
CPU CHECKLIST 

 

This document is intended to be a quick source of information to locals that are 
dealing with the growth of Contract Postal Units (CPUs).  We should investigate 
each CPU in our area to make sure it is operating within the constraints of our 
Collective Bargaining Agreement.   

 

A CPU is defined in the AS-707F Handbook as a “contractor-owned and 
operated” facility. Chapter 2 of that Handbook also enumerates the “necessary 
conditions” that must be present before a CPU contract may be requested. 

The APWU has long taken the position the USPS may not award CPU contracts 
to contractors who do not own their facilities as evidenced by a 1995 National 
Level dispute on case G90C-4G-C 94016795 from Enid, OK. 

In contract negotiations in 1998, USPS official Peter Sgro acknowledged in a 
letter to Cliff Guffey on May 4, 1999 that they agreed with the APWU position 
and that they had notified their Area Vice Presidents of that agreement in a 
memorandum dated April 22, 1999. 

Violations were continuing in the field.  The USPS entered into a settlement 
agreement on another dispute we had filed in circumstances when contracts are 
let for a CPU to contractors who do not own the property/facility.  That 
agreement obligated the USPS to comply with the regulations that state a CPU 
must only be located in “a contractor –owned and operated facility”.  It also 
made clear a CPU may not exist on property that is owned or leased by the USPS 
and that, as of the date of the MOU, May 17, 2007, “competitor’s-branded 
products and services, including those of USP, FedEx, and DHL, may not be sold 
at nay newly-established CPU.” 
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In some areas, the USPS were would have contractor’s sign leases, which would 
be a violation since the CPU would not be contractor-owned, but also the 
contractors are “passing through” all costs associated with the lease to the 
USPS, which makes it, essentially, a USPS leased facility.  Temple, TX is an 
example where the USSP modified the contractor’s lease numerous times, for 
example to make “repairs”, to install “telephone services scanner line and credit 
card machines”, for “remodeling and improvements”.  Many of these improper 
CPU contracts should be postal facilities pursuant to Article 1.1 of our CBA and 
clearly demonstrate the existence of duty assignments that should be posted for 
bid pursuant to Article 37.3.A.1. 

In a clear attempt to alter the language the APWU achieved in contract 
negotiations on limitations that are placed on CPUs, the USPS issued a revised 
Publication 156 which replaces the AS-707F Handbook.  This illegal unilateral 
change states that now CPUs must not only be “supplier-owned”, they may also 
be “supplier-leased”.  That is clearly not what we bargained for in 1998.   In 
addition, they refer to an “Alternative Contracting Process” which is not 
explained in any kind of detail.  Publication 156 has been challenged at the 
national level. 

If you have CPUs in your area, the following steps should be taken to ensure our 
CBA is not violated and that the public has access to the postal goods and 
services they deserve. 

1. Obtain a copy of the contract between the USSP and the CPU.  If the USPS 
is providing the lease it is clearly a violation and you should grieve it. 

2. If the CPU property is not owned by the contractor, but rather is leased by 
the contractor with the USPS making capital improvements, such as the 
example provided in Temple, TX, it is a violation and you should grieve it.  
There is a national level dispute on that issue that is expected to be heard 
at the national level within the next year. 

3. If the CPU provides post office boxes, it is a violation pursuant to both the 
AS-707F Handbook and Publication 156, and you should grieve it. 



4. If the CPU is located in, or directly connected to, a room where 
intoxicating beverages are sold for consumption on the premises, it is a 
violation and you should grieve it.  If alcohol is sold, but not for 
consumption, and other goods such as lottery tickets and tobacco are 
sold, it may not be appropriate to challenge under our contract but you 
should try to make liaisons with groups such as church or civic groups who 
would oppose CPUS where postal customers required to enter this type 
establishment for government services. 

5. If the CPU sells postal money orders, it is a violation and you should 
grieve it. 

6. If the CPU provides commercial mail receiving (private mailbox) services, 
it is a violation and you should grieve it. 

7. If the CPU sells competitive services, e.g., delivery service similar to 
FedEx, UPS, Western Union, etc., it is a violation and you should grieve it. 

8. If the CPU is on a military base, and there is a contract between the USPS 
and the military, it is a violation and you should grieve it.  If the contract is 
between the military and the contractor it is probably not a violation. 

9. If the CPU is on a college campus and is being run by the college itself as a 
service to students and faculty it is probably not a violation.   

10. Is the CPU handicap accessible?  If not, it could be a violation of the 
contract, you should grieve it.  You should also make alliances in the 
community with groups that support handicap access for support. 

11. Any grievance challenging CPUs should cite the following Articles as being 
violated. 

• Article 1, Sections 1,2,3 and 4 

• Article 7, Section 1 

• Article 19, relevant Handbook and Manual cites 

• Article 32, only if procedural violations on local notice 
occurred 

• Article 37, Section 3.A.1 



Make sure your remedy demonstrates the harm that is being done to 
members of the bargaining unit when CPUs are expanding while our 
employees are being excessed. 
 
In your communication to the public for support to USPS owned  or leased 
stations instead of CPUs, be sure to stress the fact that these CPU 
employees are not screened like postal employees,  they generally have 
transient and low-paid workers.  They are not well trained in HAZMAT 
and other safety issues due to a high turnover rate. 
 
There are a number of improper CPUs out there that are taking work from 
our members.  It is hoped this checklist will assist you in your fight to 
return that work to the bargaining unit. 
 
 
Mike Morris 
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1 .... 4 	 Nonpo'" ~rvices 

A CPU contractor may bandle nonposta! sales 
...d t.ransac:tioos if mey lake place in an area 
sep&rate and di5tinct from.lbe CPU and if the 
funds ate kepi sepua~ See Clause 08-596, 
NOIIIJOSla/ T'CUI.S'44tions (Contact Poslal Unit). in 
Exhibit C, Part 1. Sed'JoD B, Specijica
tionslSlillemt!nt 0/ Work. 

1.4.1 	 COJibact Type and Term 

AlJ CPU contraCts mU5t be firm fixed price 
contncU, subject to ~ adjustment if the 
contractor is • minimum tate contraclor, and to 
oqoIiated price iocteases or adjustments for 
underestimated revenue. All CPU contracts wiU 
run for an indefinite term. subject to lermination 
by eit1ler party ",jlh 60 days' notice (unless the 
CObtract js tenDinated by the Postal Service for 
def.ult). (See Clause 08-490, Omt,act Duration 
aNI TermilUltiOlf (Co1fJnJC1 POSlal Unit), ;0 Ex
hibit C, Pan I. Seaion C, DdiIleryIPerfoTmance. ) 

1 .... ' 	 UtnWes Reimbursement on Military 

InstaflatioM 


The PO$ta1 Service bas agreed to reimburse the 
De.,arunent of Defeaue fOT utility 'and telephone 
services prolVided at CPUs on military installa
tiOD$. The agreement is established on DO Fonn 
1144. provided by the militaIY installation to the 
administrati\le postmaster wbo . reviews the 
charaes and signs for the USPS. Actual monthly 
charaes are billed on SF 1080, Voucher /0' 
TTa~eT$ Be/ween AppTopriaJioflS and/Or Funds. 
Payment is handled locally by the administrative 

post ,office (See Handboox F~l. Post Ojfzu Ac
counting Procedures). 

1.5 Definitions 

1.5.1 	 Contract Postaf Untt (CPU) 

A oonttact postal unit is a conltlctor-owned and 
operated facility. under amtract to Uae Posul 
Service and under the jurisdiction of an adminis
trative pose office. that provides selected poItaJ 
5U\IK:es to the public. There are ~ types or 
,CPUs: 

a. ConlTacl Sltmon (CS). A unit located 
within the corporate litnju of the city, iown, or 
yin. served by the administrative post office. 

b. COfIJ,acl ' BraltCh (CB). A unit located 
outside the cOJpontc limits of the city. town. or 
village served by lbe administrative post office.. 

c, Commwtity Posr (Jifice (CPO). A unit, 
usually located in ~ small rural community, that 
provides service becaule a Postal Service facility 
has been discontin~ or otherwise ~ 
impractical. CPOs gC1u:rally use Ille same name 
as the community. 

1.5.2 	 Minimum Rate Con118ctor 

A minimum rarc conlT8clor ,s an individual who: 
a.is self employed; 
b. , operales the CPU personally more than 

SO percent or the timc: 
c. conducts no other primary business at the 

CPU location. The primary busiJ\QS is tbat 
which generates the greatest revenue ror the 
contractor. 



2.3 

of business proposals and price proposals, using 
the format shown in Exhibit A, Part 3 (see 2.4); 

d. (For competitive situations) A list of 
prospective offerors; 

e. Recommended contracting officer's repre
sentative (see 2.5);

f (For competitive situatio~) Names, titles, 
and addresses of two or more individuals who 
will serve as the evaluation committee; 

g. (If only one interested or qualified party) 
Justification for noncompetitive award; 

h. Cost/Benefit Analysis and Detailed Plan. 

2.3 Descrtption of Requirements 

2.3.1 General 

The requesting office must complete the Require
ments: Contract Postal Unit format shown in 
Exhibit A, Part 2. Following a(e guidelines for 
key items. 

2.3.2 Location 

The requesting office must specify location, as 
precisely as is deemed necessary. The best ~t~n
tial locations are in or · adjacent to eXlstmg 
business working or shopping areas, and at sites 
where dustomers, including the handicapped, 
have convenient access to parking or mass tran
sit. 

2.3.3 Accessibility to the Handicapped 

It is Postal Service policy to attempt to insure 
that all post offices, including contract postal 
units are readily accessible to all. Contractors 
selec;ed should be in locations readily accessible 
to the handicapped. If a contract is awarded to a 
contractor whose premises are not accessible, the 
contracting officer must document the contract 
file to describe the attempts made to find other 
contractors with accessible locations and describe 
the reasons for making the award. 

2.3.4 Hours of Service/Operation 

2.3.4.1 General. Hours of operation and 
hours of service are not the same. Hours of 

service are the times when the CPU is open for 
business. Hours of operation include hours of 
service as well as additional time needed to 
ensure that all contract work activities (opening 
and closing the CPU, completing reports, etc.,) 
can be performed. 

2.3.4.2 Service. To determine the number of 
hours, days of the week, and times of day that a 
CPU will be open, the requesting office must 
consider the following factors: 

a. Peak demand periods in the area to be 
served; 

b. Customer convenience; 
c. Need for hours of service outside those of 

nearby classified units; 
d. Restrictions imposed by the physicalloca

tion. 

2.3.4.3 Operation. The requesting office must 
estimate the amount of time needed for 
administrative activities in specifying the 
proposed CPU's hours of operation. Any midday 
closing must also be specified (these are not 
included in either hours of operation or hours of 
service). The establishment of hours of operation 
must be carefully considered if most ofTerors are 
expected to be minimum rate. Minimum rate 
contractors who are paid the FLSA minimum 
wage may not exceed the hours of operation 
specified in the contract, nor may they work 
more than 40 hours in any given week. 

2.3.5 Estimated Revenue 

The requesting office must consider all pertinent 
information in arriving at this figure, including 
retail analysis data, proflles of the population 
serviced, and data on the walk-in revenue of 
retail units currently serving the selected area. 
The estimate is critical to the success of the CPU 
award process as it is needed in order to: 

a. Project the value ofthe CPU to the Postal 
Service (and thus determine what should be the 
maximum contract award price); 

b. Provide interested ofTerors with a reason
able baseline from which to develop their price 
proposals. 

AS-107F, July 1, 1_ 
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Contracting for Contract Postal Units 

Chapter 2 


Submitting Requests for Contracts 


2.1 	 Determining the Need for a 
Contract 

2.1.1 	 Area Review 

Before submitting a request for a CPU contract, 
the administrative post office must verify the 
need for the CPU based on the following indica
tors: 

a. Studies of the operating efficiency of 
existing retail service points (classified units and 
self service postal centers); 

b. Retail analysis surveys, window transac
tion counts, and customer service card responses; 

c. Local financial and other reports; 
d. Community market or growth surveys, if 

available. 

2.1.2 	 Necessary Conditions 

A CPU contract may be requested when one or 
more of the following conditions is present: 

a. A newly developed community requires 
retail services, but does not yet warrant a Postal 
Service facility; 

b. Present retail units are not able to serve 
customers efficiently because of either limited 
space or high customer demand; 

c. There are no retail units located in an area 
of high customer demand; 

d. Flexibility in service hours is needed; 
e. Only limited retail services are necessary; 
f An independent post office has been 

closed; 
g. The Postal Service will realize service, 

scheduling, cost, or other benefits from the CPU. 

2.1.3 	 Cost/Benefit Analysis and Detailed 
Plan 

The local administrative post office must per
form a costlbenefit analysis to determine if there 

AS-707F, 	July 1. 1989 

is any advantage to be gained by entering into the 
contract. To ensure that a sound management 
decision is made, a detailed plan must also be 
prepared. The analysis must demonstrate the 
benefits to the Postal Service. Those benefits may 
be service oriented or public relations oriented as 
well as economic. The plan must address the 
following, as a minimum: 

a. Proposed location of the CPU In the 
facility; 

b. Proposed hours of operation; 
c. Types of operations to be performed at 

the CPU; 
d. Any Postal owned property to be sup

plied; 
e. Bonding requirements; 

f Estimated number of customers; 

g. Administrative and aUditing costs. 

2.2 	 Required Format 

2.2.1 	 Form 7381 

Requesting offices must submit their requests for 
CPU contracts on Form 7381, Requisition Jor 
Supplies, Services, or Equipment. See Exhibit A, 
Part 1. 

2.2.2 	 Necessary Elements 

In addition to the other information required by 
Form 7381, each request must include, on Form 
7381 or an attachment, the following elements: 

a. A detailed description of the contract 
requirements, prepared using the format shown 
in Exhibit A, Part 2 (see 2.3); 

b. An estimate of anticipated revenue (see 
2.3.5); 

c. (For competitive situations) Indication of 
the relative weight of the criteria to be used in 
evaluating proposals, and the relative importance 
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Postal Operations Manual 

transients, and for other customers who are not permanently located. Mail 
endorsed "Transient. to be called for, general delivery" or wl1h other suitable 
words will be placed in the general delivery case to be delivered to the a(1.. •
dressee upon request at a retail service counter and With proper identfflca

141.3 

141.4 

141.41 

141.42 

141.421 

141.422 

tion. Persons fwing permanently in cities having carrier delivery service and 
who have good and sufficient reasons satisfactory to the postmaster may 
receive their mail at general delivery retajJ service counters. 

, . 

Firm Holdout Service 
Customers who normally receive SO or more letters on the first delivery trip 
and Who request to pick up mail may be provided firm holdout service. Firm 
man may be a direct holdout or may be withdrawn from the carrier's case. For 
each customer. employees complete a Form 380'1, Standing Defrvery Order. 
Indicate on the fonn the type of maR (that is, letter, pan;el pos1, speciaJ deliv
ery, or all mail the finn wli pick up) and obtain the signature of each finn em
ployee or the deSignated agent authorized to pick up the mail. Carriers can
not make a fll'St delivery to customers receiVing holdout servfee, but may 
make subsequent delivery of mail where such service is provided by multip.le 
trip routes. This saNice does not withdraw established seFvice. 

No charge is made for finn holdout service under these provisions. 

In aU other cases, customers requesting to call for their mail wiD be afforded 
service tn accordance With OMM 841. 842, or 843. 

Post Office Box and Caller Services •GeMral 
Post office box and caller services are premium services provided for the 
convenience of customers for a fee. This service is divided into two basic 
parts~ post office box service and caller service. 

Post 0IIit:e Box ServIce 

GelN'lRlI 

Post office box service consistS of delivery to post office boxes rented by cus· 
tomers for a fee.:,~ .,."..arefoc8ted. pOdIJ~ of any kind, sub
ject 10 customer demand and the Postal Service's abirlty to provide them. 
They are arranged in different configurations and must follow certain equip-, 
menl and numbering requirements (see 141.423). 

Configurations 

Post office box service is provided through the following configurations: 

a 	 A post office box unit is any number of post office box sections that comprise the 
total post office boxes in a facility that is under one partic:ular five.dglt ZIP Code. 

b. 	 Any configuration of standard-sized boxes having the same overall dimensions 
as an 8S$embty of the smallest size configured two high al'ld six wide is a post 
office box mociUle. 

C. 	 FIVe post office box modulEl$ arranged wrtic:ally comprise a post office box 
module unit. (In some cases, this win exceed 72 inches in height) • 

POM, July 1995 
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