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AREA MAIL PROCESSING (AMP) BRIEF |

What is an AMP?

. Area Mail Processing (AMP) is the consolidation of all originating and/or destinating
distribution operations from one or more postal facilities into other automated and/or
mechanized facilities for the purpose of improving operational efficiency and/or service.
By transporting mail to another facility, the Postal Service' makes better use of space,
staffing, equipment, and transportation, and more efficiently processes mail.

The Postal Service has taken advantage of operational efficiencies and service
improvements from the deployment of mechanized and automated distribution
equipment by implementing AMPs for about three decades.

AMP Guidelines

Handbook PO-408, Area Mail Processing (AMP) Guidelines was issued in March 1895
and establishes the current AMP process. These guidelines replaced the Handbook
P0O-408, Developing and Implementing Area Mail Processing which was issued in May
1984, which had replaced the Handbook M-82, Developing Area Mail Processmg

Proposals at that time.
AMP Development and Evaluation Process

Feasibility Study: An AMP study analyzes the feasibility of relocating processing and
distribution operations, as well as necessary support functions, from one location to

another. The study examines the impacts on employees the community, and
customers, and considers Ihe AMP’s effect on service, costs, productivity, and future
strategic mltlatves

An AMP study may be initiated whenever deemed appropriate by district ofﬁoe or
processing and distribution center (P&DC) management. Once notification is sent to the
area office stating the intent to conduct an AMP study, the initiating office has six months
to complete it After a preliminary determination is made that service and efficiency will
be effectively improved by the AMP, the sponsoring area must inform the senior vice
president, Operations, Headquarters, that an AMP study is being conducted.

AMP _Proposal Documentation. An AMP proposal is the process of developing and
" submitting the supporting documentation through the appropriate approving officials for
final Headquarters consideration. The AMP documentation consists of an executive
summary, required supporting worksheets, and a map of the area with geographic
descriptions.

- Proposal Approval: The approval process of an AMP proposal begins at the local level
with the signatures of the plant managers of each affected P&DC after their final
evaluation of the operational feasibility. The district manager must then evaluate the
proposal on the merit of customer service and satisfaction, and forward the locally
approved AMP proposal to the vice president, Area Operations.



The vice president, Area Operations will review all aspects of the AMP proposal
ensuring that all human resource and employee impacts are correctly administered; all
local governmental officials have been notified; customer, community, service, and
operational impacts are explored and have been resolved; workhour, costs, savings, and
budget adjustments are addressed; and that all transportation and network modifications
are correct for each class of mail. The area has up to thirty days for their review and
approval process. - Once this evaluation is completed, the area office will either
disapprove and return the AMP pmposal package to the local originator or approve and
forward it to Headquarters. :

The senior vice president, Operations, Headquarters, will coordinata the final review of
the AMP proposal with other functional offices at Headquarters and once their review is
completed, and any issues resolved, give final approval. The AMP review and approval
process at the headquarters level also has up to thirty days for completion.

AMP Implementation: As soon as practicable following final approval of the AMP
proposal, a date is set announcing the AMP plan’s effective date to the managers of the
affected facllities, district, and area. Notification will be provided to affected employees,
national and local employee organization representatives, government officials and

customers.

There must be close coordination between area and local Human Resources throughout
the implementation to ensure that reassignment and/or excessing of bargaining and
‘nonbargaining unit employees is accomplished in accordance with applicable provisions
of the Employee and Labor Relations Manual (ELM) and employee organization National
Agreements.

Post-!mmementaﬁon Reviews: To ensure that the projected operational and. service
efficiencies outiined in the AMP proposal have been accomplished, AMP plans must be
reviewed twice during the first year after the implementation is completed. This follow-
up process Is the Post-Implementation Review (PIR) and must be reviewed by the vice

president, Area Operahons for accuracy.
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A. Material Transmitted. Attached Is the revised Handbook PO-408, Developing and |
Implerenting Area Mall Processing. Handbook PO-408 was completely revised to better . |
define mail processing strategies involving Area Mail Processing (AMP). The handbook is
being reissued under a new name, Area Mail Processing Guidelines.

B. Explanation. The purpose of Handbook PO-408, Area Mail Processing Giidefines, is to
ensure that when mail processing for two or more buildings is consolidated, the Area Mail
Processing plan supports the strategic objectives of the Postal Service, makes optimum
use of available resources, and establishes management's accountability for the AMP
decision.

C. Distribution
1. Initial Distribution. These guidelines are being distributed to Headquarters; Vice
Presidents, Area Operations; Managers, Distribution Networks; Plant Managers, Pro-
cessing and Distribution Centers; and District Managers.
2. Additional Copies. Additional copies may be obtained from the appropriate material
distribution center by submitting Form 7380, MDC Supply Requisition.

D. Effective Date. These guidelines are effective upon receipt

Comments and Questions. Address any comments or questions regarding the contents
of this directive to:

MANAGER

SERVICE MANAGEMENT POLICIES AND PROGRAMS
US POSTAL SERVICE

475 L ENFANT PLAZA RM 7143

WASHINGTON DC 20260-2806

| va»\\i««\

James Walton ) Allen Kane
ce President Vice President

orkforce Planning & Service Management Operations Support
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1 Introduction

WHAT Is AMP?

Area Mail Processing (AMP) is the consolidation of aff originating and/or
destinating distribution operations from one or more post offices into another
automated and/or mechanized facility for the purpose of improving
operational efficiency and/or service.

How Does AMP FUNCTION?

AMP transfers responsibility and accountability for distributing mail from a
nonautomated or nonmechanized office to an automated and/or mechanized
office. By transporting mait to another office, the Postal Service makes better
use of space, staffing, and transportation, and more efficiently processes
malil, which ensures better service.

— s  AMP masses smaller volumes together at one office to better use resources and
to improve dispatching.

»  AMP takes advantag? of automated/mechanized capabilies (originating and
destinating) currently not avallable al nonautomated offices.

How Do You Know IF AMP Is EFFECTIVE?

Al AMP plans must be reviewed twice during the first year after
implementation to assess whether planned savings, workhours, and levels of
service are being attained. This follow-up process is the Post-Implementation
Review (PIR).

CaN AMP Be RevERSED?

Chapter 6 contains Instructions on how 1o reverse a decision {o implement
AMP, '

Handbook PO-408, March 1995 1



PropPerTiES UNIQUE TO AMP

Local Cancelation

The Postal Service acknowledges a local postmark’s (cancelation)
significance to our customers. The local post office must provide a local
postmark for stamped mail deposited in a locally designated lobby drop or
mailbox.

and

if operationalty feasible, the local post office will also provide a local postmark
on outgoing (poniocal) mall upon request by the customer.

Boundaries and Résponsibilities

State, district, and area boundaries may be disregarded when it is
advantageous in the development of a sound AMP plan. However, any
proposed plan involving post offices located in adjacent areas or districts
must be coordinated with the appropriate vice president, Area Operations.
= @orcinateﬁﬂer—areaAMPplanshmuﬁhavicepr&adem,AmaOpemﬁons
= Inter-area transportation changes must be reviewed and approved by

Handbook PO-408, March 1995




2 AMP Study

PRIMARY CONSIDERATIONS

Before beginning an AMP study, the initiating office must fully consider the
following:

The service impact that AMP will have on the community, as measured by
service indicators such as (but not limited to) Customer Service Index (CSI),
Extemal First Class (EXFC), and Origin Destination Information System (ODIS).

Current and proposed service commitments. Will there be any degradation to
service commitments? Upgrades?

Other impacts on the community.
impact on employees.

“Transportation and hetwork concems.

Changes to the operating plan at the area mail processing center (AMPC) and at
the affected office.

Future automation deployment.
New and existing faciities.
Changes in the transportation requirements of any exsting Highway Contract

. Route {(HCR). If so, is the implementation planned to coincide with the contract’s

effective date in order to avoid unnecessary indemnity costs?
Impacts on costs and productivity.

WHAT Is AN AMP Stupy?

An AMP study analyzes the feasibility of relocating processing and
distribution operations from one location to ancther.

The study includes the research, interviews, and data collection necessary
for entering information on AMP proposal worksheets. The study examines
impacts on community, business, and employees.

An AMP study may be initiated whenever it Is deemed necessary by a district
office of a processing and distribution center.

AREA LIAISON

The area office will appoint a person to act as liaison with the district/plant.
This person is responsible for providing assistance and guidance during the

" Handbook PO-408, March 1995




development of an AMP study. Additionally, the area liaison will review the
data collection and monitor the progress in order to ensure that the AMP
information is correct in the initial package submission. '

WHEN Is AN AMP Stupy NECESSARY?

An AMP study is required when you are considering consolidating aff

originating and/or destinating distribution operations from one or more post

offices into another automated and/or mechanized facility for the purpose of
. improving operational efficiency and/or service.

Conduct an AMP study when a new facility is being considered for the
consolidation of two or more offices.

-

WHEN Is AN AMP Stupy UNNECESSARY?

bbtantransferso!maﬂreqmreanAMPsmdy The following transfers do not
require one:

L] Thecomol‘:laﬁondauhmﬁonwﬂdatamﬂalom.
. Automating barcoded fiats at a different office.
BT

= The of all processing on weekends. (However, arsa Operation:
Upp bemtil‘edpﬁorluweebndconsoﬁdaﬁons.)

WHo SHouLD INITATE AN AMP StuDY?

The AMP proposal process may be initiated by either the district manager,
Customner Sales and Servicé and/or the plant manager, Processing and
Distribution Center.

After a preliminary determination is made that service and efficiency will be
effectively improved by consolidating the mail processing of two or more
oﬁces,sendalettertoﬂuareaofﬁcestaimgyourmtenttoconductanAMP
stl.udy'l'l'reareaafﬁcemustiﬂonnme\dce oSt ; S L~

= Thekﬂnﬁgoﬁcehasupbsummﬂhshmleteﬂnesmwﬁermﬁyingme
area office. -

L] HforanyraasonanAMPsmdylsﬁmeledbyﬂ\ehmahngoﬁoepmnomes:x
months, the initiating office must inform the area office the reason for
disconfinuing the study. The area office must inform Headquarters of the
cancelation.

4 Handbook PO-408, March 1995



3 AMP Proposal

WHAT Is AN AMP PROPOSAL?

An AMP propow' is the process of submitting the completed required
worksheets (Appendix A) through the appropriate approving officials for final
Headquariers consideration. -

COMPLETING THE EXECUTIVE SUMMARY

Along with the required worksheets, a brief (narrative format) executive
summary must also be included. The purpose of the narrative is to present
why this proposal should be adopted. The narmative should include, but is not
limited to, the following:

Which cffices will consolidate mai (from/to).

Volume of mai to be shifted.

The reason(s) for consolidating the mall into another office.
Impacts on service commitments, employees, and transportation.
impacts on costproductivity.

Changes that affect the operating plan(s) at either the consolidated office or the
AreaMaIProwsthemer(AMPC).

Aiaofalans&;gmaiprocesmeqmpﬁemforeadmofﬁcehwwed
Impacts, ¥ any, on maf transport equipment.

Anticipated implementation date.

Probabie sffects on the community, management, and employees.
Impacts on service as reflected In our service measurement systems.

Geographic Descriptions

In addition to the required worksheets and the narrative, include a map of the
area highlighting landmarks pertinent to an AMP proposal and the
boundaries of all three-digit ZIP Code areas affected.

Handbook PO-408, March 1995
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CoMPLETING THE REQUIRED WORKSHEETS

Chapter 7 contains the necessary worksheets to guide you through the AMP
proposal process.
= Worksheets represent a roll-up of only the most perfinent data.
= All data collection must be consistent and must utilize recognized data sources,
such as Management Operating Data System (MODS), ODIS, and locally
developed statistics.
= Supporting documentation should include, at a minimum, the methodology used
to determine:
= Mai amival profile.
.= Operafion window availability.
= Flows used to determine total piece handiing volume and total piece
handiing workhours.
= Service impacts. -
»  Employee impacts.
Transponaboninpacts. ) ,
Keep all supporting documentation on file until the Post-implementation
Review is complete.

THE SuBMITTAL PROCESS OF AN AMP PRropPosAL

Local Level
Complete the sequence of signatures in consecutive order to ensure that all
levels of management are aware of the contents of the AMP proposal.

The initiating Processing and Distribution Center completes the AMP
proposal package and retums it to the postmaster at the consolidated office
for signature and concurrence.

Forward the AMP proposal package to the plant manager, Processing and
Distribution Center for final evaluation of the operational feasiility. The
district manager must evaluate the package on the merit of customer service
and satisfaction, and forward the package to the vice president, Area

Area Level

The vice presndent, Area Operaﬁdns reviews all aspects of the proposal,
ensuring that )

= Al transportation routings are correct and each class of mai is considered.
= Workhours, costs, and budget adjustments are addressed.

= Customer safisfaction, community impacts, and operalional feasibility are fufly
explored and documented.

= Al respective local government officials and all contact with congressional
representatives Is documented. _
= AN human resource and employee contingencies are correctly administered.

Handhook PO-408, March 19395




Area Mall Processing (AMP) Guidelines

The area office will complete the evaluation within 30 days and either
disapprove and return the package to origin or approve and forward & to

Headquarters.
No commitments will be made until Headquarters has given its written
approval to proceed with implementation.

Headquarters

Send the completed package to the vice presidentC
Headquarters, for final review. i

Headquarters; Operations Suppottwill coordinate the final arrangements with
Legislative Affairs, Consumer Affairs, inspection Service, Transportation, and
Operations SUppdit. Headquarters will also make final arrangements for any

changes 1o service commitments.
Review and approval at the Headquarters level will not exceed 30 days.

Handbook PO-408, March 1995 . -



4 Implementation

NOTIFICATION

As soon as practicable foliowing the approval of an AMP proposal, a date will
be set announcing the AMP plan's effective date to postmasters of affected
offices. The postmasters must provide briefings for local union
representatives prior to the implementation.

The official implementatioh QAT Wi torrespond with the firstday of ihex

AREA AND LocAL COORDINATION

There must be close coordination between area and local Human Resources
throughout implementation to ensure that reassignment and/or excessing of
bargaining and nonbargaining unit employees is accomplished in accordance
with applicable provisions of the Employee and Labor Relations Manual
(ELM) and National Agreement (Handbook EL-901, Agreement Between
USPS and American Postal Workers Union and National Association of
Letter Carriers, AFL~CIO (1991-1893)). Take care to ensure adherence to
the various advance notice periods. Compliance with the National Agreement
(Handbook EL-901) requires notification of bargaining unit employees who
will be involuntarily detaiied or reassigned between installations.

Handbook PO-408, March 1985 _ 9




5 Post-Implementation Review (PIR)

WHAT Is A POST-IMPLEMENTATION REVIEW?

A Post-Implementation Review ensures management’s accountability for
implementing an AMP plan. A PIR facilitates:

s Proposed versus actual expectations.
= Accountability for decision making.
»  The meeting of corporate/iocal goals and objectives.

WHo ConNbucTs A PosT-IMPLEMENTATION REVIEW?

The area where the AMPC Is physically located is responsible for ensuring
that a Post-Implementation Review is accurately completed within the given
time frames. A Post-implementation Review will not be considered complete
until @ has been reviewed by the vice president, Area Operations.

WHEN Do You CoNbucT A PosT-IMPLEMENTATION REVIEW?

Post-implementation Reviews must be completed within 30 days after the

. second full quarter following implementation and after the first full year
following implementation. Local management and the area have 30 days to
complete, review, and submit a Post-implementation Review package.

WHy ConbucT Two PosT-IMPLEMENTATION REVIEWS?

.. The purpose of conducting two Post-implementation Reviews is to ensure
that the projected savings, improved operational efficiency, and management

- accountability for making decisions regarding AMPs have been
accomplishéd. The first review determines whether the implementation of an

Handbook PO-408, March 1995 1



- AMP plan is accomplishing necessary training, relocations, transportation
and operational changes, and workhour adjustments. If these things are not
being accomplished, the review will alert the responsible parties of the
necessity to change or correct any deficiencies.

The second PIR determines the viability of the consolidation and allows
management the opportunity for decision analysis concerning the AMP plan.

How 10 CoMPLETE A POST-IMPLEMENTATION REVIEW

For each Post-Implementation Review, complete a new set of AMP
worksheets (found in Appendix A of this handbook). However, it is not
necessary to fill in Worksheet 3 and Worksheet 8 since this information
should not have changed.,

As with the otiginal submission package, include a namative executive
surnmary. The narrative must address all issues applicable to the period
immediately following an AMP plan’s implementation. Document any
deviations or modifications from the original AMP proposal in the narrative.

For comparison purposes, complete the worksheets using the same

methodology empioyed with the original submission package.

Obtain the necessary signatures on Worksheet 1, Approving Signatures, to

ensure that all levels of management are aware of the success or deficiency

resuiting from AMP.

While Post-implementation Review worksheets are the same worksheets as

those used for developing the original proposal, there are variations.

= On PIR worksheets, write "POST-IMPLEMENTATION REVIEW" at the top of
each page.

»  Ineach instance where the column header says Current, draw a Eine through it
and write in *Proposed.” Mmhacdmmheaderayshoposeddrawahe

through it and write “Curmrent.®
Example
Proposed Proposed "~ Currert Current
Curront— Lurart- —Prepesesd —Prepased
TPH Annual Annual Operation Transferred
Workhours Cest Numbers TPH Volumes

= Obtain the information Ested in the Proposed column in the original submission
package and entert R in the column now marked Proposed You will now use the
column you marked Current to enter the information that you coflected for the

period following the implementation.

ann 12l Post-Implementation Review

" For the semb-annual Post-Implementation Review, use information from the
second full postal quarter after implementation and information provided in

Handbook PO-408, March 1935




Area Mail Processing (AMP) Guidelines

the original submission package for the same postal quarter from the

Annual Post-implementation Review

For the annual Post-Implementation Review, use information from the first
four full postal quarters following impiementation and the information
provided in the original package.

Submission of a Post-Implementation Review

After a PIR is complete and the vice preéideﬁ. Area Operations has

reviewed the package, it will be forwarded to the vice presidentOperations™ s
. Suppogt; Headquarters. Headquarters will notify the area within 30 days after”

receiving the package of the final disposition of the PIR.

Handbook PO-408, March 1985 13




© Reversal of Area Mail Processing

How 10 REVERSE AMP

In spite of careful planning and stringent review processes, there may be
circumstances when it is necessary to reverse a current mplementanon of an
AMP plan. Examples of this include:

= lnablnytomaxmamsewiceemmmm'ls.

= Advances in automation technology. .

When it is deemed absolutely necessary to reverse an implementation of an
AMP plan, complete a narrative statement with detailed information from the
' miﬁahngdismcrlplanLForwardﬂmenanaﬁvemmughmaareaoﬁcefor
concurrence and then to the vice president;: = ;
Headquarlers. -

The narrative must address the following:
»  Service impact

s Cormnmunity impact.

= Employee impact

= Hepiacmgbudgethomsmdvdumebadwﬁoanmefameﬂymﬁdatedmo
an AMPC.

= Changes in automation utifization and impacts on the automation mallstream.
s Staffing requirements.

»  Replacement of equipment.

s impact of replacing transportation.

The request must also include a detailed action plan for accomplishing the
reversal. It should include a timetable of intended actions.

Handbook PO-408, March 1885 15
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Paw VoGEL
VICE PRESIDENT, NETWORK OPERATIONS MANAGEMENT

. UNITED STATES _
— POSTAL SERVICE

September 8, 2004

VICE PRESIDENTS, AREA OPERATIONS
MANAGER, CAPITAL METRO OPERATIONS

SUBJECT: Updates to Area Mail Processing Worksheets

The attached are updated Area Mail Processing (AMP) worksheets located in Handbook PO-408.
Instructions on how to complete the worksheets are also attached. The changes are summarized
as follows:

» Worksheet 1 — Approving Signatures: Consolidating office name, Area Mail Processing
Center (AMPC) facility name and type of distribution change have been added. Titles of
approving officials have been updated.

»  Worksheet 2 — Executive Summary: A calculation for first-year savings and the change in
committed priority mail average daily volume have been added.

e Worksheet 4 and 4a ~ Annual Workhour Savings/Cost: A column for the annual total piece
handling volumes for the consofidated office and a column for the annual first handling piece
volumes for the AMPC facility have been added.

e Worksheet 7 — First-Class Mail Service Commitments: Columns 3 and 4 have been revised
to display changes (upgraded and downgraded) between present ovemight and two-day .
service commitments and columns 5 and 6 to display changes between present two~day and
three-day service commitments.

»  Worksheet 7a - Priority Mail Service Commitments: A worksheet which parallels priority mail
information provided in Worksheet 7 with information for first-class mail has been added.

e Worksheet 8 — Service Commitments: A section has been added to list distribution changes
to the Domestic Mail Manual labeling lists L002 and LOO5 when a destinating mail AMP is
being proposed.

e Worksheet 10 - Annual Associated Costs: Remote Encoding Center (REC) annual
associated costs and equipment reconfiguration one-time costs have been added.

o Worksheet 10a — Equipment Relocation: A worksheet to document the relocation of
equipment between the consolidated offices and AMPC facility, the redeployment of
equipment to another Area office, the availability of excess equipment, and the impact of any
deployments of new equipment has been added.

e Worksheet 10b — Remote Encoding Center Operations: A worksheet fo document the
changes in costs for image processing operations and one-time equipment reconfigurations
has been added.

] 475 L'ENFANT PLaZA SW
WasHingTon DC 2C260-7 100
202-268-7666
Fax: 202-268-6251
WWW. USPS.COM

L
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The revised worksheets and instructions will be sent to the Area Managers, In-Plant Support via
email.

Please direct any questions regarding these updated AMP worksheets to David Goldstein,
Manager, Processing and Distribution Center Operations, at 202-268-5072.

nyy

Aftachment

cc: Mr. Rapp
Mr. Gordon
Ms. Heppenstall
Ms. Lericos
Mr. Pajunas
Ms. Weaver



7 Instructions and Examples of
Completed Worksheets

Chapter.seven contains instructions on how to complete the AMP worksheets, completed exam-
ples of each worksheet, and a timeline of the AMP process. Blank worksheets can be found in
Appendix A, following this chapter, and on the enclosed diskette.

Handbook PO-408, March 1985
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Area Mai Processing (AMP) Guidelines

Worksheet 1, APPROVING SIGNATURES

Overview of the worksheet

Complete the approval worksheet in successive order. If an AMP proposal is not approved by any of
the successive individuals, the reason must be noted at the bottom of the sheet and the package
retuned to the initiator,

Completing the worksheet

Enter the name and five-digit ZIP Code for each processing office being consolidated into the AMPC.
Enter the name and ZIP Code of the area mail processing center (AMPC) facility. Indicate the type of
distribution: originating, destinating, or both.

The postmaster/ plant manages’s signature is required for each office being consolidated. If more
than one office is involved, the postmaster/plant manager from each office must sign the approval
sheet. '

Exception: If mail for an entire three-digit ZIP Code area Is being consolidated, only the posi-
master/manager(s) responsible for processing must sign. _

The signature of the district manager in which an AMP is proposed is required. If an AMP crosses
district fines, the district manager(s) in the consolidated district(s) is also required to sign.

The signature of the plant manager, Processing and Distribution Center and/or facility that is receiving
the consolidated mail is required.

if the plant being consolidated or recelving the consolidated mall reports to another manager the
signature of that manager is required.

Note: The above signatures indicate concurrence as well as an understanding of the volumes,
workhours, and budget dollars to be moved from one facllity or district to another as a result of AMP.

The signature of the vice president, Area Operations of the area in which an implementation of an
AMP plan occurs is required. if an AMP plan involves more than one area, then the area vice
presidents of the areas involved must also sign.

The signature of the senior vice president, Operation is required. If an AMP proposal is not approved,
comments are required below.



Area Mail Processing

Consolidated Office Name/ZIP Code: Midtown USA 00000
AMPC Facility Name/ZIP Code: Metropolis USA 00000
Type Distribution: ALL
Approving Signatures
AMP Origination
Postmaster(s)/Manager
{Manager responsible for processing offices from which
mall ks consolidated) Date:
District Manager, Customer Services
(District from which mall Is consolidated if difference from AMPF) Date:
Plant Manager, P&D Center
(Plant that will recelve the mall) Date:
District Manager, Customer Services
(District from which mall Is consolidated) : Date:
Senior Plant Manager
{Manager responsible for the office that will receive the mail) Date:
Area Office
Vice President, Area Operations Date:
Headquarters
Chief Operating Officer Date:

Implementation Date:

Reason for disapproval:

(Signature) (Title) (Date)

AMP Worksheet 1



Area Matil Processing (AMP) Guidelines

Worksheet 2, EXEcUTIVE SUMMARY

Overview of the worksheet

Data from the supporting worksheets will be brought forward and used to complete the appropriate
fine items.

Completing the worksheet

Enter the nameandZﬂPCodeofﬂweareamailprocéssingcenter(AMPC)faciity.

Enter the name and five-digit ZIP Code for each processing office being consolidated into the AMPC.
Indicate the type of distribution—originating, destinating, or both. Enter the mileage from the
consolidated office to the AMPC fadility.

Summary of Worksheets

Note: Savings will be expressed as positive (+) and cost as negative ().

Annual Workhour Savings/Cost—Bring forward the total from the botiom of Workshest 4a.

EAS Workhour Savings/Cost—Bring forward total savings/cost from Workshest 6. Transportation
Savings/Cost—Bring forward the fotal from the bottom of Worksheet 9.

Annual Associated Cost—Bring forward the total from the botiom of Workshest 10.

Total Annual Savings—Sum of the four previous ftems.

One-Time Associated Cost—Bring forward the fotal associated costs from Worksheet 10.

One-Time Indemnity Cost—SBring forward the total one-time indemnity costs from the botiom of
Worksheet 9. (This number will aiways be expressed as a negative number)

Total One-Time Cost—Sum of the two previous Rems.
Total First Year Savings—Sum of Total Annual Savings and Total One-Time Cost

(Personnel)

Craft Personnel GainA_oss—Bring forward the total from the bottom of Worksheet 5.
EAS Personnel Gain/l.oss—Bring forward the total from the bottorn of Worksheet 6.

(Service)
First-Class Mail ADV Service Commitment Overnight—Bring forward the ovemnight total from the

bottom of Worksheet 7.

Priority Mail ADV Service Commitment Two-Day—Bring forward the ovemight total from the
bottom of Worksheet 7a.

Total Number of Pieces to Be Transferred—List the fotal number of pieces (ADV) to be transferred
to the AMPC. '



Executive Summary

Area Mail Processing Center/Facility and ZIP Code: Metropolis USA 00000

Office(s) Consolidated . ZIP Code Type Distribution Miles to AMPC
- {Originating andior Facility
- : Destinating)
Midtown USA - : - 0boooo All 20.5

Summary of Worksheets

SévingsICost

Annual Workhours Savings/Cost
EAS Workhours Savings/Cost
Transportation Savings/Cost
Annual Associated Savings/Cost
' Total Annual Savings

$14,890,985.44 from worksheet 4a
$2,220,652.08 trom worksheet 6
-$477,768.00  from worksheet 9
-$1,547,692.24  from worksheet 10
$15,086,177.28

One-Time Associated Cost -$5,406,852.00 from worksheet 10
One-Time Indemnity Cost = -$92,000.00 from worksheet 9

Total One-Time Cost =  -$5,498,852.00
Total First Year Savings = $9,587,325.28
Personnel
Craft Personnel Gain/Loss = -264 from worksheet 5
EAS Personné! Gain/Loss = -18 from worksheet 6
Service
FCM ADV Service Commitment OND (+/-) = 55,874 from worksheet 7
PRIORITY ADV Service Commitment OND (+/-) = 0 from worksheet 7a

Total Number of Pieces to be Transferred (ADV) = 1,797,500

AMP Worksheet 2



Workshest 3 Area Mall Processing (ANP) Guidelines

Worksheet 3, COMMUNICATION DOCUMENTATION

Overview of the workshest

A vital aspect of implementing AMP is fimely, clear communicafion with &ll thoss Involved. An
AMP proposal begins with open communication to all employess and employse organizations. To
mmmmamwmmmmmmﬁmﬁm

Compieting the workshest
Local Employss Organizations: Names, fitle, and ths date local officiais of unions and manage- -
ment associafions were notified of the AMP stucdy.

Empioyees: Noiification method(s) to local employses of the AMP study and the nofification
dats(s). :

Appeopriats Level of Government: Names, tile, locafion, and the date(s) povemment officials
notifiad of the AMP study. Please spacily the level of govamiment, either local or congressional,
Madiz: Nams of individual contact person, nama of radio or television stafioncompany, and
data{s) various forms of media (exept nowspapers) were nofified of the AMP study.

Local Newspaper(s): Name of individual contact person, name of newspaper(s}, locafion, and
datals) notified of the AMP study. '

Conmaunity Organizations’Groups: Name of person, name of organization or group, and loca-
tion and clais notified of the AMP study.

Major Mallers: Name of parson, name of company, and the date contacted.

p Not= Many of the above named individuals or organizafions will have more than one date of cor-
tact. Pleass indicale the first contact date and, in parenthases, the tofal number of contacts.
Backup documsniafion is not required as an attachment but must be kapt on file with the AMP

study matsrial,
i addifional fines for cottacts are nacessary, please use additional sheets.

22 Handbook PO-408, Aprd 1935




Facility: Midtown USA

Local Employee Organizations

Communication Documentation

Consolidated Office

ZIP Code: 00000

Notify the following:

John Union Branch President Local 000
(Contact Person) (Tite)

Richard Steward President, APWU, Local
(Contact Person) (Title) -

(Contact Person) (Title)

Employees

Standup Talks and Writlen Notification

Appropriate Level of Government

Joe Senator Senator (D-US) / Metropolis USA

(Contact Person) (Title / Location)

Jane Congresswoman Representative (D- Only DistyMidtown USA

(Contact Person) (Titse / Location)

(Contact Person) (Title / Location)

Media , _

News 12 New Jersey

(Contact Person) (Name of Company)

(Contact Person) (Name of Company)

Local Neﬁspapefs) . “

Editor Metropolis Press

(Contact Person) (Name/Location of Newspaper)

{Contact Person) (Name/Location of Newspaper)

Community Organizatlons/Groups

Fran Protest Midtown Chamber of Commerce

(Contact Person) {Name/Location of Organization)

(Contact Person) (Name/Location of Organization)

(Contact Person) (Name/Location of Organization)

Major Mallers

Manager Addresses Unlimited / Midtown USA
~ (Contact Person) (Name/Location of Organization)

Business Agent J Kipper Co. / Metropolis USA

(Contact Person) {(Name/L.ocation of Organization)

AMP Worksheet 3




Area Maif Processing (AMP) Guidelines

Worksheet 4, ANNUAL WORKHOUR SAVINGS/COST

Overview of the worksheet

Worksheets 4 and 4a compare the AMPC and consolidated office operations, volume, and work-
hours before and after the consolidation. Worksheet 4 represents the consolidated office and the
AMPC prior to consolidation. Worksheet 4a represents those offices after the AMP is implemented.
- Complete a separate worksheet for each office being consolidated. If there is more than one
consolidated office, complete a summary (roll-up) worksheet showing total cost by operation.

Completing the worksheet
Consolidated Office Name: Enter the name of office being consofidated. Wiite "summary sheet® in
as the office name i this Is the summary sheet_

(1) Current Dperaﬁon Numbers: List all operation numbers with volume and/or workhours to be
removed from the consolidated office.

(2) Current Annual FHP Volume: Record the annual first handiing pieces (FHP) volume (in
thousands of pieces) by operation that will leave the consolidated office.

(3) Current Annual TPH Volumes: Record the annual total pieces handled (TPH) volume by
operation that will leave the consolidated office.

{4) Current TPH Annual WOrkhours Record annual TPH workhours by operation that will leave the
consolidated office.

(5) Current Annual Cost: Record annual costs as determined by workhours and labor cost by
operation that will leave the consolidated office. Calculate workhour cost using actual office
workhour cost by LDC applied to the appropriate operation number.

(6) Current Operation Numbers: List all operation numbers where volume and/or workhours will be
received from the consolidated office. Include downstreamn operations with subsequent handiing
voltmes andlor workhours. )

(7) Current Annual FHP Volume: Record annual FHP volume by operations for the operations
listed in column (5).

(8) Current Annual TPH Volumes: Record annual TPH volumes by operation for the operations
fisted in column (5).

(9) Current TPH Annual Workhours: Record annual TPH workhours by operation for the
operations fisted in column (5).

(10) Current Annual Cost: Record annual costs as determined by workhours and labor cost by
operation. Calculate workhour cost using actual office workhour cost by LDC appfied to the
appropriate operation number.
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Area Mail Processing (AMP) Guidelines

Worksheet 4A, ANNUAL WORKHOUR SAVINGS/COST

Completing the worksheet

Consolidated Office Name: Enter the name of office being consolidated. Write "summary sheet” in as the office
name if this Is the summary shest

(11) Proposed Operation Numbers: List all operation numbers with volume and/or workhours that are listed in
column (1) and which are to remain at the consolidated office after AMP implementation.

(12) Proposed Annual FHP Volume: Record the annual FHP volume (in thousands of pieces) by opersation for
operations fisted in column (1)

(13) Proposed Annual TPH Volumes: Record the annual TPH volumes by operations listed in cofumn (11).

(14) Proposed TPH Annual Workhours: Record annual TPH workhours by operation for those operations
listed in column (11).

(15) Proposed Annual Cost: Record annual costs as determined by workhours _andlabofcoﬁ by operation for
those operations listed in colurnn (11). Calculate workhour cost using actual office workhour cost by LDC
apphed to the appropriate operation number.

(16) Proposed Operation Numbers: List all operation numbers for operations fisted in column (6).

{(17) Proposed [Combined) Annual FHP Volume: Record annual FHP volume by operation for operations
listed in column (16).

(18) Proposed fCombined] Annual TPH Yolumes: Record annual TPH volumes by operation for operations
listed in column (168). Notex With combined operations the TPH to FHP ratio may increase due to

necessary changes in sortation plans.

(19) Proposed TPH Annual Workhours: Record annual TPH workhours by operation for operations fisted in
column (16).

(20) Proposed Annual Cost: Record annual costs as determined by workhours and labor cost by operation.
Calcufate workhour cost using aclual office workhour cost by LDC applied to the appropnate operation
number.

For Worksheets 4 and 4a, enfer column totais at the boltom of the columns. Add A plus B on Worksheet 4 and
enter the results at bottomn of Workshests 4 and 42. Add C pius D and enter the results = the bottom of
Workshest 4a. Sublract the proposed annual cost from the current annual cost and enter the results in the
proposed annual savings line. This number will be carried forward to Workshest 2, Executive Summary.
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Workshesot 5 ] Area $ail Processing (AMP) Guidelines

Worksheet 5, IMpacT oN CRAFT Péqsonﬁa

Overview of the worksheet

List all impacts on craft personna associatad with mall processing, both current and propossd. i
there Is no change at the AMPC, then | is not necessary o complets the AMPC Office Staffing
portion. Tatal ths ntmber of current and proposad personnel and calculats the differenca. Show
the impact for the consolidated office even § there Is no change.

Completing the workshest

Enter tha nams and ZIP Code of the consolidated offics. If more than one office is being consofi-
dated, complsta 8 saparata sheet for each office and prepars a summary workshest which tolals
each catogory and calculates the personns! impact in the AMPC sacfion.
For each categoly of csaft employee, Est the current and proposad complement. Caleulats the
~ tolal for each column and calculate the tofal cument and the toial proposed in Rems G and H. Cal-
- culdie the difference in Bem X and indicate a pius or minus. Even ¥ there Is no change in the
numbers sf the consolidaied office, please complate ths Bst.

Enter the nams and ZIP Code of the AMPC faciity. Perform the same caleulaBions for the AMPC
faciiily Bs described above. For any category that has no change in personnel, the cunent and
proposed mrnbers are not required.
Caiculate tha tofal craft personne] impact (X + Y) at the botiom of the workshset. Carmy this num-
ber forwand 1o Workshest 2, Exaculive Surrenary.

) Special note: include funclion 4 (e.g., LDC 43) afiectad by the AMP on the worksheet.
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Impact On Craft Personnel — Number of Positions

Consolidated Office Staffing

Consolidated Office Name/ZIP Code: Midtown USA 00000

Craft Noncareer PTFs Career
Current | Proposed Current | Proposed Current | Proposed

Clerk | 55 | o | e | o | 41a | |
Mail Processor | | | l I | |
MallHandler | 28 | | 22 | | 202 | |
ET I | | | | 24 |- |
MPE I | l | | 71 ] |
Custodial [ ] I “ I l 39 J j
Other I l r L I 9 J ]
Total | 83| 0 90| o 759/ 0]

(A) (B) (C) D) " (B) _ (F)

Total Current (A+C+E): 932 Total Proposed'(B+D+F): 0

(&) (H)

Difference at Consolidated Office (H-G) (+/-):  -932
: » o)
- AMPC Staffing
AMPC Name/ZIP Code: Metropolis USA 00000
Craft Noncareer PTFs ‘Career
Current | Proposed Current | Proposed Current |  Proposed

Clerk l 39 | - 94 T 74 j 142 | 1053 l 1413 |
Mail Processor [ I r [ ] L l
ManHandtler | 42 | 70 | 26 | 48 | se0 | ea2 |
ET | I l | | s0 | 75 |
MPE | i | | | 128 | a7 ]
Custodial | 2 | | | | e | 116 |
Other | | | | | 26 | 2 |
Total | 83| 164| 100} 190| 1925 2422|

[6)] (K) L) M) (N) (o))

Total Current (J+L+N): 2108 Total Proposed (K+M+0): 2776
®) Q)

Difference at AMPC (Q-P) (+/-): 668
A4)]

Craft Personnel Gain/Loss (X+Y) (+/-): -264  Camry this number forward to Worksheet 2.

AMP Worksheet 5




Worksheet 6 _ ’ Area Mol Procassing (AMP) Guidslines

Worksheet 6, IMpAcT on EAS PERSONNEL .

Overview of the worksheat

List the total number of EAS employes postiions and workhours, both cuirent and proposad, for
both the consofidated offics and the AMPC, List the total annual costs associated, both current
mmmmmmwmmm

Completing the worksheet

Enter the name and ZIP Code of tha consolidatad office, i more than one offics & baing consa-
wnphhaseparatewﬁhaaﬂoraadwﬂeandprepmamqwlsheetm
totals each category and calculatas EAS personne] impact in the AMPC saction.

Enter the numbear of EAS posifions and associated annual workhours affectad at the consolidated
office as a result- of the study. Even f there Is na change in the numbers at the consolidated of-

fice, pioasa compiete the fist. In these cases, indicate “No Change.” Caiculate the annual, current,
and proposed cost for each fine that impacts EAS staffing. Total columns A, B, G, D, E, andF.
Calculste the impsct by subtracting B minus A for the number of positions, subtracting D minus C
for the workhours, and subtracting E minus F for the savings/cost.

Enter the name and ZIP Code of the AMPC faciy. ;

Enter the number of EAS posiiions and essociated annual workhours affectad at the AMPC facE-
ity &5 a result of the study. If tham is no change in personnal workhours, the current and proposed
numbars are not required. Calculate the annual cusrent and proposed cost for each line thet has

an kmpect on EAS staffing. Total columns G, H, 1, J, K, and L. Calcuiats the impact by subtraciing
thuthnmtadpwmmuJﬂmslhﬁumandemhus

L for the savings/cost.

Calcutate the total afiected EAS employess by adding M and P. Calcuiate the total anmual work-
hoexs by adding N 1o Q and calcuiata the anmual savings/cost by adding O and R. Cany this num-
ber forward t© Worksheat 2, Exacufive Summary. '
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Impact on EAS Personnel

Consolidated Office Name/ZIP Code: Midtown USA 00000

EAS Staffing Positions Annual Workhours Annual Cost
Position/Level Current Proposed Curmrent Proposed Current Proposed
MDO + SDO 37 130080 0] $5,040,600.00 $0.00
Maint EAS 14 36000 0} $1,432,800.00 $0.00
Plant Mgr 4 1820 0 $125,000.00 $0.00
EAS Funtion 0 Staffing 3 5460 0 $211,575.00 $0.00
{Total [ 55 | 0 | 17330 | o | esogers | o |
) ®) © () G ®
Position GainfLoss (B-A) (+/-): -55 Workhour Gain/Loss (D-C) (+/-): -173360
L)
Annual Savings/Cost (E-F): 6809975
{0)
- AMPC Name/ZIP Code: Metropolis USA 00000
EAS Staffing Positions Annual Workhours Annual Cost
Position/Level Current Proposed Current Proposed Current Proposed
MDO + SDO 94 123 278448 400208 $10,890,101.28] $14,891,739.68
Maint EAS 28 33 76842 06642] $3,008,364.30] $3,595,048.82
EAS Funtion 0 Staffing 15 18 27300 32670] $1,067,703.00| $1,067,703.00
Total 137 174 382590 529520 14966168.58 | $19,555,491.50
©) (H) 0] &) [N (8]
Position Gain/Loss (H-G) (+/-): 37 Workhour GainfLoss (J-1) (+/):  $146,930.00
P @
Annual Savings/Cost (K-L): -$4,589,322.92
R)
Total EAS Personnel Gain/Loss (M+P) (+/-): -18 Carry this number forward to Worksheet 2,
Personnel section.
Total Annual Workhours Gain/Loss (N+Q) (+/-): -26430
Total Annual EAS Workhour Savings/Cost (O+R): $2,220,652.08  Cary this number forward to Worksheet 2,
Savings/Cost section.
AMP Worksheet 6




Area Mail Processing (AMP) Guidefines

Worksheet 7, FCM ServicE COMMITMENTS

Overview of the worksheet

In certain consolidations, it may not be feasible to protect all of the ovemight or two-day service
commitments for the consolidated office. The general rule is that consolidating two or more offices
should not result in any degradation of service; however, there will be Instances where it is not
economically wise to maintain commitments involving a small amount of mail In order for any trade-
off between service commitments o be approved, it must be clearly established that the overall
sefvice/cost relationship for the combined sefvice area improves.

Completing the worksheet

AMPC Facllity /Zip Code: Enter the name and ZIP Code of the facility in which mail will be
processed. _
Consolidated Office/ZIP Code: Enter the name and ZIP Code of the office being consolidated.

Origin Three-digit ZIP Code of ADC (1): For every origin/destinating service commitment pair that
will change as a result of the AMP, record the originating three-digit ZIP Code.

Destinating Three-digit ZIP Code of ADC (2): For every origin/destinating service commitment pair
that will change asan&sulqﬂhe AMP, record the destinating three-digit ZIP Code.

Ovemight / Two-Day Service Standard Upgraded or Downgraded Average Daily Volume
Before/After AMP (3-4): In-columns 3 (before AMP) and 4 (after AMP), record the committed
average datily volume (in pieces) using the Origin Destination Information System (ODIS) data for the
most recent 4 postal quarters. If there are no service commitment changes as result of the AMP,
include the form in the AMP package stating "No Service Commitment Changes”.

Total each entry at the bottom of each column. Calculate the number of pieces changing service
commitments for the ovemight category by subtracting B minus A. Carry this number forward to
Worksheet 2, Executive Summary.

Two-Day / Three-Day Service Standard Upgraded or Downgraded Average Daily Volume
Before/After AMP (5-6): In columns 5 (before AMF) and 6 (after AMP), record the two-day
committed average daily volume (in pieces) using the Origin Destinafion Infotrmation System (ODIS)
data for the most recent 4 postal quariers. If there are no service commitment changes as result of
the AMP, indude the form in the AMP package stating "No Service Commitment Changes”.

Total each entry at the botiom of each column. Calculate the number of pieces changing service
commitments for the two-day category by subtracting D minus C. Carry this number forward to
Worksheet 2, Exeoutive Summary.

ODIS Data Periods: Identify the 4 postal quarters used in developing the average dally volumes,




Consolidated Office/ZIP Code: Metropolis USA 00000

FCM Service Commitments
Overnight and Two-Day Service Areas

AMPC Facility/ZIP Code: Midiown USA 00000

' Ovemight / 2-Day Changes 2-Day / 3-Day Changes
Origin | - Dest. Ovemight ~ Ovemnight _. Two-Day Two-Day
3-Digit f| 3-Digit Average Dally Average Daily Average Daily Average Daily
ZIP Code || ZIP Code Volume (Pcs.) Volume (Pcs.) Volume (Pcs.) Volume (Pcs.)
or ADC or ADC Before AMP After AMP Before AMP After AMP
(1) (2 (3) (4) (5) (6)
001 - 010 0 18546 0 0j
002 011 0 5006 0 of
003 012 0 3542 0 ol
004 013 0 2525 0 0
005 014 0 2143 0 0
006 015 0 13985 0 0
006 016 0 3794 0 1]
007 017 0 1865 0 0
008 018 0 2212 0 0
009 019 0 2256 0 0f
TOTALS . 0 55,874 0 0
(A) (B) ©) ' (o)}
ODIS Data Period: ‘
Overnight / 2-Day Change (+/-) B-A: L 55,874
2-Day / 3-Day Change (+/-) D-C: r 0 j
TOTAL 55,874
AMP Worksheet 7




Area Mall Processing (AMP) Guidelfines

Worksheet 7a, PrRIORITY MAIL SERVICE COMMITMENTS

Overview of the worksheet

In certain consolidations, it may not be feasible to protect all of the ovemight or two-day service
commitments for the consolidated office. The general rule is that consolidating two or more offices
should not result in any degradation of service; however, there will be instances where & is not
economically wise to maintain commitments involving a small amount of mail. In order for any trade-
off between service commitments to be approved, it must be diearly established that the overaf
service/cost relafionship for the combined service area improves.

Completing the worksheet

AMPC Faciiity /Zip Code: Enter the name and ZIP Code of the facility in which mail will be
processed.

Consolidated Office/ZIP Code: Enter the name and ZIP Code of the office being consolidated.

Qrigin Three-digit ZIP Codé of ADC (1): For every origin/destinating service commitment pair that
will change as a rwultoﬂheAMP,recordmeo:_i_ghaﬁngthree-dingchode_

Destinating Three-digit ZIP Code of ADC (2): For every origin/destinafing service commitment pair
that will change as a result of the AMP, record the destinating three-digit ZIP Code.

Overnight / Two-Day Service Standard Upgraded or Downgraded Average Daily Yolume
Before/After AMP (3-4): In columns 3 (before AMP) and 4 (afier AMP), record the committed
average daily volume (in pieces) using the Origin Destination Information System (ODIS) data for the
most recent 4 postal quarters. If there are no service commitment changes as result of the AMP,
include the form in the AMP package stating "No Service Commitment Changes®,

Total each entry at the botiom of each column. Calculate the number of pieces changing service
comenitments for the ovemnight category by sublracting B minus A. Carry this number forward to
Worksheet 2, Executive Summary.

Two-Day / Three-Day Service Standard Upgraded or Downgraded Average Daily Yolume
Before/After AMP (5-6): In columns 5 (before AMP) and 6 (after AMP), record the two-day
committed average daily volumne (in pieces) using the Origin Destination Information System (ODIS)
data for the most recent 4 postal quarters. If there are no service commitment changes as result of
the AMP, include the form in the AMP package stating "No Service Commitment Changes®.

Total each entry at the bottor of each column. Calculate the number of pieces changing service
commitments for the two-day category by subtracting D minus C. Camy this number forward to
Worksheet 2, Execufive Summary.

ODIS Data Periods: Identify the 4 postal quarters used in developing the average daity volumes.




Priority Mail Service Commitments
Overnight and Two-Day Service Areas

AMPC Facility/ZIP Code: Midtown USA OOOOO

Consolidated Office/ZIP Code: Metropolis USA 00000

Overnight / 2-Day Changes |

2-Day / 3-Day Changes |

Origin Dest Ovemnight Ovemight Two-Day Two-Day
3-Digit 3-Digit Average Daily Average Daily Average Daily - Average Daily
ZIP Code || ZIP Code Volume (Pcs.) Volume (Pcs.) Volume (Pcs.) Volume (Pcs.)
or ADC or ADC Before AMP After AMP Before AMP After AMP
(1) (2) (3) (4) (5) {6)
TOTAL 0 0 0
(A) B (C) (D)
ODIS Data Period:
Overnight / 2-Day Change (+/-) B-A: | 0
2-Day / 3-Day Change (+/-) D-C: | 0
TOTAL 0
AMP Worksheet 7a



Area Mall Processing (AMP) Guidefines

Worksheet 8, SErRvICE COMMITMENTS / DISTRIBUTION CHANGEé

Overview of the worksheet

This form provides space for a detailed narrative of any negative service commitment impact to all

" classes of mail other than First Class Mail and Priority Mail. Inciude in the namative any volume data

and areas affected a well as customer comments on each. In addition for a Destinating AMP, there is
space for any changes to the Domesfic Mail Manual (DMM) distribufion-fabeling lists L0O02 and L0OS.

Completing the worksheet

(1) Downgrades: In the area provided fully explain the reason for any negative impact. This should
include at the minimum, the rationale for the impact, the average daily volume, and the ZIP Code
areas affected.

(2) Customer comments: in the area provided list any customer comments with regards to the
changes. Attach any additional documentation as appropriate.

(3) Distribution Changes to L002: For a destinating AMP list any 3 digit ZIP codes that are fo be

changed DELETE (1), as they appear on the current DMM labeling list columns A, B, and C. List
the change ADD (2), that the DMM will refled in columns A, B, and C.

(4) Distribution Changes to L00S5: ForadeshnaﬁngAMPistanySdingchodesmataretobe
changed DELETE (3), as they appear on the current DMM labeling list columns A and B. List the
change ADD (4), that the DMM wil refiect in columns A and B. )




Service Commitments

Explain in detail any downgrades to services for other mail classes:

Customer comments (Express, Priority, and 2C only):

Distribution Changes

DMM Labeling List L0602 - 3 Digit ZIP Code Prefix Matrix

3-Digit ZIP|Column A - Label to Column B - Label to Column C - Label to

DELETE (1)
000 Midiown USA 000 MIDTOWN USA 000 SCF MIDTOWN USA 000
001 South Midtown USA 001 MIDTOWN USA 000 SCF MIDTOWN USA 000
002 East Midtown USA 002 MIDTOWN USA 000 SCF MIDTOWN USA 000
003 West Midiown USA 003 MIDTOWN USA 000 SCF MIDTOWN USA 000

ADD_(2)

000 MIDTOWN USA 000 METROPOLIS USA 005 SCF METROPOLIS USA 005
001 SOUTH MIDTOWN USA 001 METROPOLIS USA 005 SCF METROPOLIS USA 005
002 EAST MIDTOWN USA 002 METROPOLIS USA 005 SCF METROPOLIS USA 005
003 WEST MIDTOWN USA 003 METROPOLIS USA 005 SCF METROPOLIS USA 005

DMM Labeling List L005 - 3-Digit ZIP Code Prefix Groups - SCF Sortation-

Cohsmn A - 3-Digit ZIP group

Column B - Label to

DELETE (3)
000-003 SCF MIDTOWN USA 000
ADD (4)

000-003.005 SCF METROPOLIS USA 005

AMP Worksheet 8




Worshe= O ; ' Area Mall Processing (AMP) Guidelines

Worksheet 9, TRANSPORTATION SAVINGS/COST

Overview of the workshest -

mmmeﬁmmmmmmnmhb
beeﬁwﬁaemﬂ%thebﬁmmﬂwdsm&bscahﬂabdbrbo&ﬁmmﬁdﬂed
. mmmmm

hudabﬁe@vdymhmﬂﬁmmqukamonﬁwmﬂduhmmwng
o establish supporing doocumn=ntafion:

= Adutumydbﬂﬁmmbhemmmm |

= Ahudesubhondmmmbﬁcsdaad;mhbbedmged&d:ﬁgmmmi
koad and volume data, types of equipment used, and miisags).

= Awdmmmmmmmmsmm
# Copiss of current and proposad ranspostation plates showing the schedule of sarvice for each afiected
routs.

» Astaiement of complance with Headquartars requirements for changes in air taxd routes when
applicable.

Completing the worksheet

(1) List Routs Numberss List all current afiected and proposed routes fof the consofidaied office.
mwmmmﬁmmmuummumm
dated office. ,

{3) Proposed Annual Cost: Enter the proposad annual cost for the proposed changes and new
routes for the consolidated office.

(4) One-Time Indemnity: List tha indemnity cost for the consobidated office’s afieciad routes.

(5) List Route Numbers: List all current affectsd and proposed routes for the AMPC facility.

(5) Current Annual Cost Enter the curment annual cost for the affected routes for the AMPC

faciy.

(7) Proposed Annual Cost Emsrﬂ'lapmposedmatwslfwmepmposedehangswnew
routes for the AMPC faciiity.
(mmmmwwmmmmuwmmmmmm
Caution: Do not duplicate cosis for the same routa. Costs must be entered efther for the consoli-
dated office or the AMPC faciiity, not both.

Subtract the proposed annual cost from cusrent annue! cost for the consolidated offics: A minus B
equals G. Subtract proposed annuat cost from current annual cost for the AMPC facility: D minus
E equals H. Total one time indemnily cost: C plus F. Total Annual Transportation Savings/Cost: G
pius H. Bring totals forward fo Worksheet 2, Executive Summary.

Handbook PO-408, Aprl 1935
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Area Mail Processing (AMP) Guidelines

Worksheet 10, ANNUAL ASSOCIATED AND ONE-TIME COSTS

Overview of the worksheet

This worksheet evaluates the AMP plan's total annual essociated cost not listed on any other
worksheet. This form Is primarily used in conjunction with new faciliies, but may also be used to

justify other costs when appropriate. This worksheet, however, must be completed for al AMPs.

Leave areas not applicable to your AMP blank. Keep all supporting documentation on file.

Examples of associated costs include:
e Maintenance.
o Training.
e Enermy.
o Space related cosis.

o. Remote Encoding Center(s) Operations

Completing the worksheet

Print the name and Zip Code of the office being consolidated, If there is more than one office, a
summary worksheet must be prepared totafing each category and calculating the impact on the
AMPC sedction of the worksheet.

Print the name and Zip Code of the facliity receiving the consolidated volume (AMPC).

Annual Associated Cost: List all annual associated costs before and after the AMP for each office
being consofidated and for the AMPC facility. If a line kem is not applicable, indicate that with an
"N/A". Calculate the difference (+/-) and compute the total of the difference column. The annual
Remote Encoding Center (REC) cost will be brought forward from Workshest 10b. These numbers
will be calculated at the botiom of the worksheet under Total AMP Difference. Carry this number
forward to Worksheet 2, Executive Summary

One-Tune Associated Costs: List all one-time costs for each office being consolidated and for the
AMPC facility. if a line item is not appficable, indicate that with an "N/A". _

List all employee and equipment relocation costs separately. Equipment reoonﬁguraiion change cosis
will be brought forward from Worksheet 10b. List and document all other one-time costs. Canry the
total number forward to the Worksheet 2, Execufive Summary.
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Area Mai Processing (AMP) Guidelines

Worksheet 10a, EQUIPMENT RELOCATION

Overview of the worksheet

This worksheet details the changes in location of mail processing equipment at the consolidated
office(s), the AMPC facility, any other facility within the Area, and any equipment excess to the needs
of the Area.

Completing the worksheet |
Consofidated Office Name: Print the name of the office being consolidated, if there is more than one
office, a worksheet must be prepared for each consolidated office.

(1) Equipment Type: A kst of mall processing equipment is provided. Add any addifional mail
processing equipment types that will be relocated or excess as a resuit of the AMP.

(2) Current Number: Enter the current number of each mail processing equipment type presently
installed at the consolidated office. Add an asterisk after a number i addifional pieces of
eguipment are scheduled for deployment and notate below in (9) when each piece of equipment

is due to be deployed.

(3) Proposed Number: Enter the proposed number for each equipment type that will remain after
the AMP is implemented. )

(4) Difference: Calculate the difference (+/-) of current equipment minus proposed equipment.
AMPC Facility Name: Print the name of the facifity receiving the consolidated volume.

(5) Equipment Type: A fist of mail processing equipment is provided. Add any additional mail
processing equipment types that will be relocated or excess as a resutt of the AMP.

{6) Current Number: Enter the currert number of each mail processing eguipment type presentfy
instalied at the consolidated office. Add an aslerisk after a number if additional pieces of
eguipment are scheduled for deployment and notate below in (8) when each piece of equipment

is due to be deployed.

(7) Proposed Number: Enter the proposed number for each equipment type that will remain after
the AMP Is implemented.

{8) Difference: Calculate the difference (+/) of current equipment minus proposed equipment.

Equipment Scheduled for Deployment: List eciuipment scheduled for depioyment and the
expected date due at the Consobdated Office or AMPC facility that were identified by asterisk in (2)
ard (6). Explain any furthier impact of this equipment on future redeployments and/or excess.

Equipment Relocated to Other Area Facilities or Excess: List below in (39) equnpment scheduled
for redeployment within the Area. to which facility and expected date of redeployment and equipment
excess to the needs of the Area.
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Area Mail Processing (AMP) Guidelines

Worksheet 10b, ReEmoTE ENCODING CENTER OPERATIONS

Overview of the worksheet

This worksheet details the changes in Remote Encoding Center (REC) Operations as a resuit of this

- AMP. Annual image processing volumes and savings/costs are calculated by operations number.
Letter and flat image processing, APPS image processing and PARS Image processing may not be
the same REC. The image processing costs are totaled and camried forward to Worksheet 10. The
changes in equipment reconfigurafions at the Consolidated Office, AMP facilities and RECS are
inciuded and the one-time costs are estimated by the Maintenance Technical Service Center (MTSC)
at fime of submission and updated when finalized as either MTSC cost or contract costis a
Contractor is used. The one-fime costs are camied forward to Worksheet 10.

Completing the worksheet-Annual Image Processing Savings/Cost

Consolidated Office Name: Print the name of the office being consolidated, if there is more than one
office, a worksheet must be prepared for each consofidated office. Print the name of the REC
responsible for letter and fiats image processing, APPS image processing, and PARS image
processing.

(4) LDC: The labor distribution code volume and workhours are charged against.
(2) Operations Number: The MODS operation nhumber volume and workhours are charged against.

(3) Reduced REC Annual Image Volume: Record the annual image volume (in thousands of
pieces) by operation that will leave the consolidated office’s RECs.

(4) Reduced REC Annual Workhours: Record the annual workhours that will leave the
consolidated office’s RECs.

(5) Reduced REC Annual Cost Record annual costs as determined by workhours and labor cost by
operation that will leave the consolidated office’s RECs. Add cost total (A) at the bottorn of the
table.

AMPC Facility Name: Print the name of the faciity receiving the consolidated volume. Print the
name of the REC responsible for letter and flats image processing, APPS image processing, and
PARS image processing.

(6) LDC: The labor distribution code volume and workhours are charged against.
(7) Operations Number: The MODS operation number volume and workhours are charged against.

(8) Reduced REC Annual Image Volume: Record the annual bnagé volurne (in thousands of
pieces) by operation that will leave the consolidated office’s RECs.

(9) Reduced REC Annual Workhours: Record the annual workhours that will leave the
consolidated office’s RECs.

(10)Reduced REC Annual Cost: Record annual costs as determined by workhours and labor cost by
operation that will leave the consolidated office’s RECs. Addnosttotal (B) at the bottomn of the

table.

Annual REC Cost Changes: Subtract A from B and enter the results at the bottom of the image
processing section. This number will be carried forward to Worksheet 10.




Area Malil Processing (AMP) Guidelines

Worksheet 10b, (Continued)

Completing the worksheet-Equipment Reconfigurations

Consolidated Office Reductions, AMPC Facility Additions, and Associated REC
Reductions/Additions: Enter into each table equipment upgrade types or quantities of equipment
reduced. Add a description for other equipment. The source for the equipment changes will come
from a survey conducted by MTSC. MTSC will provide estimated costs.

One Time Equipment Configuration Change Costs: Total the costs estimated for each table. This
number will be carried forward to Workshest 10. Upon implementaﬁon of the AMP, update these
costs itemizing MTSC and Contractor costs.
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