


























February 24, 2000








MANAGERS, OPERATIONS SUPPORT (AREAS)





SUBJECT:  Standard Operating Procedures (SOP) for Priority Mail Drop Shipments








Attached is the finalized SOP for Priority Mail Drop Shipments.  Based on input received from your areas, minor changes were made to the draft that was provided for review in early February.  This SOP must be disseminated to destinating processing plants, where it can be customized for local use.  The SOP has also been posted on the USPS website and can be accessed through the URL, http://www.blue.usps.gov/procops.





Customers use Priority Mail drop shipments to speed delivery of any class of mail between domestic Postal facilities.  Using Postal transportation, these drop shipments receive expedited service from the origin post office to the destination post office.  Unlike plant-verified drop shipments, which are transported by the customer, no PS Form 8125 will accompany a Priority Mail drop shipment.  In response to mailers’ concerns regarding proper handling of Priority Mail drop shipments, a SOP has been developed to instruct destinating plants on the open and distribute procedures necessary to meet service standards.





For example, medicines are often sent as a Priority Mail drop shipment.  Once the Priority Mail sack arrives at the SCF, it must be opened and the contents distributed promptly.  Packaged as irregular Standard Mail (A), these medicines have an expected in-home delivery of 3 to 4 days.  Some plants may find it beneficial to modify the attached SOP and instruct employees to treat the contents of a Priority Mail drop shipment as “local originating mail.”  Others may want to provide more detailed instructions to ensure the contents inside the drop shipment sack are handled appropriately.  In order to meet service commitments, attention must be directed towards the processing of Priority Mail drop shipments at destinating facilities.





Please direct any questions or comments you may have regarding Priority Mail drop shipments to Jamie Gallagher of my staff.  Jamie can be reached at (202) 268-4031.  











Walter O’Tormey


Manager





Attachments





cc:  	Mr. Barranca


	Mr. Goldstein


�
bcc:  Ms. Gallagher
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�
U.S.P.S.  STANDARD OPERATING PROCEDURE





PROCESSING A PRIORITY MAIL DROP SHIPMENT








BACKGROUND:


Priority Mail drop shipments are used by customers to speed the delivery of sacks containing any class of mail between domestic postal facilities.  Using postal transportation, these drop shipments receive expedited service from the origin post office to the destination post office.





Following applicable Domestic Mail Manual standards for the specific class of mail, customers must presort the mail and place it into Priority Mail sacks.  Priority Mail drop shipments must be presented to the origin BMEU for verification and acceptance.





Each Priority Mail sack must have an orange PS Tag 159, “Drop Shipment”, attached.  Tag 159 identifies the sack as Priority Mail, indicates the class of mail enclosed, and provides a place to affix Priority Mail postage.  





As an alternative to sacking, mailers may use an orange Label 23 for Priority Mail drop shipments prepared in MM or EMM trays.  This method may be used to transport one or two trays.  The total weight of the tray(s) with Label 23 affixed may not exceed 70 pounds.  Label 23 must be affixed to the sleeve of the top tray prior to strapping.  Bundled trays must be strapped securely around the length of the trays. 





All containers must be labeled “Manager, Distribution and Operations, Open and Distribute”, followed by the postal facility address where the Priority Mail shipment destinates.  Enclosed mail must be addressed as appropriate for its class and rate claimed. 





OBJECTIVE: 


To open and distribute contents of each Priority Mail drop shipment sack or tray promptly.  To process contents efficiently and meet the service standards appropriate to the class of mail.  





PROCEDURES FOR THE DESTINATING PROCESSING PLANT:





PROCESSING SACKS





Read the sack label carefully.





Sacks labeled to the 3-digit SCF are the only ones that should be opened and processed at the destinating processing plant.





Sacks labeled to a 5-digit delivery unit must be dispatched to the downstream post office for local distribution.





b)		Remove the PS Tag 159 from the Priority Mail drop shipment sack.





c)		Open the Priority Mail sack.  

















d)		Send the enclosed mail to the appropriate distribution processing operation and 


			provide the service appropriate to the class of mail and rate paid.  





NOTE:		The enclosed mail should be properly color-coded and worked at the 			destinating facility.  It should not be sent to the BMC for processing.  





e)	Discard Tag 159, which is not reusable.  





f)		Complete PS Form 3749, “Irregularities in the Preparation of Mail Matter” when discrepancies with the mail inside the Priority Mail sack are discovered.  Send PS Form 3749 to the acceptance unit at the origin post office.  





		(Refer to attached illustration of Tag 159.)  





PROCESSING TRAYS





a)	Unstrap bundled trays.  





b)	Remove Label 23 from the tray sleeve.  Discard Label 23.  





c)	Color-code the tray appropriately.  The day of receipt is “Open and Distribute” day of arrival at the plant or SCF for the application of clearance and color codes.





d)	Send the enclosed letter-size mail to the appropriate distribution processing operation and provide the service appropriate to the class of mail and rate paid.  





e)	Complete PS Form 3749, “Irregularities in the Preparation of Mail Matter” when discrepancies with the tray are discovered.  Send PS Form 3749 to the acceptance unit at the origin office.  





		(Refer to attached illustration of Label 23.)  








RESPONSIBILITIES:





Plant Manager must implement procedures within the facility to ensure that Priority Mail drop shipments are opened promptly and that the contents are processed efficiently so that service commitments are met.  





Area Office must monitor plant operations to ensure standardization of procedures for the opening and distribution of Priority Mail drop shipments.  








					








September 22, 2000











MANAGERS, OPERATIONS SUPPORT (AREA)





SUBJECT:	Reissue of Standard Operating Procedures for 


	Priority Mail Drop Shipments








At the recent National Postal Forum in Anaheim, California, mailers expressed concerns with poor service from their Priority Mail drop shipments.  In order to communicate the importance of processing this type of drop shipment efficiently, the Standard Operating Procedure (SOP) sent to you on February 24 is reissued.  Destinating processing plants should customize this generic SOP for use at local “open and distribute” operations.  The SOP has also been posted on the USPS website and can be accessed through the URL, http://www.blue.usps.gov/procops.





During the fall and holiday mailing seasons, there is an increased use of Priority Mail drop shipments.  Mailers take advantage of the speed of Priority Mail to enter Standard Mail (A) catalogues at the sectional center facility (SCF) level.  Mailers expect in-home delivery of their catalogues within three to four days once the sacks arrive at the processing plant.  





When a Priority Mail sack arrives at the SCF, it must be opened and the contents distributed promptly.  Some plants may find it beneficial to modify the attached SOP and instruct employees to treat the contents of a Priority Mail drop shipment as “local originating mail.”  Others may want to provide more detailed instructions to ensure the contents inside the drop shipment sack are handled appropriately.  In order to meet service commitments, attention must be directed towards the processing of Priority Mail drop shipments at destinating facilities.





Please direct any questions or comments you may have regarding Priority Mail drop shipments to Jamie Gallagher of my staff.  Jamie can be reached at (202) 268-4031.  











Walter O’Tormey


Manager





Attachments





cc:	Mr. Barranca


	Mr. Goldstein


	Ms. Curtis


	Managers, In-Plant Support (Area)
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