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693 Employees Await Excessing In The 
Pacific Area 
To: Pacific Area Locals 27 APRIL 11 

Enclosed please find a copy of the most current Pacific Area Events Calendar of impending 
Article 12 Impacts. Despite protestations to the Area that the new CBA MOU on Minimizing 
Excessing will require USPS to baSically re-do the Notice, Preferencing and re-assignment of 
impacted employees the Area insists they have no such instructions from their HQ. 

I have notified our HQ about their position. However, in order to AL TERT you please see that 
Events Calendar. Be advised that the number of impacted employees listed has not been 
revised to account for any attrition. 

Please see page 193 of the TNA Booklet 3rd to the last paragraph. At the Round Robins HQ 
Presenters stated that the steps preceding this paragraph were to be taken by the USPS prior to 
reassigning employees pending excessing. That remains to be seen provided of course the 
CBA is ratified. 

After ratification if there are disputes over the MOU such disputes will be handled by NBAs. We 
have not received official CBA training as of yet. Such training is scheduled for May 19th. 

I have also enclosed excerpts of the OUR Guidebook issued by USPS December 2010. Please 
review it. In particular please review the sections on the clerk craft. Be aware of the following: 

Westem Region Coordinator • Management will continue to close and consolidate Associate Offices, Post Offices and 
Delivery Units in addition to AMPs. 

• You have a right to demand and request all related information. There is no provision for 
advance notice to the Region. You will likely get if first unless it is listed on the Events Calen­
dar. 

• The M-5 Handbook only permits two schemes unless there is Area approval and justification 
• Be aware that management will likely use the Hub Clerk Agreement. Please review it and 

enforce the provisions. 
• Pages 185-186 of TNA , once ratified, requires that an office downgraded in level remain at 

the bargaining unit work standard in place on the effective date of the CBA. PMRs are 
eliminated as well. Also the MOU on Minimizing Excessing limits reassignments and the cur-

~
ent Moratorium has not been lifted. 

\ Luck! 
fr­
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PPAN J GRIINKOL'" 

VICt: PRESIOCNT 

DELIVERY ~O PosrQfHcli OPERAIIONS 

DISTRICT MANAGERS 

SUBJECT: Delivery Unit OptlmlzatlQn Guidelines 

Attached you will find the Headquarters approved version of the Delivery Unit Opttmaztlon (DUO) 
guidelines;, This initiative establishes a standardl~ program to help administer the activities of your 
optimization strategies, II is very important that the local initiatives are admir1istered witln the 
established guidelines so they do not become an unnecessary distraction to our CtJstomers and 
employees alike, This guide will allow for uniform Implementa!ion without changes to existing service, 
The guide Is web-based wilh bul!t 'tn lntemallinks that are continuously updated to assure the 
resource information is consistent, Clrrrent and relevant 

To assure analysis and decisions are established wtthln the full scope or aU options, full compliance 
With the guide and use of the website is expected, All of our efforts toward thiS goal will result in long 
term savings without lnterrupton to our retail services. Refrain from deviations that do not accomplish 
these goals, ks. always. we are committed to working with the management associations and unions 
to achieve the overall space utilization and cost reductions. 

This guide helps facilitate successful implementation and assists with establishing open lines of 
communication and involvement with our managern, postmasters, and craft employees, In most 
cases, face to face cotnmtmication is IDOpected to provide clear direction and r~lve necessary lOcal 
Input. Jt is expected that following the guide will result in 'ImprovGd operational efficiencies and 
savings opportunities, while continuing to serve themailingneedsofourcustomers.This. in tum, 
helps to stabilize our financial posi~on, 

let me thank each and everyone of you in advance for your continued support during these 
financially challenging times. 

~~~~~ 
Attachment 
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THE DELIVERY UNIT OPTIMIZATION PROCESS 

Overview 

The United States Postal Service has played a fundamental role in the development and 
expansion of this nation. While mail will continue to playa vital role in the personal and 
commercial lives of Americans in the future, the use of the mail has changed - and in 
this increasing digital world, the pace of change will only accelerate. 

For decades, the Postal Service expanded its infrastructure to accommodate an 
expanding nation and ever increasing volumes of mail. The number of post offices, 
processing centers, vehicles and employees increased. However, since mail volume 
reached an all-time high of 213 billion pieces in 2006, there has been a steady and 
consistent decline. With the mail volume decline came a decrease in revenue. Less 
revenue, coupled with the ongoing recession and the prepayment of retiree health 
benefits, has created a situation the Postal Service has never faced - this necessitates 
review of operations efficiency at the local level. 

In order to best serve the American people and to more adequately reflect their mailing 
needs and habits, operational efficiencies and savings opportunities must be identified to 
better position the Postal Service and to secure its financial stability now and in the 
future. 

Delivery Unit Optimization (DUO) is a guideline designed to increase operational 
efficiencies by relocating delivery operations into "hub facilities" within a district. 

A sophisticated, patent-pending mapping tool, created by the Postal Service Facilities 
group, searches for candidate offices within a district using specific criteria, including 
offices with nine or fewer routes that are located within a 10 mile radius from an 
identified hub facility, and offices serviced from the same processing and distribution 
center. Offices of greater distance may be considered if proven to be economically 
sound. Local knowledge is required to validate the offices selected. 

The hub office is typically a larger office with excess interior and exterior space to 
accommodate increased personnel, workload and transportation. 

Postal Service savings are based on economies of scale. The benefit is increased 
operational efficiency. Decisions are made locally at the district level. 
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Strategy 

The Delivery Unit Optimization (DUO) process and the accompanying guidelines will 
provide the District with a blueprint or primer on how to move Delivery Unit operations 
from one location to another. At the end of successful implementations of the DUO 
process, the result should be: 

1. Offices retain their original identity 
2. Offices are streamlined in delivery operations with routes in fewer offices 
3. Retail presence remains essentially unchanged 
4. Distribution operations in receiving offices are expanded fully utilizing existing 

personnel 
5. Transportation schedules and trips may be modified to meet changing conditions 

Generally, the movement of full-time city letter carriers under the DUO process is not 
considered excessing under Article 12 of the USPS/NALC National Agreement. 

Article 12.5.C.5.b.1.a allows full-time city letter carriers to voluntarily move between 
installations with their routes. City letter carriers reassigned pursuant to Article 
12.5.C.5.b.1.a retain their seniority but do not have retreat rights. This type of a 
reaSSignment is not considered excessing and the notice requirements of Article 
12.5.B.4 and Article 12.5.B.5 do not apply. 

When it is necessary to reassign city letter carriers to another installation outside of 
Article 12.5.C.5.b.1.a, contact your local labor relations office and/or complement 
coordinator for guidance. 

The consolidation of an independent installation requires that one installation discontinue 
operations. When carrier operations move from one independent installation to another 
under DUO, both installations remain operational. Hence, Article 30.E of the 
USPS/NALC National Agreement is not applicable to DUO. 

When the DUO guidelines are followed a consolidation of post offices does not occur. 
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Process Steps 

1) Operation Programs Support (OPS) determines candidate offices 
Considerations: 

Miles - Adjacent territory 
Space sufficient - internal and external 
Complement reduction opportunity 
Combined Delivery Service Staffing Analysis (DSSA) 
Small office calculator 
Coordination with Facility Service Office (FSO) for lease information and 
possible Node study considerations. 

2) OPS reviews candidate offices with appropriate Post Office Operations Manager 
(POOM) 

Considerations for receiving office to include: 
Number of routes rural/city 
No increase in clerk complement 
No increase in supervisors 
POOM knowledge of space 
Future operational changes (ex; Flat Sequencing) 
Clerk staffing and usage 
Transportation changes and savings 
A Level 2 Function 4 review, inclusive of automated mail arrival profile (MAP) 
and 1994 Scheduler finalized prior to the move 

Considerations for giving office to include: 
Possible customer/media impacts 
Postmaster vacancies 
Clerk vacancies 
A Level 1 Function 4 review 

3) POOM notifies candidate postmasters that their office may be impacted. 
Management Associations will be using CSDC to obtain their own status reports. 

4) POOM performs on-site candidate office analysis with Postmaster to validate the 
following: 

Considerations include: 
Mileage between candidate offices 
Parking 
Facility space and lease implications 
Preliminary post-DUO PS150 for both giving and receiving post offices 
Preliminary SWC calculator for receiving post office 
Delivery impacts (route realignment) 

5) POOM discusses candidate office analysis findings with DUO Coordinator and 
Postmaster(s). 
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6) OPS sends preliminary list to District Manager for approval 
List includes: 

Preliminary complement impact 
Miles - Space verification 
Potential COR impact 
Sites approved receive an effective date 

7) A CSDC system generated notification is delivered to the Area with the information 
regarding the units approved by the District Manager. 

8) Operation Programs Support sends to the POOM(s) the Labor position and instruction 
to PM on NALC contract administration 

9) POOM notifies all approved offices in a face-to-face meeting 

10) The CSDC System sends the DUO Coordinator's notification to the POOM of 
approved offices via email with the following attachments: 

Instructions to postmaster 
Communication plan 
Postmaster Talking Points 
Community letter 
Postmaster letter from POOM (original mailed to Postmaster) 
Employee letters - carrier crafts impacted (hand delivered) 
DUO checklist 
District media response policy 
District DUO SOP 
List of approved DUO sites 

11) DUO Coordinator sends notifications of approved sites to: 
Management Organizations 
Unions 
POOMs 
Address Management System Manager 
In Plant Support Manager 
Customer Service Analysts/Operation Support Specialists 
District Complement Coordinator 
Finance Manager 
Human Resources Manager 
Marketing Manager 
District Consumer Affairs Manager 
HQ Government Relations 
Local Congressional Representative 

12) POOM forwards appropriate documents from DUO Coordinator via email to all 
impacted offices. Include letter to giving Postmasters informing them of the potential 
impact to their grade. 

13) District Consumer Affairs Manager/Local Congressional Liaison notifies appropriate 
Congressional Representatives of sites approved and implementation date. 
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14) DUO Coordinator begins pre-DUO preparations with giving and receiving offices. 

15) DUO Coordinator schedules checklist telecons to include all necessary 
departments and postmasters. 

16) Postmasters communicate with DUO impacted office and actively work to resolve all 
local issues presented throughout the process to ensure successful transfer of all 
routes. 

17) DUO Coordinator works with Marketing to ensure updates are provided 
to MYPO and other customer service issues. 

18) Finance Manager tracks all costs and savings associated with the relocation and 
provides a summary 30 days after the relocation date to POOM and DUO 
Coordinator detailing individual DUO moves. Semi annually (September and March) 
provides a district DUO after cost study for the DM. CSDC will include tracking. 

Tracking to include: 
Work hours - giving and receiving offices 
Transportation 
Lease 
Postmaster salary - giving and receiving-if any 
Rural carrier costs associated with move 
PMR - Saturday hours/salaries 
PTF utilization - giving and receiving 

19) POOM completes a post evaluation within 45 days of the relocation to ensure 
projected savings are realized and costs minimized. This analysis is submitted to 
OPS Support within 60 days of the move for a final review. CSDC tracking available. 

20) POOM completes PS150 for both giving and receiving post offices. 

21) POOM completes SWC calculator for receiving post office 

22) The Headquarters office of Organizational Efficiency and Mgr Compensation. 
Staffing & Field Policy are notified of any change of grade of giving and receiving post 
offices. 

23) POOM conducts follOW up review of administrative and operational efficiency of DUO 
implementation. 
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Process Checklist 
The Checklist in this guide will be provided online and in WORD format. 

STEPS COMMUNICATION RESPONSIBILITY REQUIRED DATE DATE 
OF ACnON COMPLETED 

1 Provide letter to PM advising of potential RIF and grade/salary 
POOM Months and weeks 

treatment. prior 

2 Meeting with Congressional Representatives - explain what Regular 

DUO is and that they may have offices impacted OM Congressional 
Briefings 

3 Meeting with POOMs, Management Organizations, Unions -
OM Months and weeks 

explain what DUO is and that they may have offices impacted prior 

4 All postmasters educated about DUO - Understanding is that all 
POOMs 

Months and weeks 
offices are evaluated for savings - Service Talk prior 

5 All employees educated about what DUO is and that all offices 
PMS 

Months and weeks 
are evaluated for savings - Service Talk prior 

Notification to Mgmt Orgs. Unions, POOMs, Plant Mangers, 
District Departments. to include the following attachments -

6 Employee letters, Community letters, Talking Points, FAa's, DUO Coordinator 30 days prior 
DUO checklist, District Media Response Policy, list of approved 
sites 

7 System generated notification of any approval decisions to the 
OM 

Immediately after 
Area. approval 

Consumer Affairs 

8 Official notification of specific sites approved to move forward by Mgr. & HQ 
30 days prior the OM to the Congressional Representatives Government 

Relations 

System generated notification to affected postmasters. to 

9 include the following attachments - Employee letters, POOMs 30 days prior Community letters, Talking Points, FAa's, DUO checklist, 
District Media Response Policy, Complete list of approved sites 

POOM holds on site meeting with each affected postmaster to 

10 address questions concerning the attachments; Employee 
POOMs 30 days prior 

letters, Community letters, Talking Points, FAa's, DUO 
checklist, District Media Response Policy 

11 Schedule meeting to include OM, OM staff and postmasters of 
DUO Coordinator 30 days prior 

the affected offices. Purpose - "Thank you" in advance 

Weekly telecoms held with affected offices and operations staff 

12 to ensure timely completion of checklist. To include AMS, IPS, 
DUO Coordinator WEEKLY 

Transportation, HR, Delivery Programs staff such as Scanning, 
DOIS,CPMS coordinators etc. 

Follow up phone calls from POOM to each affected postmaster Up to 
13 to address questions concerning the email attachments - POOMs implementation 

Employee letters, Community letters, Talking Paints, FAQ's, 
date 

DUO checklist, District Media Response Policy 

Weekly telecoms held with affected offices and operations staff 
WEEKLY - up 10 

14 to ensure timely completion of checklist. 
DUO Coordinator implementation 

date 
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STEPS OFFICE RESPONSIBILITY 
REQUIRED DATE OF DATE 

ACTION COMPLETED 

Determine method of transporting PO Box Mail and Prior to relocation. Final 

1 previous days attempted items. Transportation is not 
Receiving PM 

approval of transportation 
craft specific. Contact DUO Coordinator options. (See method must be received 
Attachment) by POOMS/OPS 

Prepare was report to establish new window staffing 
requirements In the giving Post Office. Determine 

2 whether lobby hours need to be changed/adjusted to 
Giving PM/POOM 

30 Days Prior to 
community needs and/or prepare method to open lobby. Relocation. 
If lobby hours need to stay the same, timed locks may 
need to be ordered and installed. 

3 MY PO responsibilities 
Giving PM and Both offices 1 st weeki 
Receiving PM Marketing Department 

Take giving office 
inventory of keys. Leave 

4 Arrow locks and keys Receiving PM keys necessary to service 
boxes collected in front of 

PO 

5 Building keys for carriers Giving PM and 
If necessary 

Receiving PM 

6 PEDC notification for access codas-ID badges-work 
Receiving PM 

Within 2 Weeks of 
location relocation 

7 Contact COARS Coordinator for access to new ZIP 
Receiving PM Anytime prior to relocation 

Code and DYMO 3982 label realignment 

eUARs Access (giving office will lose this and will need 

8 
to request via eAccess to their correct box records) Giving PM and 

ASAP 
Receiving office will also need to request access for ZIP Receiving PM 
of incoming routes. 

Change the Drop Ship directions to reflect directions to By Friday of the week 
9 the receiving facility in the FOB (Facility Database) Giving PM before relocation 

Facility Information module 

USPS vehicle Routes - AVUS Once the LLVS are at 
the new office, Giving PM deletes Routes and Vehicles Friday night or first thing 

10 from AVUS. Receiving PM adds Routes (using same Giving PM and 
Saturday morning! AVUS 

Zip Code, adjusting Base Time, as needed), Vehicles, Receiving PM 
CSA 

Carriers, and requests Route Labels. Add Records for 
each day vehicles are used before label arrives. 
USPS vehicles - FAMS a system generated One to two weeks before 

11 notification will advise the VMF Manager and MOPS of Giving PM and 
DOR! VMF and FAMS 

the DUO implementation date, vehicle numbers and Receiving PM 
CSA 

Finance Number and name of the Receivina Office. 
USPS vehicles - FAMSNMASNIC VMF will transfer On or immediately after 

12 the vehicles in VIC and VMAS on the DUO date. VMF VMF 
DUO/VMF 

will notify Voyager of the change. 

USPS vehicles - FAMS Once the Postal vehicles are Friday night or first thing 
13 at the new office, new PIN Numbers need to be issued Giving PM and Saturday morningl FAMS 

for security reasons. Transfer keys and Voyager Cards Receiving PM 
CSA 

to Receiving PM (Accountable Items) 

Make CPMS and SPMS (FOB for up-time changes) 
POOM/Giving PM 

14 and ASAP/CSA 
updates for receiving and giving offices Receiving PM 

15 Pre-count conference - route inspections (if applicable) 
Giving PM and If necessary 
Receiving PM 

PARS RTS cards are nal ZIP Code specific. The 

16 receiving office can commingle PARS volumes with Giving PM and Day of relocation 
giving office routes. CFS volumes must maintain ZIP Receiving PM 
Code separation. 
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STEPS OFFICE RESPONSIBILITY 
REQUIRED DATE OF DATE 

ACTION COMPLETED 

17 Receiving office will have to send the RTS & CFS Giving PM and 
Daily 

pouches to Giving Office. Receiving PM 

Receiving office will receive PARS separators cards on Giving PM and 
18 a rotating basis-receiving office needs to get them to Daily 

the giving office. 
Receiving PM 

19 Attempted and hold mail for the giving office will be 
Receiving PM As necessary 

transported back to the giving office. 

20 Designate shelving for hold mail that will be picked up Giving PM As necessary 

21 80th offices should have a tub labeled for the other Giving PM and 
Daily 

office at a designated location. Receiving PM 

Parcels with delivery confirmation on them that will be 

22 coming from the receiving office to the giving office's Giving PM and Day of relocation 
box section will need to be scanned "arrival at unit" at Receiving PM 
the giving office then scanned attempted or delivered. 

23 Giving office that is a Parcel Return Service RDU must 
Giving PM ASAP/CSA 

verify if the site will/will not remain RDU site. 

24 Hold mail cards. Pouch system to transport to receiving Giving PM and 
As necessary 

office. Receiving PM 

25 Make sure enough dispatch equip (no more am driver) Giving PM As necessary 

26 4245 carrier statements, carrier notices, driver 
Giving PM 

Within 2 Weeks of 
abstracts macs etc relocation 

27 Ensure carriers take all personal belongings Giving PM Last day at giving office 

28 Giving PM report to receiving office on first day to help 
Giving PM 1 st day of effective date 

oul 

29 Receiving PM welcome & give tour Receiving PM Prior to relocation 

30 PS Form 150 completed for relevant DUO offices POOM 
Within 2 Week of 

relocation 

31 Inform PEDC & Express of changes 
Giving PM and 

Prior to relocation 
Receiving PM 

32 Plan scanner move - change in configuration and 
Ops Support Before effective date 

equil,!!T1ent needs 

33 Move scanners I cradle Giving PM 
after carriers return on last 

day 

34 Finance notification for Flash and budget purposes DUO Coordinator 
30 Days Prior to 

Relocation 

35 In Plant Support notification for sort plan scheme break 
DUO Coordinator 

30 Days Prior to 
downs Relocation 

36 Transportation notification - Intra transportation 
Giving PM and 30 Days Prior to 
Receiving PM Relocation 

Change the phYSical and drop ship address for routes Update the Friday before 37 to new office in AMS database Carrier Maintenance AMS 
section - will update FOB the following week. 

effective date 

If necessary, add new rural route numbers to AMS with 
effective date. (If R001 is moving to office that already One or two weeks prior to 

38 
has a R001, route # created with 8 or 9 series to 

AMS 
effective date. Contact 

differentiate for pay purposes - Ex: R091) Move local In-Plant for specific 
deliveries to new route number. (Delete old route after dale. 
imolementation.) 

39 Send receiving unit IMAO Scheme instructions AMS Before effective date 

40 Follow additional AMS items on AMS checklist AMS Before effective date 
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REQUIRED DATE OF DATE 
STEPS RURAL CARRIERS RESPONSIBILITY ACTION COMPLETED 

1 Notification to Rural Carriers - stand-up talk Giving PM 30 days prior to relocation 
2 Calculate base hour change for each rural route Giving PM/CSA 30 days prior to relocation 

At least one pay period 
prior to effective date of 

3 Input base hour change as future action CSA relocation 
Giving/Receiving At least one pay period 

Complete Rural Route Transfer spreadsheet and PM/Operations prior to effective date of 
4 submit via email to addresses provided on worksheet Support relocation 

Giving/Receiving 
5 Transfer 4003 and 4240 Programs PM Effective date of relocation 

Giving/Receiving 
6 Transfer rural route folders PM Effective date of relocation 

Ensure that Relief Day Work List and Matrix are 
7 appropriately updated (Ref.: Step 4 settlement) Receiving PM Effective date of relocation 

STEPS CITY CARRIERS RESPONSIBILITY REQUIRED DATE OF DATE 
ACTION COMPLETED 

1 Letter to regular carrier (Article 12.5.C.5.b.1.a) carrier Giving PM/POOM 30 Days Prior to 
Relocation 

PM must submit OM500 forms for each regular that is 
2 relocating to Shared SelVices-PTFs will not be moved Receiving PM Week prior to first PP 

until notified 

Contact AMS 2 weeks prior to relocation for Line of Giving & Receiving Install new labels Friday 
3 travel/Label changes if necessary PM afternoon prior to 

relocation 

4 Casing equipment changes and relocation both giving POOMs & Maint Friday afternoon prior to 
and receiving relocation 

5 PS Form 3849 - notate that article may be picked up 
Assigned Carrier upon relocation following day. 

6 Employee parking/loading assignment Receiving PM Effective date of relocation 

7 New start & end times for carriers discussed Receiving PM Prior to relocation 

8 Carriers will be governed by the receiving office LMOU Receiving PM Effective date of relocation 

9 
Regular carriers moving with their assignment will have Receiving Effective date of relocation merged seniority. PM/Local Steward 

10 PTFs from giving office follow Art 12 procedures Receiving PM Effective date of relocation 
Make sure that none of your ZIP Codes are locked or 

11 have an adjustment in progress in 001S. Go to Giving PM and Friday afternoon prior to 
Application, then Route; there should not be anything Receiving PM relocation 
Uln Progress". 

Go to "3999 Data Transfer" in 0015. Verify that all 

12 3999's are on the Mainframe, not on the Workstation Giving PM and Friday afternoon prior to 
(check all computers). Make sure all 3999'5 have been Receiving PM relocation 
uploaded into 0015 (not left in OCO). 
Go to "Special Office Mail Counts Data Transfer" in 

Giving PM and Friday afternoon prior to 13 0015. Verify that all 1838'8 are on the Mainframe, not 
on the Workstation (check all computers) Receiving PM relocation 

14 Make sure that all Volumes and Carrier Assignments Giving PM and Friday afternoon prior to 
are accurate for the day. Receiving PM relocation 
All carrier clock rings must be perfect at COB, on the 
day prior to relocation. The OOIS Coordinator will be 

15 waiting for a phone call to advise that the clock rings Giving PM and Friday afternoon prior to 
are good. The coordinator cannot proceed with the Receiving PM relocation 
merge until they hear from both the giving and 
receiving offices! 
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STEPS CLERKS RESPONSIBILITY 
REQUIRED DATE OF DATE 

ACTION COMPLETED 

1 Scheme training Receiving PM 
Before effective date 

(lMAO) 

2 Re-Iabel clerk sorting cases Receiving PM Before effective date 

3 Change Schemes Receiving PM Before (~ffec~~e date 
IMAO 

4 Accountable cart adjustment Receiving PM Before effective date 

FT clerks remain assigned to giving office until 
5 WORKLOAD IMPACT STATEMENTS determines DUO Coordinator Before effective date 

whether Article 12 applies. 

6 if Article 12 applies - notify District complement 
DUO Coordinator Before effective date 

coordinator 

7 
PTFs can be employed at other offices under the HUB 

Giving PM Upon relocation 
Clerk Memo 

8 Evaluate any current CPU attached to giving office Giving PM Before effective date 
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