and implement them when an establish-
ment or realignment of ZIP Codes becomes operationally nec-
essary, Districts will work proactively to resolve areas of
concem and/or minimize conflicts between postal and munici-
pal boundaries. Realfignments that stem from extemal requests
shouid be handled as outlined in ZIP Code Boundary Review
Process. Do not transfer any portion of a delivery area smaller
than a ZIP+4 segment from one camer or delivery unit to
another.

439.322 Minor Realignments

District managers may approve and implement requests for
minor ZIP Code boundary realignments within their districts as
necessary throughott the year. A minor realignment is defined
as an area affecting less than 25 percent of the total delivery
points of the losing ZIP Code or 50C possible defiveries of the
losing ZIP Code (whicheveris less). ZiP Code boundaries must
not be realigned to cross state boundaries. City delivery carier
routes should be adjusted if boundary changes would result in
the camier serving more than one ZiP Code. When ZIP Code
boundaries are adjusted, consider matching municipal bound-
aries where operationally feasible.

439.323 Reporting

The district AMS office must notify the Office of Address
Management of all minor boundary realignments. For minor
realignment information to be published in the Postal Bulletin,
a PS Fom 1362, Status Change RequestReport (see
Exhibit 439.323), containing the minimum number of district
signatures indicated on the form must be submitted by the dis-
trict manager to the Office of Address Management.

4334 Required Documentation

439.41 Delivery ZIP Code

With each request for a delivery ZIP Code, the district manager
must include a completed PS Form 1362 (see Exhibit 439.323)
and PS Form 5401 (see Exhibit 439.211). Proposals for delivery
ZIP Code changes or assignments should be processed and
submitted throughout the year by the district of the teritory in
question. The district manager may submit delivery ZIP Code
requests for approval on any date throughout the year.
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The official implementation date to establish a delivery ZIP
Codeis July 1 of each year. itis recommended that defivery ZIP
Code proposals be received in the area office by November 15
of the preceding year, and they must be received by the Office
of Address Management no later than January 15 of the year
of the propased establishment. Proposals received at the Office
of Address Management after January 15 will be deferred o the
following year. Submission of all required information and mate-
rials by the above dates is essential to provide sufficient time for
area and Headquarters review, pubfic notification, and AMS file
maintenance. Al submitted materials must be originals.

43942 Post Office Box ZIP Code

With each request for a PO box ZIP Code, the district manager
must include a completad PS Form 1362 (see Exhibit 439.323)
and PS Form 5402 (see Exhibit 439.22). The district manager
may submit PO box ZIP Code requests for approval on any
date throughout the year.

AMS managers should be farmiliar with the Melro Flan in order
to assess the proper lead time necessary to prepare ZIP Code
proposais for new PO box sections. When existing customers
wik be required to change their ZIP Codes or PO box numbers,
allow 30 to 45 days between the announcement of an ap-
proved PO box ZIP Code and the implementation date.

43943 Shared ZIP Code

With each request for a shared ZIP Code, the district manager
must include a completed PS Form 1362 (see Exhibit 435.323)
and PS Formn 5403 (see Exhibit 439.231). The district manager
may submit shared ZIP Code requests for approval on any date
throughout the year.

43944 Unique ZIP Code

With each request for a unique ZIP Code, the district manager
must include a completed PS Form 1362 (see Exhibit 439.323)
and PS Form 5404 (see Exhibit 439.241). The distiict manager
may subimit unique ZIP Code requests for approval on any date
throughout the year. A letter of agreement from the firm or
agency requesting the unique ZIP Code must be included inthe
proposal package. The letter must do the following:

a. State that the firn or agency agrees to accept all mail ad-
dressed to the unique ZIP Code in bulk.

b. Provide the address(es) to be used with the unique ZIP
Code. All addresses must conform to the standards in
Publication 28.

¢. Describe how and when the fim or agency plans to im-
plement the unique ZIP Code.

d. Describe expected volume, including whether this is new
volume or mail curmrently being received at a different
address.

€. Agree to retum all missorts and accountable mail in a
timely manner.

f. Agree that the fim or agency will forward their own mail.

g. Agreethatthe ZIP Code will not be transferred to another
fim or agency.

43945 Postal Facliity Status Change
The AMS manager must report 2k ZIP Code status changes
{including those resulting from Headquarters-approved post of-
fice closings or consolidations, a change of branch name, efc.)
on PS Form 1362 (see Exhibit 439.323) and send tto the Office
of Address Managerment. The effective date for postal factity
changes is 30 days after the announcement is published in the
Fostal Bulletin.
43946 Boundary Realignment
With each request for a proposed boundary realignment affect-
ing more than 25 percent of the total possible deliveries of
the losing Zi Code or over 500 possible deliveries of the losing
ZIP Code {whichever is less), the district manager must in-
clude a completed PS Form 1362 (see Exhibit 429.323) and
PS Form 5401 (see Exhibit 439.211). In the justification, the dis-
trict manager must indicale whether he or she plans 1o survey
cusiomers after receiving approval for a potential realignment.

4395 Authorization and Approval

433.51 General

All actions requiring PS Form 1362 (see Exhibit 439.323) will re-
quire the signature of tha district AMS manager; the manager
of Operations Programs Support; the manager of Processing
and Distribution; and the district manager of Cuslomer Service
and Sales. Al actions requiring the ZIP Code establishment
documents (see Exhbils 439.211, 43922, 439231, and
439.241) must include afl pertinent information on those docu-
ments. The proposal (including all letters, forms, and documen-
tation} must be sent 1o the area manager of Defivery Programs
Support for review and concumence. The area office willforward
the proposal to the Office of Address Management for finat
review and approval. All proposals being sent o the Office of
Address Management must be addressed as follows:

OFFICE OF ADDRESS MANAGEMENT
UNITED STATES POSTAL SERVICE
PRIMACY PKWY STE 201
MEMPHIS TN 38188-0001

43952 District

The district manager, the plant manager, and district officials
must not assign or change ZIP Codes without area and Head-
quarters review and approval. The district manager may not an-
nounce a 5-digit ZIP Code change until he or she has received
written approval of the ZIP Code from the Office of Address
Management.

Exception: See 439.32 for information on authorization for
boundary realignments.
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43953 Butk Mail Center (BMC)

The BMC manages must review and approve each request for
a unique ZIP Code that includes volumes in the machinable
Standard Mail (A) or Standard Mail (B) categories before the
district manager can submit the request to the area.

439.54 Priority Mail Processing Center (PMPC)

The PMPC manager must review and approve each request
for a unique ZIP Code that inckudes volumes in the Priority Mail
category before the district manager can submit the request to
the area.

43955 Areas

Managers of Delivery Programs Support are administratively
responsible for coordination and review of 5-digit ZIP Code pro-
posals within their areas of responsibiiity. Area officials must not
assign or change ZIP Codes without the review and approval
of the Office of Address Management.

439.56 Headquarters

The Office of Address Management is responsible for accurate
and timely announcements of ZIP Code changes to intemal
Postal Service operations employees and customers by sub-
mitting articles to the Postal Bulletin entited “Post Office
Changes” and by notifying other Headquarters departments
{e.g., notifying Business Mail Acceptance of all 3-digit ZIP Code
changes).

Note: Shared and unique ZIP Code changes are not an-
nounced in the Postal Bulletin; however, the Office of Address
Management will notify other Headquarters departments if ap-
proval of a shared or unique ZIP Code will have an effect on
their operations.

The Office of Address Management will retum approved or de-
nied ZIP Coda proposals to the appropriate area office for dis-
tribution to the district. Proposals that are denied will contain the
reason for denial. if the requesting party wishes to appeal the
decision, a letter of appeal may be sent through the district and
area offices to the Office of Address Management. Address
Management will review the appeal information and hold meet-
ings intemally and/or with the requesting party (as necessary)
to make a final decision. Address Management is the final
authority for the resclution of an appeal.

4396 Implementation

43961 General

Once headquarters approval is received fora ZIP Code assign-
ment or change, the district manager must notify all district offi-
cials to proceed with implementation.

Exception: See 439.32 for information on authorization for
boundary realignments.

439.611 District Level

Al the distict level, the AMS manager must coordinate imple-
mentation with the manager of Marketing, managers of Post
Office Operations, postmasters, and In-Plant Support to ensure
maximum cooperation of customers and local govemment
officials.

439612 Local Mail Processing Managers

The local mail processing managers must ensure that all dis-
tribution operations are prepared to respond to the use of the
new ZiP Code.

439.613 ZIP Code System Stabliity

To foster stability in the ZIP Code system and comespond
fo production of Publication 65, the implementation date for
defvery ZIP Code changes is July 1 of each year. The district
manager must notify residents and local mallers between
May 15 and June 1 that the ZIP Code has changed and will be
effactive July 1. The Offica of Address Management can pro-
vide assistance with the notification effort, Residents should be
asked to notify their comespondents of the change (including
boundary realignments).

439.614 File Maintenance

The AMS manager must perform file maintenance in a timely
manner between the April and May product cycle. The Office
of Address Management will pubksh specific dates each year.
The AMS database must be updated to ensure that duplicate
addresses do not exist within a finance number for these new
ZIP Codes.

439.615 Effective Date

Foliowing Headquarters approval, PO box, shared, and unique
ZIP Codes become effective as determined by the district
manager.

43962 Three-Dight Realignment

When a district is planning a 3-digit realignment, the AMS
office must notify the area office and the Office of Address
Management in wiiting by July 1 of the year before the ex-
pected implementation date. This requirement ensures that all
affected postal operations managers are notified of the pro-
posed 3-digit realignment in a timely manner. The Cffice of
Address Management will advise the district throughout the
process 1o ensure that all deadlines are met.

The actual proposal package must be received at the area of-
fice by October 15 and by the Office of Address Management
no later than December 15 of the year before the expected im-
plementation date. Proposals received by the Office of Address
Management after the deadiines will be deferred to the follow-
ing year.

Note: Except for the aforementioned dates, specific guidelines
for 3-digit realignments are the same as the guidetines for deftv-
ery ZIP Code realignments found throughout this part.

— Address Management, Delivery, 1-13-00




PaGe 56 PosTtaL BuLLETiN 22015 (1-13-00)

Exhibit 439211
Documentation To Esiablish A Delivery ZIP Code

Documentation POSTAL SERVKE

To Establish A Defivery ZIP Code
Please print or type the required information in the spaces indicated.

General information

1. Post office nama; | State:

2. Name of oisting facilty.

3. Cumert ZIF Code: | 4. AZI: 5. Proposed ZIP Code(s): | 6. Was the proposed number previously assigned?
O Yes O No
7. Proposed facility name; ] If yes, how iong has & been unassigned?

B, Number of Inactive 5-0igh ZIF Codes femaining in the S-digi area”

Note: Pending requests are considered active.
Compileted by: Title: Phone:

Mail Distribution Issues (Functions 1 and 43

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

1 Optical character reader [1 Flat sorting machine
[0} Barcode sorter [0 Manual sorting case
[ other:

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

o R

Primary autcmation
Primary manual
Secondary automation
Secondary manual
Other

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

Primary automation
Primary manual
Secondary automation
Secondary manual
Cther

PS Form §401 November 1999 Page 1
Documentation To Establish A Delivery ZIP Code
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Exhibit 439211
Documentation To Establish A Delivery ZIP Code

Projected Grow:ith Rates (Ui

Provide 5-, 10-, and 20-year projected growth rates (if the existing delivery area is not split). Also provide
and attach additional documentation to support the projected growth rate.

[] Newspaper Articles {1 Growth Projections By City and Gounty
{1 Dodge Reports O other:
ZIP Code: Present ZIP Area Projected Growth Rates
{if left unchanged) 5-Year Growth 10-Year Growth 20-Year Growth

Res. Bus. Res. Bus. Res. Bus. Res. Bus.
Carrier Deliveries
Routes
Scheme ltems
PO Boxes
ZIP+4 Sectors
ZIP+4 Segment
Growth Rate * * * "

* Annual Growth
Present ZIP Area Proposed Areas {Include new "present” area)

ZIP Code: » |1 1. 2 3.

Res. Bus. Res. Bus. Res. Bus. Res. Bus.
Carmier Deliveries
Routes
Scheme items
PO Boxes
ZIP+4 Sectors
ZIP+4 Segment
Growth Rate * * * *

* Annual Growth

PS5 Fotm 6401 November 1939 Page 2

Documentation To Establish A Defivery 2IP Code

" |
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Exhibit 433211
Documentation To Establish A Delivery Z2P Code

Projected Growveth Rates inoat daivery arens

Provide 5-, 10-, and 20-year projected growth rates (If the existing delivery area is split).

: ZIP Code: Proposed ZIP Area Projected Growth Rates

{New ‘Present”) 5-Year Growth 10-Year Growth 20-Year Growth
Res. Bus. Res, Bus. Res. Bus. Res. Bus.

Carrier Deliveries
Routes

; Scheme ltems
PO Boxes

ZIP+4 Sectors
ZiP+4 Segment

Growth Rate * - . -
* Annual Growth

ZIP Code: Proposed ZIP Area 5-Year Growth 10-Year Growth 20-Year Growth
Res. Bus. Res. Bus. Res. Bus. Res. Bus,

Carrier Deliveries
Routes

Scheme ltems
PO Boxes

ZIP+4 Seclors
ZiP+4 Segment

Growth Rate - * . b
* Annual Growth

ZIP Code: Proposed ZIP Area S-Year Growth 10-Year Growth 20-Year Growth
Res. Bus. Res. Bus. Res. Bus. Res, Bus.

Carrier Deliveries

Routes

Scheme ltems
PO Boxes
ZIP+4 Sectors
ZIP+4 Segment

Growth Rate * * *
* Annual Growth

PS Form 8401 November 1999 Page 3
Documentation To Establish A Defivery ZIP Code
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Exhbit 439.211
Documentation To Establish A Delivery ZIP Code

Additional Delivery ZIP Code Information

1. Indicate the number and percentage of customers who will have to change their 5-digit ZIP Code or

delivery address,
Residential customers: Business customers:
Number: Percentage: Number: Percentage:

% %

2. Afach a narrative statement of justification explaining why the new ZIP Code area is necessary.

3. If any new facilities are planned for the near future in either the current or proposed ZIP Code, state
their type, location, and estimated date of completion.
Type Location Date

4. Indicate explicitly which delivery unit(s) will administer and/or house the carriers for the proposed ZiP
Code. (Include the physical addresses.)

5. Does the current 5-digit ZIP Code serve more than one municipality? Oves [ No
List the names of all municipalities served by the cument S-digit ZIP Code.

6. s the proposed ZIP Code split being made along municipal boundaries? [J Yes [J No
If no, state the reason(s).

7. Will these municipalities continue to share the ZIP Codes after the proposed split is approved?

] Yes [ Ne
If yes, list the municipalities and the ZIP Codes serving them.
Municipality zZIP Municipality pd [
PS Form §401 November 1999 Page 4

Documentation To Establish A Delivery ZIP Code
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Exhibit 439.211

Documentation To Establish A Dellvery ZIP Code

8. Is this proposal the result of a request inftiated by the municipality? [1 Yes [J No

9. Have municipal officials been asked to comment on the proposed boundaries? [] Yes [J Ne

10. Please submit the two maps described below. (Identify municipal boundaries when they are an issue
in the proposal.)

| .

+ Current 5-digit ZIP Code area boundaries (indicate location of alf delivery units).

s Proposed 5-digit ZiIP Code area boundaries (indicate the location of all current and/or proposed
delivery units). Use natural and/or constructed boundaries when practical. Also consider current
and future municipal boundaries and community-identily issues.

Note: Clear-cut and easily discernible boundaries are important.

11, Attach a complete narrative description of existing boundaries as they reiate to the current delivery
area. This narrative should advise whether the centerline of the streets involved is the actual
boundary or is included within the boundary.

12. Attach another complete narrative description of the proposed boundaries as they will relate to the
areas involved if the change is approved. Normally, ZIP Code boundacies should-include both sides
of a street or highway unless the centerline is the county or state boundary. if the boundary line is
the centerline of a street, explain why. Describe how your district will manage customer impact (for
example, describe customer, municipal, and congressional notification and media coverage). If you
need more space, use the narrative statement of justification.

Note: Centeriine boundaries may or may not be efficiert for delivery arnd scheme reasons.

13. include a 20-year plan of the ZIP Code.

14. Include a current matrix for all ZIP Codes served from delivery units invalved in this split.

15. Include a completed PS Form 1362, Status Change Report.

PS Form 5401 November 199¢ Page 5

Documentation To Establish A Delivery ZIP Code
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Exhibit 439.22
Documentation To Establish A Post Office Box 2IP Code

Deocumentation POSTAL SERVICE

To Establish A Poast Office Box ZIP Code
Please print or type the required information in the spaces indicated.

General Information

1. Poet office rame: —l State:

2. Name of existing faciity:

3. Cument ZIP Code: 4. AZ| 5. Proposed ZIP Code(s); €. Was the proposed number previously assigned?
[1 Yes {3 No
7. Proposed faciity name: If yes, how long has it been unassigned?

8. Number of inactive S-digh ZIP Codes remaining in the 3-Oigit ares:

Completed by:

Mail Distribution Issues (Funchans 1 and 4}

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

O Optical character reader [ Flat sorting machine
[0 Barcode sorter [0 Manual sorting case
J other:

2. Where is the mall currently processed (facility name)?
Letters Flats Parcels

Primary automation
Primary manuatl
Secondary automation
Secondary manual
Other

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

L

Primary automation
Primary manual
Secondary automation
Secondary manual
Other

4. Will this ZIP Code be a service improvermnent only? 1 Yes O No
5. Will this ZIP Code eliminate one or more piece handlings? [ Yes O Ne

PS Form 6402 November 1999 Pags 1
Documentation To Establish A Post Office Box ZIP Code
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Exhibit 43922
Documentation To Establish A Post Office Box ZIP Code

Savings Worksheet

Demonstrate on the charts below how the ZIP Code would generate mail distribution savings by either

using a more efficient operation or by bypassing a handling. Express savings or cost avoidance in
dollars.

Function 1 (Mail Pre cessing Savings)

Completad by Tite: Phone:
Present Malil Distribution Average Dally Average Pieces Per Hour Dally Work Hours
Operation No./Desc. Volume Expected {PPH) for Operations {PPH x Volume)

Expected Average
Daily Volume

Function 4 {Deiivery Unit Savings)

Present Mail Distribution Average Daily Average Pieces Per Hour Daily Work Hours
Operation No_/Desc. Volume Expected {PPH) for Operations {PPH x Volume)

‘ Expected Aveage
Proposed Operation No. Daily Volume

Add the cumrent 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 Function 4 Total

Daily Work Hours Saved (A minus B)
Clerk Hourly Rate
Average Daily Savings

PS Form 5402 November 1999 Page 2
Documentation To Establish A Post Office Box ZIP Code
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Exhibit 439.22
Documentation To Establish A Post Office Box ZIP Code

Additional Post Office Box ZiP Code Information

1. Number of post office boxes presently installed that will change to the new ZIP Code. I:]

2. Number of new post office boxes to be installed using the new ZiP Code: I J
3. Will new post office box numbers conflict with any other post office box section [ Yes [J No
in this finance number?
If yes, list the ZIP Code(s) and the conflicting ranges.
Zip Code Range ZP Code Range

I I | ! ]
L I ] I
I I | I i

4. Indicate the number and percentage of customers who will have to change their 5-digit ZIP Code or

_—

dellvery address.
Residential customers: Busginess customers:
Number: Percontage: Number- Percentage:

% %

5. Will existing caller service box numbers be assigned to the new ZIP Code? 1 ves [ No

8. How will customers be notified of their new mailing address, including the ZIP+4 code?

7. Describe how your district will notify major mailers and other groups (e.g., local congressman, city
officials, media, etc.) impacted by the change.

8. If any new facilities are planned for the near future in either the current or proposed ZIP Code, state
their type, location, and estimated date of completion.

Type Location Date

PS Form 5402 November 1999 Fage 3
Docurmentation To Establish A Post Office Box ZIP Code
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j Exhibit 439.22
] Documentation To Establish A Post Office Box 22 Code

9. Indicate explicitly which delivery unit(s) will administer and/or house the post office box sections for
the proposed ZIP Code. (Include physical address.)

10. Attach a namative statement of justification explaining why the new post office box ZIP Code is
necessary.

11. Include a 20-year plan of the ZIP Code.
12. Include a current matrix for all ZIP Codes served from this delivery unit,

13. Include a completed PS Form 1362, Status Change Report.

PS5 Form 5402 November 1999 Page 4
Documentation To Establish A Post Office Box ZIP Code
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Exhibit 439.231
Documentation To Establish A Shared 21 Code
E UNITEDSTAIES
Documentation POSTAL SERVCE
To Establish A Shared ZIP Code

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

1. Poat office name:; Stabe:

2. Name of existing faciity

3. Current ZIP Code: 4. Proposed ZiF Code(s); 5. Was the proposed number previously sssigned?
[J Yes O No
8. Proposed firm name: 1f yes, what is the curment sverage dally volume'?

7. Number of inactive S<dfigit ZIP Codes remaining in the 3-digit area:

| Note: Pending requests are considerad active
Compisted by: Title: Phone:

Rail Distribution Issues (Funcions 1 and 4)
1. Please mark any equipment for which Mail Processing will provide a separation for the new ZiP Code.
[J ©Optical characler reader {J Flat sorting machine
[0 Barcode sorer [] Manuat sorting case
{1 Other
2. Average daily volume this firm expects to receive in the Shared ZIP Code.
Barcoded First-Class
Nonbarcoded First-Class

3. Total volume this firm expects to receive in the shared ZIP Code,

The volume that will be transferred to the proposed 2IP Code is approximately % of the total
existing ZIP Code volume,

4. Will this ZIP Code be a service improvement only? [ Yes [J No

5. Will this ZIP Code eiiminate one or more piece handlings? [J Yes 3 No

6. Complete the savings worksheet on next page.

PS5 Form 5403 November 1959 Page 1
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Exhibit 439.231
Documentation To Establish A Shared 2P Code

Demonstrate on the charts below how the ZIP Code would generate mail distribution savings by either
using a more efficient operation or by bypassing a handling. Express savings or cost avoidance in

dollars.

Function 1 (Mail Processing Savings)

Completed by: Tie: Phone;
Present Mail Distribution Average Dally Average Pleces Per Hour Daily Work Hours
Operation No./Desc, Volume Expected {PPH} for Operations {PPH x Volume)

Proposed Cperstion No.

Expected Averag
Daily Volume

Function 4 (Delivery Unit Savings)

Present Mail Distribution
Operation No./Desc.

Average Daily
Volume Expected

Average Pieces Per Hour
{PPH) for Operations

Daity Work Hours
{PPH x Volume)

Proposed Operation No,

Expectec Average
Dally Volume

Add the current daily work hours in Box A. Add the proposed daily work hours in Box B. Subtract Box B

T

from Bax A to get daily work hours saved.

Daily Work Hours Saved (A minus B)

Clerk Hourly Rate
Average Daily Savings

Function 1

Function 4

—

v

Total

PS Form 5403 November 1999
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Exhibit 439.231
. Documentation To Establish A Shared ZIP Code

N idditional Shared ZIP Code Information

1. Where did the firms entering the new shared ZIP Code come from?
[ One previous ZIP Code [ More than one previous ZIP Code

2. Are the previous ZIP Codes within the same finance number?; [ Yes O No
Describe the mail fiow that will be used to make this distribution.

3. Explain what ZIP Codes will be removed from the automated mailstream to altow for the shared ZIP
Code or what new equipment will be utilized to process the mail for the Shared ZIP Code.

4. Print the proposed name(s) and address(es) the firm will be using with the shared ZIP Code. {(Attach
additional sheet if necessary.) Note: An address line s required and must be standardized, (see
Publication 28, Postal Addressing Standards.)

Name Address

5. Explain how and when the firms wili implement their 5-digit ZIP Code. Include when new envelopes
and ietterhead wilf be printed and when supplies on hand will be exhausted.

6. Attach a completed PS Form 1362, Stafus Change Report.

7. Aftach a narrative statement of justification explaining why the new shared ZIP Code is necessary.

8. List any other shared ZIP Codes in this district. |j l I I J J

PS Form 5403 November 1999 Page 3
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Exhibit 439.241 Cop o
Documentation To Establish A Unique ZIP Code
UNFTEDSTATES
Documentation g POSTAL SERVCE
To Establish A Unique ZIP Code v

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

———mmnstaa

1. Pout office name: State:

2, Name of xiating faciity: T

3. Current ZIP Code: 4. Proposed ZIP Code(s); S. Was the proposed number previously assigned?
O vYes O Ne

6. Proposed firm name;  yes, what in the current dally volume?

7. Number of inactive S-digit ZIP Codes remaining in the 3-digh area:

Mail Distribution Issues (Fuactions + and 4:

1. Please mark any equipment for which Mait Processing will provide a separation for the new ZIP Code.

] Optical character reader {J Fiat sorting machine
[0 Barcode sorter [} Manual sorting case
[0 BMC (Complete parcel post worksheet) O sPBS (Complete parcel post worksheet)
[0 other

2. Average daily volume the firm expects to receive in the Unique ZIP Code.
Barcoded First-Class Letiers Barcoded Periodicals
Barcoded Standard A Letters Nonbarcoded Periodicals
Barcoded First-Class Flats Small Parcels
Barcoded Standard A Flats Standard B*-
Nonbarcoded First-Class Letters Priority*
Nonbarcoded Standard A Letters
Nonbarcoded First-Class Flats
Nonbarcoded Standard A Flats

* Compiele Package Worksheet on pages 3 and 4.

3. Total volume the firm expects to receive in the unique ZIP Code. I

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 oniy? 1 Yes i No
5. Wil this ZIP Code eliminate one or more piece handiings? [} Yes [J No
6. s this proposed unique ZIP Code for package returns?. O Yes ] No

If yes, complete Package Worksheet on pages 3 and 4.
7. Complete the savings worksheet, on the next page, for all requests.

PS Form 5404 November 7999 Page 1
Documentation To Establish A Unique 2IP Code
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Exhibit 439241
Documentation To Establish A Unique ZIP Code

Savings Worksheet

Demonstrate on the charts below how the ZIP Code would generate mail distribution savings by either
using a more efficient operation or by bypassing a handling. Express savings or cost avoidance in

doliars.
Function 1 (Mail Processing Savings)
Compiested by: Tithe: Phone:
Present Mall Distribution Average Daily Average Pieces Per Hour Daily Work Hours
Operation No/Desc, Volume Expected {PPH) for Operations {PPH x Volume)

Expected Average
Daily Volume

Function 4 (Delivery Unit Savings)
Present Mail Distribution Average Daily Average Pieces Per Hour Daily Work Hours
Operation No_/Desc. Volume Expected {PPH) for Operations {PPH x Volume}

Pt

EXPOCM AI'IBC
Proposed Operation No. Daily Volume

Add the current 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 Function 4 Totat

Daily Work Hours Saved (A minus B)
Clerk Hourly Rate
Average Daily Savings

PS Form 6404 November 1999 Page 2
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Exhibt 438241
Documentation To Establish A Unicque ZIP Code

Parcel Worksheet

O standard A O Standard B
[0 Barcoded (As defined in OMM C840)7 [J Yes [J No
{7 Nonmachinable (NMO) Can it be processed on a mechanized NMO sorter? [ yes O No

Will it be used for more than one product type? (e.q., size, weight, or different
endorsement) If yes, provide details: ] yes [J No

Ancillary Service Endorsements (Please list all that apply)

Postage rating will be performed at; dsmc [] P&D O oou O acro
Expiain procedures {(e.g., pieces mixed with postage paid vs. those ihat must be rated)

Firm is willing to pick upmaitat: [] BMC [J P&D [ Dbu [J AO®PO

BMC performing distribution: Average dalty volume expecied in Unique ZIP Code:

Is inbound parcel volume entered directly to secondary? [J Yes [ No
Current ZIP Code is sorted to: [ Primary ACL (OTR/ERMC)
O Direct secondary slide/OTR/ERMC
] Mixed secondary slide (if checked, select below)
] sacked
[] Containerized

Mail is dispatched to: O rp&D [J bou [0 acro

PS8 Form 5404 November 1999 Page 3
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Exhibit 439241
Documentation To Establish A Unique ZIP Code

Parcel Post Worksheet (continued)
If approved the following changes to distribution will be necessary: -
PPSM: [ Primary OTR/ERMC is available

(] Lowest ADV OTR that will be moved to secondary: [:I pieces
8PsSM: [ Direct secondary slide/OTR/ERMC is available.

[ Lowest ADV ZIP Code that will be mixed to accommodate: I:] pieces

Cument transportations to DDU/AQ/PO can transport OTRS/ERMCs? [ Yes [J No

Is transportation currently in place going directly to the firm? O ves [ No

Can current transportation accommodate additional/new volume? [ Yes O Neo

Cost to modify or add new contract requirements? [ § ]

oo

clinialt

Does facility have a platform/dock area to accommodate OTRSERMCs? [ Yes [ No
# not, what modifications must be made?

How will mail be delivered from office to the firm?

Savings: List {.DC 40C daily hours presently used for Parcel Post Distribution L hrs. ]
Proposal will:  Reduce these by [ hrs. I
or
Cost avoidance I hrs. ]
(For new expected voiume)

PS Form 5404 Novembar 1999
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Exhbit 439.241
Documentation To Establish A Unique ZIP Code

Additional Unique ZIP Code Information

Compieted by: Tithe: Phone:

1. Does the firm cumently rent post office boxes in this facility? [T Yes O No
If yes, how many?
Will the unique ZIP Code replace all of these post office boxes? O Yes Ci No
if no, explain.

Note: A firm may not use the unique ZIP Code on Rs business reply mell unfess the ZIP Code has been specifically
approved for business reply mail.

2. Explain why ZIP+4 codes in the current ZIP Code will not meet distribution requirements.

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

4. Will the firm print barcodes on its preprinted envelopes? {1 Yes O No

5. Print the address that will be used with the unique ZIP Code. Note: An address line is required and
must be standandized. (See Pubtication 28, Posfal Addressing Standards.)

6. Is the letter of agreement from the firm atlached? [ Yes [ No

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

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

9. Aftach a completed PS Form 1362, Sfatus Change Report.

PS Form 5404 Novembaer 1399 Page 5
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Exhibit 439.323
- Status Changs Request/Report
UNITED STATES -A, Post Office Undergoing Status Change (Complete for ALL requests)
_.......—....__L A 1, Name 2. State
Status Change 3. ZiF Code 4. Fnance Number 5. District
Request/Report
&, County/Parish 7. Area
(Check afl that sppiy) °
O B. Establigh A New ZIP Code
1. Rew ZIF Code 2-%’:5"“’::3::’"---- Wa PO bacome malticoded? D Ves o Mo
3. FacBity Name O POBox - - -~ Numberof maiboxes in new 2iP:
ot e Nera Tor TP G O Unique ---- Wimsibsmesvedinbul? 0 Yoo D Mo
O Shamd - - -~ StandZIP lrwhatmaltyps? © BRM O GRM
5. Number of Urtmed ZIP Codes 3
A Work Hours/
In This 3-Dight Area Awgg _
7. Servica Improvement Only 8. Requested Efiective Dale
-3 [aF™ 0 Swved O Avoided {Houwrs) 5 Amound)
1 C. Establish a New Facllity
1. Faciity Name 2_Faciiity Type 3. Effeciive Date
Chassifed: D Station O Branch a Other;

Coniract: O Staion O Branch

(J D. Establish Dellvery in a Previous Non-Delivery Office
1. 2P Code 2. Efleciiva Date

[J E. Discontinue a Post Office

| 1. 2.Ettective Date 3. Retain as Place Name? 4. Retain ZIP Code?
; O Consolidaie D Choss CYss ONe O Y O Ne
f 5. Naw Adminisirative Poat Office 6. Facliity From Which Mafl Wi be Delivered [Chect af that aoply)

8. Name (Cly, S, and ZIP Code)
T MamOffice O Ciassifled Stalion O Cissifed Branch O QPO

b. County c. Financs Number n.munmmmmmm,mzmm;

d. Discontinuance Contact Name c. Discontinuance Contact Name

O F. Discontinue ZIP Code
1. ZIP Code 2. EHective Date

O G. Amend/Rescind Postal Bulletin
1. PB Nurnber 2. Date 3. Explain (Confinug on reverse)

O H. Other Status Changes/Comments

{Contiwe on raverse i necessary) TIP Code Translation Tabls
B From T From To

O 1. Approval and Date (Sigraiure and Daie}

i District Mgr., CSS HQ Mgr., PEDC Ops.
ALL requests MUST HAVE this section completed.
District Migr., AMS BMC Mgr. HQ Mgr., Priority Mail Network
District Mgr., OPS PMPC Mgr. HQ Mgr., BMC Ops.
Oistrict Mgr., F&D Area Mgr., BFS Mgr.. Address Mgmt.
b

PS Form 1362. October 1999 (Page 1 of 2}
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Exhibit 439.323
Status Change Request/Report

Continued From Page One
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