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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 play a 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 
OF ACTION 

DATE 
COMPLETED 

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

prior   

2 Meeting with Congressional Representatives - explain what 
DUO is and that they may have offices impacted DM 

Regular 
Congressional 

Briefings 
  

3 Meeting with POOMs, Management Organizations, Unions - 
explain what DUO is and that they may have offices impacted DM Months and weeks 

prior   

4 All postmasters educated about DUO - Understanding is that all 
offices are evaluated for savings - Service Talk POOMs Months and weeks 

prior   

5 All employees educated about what DUO is and that all offices 
are evaluated for savings - Service Talk PMS Months and weeks 

prior   

6 

Notification to Mgmt Orgs. Unions, POOMs, Plant Mangers, 
District Departments. to include the following attachments - 
Employee letters, Community letters, Talking Points, FAQ's, 
DUO checklist, District Media Response Policy, list of approved 
sites 

DUO Coordinator 30 days prior   

7 System generated notification of any approval decisions to the 
Area. DM Immediately after 

approval   

8 Official notification of specific sites approved to move forward by 
the DM to the Congressional Representatives 

Consumer Affairs 
Mgr. & HQ 

Government 
Relations  

30 days prior   

9 

System generated notification to affected postmasters.   to 
include the following attachments - Employee letters, 
Community letters, Talking Points, FAQ's, DUO checklist, 
District Media Response Policy, Complete list of approved sites 

POOMs 30 days prior   

10 

POOM holds on site meeting with each affected postmaster to 
address questions concerning the attachments; Employee 
letters, Community letters, Talking Points, FAQ's, DUO 
checklist, District Media Response Policy 

POOMs 30 days prior    

11 Schedule meeting to include DM, DM staff and postmasters of 
the affected offices. Purpose - "Thank you" in advance   DUO Coordinator 30 days prior   

12 

Weekly telecoms held with affected offices and operations staff 
to ensure timely completion of checklist. To include AMS, IPS, 
Transportation, HR, Delivery Programs staff such as Scanning, 
DOIS,CPMS coordinators etc. 

DUO Coordinator WEEKLY   

13 

Follow up phone calls from POOM to each affected postmaster 
to address questions concerning the email attachments - 
Employee letters, Community letters, Talking Points, FAQ's, 
DUO checklist, District Media Response Policy 

POOMs 
Up to 

implementation 
date  

  

14 Weekly telecoms held with affected offices and operations staff 
to ensure timely completion of checklist.   DUO Coordinator 

WEEKLY - up to 
implementation 

date 
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STEPS  OFFICE RESPONSIBILITY REQUIRED DATE OF 
ACTION 

DATE 
COMPLETED 

1 

Determine method of transporting PO Box Mail and 
previous days attempted items. Transportation is not 
craft specific. Contact DUO Coordinator options. (See 
Attachment ) 

Receiving PM 

Prior to relocation. Final 
approval of transportation 
method must be received 

by POOMS/OPS 

  

2 

Prepare WOS report to establish new  window staffing 
requirements in the giving Post Office. Determine 
whether lobby hours need to be changed/adjusted to 
community needs and/or prepare method to open lobby. 
If lobby hours need to stay the same, timed locks may 
need to be ordered and installed.  

Giving PM/POOM 30 Days Prior to 
Relocation.    

3 MY PO responsibilities Giving PM and 
Receiving PM 

Both offices 1st week/ 
Marketing Department   

4 Arrow locks and keys Receiving PM 

Take giving office 
inventory of keys. Leave 

keys necessary to service 
boxes collected in front of 

PO 

  

5 Building keys for carriers Giving PM and 
Receiving PM If necessary   

6 PEDC notification for access codes-ID badges-work 
location Receiving PM Within 2 Weeks of 

relocation    

7 Contact COARS Coordinator for access to new ZIP 
Code and DYMO 3982 label realignment Receiving PM Anytime prior to relocation   

8 

eUARs Access (giving office will lose this and will need 
to request via eAccess to their correct box records) 
Receiving office will also need to request access for ZIP 
of incoming routes. 

Giving PM and 
Receiving PM ASAP   

9 
Change the Drop Ship directions to reflect directions to 
the receiving facility in the FDB (Facility Database) 
Facility Information module 

Giving PM By Friday of the week 
before relocation     

10 

USPS vehicle Routes - AVUS     Once the LLVS are at 
the new office, Giving PM deletes Routes and Vehicles 
from AVUS.  Receiving PM adds Routes (using same 
Zip Code, adjusting Base Time, as needed), Vehicles, 
Carriers, and requests Route Labels.  Add Records for 
each day vehicles are used before label arrives. 

Giving PM and 
Receiving PM 

Friday night or first thing 
Saturday morning/ AVUS 

CSA 
  

11 

USPS vehicles - FAMS     a system generated 
notification will advise the VMF Manager and MOPS of 
the DUO implementation date, vehicle numbers and 
Finance Number and name of the Receiving Office. 

Giving PM and 
Receiving PM 

One to two weeks before 
DOR/ VMF and FAMS 

CSA 
  

12 
USPS vehicles - FAMS/VMAS/VIC     VMF will transfer 
the vehicles in VIC and VMAS on the DUO date.  VMF 
will notify Voyager of the change. 

VMF On or immediately after 
DUO/ VMF   

13 

USPS vehicles - FAMS     Once the Postal vehicles are 
at the new office, new PIN Numbers need to be issued 
for security reasons.  Transfer keys and Voyager Cards 
to Receiving PM (Accountable Items) 

Giving PM and 
Receiving PM 

Friday night or first thing 
Saturday morning/ FAMS 

CSA 
  

14 Make CPMS and SPMS (FDB for up-time changes) 
updates for receiving and giving offices 

POOM/Giving PM 
and 

Receiving PM 
ASAP/ CSA   

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

16 

PARS RTS cards are not ZIP Code specific.  The 
receiving office can commingle PARS volumes with 
giving office routes. CFS volumes must maintain ZIP 
Code separation.  

Giving PM and   
Receiving PM Day of relocation 
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STEPS  OFFICE RESPONSIBILITY REQUIRED DATE OF 
ACTION 

DATE 
COMPLETED 

17 Receiving office will have to send the RTS & CFS 
pouches to Giving Office. 

Giving PM and 
Receiving PM Daily   

18 
Receiving office will receive PARS separators cards on 
a rotating basis--receiving office needs to get them to 
the giving office. 

Giving PM and 
Receiving PM Daily   

19 Attempted and hold mail for the giving office will be 
transported back to the giving office. Receiving PM As necessary   

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

21 Both offices should have a tub labeled for the other 
office at a designated location. 

Giving PM and 
Receiving PM Daily   

22 

Parcels with delivery confirmation on them that will be 
coming from the receiving office to the giving office's 
box section will need to be scanned "arrival at unit" at 
the giving office then scanned attempted or delivered. 

Giving PM and 
Receiving PM Day of relocation   

23 Giving office that is a Parcel Return Service RDU must 
verify if the site will/will not remain RDU site.  Giving PM ASAP/CSA   

24 Hold mail cards. Pouch system to transport to receiving 
office. 

Giving PM and 
Receiving PM As necessary   

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

26 4245 carrier statements, carrier notices, driver 
abstracts, maps etc Giving PM Within 2 Weeks of 

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 
out Giving PM 1st day of effective date   

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 
Receiving PM Prior to relocation   

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

33 Move scanners / 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 
downs DUO Coordinator 30 Days Prior to 

Relocation   

36 Transportation notification - Intra transportation Giving PM and 
Receiving PM 

30 Days Prior to 
Relocation   

37 
Change the physical and drop ship address for routes 
to new office in AMS database Carrier Maintenance 
section - will update FDB the following week. 

AMS Update the Friday before 
effective date   

38 

If necessary, add new rural route numbers to AMS with 
effective date. (If R001 is moving to office that already 
has a R001, route # created with 8 or 9 series to 
differentiate for pay purposes - Ex: R091) Move 
deliveries to new route number. (Delete old route after 
implementation.)  

AMS 

One or two weeks prior to 
effective date. Contact 

local In-Plant for specific 
date. 

  

39 Send receiving unit IMAQ Scheme instructions AMS Before effective date   

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

ACTION 
DATE 

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   

3 Input base hour change as future action CSA 

At least one pay period 
prior to effective date of 

relocation   

4 
Complete Rural Route Transfer spreadsheet and 
submit via email to addresses provided on worksheet 

Giving/Receiving 
PM/Operations 

Support 

At least one pay period 
prior to effective date of 

relocation   

5 Transfer 4003 and 4240 Programs  
Giving/Receiving 

PM Effective date of relocation   

6 Transfer rural route folders 
Giving/Receiving 

PM Effective date of relocation   

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

 

STEPS CITY CARRIERS RESPONSIBILITY REQUIRED DATE OF 
ACTION 

DATE 
COMPLETED 

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

2 
PM must submit OM500 forms for each regular that is 
relocating to Shared Services-PTFs will not be moved 
until notified 

Receiving PM Week prior to first PP   

3 Contact AMS 2 weeks prior to relocation for Line of 
travel/Label changes if necessary 

Giving & Receiving 
PM 

Install new labels Friday 
afternoon prior to 

relocation 
  

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

relocation   

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

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 
merged seniority. 

Receiving  
PM/Local Steward Effective date of relocation   

10 PTFs from giving office follow Art 12 procedures Receiving PM Effective date of relocation   

11 

Make sure that none of your ZIP Codes are locked or 
have an adjustment in progress in DOIS.  Go to 
Application, then Route; there should not be anything 
“In Progress”. 

Giving PM and 
Receiving PM 

Friday afternoon prior to 
relocation   

12 

Go to “3999 Data Transfer” in DOIS.  Verify that all 
3999’s are on the Mainframe, not on the Workstation 
(check all computers).  Make sure all 3999’s have been 
uploaded into DOIS (not left in DCD). 

Giving PM and 
Receiving PM 

Friday afternoon prior to 
relocation   

13 
Go to “Special Office Mail Counts Data Transfer” in 
DOIS.  Verify that all 1838’s are on the Mainframe, not 
on the Workstation (check all computers) 

Giving PM and 
Receiving PM 

Friday afternoon prior to 
relocation   

14 Make sure that all Volumes and Carrier Assignments 
are accurate for the day. 

Giving PM and 
Receiving PM 

Friday afternoon prior to 
relocation   

15 

All carrier clock rings must be perfect at COB, on the 
day prior to relocation. The DOIS Coordinator will be 
waiting for a phone call to advise that the clock rings 
are good. The coordinator cannot proceed with the 
merge until they hear from both the giving and 
receiving offices! 

Giving PM and 
Receiving PM 

Friday afternoon prior to 
relocation   
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STEPS CLERKS RESPONSIBILITY REQUIRED DATE OF 

ACTION 
DATE 

COMPLETED 

1 Scheme training Receiving PM Before effective date  
(IMAQ)   

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

3 Change Schemes Receiving PM Before effective date  
(IMAQ)   

4 Accountable cart adjustment Receiving PM Before effective date   

5 
FT clerks remain assigned to giving office until 
WORKLOAD IMPACT STATEMENTS determines 
whether Article 12 applies. 

DUO Coordinator Before effective date   

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

7 PTFs can be employed at other offices under the HUB 
Clerk Memo Giving PM Upon relocation   

8 Evaluate any current CPU attached to giving office  Giving PM Before effective date   
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NOTIFICATION TOOLS 
 
The notification letters are offered as samples of a suggested format or guide for 
communication to all stakeholders in the DUO process. It is important to remember that 
this is a guide and the structure of the sample letters is not mandatory.  

Community 

Letter to Congress 
 
[Date] 
 
The Honorable [Name] 
[U.S. Senate/U.S. House of Representatives] 
[Address] 
[City, State, ZIP + 4] 
 
Dear [Senator/Representative/Mayor/Alderman Name]: 
 
In order to keep you informed of changes within the U.S. Postal Service, I am providing 
this notification letter regarding modifications in delivery operations in [City]. 
 
Beginning [Date], [City/Rural Carriers] currently working out of the [City] 
[P.O./Station/Branch] will begin working out of the [City] [P.O./Station/Branch].  The 
[Receiving P.O./Station/Branch] is located approximately [#] miles from the [Giving 
P.O./Station/Branch]. 
 
This change will be transparent to our customers and will in no way impact either 
delivery or retail service.  Occasionally, we interchange staff, equipment and other 
resources in order to improve efficiencies, reduce operating costs, and make better use 
of our resources.  Continuous improvement in our postal operations enables the Postal 
Service to fulfill its mission of providing our nation with universal service to every home 
and business address at affordable prices. 
 
We will continue to provide customers at the [Giving] [P.O./Station/Branch] with retail, 
P.O. Box, and mail acceptance services.  Customers can mail letters and packages, 
purchase stamps, ship items via Express Mail® or Priority Mail®, purchase special 
services, apply for a passport and deposit bulk mailings.  Hours at the [Giving 
[P.O./Station/Branch] will remain from [opening time] to [closing time] [days of the week].  
[If hours do change, say so here.] 
 
Customers will likely notice little or no change in their home or business delivery service.  
Although most customers will receive their mail at approximately the same time each 
day, some customers’ mail may be delivered earlier in the day and others could receive 
mail slightly later.   
 
If a customer has a “Left Notice” article (a Certified letter or package that must be signed 
for), they can retrieve that item at their regular P.O./Station/Branch, as they do now. 
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The Postal Service is following all applicable collective bargaining procedures regarding 
employee changes and we are communicating regularly with our unions and 
management associations. 
 
This operational change is just one more way the Postal Service continues to become 
more efficient, while delivering excellent service to our customers.  Our goal is to keep 
the mail relevant, affordable, and growing. 
 
If you have questions regarding this initiative, please feel free to contact our local 
Congressional liaison [CAM Name] at [CAM phone number.] 
 
Sincerely, 
 
 
[District Manager’s Name] 
District 
 
bcc:  HQ Government Relations 
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Letter to Mailers 
 

[NAME] 
[COMPANY NAME] 
[STREET ADDRESS] 
[CITY, STATE, ZIP+4] 
 
 
Dear [NAME]: 
 
This is to inform you of the Postal Service’s plans to relocate the delivery unit 
operations at the [GIVING FACILITY NAME] with those of the [RECEIVING 
FACILITY NAME]. Once the transfer of operations is completed, the [GIVING 
FACILITY NAME] will no longer accept [IDENTIFY THE WORKLOAD/MAILINGS 
NO LONGER ACCEPTED AT THE GIVING FACILITY]. 
 
After review, we have decided this relocation is in the best interest of the Postal 
Service, and will result in significant savings. We expect this transition to be 
completed by [MONTH/YEAR]. 
 
Large volume business mailers will be able to drop off mail at the [RECEIVING 
FACILITY NAME] Business Mail Entry Unit, at [LOCATION]. [LIST OTHER 
NEARBY BMEU LOCATIONS, IF APPLICABLE]. 
 
Local retail services will not be affected and will continue to be provided as they 
are currently. 
 
[ADD ADDITIONAL MAILER INFORMATION AS NEEDED] 
 
If you have any questions, or need additional information, please feel free to 
contact me at [PHONE NUMBER]. 
  
Sincerely, 

 
[NAME] 
Marketing Manager 
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Delivery Unit Optimization Talking Points 
 
• On [Insert Date], delivery operations currently in [Insert City] Post Office will begin 
working out of the [Insert City] Post Office. Occasionally, we interchange staff, 
equipment and other resources to reduce operating costs or increase operational 
efficiency. 
 
• After the relocation both communities will retain their Post Office for customer 

service. 
 
• Lobby and retail hours will be evaluated to determine how best to accommodate the 

community and the Postal Service. Service is expect to be equal or better to the 
community served. 

 
• By eliminating the need for morning transportation to the [Insert City] Post Office, we 

will be making more efficient use of our transportation vehicles. 
 
• All career employees will remain on Postal Service rolls. 
 
• The Postal Service continues to fulfill its mission to provide our nation with mail 

delivery to every home and address at an affordable price. 
 
• Although most customers will receive their mail at approximately the same time, 

some customers’ mail will be delivered earlier in the day while others may be later. 
 
As an independent agency of the federal government that does not receive tax dollars to 
cover operational expenses, we are committed to providing our customers with efficient 
and cost-effective mail service. 
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Delivery Unit Employees 

Service Talk 
 
 
Mandatory Service Talk: [Insert PO Name] Employees 
 
As a result of a study begun in [DATE], the Postal Service has made the decision to 
move the delivery unit operations from the [GIVING FACILITY NAME] to the 
[RECEIVING FACILITY NAME]. When completed, the [GIVING FACILITY NAME] will 
remain providing retail and box service as normal. 
 
The transfer of operations and equipment will begin on [DATE]. We expect to complete 
the transition by [TENTATIVE DATE]. 
 
This was a difficult decision but a necessary one. With the economic downturn, the 
Postal Service is facing declining mail volume and revenue. Mail volume declined nearly 
26 billion pieces last year, and we are facing another 11 billion piece drop this year. This 
has left us with excess capacity at many of our delivery units. We have to match our 
resources with mail volume to hold the line on costs. This move will help us to 
accomplish that goal. 
 
Career employees may be reassigned to the [RECEIVING FACILITY NAME] or to other 
vacant positions. All reassignments will comply with the collective bargaining 
agreements with your unions. As soon as information becomes available, we will share 
that information with you. 
   
We know this may be a difficult transition for some employees. But these changes are 
necessary to increase efficiency and reduce our costs.  Without these and other 
changes, we will face ever-increasing deficits, which will not be good for the Postal 
Service or our customers.  While difficult, these changes should not cause any delays in 
local mail delivery service and a retail presence will be maintained here at [GIVING 
FACILITY NAME] after the relocation.  
 
I know you will have many questions about this announcement and I will answer those 
that I can. And, for those that I cannot, I will get answers for you. Either way, you can 
expect that we will communicate regularly with you as we move forward in this process. 
 
Before I finish, I want to thank you for your patience and cooperation – and especially 
your dedication to our customers – during this transition. 
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RESTRICTED INFORMATION - FOR INTERNAL USE ONLY 
 

Postmaster 

NALC Position 
 
As a result of the proposed Delivery Unit Optimization initiative in your units, the 
Postmasters and Supervisors must be instructed regarding proper contract 
administration. 
 
MPOOs must relay the message below to your postmasters: 
 
The USPS/NALC National Agreement addresses the transfer of full-time city carrier with 
their assignments from one installation to another in Article 12.5.C.5.b.(1)(a).  The Local 
Memorandum of Understanding at the gaining installation is controlling after DUO 
implementation.  The movement of delivery operations under DUO does not cause the 
opening of a new period of Local Implementation.  Any issues or concerns you have 
over the Local Memorandum of Understanding should be discussed with District Labor 
Relations.   
 
If a grievance is filed in your office over DUO, immediately consult with District Labor 
Relations.    
 
Nothing in this instruction is intended to limit the settlement authority of any Postal 
Service representative at either Informal or Formal Steps A.   
 
 
 
 
[Insert Name] 
Manager Operations Programs Support 
xxx-xxx-xxxxx  
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UNITED STATES POSTAL SERVICE  

(Date) 

Hand-Delivered 

(EMPLOYEE NAME AND EID#)  
City City City CarrierCarrier 
(INSTALLATION) 

Subj: Transfer of City Route 

This is advance notice that your full-time city letter carrier assignment is being 
transferred from your current Post Office to the _______________ Post Office effective 
____________________________. As a full-time city carrier whose assignment or route is 
being transferred to another installation, you have the option of being reassigned to the 
_____________ Post Office with your route or assignment, pursuant to Article 
12.5.C.5.b.1.a of the 2006-2010 National Agreement between the U.S. Postal Service 
and the National Association of Letter Carriers (NALC). If you elect to be reassigned 
with your route or assignment, you will retain your seniority and full time status. 

If you decline the option of transferring with your route or assignment, you may be subject to 
involuntary reassignment pursuant to the terms of Article 12 of the National Agreement.  

The enclosed form is provided for you to indicate whether you accept reassignment with 
your route or assignment. 

If you have any questions, please contact me at ___________________. 

Sincerely, 

Postmaster 

I, (employee name), acknowledge receipt of this document.  

Employee Name Date 
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EMPLOYEE OPTIONS 

Please read the following information and indicate your choice, (CHECK ONE BOX 
ONLY), and return the completed form in the enclosed self-addressed envelope no 
later than (date). 

Employee Signature Date 

PLEASE CHECK THE APPROPRIATE BOX TO INDICATE YOUR CHOICE OF ONE 
OF THE OPTIONS BELOW 

___________I wish to transfer with my route/assignment, if eligible, in accordance 
with Article 12.5.C.5.b.l.a. I understand that I will be reassigned to the (name of 
gaining installation), and that I will retain my seniority. Employee Initials 

____________I do not desire to be involuntarily reassigned with my route/assignment
 Employee Initials 
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NRLCA Position 
 
Step 4 Decision 
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Route Transfer Seniority Rank template 
 

 

 
In order to ensure that all rural route data is properly transferred from one office to 
another and the necessary personnel actions are completed in a timely manner; the 
route adjustments must be completed as outlined in the Rural Route Transfer 
Spreadsheet and must be submitted prior to the physical relocation of the rural routes.  
No other paperwork is necessary to be submitted to effect the transfer of rural carriers, 
provided the attached spreadsheet is completed and submitted. 
 
The Rural Route Transfer Spreadsheet should be annotated with the "giving" office and 
route number and the "receiving" office and route number.  The route number to be 
assigned in the new office is determined locally.  The Rural Route Transfer spreadsheet 
should also be annotated with all names of affected rural carriers being relocated, the 
current Designation Activity Code for each rural carrier, and the appropriate change to 
bidding seniority.  
 
The Rural Route Transfer Spreadsheet can also be found on the Rural Delivery 
web page at: http://blue.usps.gov/delret/L4RuralDel_Resources.htm 
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Notice of Potential Reclassification of Position 
 
Date 
 
Postmaster’s Name 
Address 
City, State, ZIP+4 
 
Dear (Name): 
 
Your office has been tentatively selected for the Delivery Unit Optimization (DUO) 
process, and, as a result, the level of your office may be impacted. 
 
If your office is reclassified to a lower level, the reduction in force (RIF) procedures will 
be utilized.  The RIF procedures provide two years of saved grade and indefinite saved 
salary to any employee who receives a RIF demotion.  For further information regarding 
the RIF procedures, you may want to review the information on the Postal Service’s Blue 
page by clicking on “Organization Changes” under the “Employee Resources” category.  
In addition, you will receive additional RIF information in writing within the next few 
weeks. 
 
If you have questions concerning the DUO process, please contact me at (Number). 
 
Sincerely, 
 
 
(POOM Name) 
(Title) 
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ANALYSIS TOOLS 
GUIDE FOR REQUESTING eFMS ACCESS FOR MAPPING PROGRAM 

THROUGH eACCESS 
 

 
Login to eAccess using your ACE ID and Password.  
 
 

 
Enter eFMS into application name block, hit search. 
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Select “eFMS (Formerly FMSWIN) 
 
 
 
 
 

 

Under Setup Information you must select “eFMS User Update”, and select “NO” for any 
additional Read Only Access.  In Dependent Request Setup you must highlight only 
Planning Map Module, then click select button.  
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Select today’s date and type message in Special Instructions.  Your selections should look 
like the above picture when you get to bottom of screen.  Click next to move to 
validation. 
 
 

 
At this point, verify the information is correct and hit “Submit Request”.     
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FACILITIES PLANNING MAP TOOL GUIDE 
 
 

 
 
Start by selecting Inside USPS. 
 

 
 

Select Facilities. 
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Select eFMS. 
 

 
 

Welcome screen for eFMS.  Select Enter Application. 
 

 
 

Login using your ACE ID & ACE Password. 
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eFMS Home screen select Other Modules to open the drop down menu, & then select Map 
Module.  We will begin by conducting a manual search for facilities. 
 
 

 
 
The first part covers a manual analysis of excess facility space & proposed use.  The Map Module 
opens to the National Map, with menu items across the top.  Start by clicking on Data Filters. 
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You can filter down to any Area, City, State, 3-digit ZIP, or single facility ID.  You can request 
leased or owned facilities, & by function or property type. 
 

 
 
Additional filters at the bottom allow you to look for facilities with specific square footage, 
number of carrier routes, or hot real estate markets.   Just remember, the more filters you add, 
the more restrictive the results. Click on Submit to begin search. 
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Search results display facilities as a red dot with black star on the map & listed below. 
 
 

 
 

By selecting details, each icon will appear with the number of the corresponding facility name on 
the list below. 
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Facilities now are identified by number. Green indicates their space survey numbers have been 
validated, & the cross hatch indicates the facility is part of a Node Study. 
 
 

 
 

Before you move on you should clear the filter. 
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After clearing filter, close it & return to the map. 
 

 
 
There are several tools available to refine your search area. The two most popular are the 
Radius Tool & Drive Time tool. However, you need to be sure you have cleared the filter 
before proceeding.  
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The random area works by clicking on specific spots on the map, then double click one of the 
markers to zoom in. To remove the points click on the red circle with the line through it.  
 
 
 
 
 
 
 

 
 
The radius search tool allows you to define the area around a specific facility.  You can enter the 
number of miles & click on the target facility, or use the drag & drop method shown on the next 
slide.  
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You can drag the circle out by holding down the left mouse button on the target facility & drag 
outward.  Once you release the mouse, the radius search begins. 
 
 
 
 
 
 

 
 

Once the search is complete, click on the red crossed circle to remove the radius circle. 
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You are now ready to bring up the facilities you want to save in your study area (Node).  Begin 
by clicking the up arrow beside the facilities you want to include. 
 

 
 

The selected facilities will now move “above the line”.  These will be the facilities saved in your 
Node.  You can deselect any facilities by clicking on the down arrow. This will move them back 
below the line.   
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Select the Save button.  The “Save” screen has several required data inputs.  
 

 
 

You must select a type of Functional Owner. Unless you are a Facilities employee, you will 
select Retail/DUO user.  This will be important when you go back to find your study later.  
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Select the Area for your study & provide a short descriptive node name.  You may want to enter 
some notes in the description block.  Once you have supplied the required information, the save 
button will appear. 
 
 

 
 

Click save & you should see the Node save successful message.  Click OK. 
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At this point, the map only displays the facilities saved in the Node. 
 
 
 
 
 

 
 

You can now begin creating alternatives. Click on the Open button. 
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The Node you just created should be highlighted & defaulted to your Area.  Click on Create 
New Alternative. 
 

 
 

 When the alternative screen comes up, the map is hidden in an effort to show as many facilities 
as possible in the alternatives mode. You can bring the map back by clicking on Show Map at 
top of screen.   
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Each facility & related space, parking & carrier information is shown. By clicking on the light 
green curved arrow to the right of any zone, you can see a pop up screen showing the 
approximate mileage to all other facilities in your Node. 
 

 
 

Click on the facility you wish to move the carrier zone to, & the system will begin the calculation.  
The mapping system compares the first & last stop for each route from its present office to the 
proposed office.   
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Once the system calculates the mileage variance & the time variance, it calculates the cost based 
on standard national rates.   
 
 

 
 

You can move several carrier zones, or just one. Each move will show the amount for that move 
& a total for all moves at the top of the screen. Once you have completed all the moves, you 
should save your work.  You can save up to 15 alternatives within the Node study.  
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You should provide a name that describes this alternative.  All alternatives default to viable 
unless the owner changes them. 
 

 
 
Once you save the alternative, you should receive the save successful message.   
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There is a Wizard button available that will analyze the facilities within your node automatically. 
Based on several business rules, this wizard will look for the optimum moves to place your carrier 
zones in vacant space.  Its primary purpose is to vacate as many facilities as possible, at the 
most efficient cost.   
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Once you click on the Wizard button, the disclaimer notice pops up.  Select the Run Wizard 
button. 
 
 

 
 

Depending on how many facilities are in the study, the Wizard may take several minutes to run.  
The Wizard will not run if there are more than 15 facilities in the alternative. 
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The Wizard found two alternatives; one based on space, one based on cost.  Many times, these 
have the same results due to being the most efficient moves.  Wizard results are suggestions 
based on calculations derived from our business rules.  Each Wizard recommendation should be  
analyzed to determine if the move is viable. 
 

  
 

You can select which alternative to view.  These Wizard alternatives have automatically been 
saved to your study.  
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The results are displayed for each move.  This screenshot shows zone 20601 was moved to 
Brandywine at an estimated cost of $81,159 per year & zone 20603 was moved to La Plata at an 
estimated cost of $166,602 per year for a total estimated annual cost of $232,743.  By doing this, 
the wizard recommended vacating the Waldorf DDC which would make it available to sell. 
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Most carrier relocations have a cost. However, this alternative actually shows a carrier move that 
has an annual savings.  
 
 
 
 

 
 
You have the option of printing the map, or the narrative of the carrier moves.  The print BOV 
request is reserved for Facilities employee’s use.  
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Select Print Map. 
 
 

 
 

Fill in appropriate information, select Print. Follow normal printing procedures. 
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To print narrative of carrier moves, select Narrative & click Print. 
 

 
 

The narrative screen will pop up. Go to bottom of page & select print. Follow normal print 
procedures.  

 53 



 
 

When completed, choose to Return to Node, or begin another search.  
 

 
 

You can start another search by clearing the map, or log off system if finished.  
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District Wizard 
 
The District Wizard automatically generates alternatives within the scope of a given District.  It 
tries to move carrier hosting responsibility – a “zone move” – completely out of as many facilities 
as possible on to other gaining facilities.  The current tool obeys several business constraints, 
including: 
 

 Facilities considered for alternatives must already support existing carriers, even if they 
are only to be considered as gaining facilities as the result of zone moves. 

 Zone moves that would cause the average drive time from the gaining facility to its 
carrier zone start & end points to exceed 20 minutes are prohibited. 

 The gaining facilities from zone moves must have enough excess space to handle the 
increased space requirements brought on by the added carriers. 

 Gaining facilities must also have excess space equal to an additional 12% of the 
combined space requirements for all added carriers from all added zone moves.  This is 
to account for ventilation ducts, columns, stairs, etc.  

 
Each use of the District Wizard generates up to two alternatives. 
 

 One alternative results from a space-based approach.  When the wizard chooses gaining 
facilities, it ranks them according to how much excess space each has.  When it chooses 
losing facilities, it ranks them according to how little space each requires to support its 
existing carriers. 

 The other alternative results from a cost-based approach.  As in the first alternative, the 
wizard will rank gaining facilities according to how much excess space each has.  But 
when choosing losing facilities, the wizard ranks each according to how cheaply outgoing 
zone moves can be executed. 

 
The wizard may take several hours to run, depending on the number of facilities & carriers 
covered by the area.  Within each run the wizard may generate the same alternative with both 
approaches.  In any case, the wizard will report its findings after completing. 
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eFMS Home screen select Other Modules to open the drop down menu, & then select Map 
Module. 
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Map Module opens to the National Map.  Start by selecting the  button. 
 

 
 
Open District Wizard Runs:  Select the applicable Area, District, & Function Owner (DUO 

Users will select will select Retail).  Select the  button.   
 
A District Wizard information window appears (see page 25 for the District Wizard disclaimer 
information) – click Run District Wizard. 
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District Wizard Inputs:  Select the applicable Functional Owner, Area, District, & type in the 
Wizard Run Name (EX: Dallas Wizard JM) – use a name that you will recognize as yours since 

there will be many users.  Select the  button. 
 

 
 
A pop-up window alert appears.  An email notification will be sent to the requestor when the 
District Wizard is complete, usually several hours or the next business day.  Unless you continue 
to work in the maps, you may have to log out of FMS & log back in when you are notified the 

District Wizard has completed. Click . 
 

 
 
Sample email notification. 
 
You can continue to work in the maps, or log out of FMS & log back in when you are notified the 
District Wizard has completed. 
 

 
 

After email notification, return to the Map Module & select District Wizard.  Select the applicable Area & District 
from the Open District Wizard Runs pop-up window.  Two alternatives are available for analysis; cost-based & 

space-based.  Highlight the alternative & select the  button. 
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Map Symbols: 
 

 Blue Dot:  Office to be Vacated 
 Red Dot:  Accepting Office to be Retained 
 Black Arrow: Hover over the arrow between the blue dot & red dot.  The Web number 

will be displayed in the lower right corner of the map  (EX: 0) 
 District Wizard Summary.  Provides a summary of all zone moves & the overall outcome.  

Note: Dallas District contained 63 Web alternatives. 
 
To select a Web number (alternative) from the list, click on the drop-down arrow located to the 
far right of the Web number. 
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Use your mouse to hover over the losing office (EX: Hemphill – Main Office) to highlight the zone 
move information.  Click on the Finance/Sub Loc  number on the map to display the 
facility information box.  To the right of the screen, a pop up box will display other functions 
within the property.  The web results are listed in descending order of greatest savings to most 
costly.    
 

 
 
Continue viewing the remaining Web alternatives by selecting the drop-down arrow located to 
the far right of the Web number. 
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To return to the District Wizard map, utilize the zoom out button located in the upper left corner 
of the map. 
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Small Office Variance 
The Small Office Variance model is available online at http://csv/ 
 
 

Small Office Variance 
(SOV) 

 
To get to the Variance Programs home page you would type http://csv or CSV in the 
Internet Explorer address line. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To access the SOV application you would click on the SOV button. 
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To choose an Area you would select your desired Area by clicking on the radio button 
located next to the area code. After selecting an Area you would click on the Variance 
Select radio button for the SOV programs.  
 
 
 
 

 
 
Once you have selected the correct radio buttons for the Area and SOV, you would click 
the Choose Scope drop down menu to drill down to the next level. 
 
By selecting the Area name, a report can be generated containing all offices by Area or 
District. By selecting the District name, a report will be generated containing all offices 
within the District by MPOO Area. 
 
 
 
 
 
 
 
 
From the drop down menu that appears, you would select the Cluster or Area 
you want to drill down to.  
 
 
 
 
 
 
 

From the drop down menu that appears, you would select the Cluster Area you want to drill 
down to. 
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If you selected a District, a list of MPOOs will appear in the left column.  You would then 
select the desired MPOO and Office.  
 
When you select Ad Hoc Reports, two boxes of date ranges will appear. 
First, in the box on the right, select the most current week available and then in the box 
on the left select the appropriate week to provide a 52 rolling week period.  In this case 
we select WK 8 FY10 to WK 9 FY11. 
 

 
 
 
 
 
 

 
From the SOV Summary page, click on the office name to drill to unit report.  
 
 
 
From the SOV Summary page, click on the name of the office. 
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The Unit Variance page is generated. Left click the mouse and drag over the entire 
page, then copy the selection to paste into the DUO Workbook.  
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Form 150  
 
Form 150 and SWC are available at the URLs, in blue, below the sample form. 
 

 
 
Link to automated Form 150: 
http://blue.usps.gov/humanresources/professionalportal/directreports/staffingandfieldpolicy/operat
ions%20complement%20management/ocm1_tools_ps150.shtml? 
 
Link to SWC Instructions: 
http://blue.usps.gov/humanresources/professionalportal/directreports/staffingandfieldpolicy/operat
ions%20complement%20management/ocm1_tools_swcs.shtml? 
 
 
These worksheets should be evaluated for both the giving and receiving offices, stations, 
and branches where applicable. 
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Delivery Unit Optimization Workbook Summary 
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Delivery Unit Optimization Workbook Summary (continued) 
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