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Chapter 1 CPU Overview

1-1 Introduction

Contract Postal Units (CPUs) have been an historic part of the provision of postal services in the
United States. The purpose of this document - Publication 156, Postal Service Employees
Guide to Contract Postal Units is to provide a ready reference guide for this important
program. It is intended to assist each member of the team that is responsible for implementing
and managing a CPU. This publication guides CPU team members through the complete process
involved in opening and managing a CPU, inclUding justification, package request, solicitation,
and contract award. It also addresses constructing, opening, managing, evaluating, and training
employees of a CPU. Execution of this program will require a funding commitment from the
district manager or other authorizing office. Changes to this publication will make it impractical to
keep it up-to-date in hard copy. Therefore, updates will be made and posted on Blueshare.

f}!'tfL:/~.~.l!I)pl)'.,J)llJ:g~:lQ!:.~,t!?i~?,gQ."!.D".!!~s!'<:P(]C,Ic1!~!fLut:t~:;Pl<. This publication wi II aIso be
available on the Postal Service PolicyNet Web site, http.//blue.usps.govlcpim; click on Pubs.
Please access these pages for the latest updates.

Note: ''''This publication does not establish any legal rights of CPU suppliers. The legal
rights of CPU suppliers and those wishing to become CPU suppliers are provided within
the terms of contracts and solicitations for contracts with the Postal Service."

1-2 Definitions

Term Definition

Contract Postal Unit.

A CPU is a supplier-owned or supplier-leased site operated by the supplier. under contract to the
Postal Service. to provide postal services to the public at postal prices. The contract for a CPU
must be competed, unless a noncompetitive justification is submitted and approved pursuant to
Management Instruction (MI). SP-S2-2007-1, Noncompetitive Purchases (see =.:....,...-'..'..'=1

Community Post Office

A Community Post Office (CPO) is a firm-fixed contract unit that services in
small communities where an Post has
bears its name and ZIP Code. The for a CPO must be a
norlcomo.etitlVe lusl:ificaticln is submitted and to MI SP-S2-2007-1.
Noncorr7DE?titi've Purchases Additional information on CPOs appears in chclptE3r
12.

Minimum-Rate Contract

aIn adeM/c)nCQ,'Onl'oc to theA minimum-rate SUIJplier
minimum rate must the f"II"",·ln"

a. Is the offeror an individual?
Wilt the



(If quesllorls a, b, and c are all "Yes" or questions a, b, and d are 'Yes', this IS a minimum rate
CPU),

The minimum rate that the supplier must be paid is the current federal minimum wage rate, A
minimum-rate firm-fixed pnce contract must be competed unless a IS

submitted and approved pursuant to MI SP-S2-2007-1 ),

Public Service Contract

A public service firm-fixed price contract is based on a supplier's proposal to the Postal Service to
operate a CPU for community convenience or business reasons, Payment under this firm-fixed
price contract may not exceed $100 per year, Public service CPUs may be considered only when
they would serve the best interests of both the customer and the Postal Service, A public service
contract does not have to be competed and a non-competitive justification is not required,

Seasonal Contract

A seasonal firm-fixed price contract is used in areas where the seasons dictate the need for a
CPU, The contract states the hours of operation per the various seasons of the year (I.e" open
during winter months in a ski resort area or open during winter months in a warm weather area),
The supplier is paid an agreed-upon firm-fixed rate, This contract must be competed unless a
noncompetitive justification is submitted and approved pursuant to MI SP-S2-2007-1.
Noncompetitive Purchases (see _',,:,,',::"::,:

Temporary (Emergency) Contract

When a previously established CPU contract is terminated on short notice and the lack of a CPU
creates a hardship on the community. the host Post Office may request that a temporary
(emergency) firm-fixed price contract be awarded. The supplier is paid an agreed-upon firm-fixed
rate, and the contract time period may not exceed 6 months. This contract must be competed
unless a noncompetitive justification is submitted and approved pursuant to MI SP-S2-2007-1,
Noncompetitive Purchases (see ~': ,:=,,::.:/.

Contract Access Retail System (CARS)

A CARS mailing system is provided by the Postal Service to the CPU for weighing, metering, and
calculating postage on mail pieces. Only CPUs under a performance-based percentage payment
contract that do not have Post Office boxes or sell postal money orders will qualify for a CARS
system.

Alternative Contracting Process

Alternative is a the Denver CMC for district
retail This process allows district retail who have been deleq,ate'd the
relevant in writing, by the Denver CMC to issue CPU and award rr'llntr::.r1'c:

under situations outlined in the of contract
contract file is sent to the Denver CMC, which administers the contract.

1-3 {:Jorc:rlnno/ and Offices

1 Travel, Retail, and Temporary Services Category Management Center (Denver CMC)



1-32 St. louis Accounting Service Center

The St. Louis SerVice Center (ASC) is responsible for n:::>\im,ont of all CPU contracts

1-3.3 The CPU Team

The CPU team is made up of the following people

a. CPU coordinator (usually a retail specialist).
b. Contracting Officer (CO) at the Denver CMC.
c. Architect/Engineer (AlE). (The AlE may provide limited support through the Facility

Service Office (FSO) if necessary,)
d. Contracting Officer Representative (COR).
e. All of these individuals have a role to play and must work together to ensure that the

CPU will be established correctly and opened in a timely manner.

1-4 Contract Types and Terms

There are several different types of CPUs. There are two types of contracts for CPUs:
performance-based percentage payment (PB) and firm-fixed price (FF), See (below)
for information on these contracts.

For the full text of these contract documents, see \",".\\:':0\.'.,\.," "CARS Performance-Based
Percentage Payment CPU Solicitation/Award Document"; "Performance-Based
Percentage Payment CPU Solicitation/Award Document"; and "Firm-Fixed Price CPU
Solicitation/Award Document."

Exhibit 1.4 Types of Contracts for CPUs

:>U~}>J"'t:I is a
n<:>I-rpnt;,n<:> of the revenue
that it receives from the
sale of
and CP,-'lIt-PC

revenue
expected to be less than
$100,000 per year. A
Headquarters - Retail Access
Channel-approved deviation
is required for all firm-fixed

contracts. of r
minimum-rate.

or



sales

contract is for an
indefinite term and subject
to termination by either
party with 120 days'
written notice (unless the
contract is terminated with a 1
days written notice to protect
the Postal Service's interest.

contract is for an
indefinite term and is
subject to termination by
either party with 120 days'
written notice (unless the
contract is terminated with a 1
days written notice to protect
the Postal Service's interest.

All contract payments are
made using electronic
funds transfer

Brand Identity Requirement

Term
Contract

1-5 Competition

1-5.1 Overview

Generally, the competitive purchasing method should be used to obtain CPU contracts in the
most desirable locations. However, in some cases, the business and competitive objectives of the
Postal Service will best be met by awarding CPU contract(s) using the noncompetitive purchase
method. This is especially true under these conditions:

a. The Postal Service has established business relationships with retailers that already
have a history of superior performance because they are operating successful CPUs
in some of their other retail locations.

b. The proposed CPU is the only supplier capable of providing or willing to provide the
service needed. If the CPU purchase team decides to use the noncompetitive
purchasing method, the rationale for the decision must be documented in a business
case and submitted for approval in accordance with MI SP-S2-2007-1,
Noncompetitive Purchases The approval must be included in the
contract file. See chapter 6 for a thorough discussion of competitive and
nOl1CCJmoeltltl\le purchasing.

1-5.2 Authority

President of Retail at and Vice of Area the
has the to approve the establishment of CPUs based on demonstrated need

and value to the consumer and the Postal Service.

Retail Service Agreements



allowed to pursue relationships with this type of company without approval from Headquarters In
these situations Headquarters wlil provide assistance to the area or district when meeting with the

orCIVICle a broad overview of the program, and ascertain the interest In
ho,~r.rY\ln,,, a CPU If interest is indicated and a need exists for CPUs in locations
no,::rated by the national or chain, then local Postal Service authorities will the
solicitatIon process of CPUs will be based on need and value to the customer
and the Postal ServIce,

1-5.4 Requisition Approval

District managers and district managers only, have the authority to approve requisitions for CPUs,
This authority may not be delegated below the district manager level.

1-5.5 Contract Award

Only designated contracting officers who possess a certificate of appointment may award CPU
contracts,

1-5,6 Restrictions and Special Considerations

1-5,6,1 Location

The CPU must not be located in, or directly connected to, a room where intoxicating beverages
are sold for consumption on the premises,

1-5,6.2 Contracts with Postal Service Employees

CPU contracts may not be awarded to Postal Service employees or members of their immediate
families, Contracts may be awarded to retired or former Postal Service employees or their family
members, subject to restrictions on post-employment activities of Postal Service employees as
imposed by law,

1-5,7 Post Office Box Service

A CPU should not Post Office box service, Pr!,\/i,rllt1,(1

makes a commitment the the aV;3l!clbIllltv
have an adverse effect of reliJCcHIrlq

1-5,8 Non-postal Services

""""I"r'", at a CPU location

and services, The JU~JIJ"';:"

nrp,ml'~"'<: in which the CPU IS lo(:att~d,

nH'l\I!fIP the ff'\tlf'\\AllnIT



c. Any products or services that the contracting officer determines are similar to, or
competitive with. delivery and parcel services offered by the Postal Service.

Fax service and copy service are examples of products that are not similar to. or competitive with,
those of the Postal Service.

1-6 Access for Persons with Disabilities

Ensure that all Post Offices, including CPUs, are readily accessible to all unless the facility cannot
reasonably be configured. Whenever possible, suppliers under consideration for a CPU contract
award should already be in a location accessible to the disabled or in a location that will be made
accessible as a condition of contract award.

If a CPU contract is contemplated with a supplier whose location is not accessible, the contracting
officer must document the contract file to describe the attempts made to find suppliers with
accessible locations.



Chapter 2 Determining the Need for a CPU

2-1 1 Benefits for Customers

A CPU provides customers with the following benefits

be the

a. Expanded access to postal products and services, at Postal Service prices
b. Convenient locations.
c. Extended hours (weekends and evenings)

2-12 Benefits for Suppliers

A CPU provides suppliers with the following benefits:

a, Customer traffic to generate additional sales,
b, Additional revenue source.
c, Customer awareness of CPU locations,
d. Competitive advantage,

2-1,3 Benefits for the U.S. Postal Service

A CPU provides the Postal Service with the following benefits:

a. Cost-effective process for providing postal products and services.
b, Reduction in walt time for Customers.
c, Increase in customer satisfaction,
d, Increase in Postal Service presence Ifl high-growth retail locations,

2-2 Conditions for Hequi9sftnq a CPU

the fnllnLVinn rnl~ri,hnf1"

a





Chapter 3 Verifying the Need for a CPU

CPU fY1iVd,n;;,tnr

i~n(,niln;::,t{Vbudd the case

The host Post Office must provide the CPU coordinator with a completed CPU Needs Analysis
form ).

Consideratton must be given to the retail conditions at the host Post Office or targeted station or
branch on the following issues

a. Insufficient hours.
b. InsuffiCient area coverage.
c Low customer satisfaction.

Provide information on the following criteria to document the need for a CPU:

a. Demographic and geographic characteristics of the proposed area.
b. Projected growth within the proposed area.
c. Date and results of last Window Operation Survey (WOS).
d. Review of retail operations.
e. Consumer feedback.
f. Competition: actual and projected.
g. Increased benefit to the Postal Service if a CPU was established relating to service

and cost-effectiveness.
h. Impact on existing/nearby classified offices including transportation/collection route.
I! Proposed days and hours of operation (should exceed Post Office hours). Two other

tools for accessing needs are retad mapping and the wait time inline report.

3-3 Retail Mappmg/ROAM

the Retail (1rlllrr"7;~lir\r'1

that the CPUs are located In the
COG,",",.,." to





Exhibit 3.1 CPU Needs Analysis Form

CPU NEEDS ANAL YSIS

unit the host post office must orCIVioe written
the need for establishment of a CPU

1 the local retail conditions at your Discuss any contributing factors that
the retail environment walt times. insufficient liours. and insufficient area rn\JPI';~np

2. Use a map to describe the demographic and geographic characteristics of the proposed area.

3. Use a map to Indicate the projected growth withlrl the proposed area

~. When was the last Window Operations Survey (WOS) performed? Did the results indicate a
need for additional staffing?

5. Has there been any feedback from consumers that suggests expansion of retail services within
the proposed area is needed?

6. Have other alternative retail channels been considered to meet current service needs? (I.e., if
recommended an alternative, why; if not recommended an alternative, why not?)
Alternative A: Stamps on Consignment
Alternative B: Stamps On Line
Alternative C: Other (Mobile Van, etc.)

7, If a CPU is not established, will the competition establish a foothold? Is there competition
currently positioned in the area?

8. Describe the increased benefit that would be realized, including service, cost-effectiveness,
and other impacts, if a CPU were established.

9, What would be the impact on existing/nearby classified offices (ie, transportation/collection
route, etc)?

10 Are there any Identified businesses in the proposed area that may be interested in a
CPU? If name of address, number. and contact of sUitable

''''''~P,~",~·", would be and station rnl~\J")n,,:>n{'p



Exhibit 3.2 Retail Mapping

I



Exhibit 3.3 Demographic and Income Profile
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Chapter 4 Design the CPU

CPU Design and Construction Requirements (D&CR)

4-1

is to present a "hr'CH"1dod In a
associated with the Postal Service ThiS rh"nl':>r discusses the
the Posta! Service term for branded used in CPUs

retail location that can be
"n:.n""nlc: for abuillj-out'

4-2 PUrpC)SE'S of the CPU D&CR Attachment AttaclJrrJienf 5)

The following are purposes of the Design and Construction ReqUirements
(D&CR) Attachment (Attachment 5)

a. Assure the finished CPU build-out is functional and presents a uniform Image to the
public.

b. Define what equipment and supplies are needed for build-out.
c. Establish responsibilities.
d. Assure that it is inc/uded in the sOlicitation.

See also "Attachment 5: CPU Design and Construction Requirements."

4-3 D&CR Attachments

4-3.1 Overview

The D&CR Attachment contains three parts:

a. Part A Responsibility Schedule (see section 4-3.2).
b. Part B - Signage Requirements (see section 4-3.3).
c. Part C - Build-Out Requirements (see section 4-3.4).

4-3.2 Part A - Responsibility Schedule

Part A



Part B - Signage Requirements

Part B

Retail ACi:;e~;sa deviation to omit it has been "n,.-,rr";QI'

rY1~linlrJ:l,,'\in<1 a Uniform Postal Service CPU
"Transworld lists the tnlln\.,"n,,'

a Part B IS m;::,nrl"'!'"lrv

Channels at Headquar
b. CPU "'''''''<10

c. The Sorln",,(1':>

1) Postal Service sign type (mtenor or exterior, illuminated or not).
2) Sign size.
3) Order number.
4) Quantity.
5) Lamps.
6) Shippmg weight and shipping size.

d. Normally, the Postal Service provides signs and the supplier installs and maintains
them.

e. The supplier is responsible for obtaining building permits/approvals.
f. The Signage Requirements sheet lists all available CPU signs.
g. Only the "Quantity" column needs to be completed.
h. The Signage Requirements sheet is not an order form.
i. Signage is not ordered until a contract is awarded and approvals are obtained.

Ordering signage is covered in Chapter 8 of this pUblication (Also see
'Signage Order Form General Information").

The Signage Requirements sheet is included in the solicitation.

4-3.4 Part C - Build-Out Requirements

Listed below are important aspects of Part C:

a. Part C is mandatory unless a deviation to omit it has been approved by Retail Access
Channels at Headquarters. (For an overview of build-out requirements, see Part C in

b. and build-out.

1)

4·4 KPa"{lflS



a Postal '-;DnnrD,_r1'-r1\iui,,>!i ororm\i'De r;r,)\M'r1('IC

b A consistent Postal ,-<""'\!I!"'"

c The IS to have the CPU look like the orclto1tvDe
d, Determine whether a one-counter or two-counter IS needed
e. The space constraints can Impact design.
f. Materials and finishes need to with Postal Service standards If this IS new

construction 'Standard Finishes and Materials Schedule')
g. Typically, the Postal Service provides all of the slgnage, cabinetry, and workstation(s)

to the supplier to attain the desired result.

4-6 The Finished Product

Listed below are important aspects of the finished product:

a. Do not get involved with the "means or methods,"
b, The supplier is responsible for attaining the required finished result.
c, The supplier must accomplish the work in compliance with applicable codes

4-7 Design Requirements

Listed below are important aspects of the design requirements:

a, There is no mandatory requirement for professional design services.
b The supplier is responsible for:

1) Determining whether a permit is required.
2) Obtaining all permits found to be required.
3) Retaining professional ser/ices if needed to obtain permits.

The Postal Service does not review the design for code compliance The Postal Service does
review the design for layout, finishes. materials, and signage for compliance with the contract
Ie, the Postal Service looks to see If the result will appear like one of the Drc)totV(le drenA/inn'"



1)

4-9

listed below are 1f11lnr"T"" aspieC1:S of Postal Service assistance

a. The supplier IS for deSign Pre-
AcceiPtalnce Inspection Checklist'')

b It IS Important to provide design assistance from the Facilities Service Office If
required

c. The Postal Service accumulates expenence over a large number of CPUs.
d. The Postal Service can assist the supplier by dOing the following

1) Recommending the appropriate prototype.
2) Suggesting locations for the CPU within the store.
3) Giving an orientation of the CPU at the suggested location(s).

Assuring the type and location of signage is most effective.
Suggesting a path to collect mail from the CPU.
Evaluating truck access and handicapped parking.

f:oor, ceiling, or lighting is unacceptable, notify the supplier.

4-10 DeSign Assistance vs. Design Responsibility

Listed below are important aspects of design assistance vs. design responsibility:
a. Maintain supplier design responsibility.
b. In practice, the design is usually simple. Most facilities can readily adapt a prototype drawing.
c. Further clarification on all construction and responsibility issues is in the D&CR.



Exhibit 4.1 CPU Design and Construction Requirements

CPU Design and Construction Requirements
Attachment 5

Table of Contents

SUMMARY - OVERVIEW OF ATTACHMENT 5

Part A - Responsibility Schedule
Rp'Sn()n~::;lhilltv Schedule, Order int,>rn'1;~tlnn

Part B - Signage Requirements
Signage Requirements Sheet
Drawings of USPS CPU Standard Signage

Part C Build-out Requirements

Cost Data

• Design Requirements
Postal Branding and the USPS Plan Prototype Drawings
Construction Documents
Supplier Submission of Design Documents

Case I Submission Full Compliance
Case II Submission - Substantial Compliance
Case III Submission .- Deviation Required
Case I, II, III - Mandatory Submission Requirements

Standard Finishes and Materials Schedule
CPU Workstation - Dimensional Information
CPU Casework - Dimensional Information

• Construction Requirements
General
Generic Scope of Work

• Supplier Pre-Acceptance Inspection Checklist
Checklist

• Selected Plan Prototype Drawing



•

CPU Design and Construction Requirements (D&CR)
·Attachment 5-

Summary - Overview of Attachment 5

Tile CPU O&CR
functional and that it a Postal

eaUI()m,:lnt and wlil be needed for the CPU build-out. and
or the Supplter) is for and/or n1c,in'Cl,,-,inn

consists of three parts as described below

Part A Responsibility Schedule
• Part A is always a mandatory part of Attachment 5
• EqUipment" includes malimg system, office equipment. furniture and casework, interior

and extenor signage, and office supplies.
• The Responsibility Schedule:

Provides a brief deSCription of eqUipment, where to order from and approximate
cost.
Quantities of equipment
USPS ordering information - PSIN Numbers

o Party responsible for providing the equipment
Party responsible for installing the equipment

o Party responsIble for maintaining the equipment

Part B - Signage Requirements
• Part B is a mandatory part of Attachment 5 unless new CPU signage is not required (ie.,

existing CPU signs are present at the site), or a deviation has been approved to omit
signage.

• CPU signage is an important aspect of CPU Design Standards and compliance with the
recommended and mandatory signage identified herein should be strictly followed to
reflect a uniform USPS CPU image.

• The "Signage Requirements" sheet lists the USPS sign type (interior or exterior,
illuminated or not), sign size, order number, sign quantity, shipping weight and shipping
sIze.

• The "Responsibility Schedule" in Part A establishes who is responsible for providing,
installing, and maintaining the signage. In the great majority of cases, the USPS will
provide the signage and the Supplier will install and maintain the signage.

• As reflected in the Responsibility Schedule, the Supplier is always responsible for
obtaining building permits and all other permits and approvals that are required for
nl;4Ir:Amf~nt of exterior and window CPU ~Jn,n:::ln",

rollOiN/riQ the Sheet are rl""M"n,.."c: of all available Standard USPS
the ic:>r,dlf,rd

Part C - Build-Out Requirements
.nrnn,,!!rn With the BUild-Out

Design Requirements

•



•

•

•

•

•

Circulation.

for
nrrtlnrlA for not less than 6' clear net floor width

In front of the CPU counter and mati

Construction Requirements
• A genenc scope of work for bUild-out of the CPU IS provided for Supplier reference

Supplier Pre-Acceptance Inspection Checklist
• When the build-out IS complete, the contract requires the Supplier to obtain approval of

the build-out from the USPS (usually the District Retail Specialist or Architect-Engineer"
required) before the USPS will proceed with training and allow the CPU to open

• It is In the best interest of the Supplier to verify all work is complete before calling for
USPS inspection, since disapproval would require a subsequent inspection which may
result in a delay in opening.

• The Supplier must complete and submit the Pre-Inspection Checklist to the USPS when
calling for final inspection. The list is intended to help the Supplier make sure the build­
out will be acceptable to the USPS on the first inspection.

The Latest Version of Attachment- A, Equipment Description and Price List, is available on
BlueShare,



Exhibit 4.3 Signage Requirements

S'gn S,ze (Apprx)

ot the followmg four extenor s"Jns

Order No Quantity lamps
Un,t Cost
02;1/08 Ship Wt

Sh,pplng
S,ze

2

J



Exhibit 4,4 Signage Order Form - General Information

or

PO 80x
Renfrew,
888-830-8030
Fax 613-432-8578

2 The General Information Form must be filled out before a
the direct vendor. Signage Order Form - General Information

order IS with

Number (If apiJIIc.abl,ei Number



Exhibit 4.6 CPU Construction Requirements

CPU Design and Construction Requirements (D&CR)
-Attachment 5-

Part C - CPU Build-Out Requirements

Design Requirements

, Postal Branding and the CPU Design
• USing a USPS Plan Prototype Drawing in conjunction with the 'CPU Schedule of

Standard Finishes and ~Aaterials" Will attain a high level of USPS Postal Branding
which provides the most benefit to the CPU Supplier, the Customer and the Postal
Service.

• Experience has shown that customer draw, loyalty, and long term success of the
CPU is highly dependent upon maintaining the Postal Branding accomplished by
adhering to the Plan Prototype Drawing and Finistles.

• Ideally, the finished CPU will appear Identical to one of the USPS Plan Prototype
Drawings.

•
•

•

, Construction Documents
• The Responsibility Schedule in Part A of this Attachment identifies the CPU Supplier

as the party responsible for preparing construction documents for the CPU.
• Construction Documents consist of the drawings and specifications needed to obtain

USPS approval of the proposed CPU, and to the extent required, permit, bid, and
construct the CPU build-out.

• Many factors, such as variations in focal building codes, type and size of facility the
CPU is to be constructed in, and the extent of building modifications necessary to
accommodate the CPU, will determine whether a building permit is required. It is the
CPU Supplier's responsibility to determine if any permits are reqUIred, and obtaining
such permits when needed.

• If permits are required, some jurisdictions require detailed plans and specifications to
be prepared by a professional architect or engineer in order to apply for a permit, It is
the Suppliers responsibility to take whatever action(s) are necessary to obtain the
permit, which may include retaining profeSSional design services

• Independent of the need for preparing drawings and specifications for a permit, the
IS to prepare and submit drawings and speCifications to the USPS

to show with the USPS CPU identified herein.
• The and the USPS are much ",,,1,,,1,,,,

detailed than what



•

Supplier Submission of Design Documents
• Case I Submission· Full Compliance

In this case, the has space and a to build-out the
CPU 10 full with a Plan Drawing
The Supplier can simply 'submit' back to the USPS a copy of the Plan Prototype
Drawing and FInish and Matenal Schedule he proposes to build-out
Submit the Items common to all cases identified following the Case III
reqUirements,

• Case II Submission - Substantial Compliance
• In this case, the Supplier has adequate space and a facility layout to build-out the

CPU so closely matched to a Plan Prototype Drawing that any proposed
deviation would not be perceptible from a customer's perspective,
The Supplier can submit back to the USPS a copy of the Plan Prototype Drawing
and Finish and Material Schedule he proposes to build-out with any deviations
clearly identified,
Examples of minor deviations would be changes in dimensions by several inches
due to available space or configuration constraints, mirror images of Plan
Prototype Drawings, reducing the width of the handicap counter by several
inches due to overall width constraints, or any deviation that would not
substantially alter functionality of the CPU and would appear visually the same as
a Plan Prototype Drawing from the customers prospective,
Submit the items common to all cases identified following the Case III
requirements.

• Case III Submission - Deviation Required
In this case, the Supplier has the greatest burden of proof to demonstrate to the
USPS that significant deviation from the Plan Prototype Drawing is warranted
due to available space, building layout, or other significant material
characteristics of the space,
The Supplier must prepare and submit plans and speCifications to Include a
dimenSioned floor plan and elevations With the same level of detail and
rnlmn,lpt'::>r1I:1<:::<: as that shown on the USPS Plan which

not to



"h,,,,,,,;:> 0 f

• Case I, Case II., or Case III Mandatory Submission Requirements
whether Case!. 1I or Case III, the submisSion to

the USPS for must Include the fnil'nIAifn,,,.

An overall line entrances exits overall
dimenSIons, and the dimenSIoned CPU location and orientation vVlthm the
space
Location of broadband connection or hub,
A statement advising the USPS that the bUIld-out will be performed In

accordance with applicable building codes,
A statement adVISing the proposed space for the CPU is free of asbestos and
lead based paint.
A sketch showing proposed exterior and/or window signage when signage IS

shown to be provided by the USPS in the ResponSIbility Schedule In Part A
of this attachment.
A statement adviSing the USPS the Supplier has obtained all necessary
approvals and permits for installation of the CPU signage,
A proposed schedule for the bUild-out once a notice to proceed is provided
by the Postal Service,



ITEM

STANDARD FINISHES AND MATERIALS SCHEDULE

DESIGNATION MANUFACTURER PATTERN/COLOR



Construction Requirements

General

• The USPS does not ;'I1,H"'''''''
:>rrywnnl,cr,oc the work

• Whether the uses buliders or the bulid-out
the use of tn-house staff a combinallon the build-out must

rn'Y'lnh/ with bulidmg codes and be performed a standard of care
conSistent with common construction practice.

• The followmg Genenc Scope of Work is provided as a guide to the to
!ll",·nflT\1 many of the tasks that need to be performed, as well as some
detailed information about the bUild-out not available elsewhere.

•

•

•

•

Generic Scope of Work
• The Contract Postal Unit shall be constructed in compliance with applicable

codes to attain a completed layout and appearance using the materials and finishes
shown in the Supplier prepared, USPS approved CPU Design Documents and the
solicitation.

• Furnish all labor, materials, and equipment necessary to complete the work that is
not explicitly provided, installed or maintained by the USPS in the Responsibility
Schedule in Part A of this attachment.

• All work shall be performed using the best work practices of the industry.
• All work areas shall be kept clean of debris on a daily basis,
• Obtain and pay for all necessary insurance permits, licenses, and approvals required,
• Perform all required alterations including but not limited to, the construction,

assembly and installation of all walls, floors, ceilings, fixtures, equipment, furnishings,
millwork cabinetry, signage, finishes, materials, mechanical and electrical work
required.

• All work shall be completed in a timely and efficient manner.
• Work shall include receiving, storing, unpacking, assembly, and installation of USPS

provided and Supplier installed material, equipment, and signage, identified in the
Responsibility Schedule in Part A of this attachment.

• Legally dispose of (off site) all construction debris, packaging, and crates.
• Install ail Intenor and exterior CPU signage shown to be Supplier installed in the

RASO()nC;lbllitv Schedule, all related electrical work necessary to power



Note: Current Standard Finishes and CPU Sign Elements can be viewed on BlueShare:

Exhibit 49 Supplier Pre-Acceptance Inspection Checklist

Supplier Pre-Acceptance Inspection Checklist

The shall this checklist and submit It to the USPS prior to
for a USPS final build-out acceptance Inspection.

No. I Description I Yes
!

No I N/A
I I

1 I CPU area IS clean and ready for Inspection.

2 location and orientation of CPU build-out Within facility complies with USPS
approved design.

3 Plan dimension of CPU complies with USPS approved design.

4 CPU counters are properly Installed with clean straight alignment.

5 Slat wallis Irlstalled as shown on the USPS approved design.

6 Slat wall is correct color, finish, size, has proper alignment.

7 Slat wall has finish strips around edges as required. I
,

8 Sack Racks are Irlstalled as shown In USPS ",""." v ,c;udesign
j

9 Sa :k d have It: !! and fidllyl l-JIUfJe: 'I

10 Le d 1",,"'Ie:u ~Jf UIJt:1 Iy 1d !! ,lot heigh of 3Sf

11 it iJ7-C 1 "1s,a 'led ;iilril.:lri~ d
I

I

12 MAil )1 )7·/\ l-JI ulJe I IV '1')' le(j lette :j
I

,

I

13 c\ .ld :;hl?, "";1" .t:" Pia IT,D l! I,U' "0;1p Ul-it:r:y
i



I cJesiqn.
"~"

f··
14 CPU '/vail :'n ,,'tin, Ily UJII !Plt'tt'. pi upt: If pi upt: 'f t' i:>1 feulfJpecli "

In '."iii Ipi," IUt' With

15 n f, :all lter line around CPU) appears ,!I\
. I

'oVI IfJ:GlG fJ \JfJG!:f finished, and ,n ~~ 'r' 'u: lUI:: with

jrf,16 appear to have correct are fJl la: InC1Illleu
appearance, and compliant with the deSign,

17 The 3-0' by 1'8" USPS '-:ec.,angular Sintra (sigl J2-C 1) is 1I

compliance with the design (normally on dropped fascia wall, centered on
CPU)

18 N/A

19 Electrical outlets are present as required for CPU equipment.

20 Door locks and hardware are complete and functional.

21 Safe is present as required,

22 Ceiling is complete, clean, properly aligned, professional in appearance,
! proper color, and compliant with the design,

23 lighting is complete, compliant with the deSign, and provides at least 80 foot-
candles to the CPU counter-top surfaces.

:1 fl jf tril ~ and UUI 'fJlta,: l th de24 Floor UVI IfJlt'll:: .~

25 USPS /llu lated '1VlI !UUW .0282 038-2 pi t:i:>1:: Ii v' UfJG ! f

jpPU! leu puwel eu pI '~Ul' :p:'::l':: i
:CHCU at II

26 USPS E fJIUfJt:IIY In(\;!\tpd ~,-.~: _h ~ "PfJt:dl i:>Signage fJ' c;::>c;

L In. "'!if

27 I [) "., VI :1fJ: :ii J j48·2 p,,":;,t:ii, ,Pel fJ,jfJG :f ,- ,'I,,, 'I' 'uuw

I







Chapter 5 Identifying Prospective CPU Suppliers

5-21 Letter of Interest

This IS a letter from the postmaster delivered to retailers In a targeted area 'A
Post Office In Your The letter explains to the retailer the cnteria necessary to become a
prospective CPU supplier.

5-23 Newspaper Advertisements

Another way of creating interest In the business community is by placing an ad in the local paper.
The ad should provide basic information regarding the nature of a CPU and the geographic area
being targeted.

5-2.4 Community Interest News Articles

The CPU coordinator can ask the Customer Relations Coordinator (CRC) and/or the postmaster
for assistance in contacting the local newspaper to write a community interest story (see

"Community Interest News Story") The reporter could interview the CPU coordinator and/or
the postmaster for background information regarding the need for alternate retail access. To add
interest to the story, photos could be taken of other CPUs (with build-outs) Often these articles
generate sufficient interest to enable a CPU supplier presentation to be scheduled.

5-25 Chamber of Commerce

Many local businesses are members of the chamber of commerce
aware of and and would be a ",-,1'0,,11,,1

Community Associations



1 "Cold Calls"

the oertornlanCe~bclsE,d

of Publication 296, CPU Brochure available as wei! as
::lUliJV" e;, nr"'",,,nr::lr,n,n matenals as the exhibits for Chapter (For and nrr;(:)r,nn

Inforrnatlon for Publications 296 see the CPAC Web page located at

5-3 Revlewmg Responses and Scheduling A1eetmgs

The COR will contact the CPU coordinator after responses have been received to schedule a
supplier presentation (for either a competitive or non-competitive contract), It is recommended
that the presentation be held at the local Post Office. Postal Service attendees should be the
COR, CPU coordinator, and architect/engineer (AlE), if available.

The benefits of bringing all potential suppliers together in one meeting include:

a. All attendees hear consistent information and have the opportunity to ask questions.
b. All interested parties are in attendance and competition for the contract may be

generated.
c. A single meeting saves time and travel.

5-4 Requirements for the Supplier Presentation

Prior to the presentation, the COR has discussed estimated revenue, based on the Revenue
Forecast Model, the preferred area of interest. and has distributed the supplier's estimated cost
worksheet With this knowledge In mmd, the presentation can begin.

You must be thoroughly knowledgeable on the performance-based contract requirements,
all attachments . CARS Performance-Based Payment CPU

SolicltationlAward



5-6 Share

Provlcle a sample of a blank solicitation so attendees are not overwhelmed at the size of the

5-7 How to Conduct the Supplier Presentation

5-7. 1 Introduction and Overview

Allow about 1-112 to 2 hours for the presentation (for either a competitive or noncompetitive
contract). Introduce the Postal Service representatives and thank all the potential suppliers for
taking the time to attend. Distribute a copy of the source list and ask attendees to complete the
requested information and return it to the CPU coordinator. (Source listing will be included as part
of the CPU request package). Encourage attendees to ask questions.

5-7.2 Presenting Supplier Materials

These materials are essential to a successful presentation because they cover the most critical
parts of the contract requirements.

5-7.21 CPU Request Package

The CPU request package is used as a training tool to explain the CPU solicitation process
to the potential CPU suppliers.

1 1 Page 1



tt'lt3t the prc)pc)scli-s,pe,citlc

COR or CPU coordinator wlil indicate 'Alhptt,Pr the evaluation factors, wilen rn'~lhlrlt:>d

considered more less or as as the

5-7212 Page 2

Source List This IS used as a sign-In sheet at the supplier presentation.

5-7.2.1,3 Page 3

Evaluation Committee Members

(lre

CPU Coordinator enters the names, addresses, email address, and telephone numbers of the 3
committee members.

5-7.2.1.4 Page 4 - Attachment 1 - Requirements

a, Enter the COR information under Number 1, Description
b, Explain the Design and Construction Requirements (Attachment 5).
c, Explain the general boundary and map for the area being consickred.
d, Indicate the days and hours of service (recommend extended hours).
e. Recommend the services to be provided (both mandatory and optional)

5-7.2,1,4 Page 5 7 Part A Responsibility Schedule

CPU Supplier Business Proposal and Information (Attachment 2)



CPU Surety Bond (Attachment 3)

Note: A bond not a performance·!lClsed ,·"n!!r~,··tc with CARS CPU nnne,k'",c

cannot until the bond Iirp'r11.=>nt IS met. The bond must all stamp stock,
accountabJes. and the value of on the meter. A bond waiver will not be In lieu
of a bond. the may an Irrevocable Jetter of credit a bank or credit union or
a of assets

5-724 Compensation (Attachment 4)

Attachment 4 (see 'Attachment 4- Compensation") indicates the performance
payment percentages the supplier will request based on the sale of postal products and services.
For any stamp sold in excess of current First-Class Mall postage (such as semi-postal issues ­
ie, stamps that are sold to generate funds for charitable endeavors), only the amount valid for
postage can be considered toward the performance payment. The intent of the performance­
based CPU contract is not to allow the CPU supplier to use the CPU as a mailing agency or as a
mailing services provider in order to inflate postal revenue, The COR or CPU coordinator will
ensure compliance by the CPU supplier. Individual stamp transactions greater than $100000 are
prohibited, and such requests must be referred to the host Post Office or to the COR CPU
suppliers can purchase stamps for their own use and use the CPU to mail their own mail in what
is considered to be a reasonable and customary amount. However, the sale of stamps to another
retailer or individual whose sole purpose would be the resale of those stamps is prohibited, The
CPU supplier cannot use the CPU to function as a mail or letter shop, Bulk mailings are
prohibited,

5-72.5 CPU Design & Construction Requirements (Attachment 5)

Discuss design criteria and build-out and the potential suppliers' responsibilities (see
'Attachment 5 CPU Design and Construction Requirements"). Explain what equipment and
signage is provIded by the Postal Service, The CPU supplier is responSible for the cost of the
build-out including signage installation, Depending on complexity of the build-out the average
cost is $8000 to $10,000 dollars Exterior signage examples are provided and must meet
landlord and local or county codes and ordinances to hp,"urlr1lr'r1 ()npr"t/()ni<:

Compensation and Supplier Costs



Conclude Supplier Presentation

lUE3StiO!'iS and



Exhibit 5,1 A Post Office in Your Store?

Iii1 UNfTEDSTIJTES
POSTIJL SEfNlCE

A Post Office in Your Store?

As a member of the bUSiness of a Incorne
The US Postal Service IS to form a with a retailer that is

Interested in Postal and services to the community. This will
Increase your market share. help Increase your traffic, and prOVide added value for your
customers, Cntena for partnership Include:

..J Approxlrnately 10' x 15' square feet available Within your business
..J Business cannot offer private mailbox service or competitive products and services
..J Handicap accessibility parking and ramp access nearby is required,

We are looking for interested businesses within the following preferred area

NORTH
SOUTH
EAST:
WEST:

The more Postal products and services you sell, the more you earn through our percentage­
based compensation plan, Contract Postal Unit suppliers tell us that many customers, who come
into their business to purchase stamps and mail packages, often purchase other items offered in
their stores. You will benefit from increased business sales and new business customers

If you are interested in this opportunity, please return this form to the address shown below no
later than ~~L- '

POSTMASTER

Yes, I would like more information on this exciting venture, ,



Exhibit 5,2 Community Interest News Story

the
and
to

have an who
was here before with four
years of experience,"
Jackemeyer said. He said
the service could be
difficult for those
businesses who don't
have enough customers to
justify a full-time postal
employee. He said it
would be a difficult,
juggling act, working the
register and serving
customers at the regular
store and overseeing the
in-house post office,
unless the store was quite
slow.
"It's not for everybody,
believe me. It is a huge
undertaking to become a
contract post office," he
said. "You have to know
the postal rules. We're the
biggest contract post office
In the area, so we can
devote a full-time person
to that job."

Herrilko said that In
most locations the
business owner earns

from the
to pay for a

errlQl()VEle to

them another
office location

Hernlko said the post
office tries to offer the best
customer serVice, but It'S
difficult in a city such as
Naples that IS the second­
fastest growing city In the
country on a percentage
basis.
She said the businesses
also have to have at least
a 1O-foot-by-15-foot area.
and they cannot offer
private mailbox services or
competitive products to the
US. Postal Service.

The businesses who
participate also have to be
handicapped-accessible,
with handicapped parking
spaces,

She said the post
office trains whoever is
going to be handling the
business at the stores.

Woody Jackemeyer,
who operates a contract
postal unit out of his
shipping and mailing
business in the Neapolitan
Shopping Center in Naples
said the office

U,S. Postal Service
seeks locations for
contract units

Ttle US Postal
""'\1"'0 IS C;P".I111'

bUSiness owners to
allow their stores to be
used as satellite
offices In the Naples. area

One of the Naples
busiest 'contract postal
unit" locations at Qwik
Pack & Ship off Radio
Road in the Berkshire
Commons Shopping
Center recently closed

The Postal Service is
looking for other
businesses to help make
up for the loss of service.
And it wants new locations
to keep up with growth.

Postal officials said
business owners who
agree to allow their stores
to be used as contract
postal units benefit in
several ways: They get
paid for offering the postal
services and products; and
the service draws more
customers into their
stores.

Mary Ann Knight, a
retail operations specialist
for the US. Postal Service
said business owners are

a negotiated fee that
based on the
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SOURCE LIST: (It is important to include the entire ZIP+4 below)

Date of Sales Call:

o

o

o

AiF!DriOne ~Jumber

Email Address

2.
nrnn::lr~v Name

Attn

PO Box/Street Address

Date of Sales Call:

o Minority Owned

o Woman Owned

o Small Busmess
City/State/Zip+4

Telephone Number

Email Address

3.
Company Name

Attn:

P a Box/Street Address

Date of Sales Call:

o Minority Owned

o Woman Owned

o Small Business

Telephone Number (with Area

Email Address

4
"n1n\H1\i Name

Date of Sales Call:

DOwned

o

o

Email



ATTACHMENT 2
SUPPLIER BUSINESS PROPOSAL. INFORMAnON AND WORKSHEET

Supplier's Proposal to meet the USPS Requirement for a CPU Contract. The Postal SerVl!:es
requirement IS for a which is convenient to our customers, In an and
staffed and m a way which encourages them to use It to obtam services With that m mmd,
use the to how the you propose at your location meets that Your
nr,'\n(l<::ClI should address each as listed below,

1. Past Performance. PrOVide at least three references that villi demonstrate/venfy a of
satisfactory past performance These references will be asked about your performance in the areas of
quality, timeliness of performance, bUSiness relations and cost control.

1. Name

Company

2. Capability. The supplier must provide information that it is financially sound, This information should
document financial performance during the last full fiscal/accounting year and should include financial
reports, profit and loss statements and balance sheets, Attach this information to this worksheet In the
space provided below, provide the name of your primary lending/banking institution, Its phone number,
and a pOint of contact

Financiallnsititutron

of contact

Phone

3. Characteristics of your Retail Facility,

Proposed CPU Name

Proposed CPU Physical Address

City, State Zip +4

Business email address



3a. Location.

3b. Current Business Volume. Provide venfiable information on current foot traffic, sales per square
foot and other Information Inejicatlve of business volume and market served.

3c. Physical Characteristics. What features of your facility make it convenient and attractive to postal
customers? Also. be sure to address accessibility to the handicapped (in terms of your facility and of the
CPU within your facility) and if facility is not currently accessible. how it will be made accessible before
service begins.



4. Characteristics of the Proposed CPU facility within your location. UI:>C.lIJJ

" "I1',.,nt 1

5. Staffing. DIscuss the CPU regular business hours and the h()I'irl~I\1

season the to other personnel and the extent to which CPU
staff 'NIII other duties \Nlthln your business Descnbe your plans or programs to deal with
errlol()vE~e turnover and absenteeism with respect to the CPU,



Exhibit 5.5 Compensation

Supplier's Price Offer (Completed by supplier when submitting proposal)

""""\ili~'A" listed In Attachment 1~ ".A,'-tlCln

1, Section V. Other Services

be aplJIIE~d to the from
"1'>,'\/1('''''' that are checked In Attachment

Contract Postal Unit Performance Payment Rate (Completed by Postal Service upon award). The
:tU;,JIJ"C;;' agrees to the CONTRACT POSTAL UNIT for percent of the CPU revenue It
receives from the sale of postal products and services listed In Section IV, and that are checked in
Section V. Other Services. of Attactlment 1.

Postal Retail Product and Service Promotions and Compensation

During the contract term from time to time, on such schedule as it may establish. the Postal Service may
direct the supplier to participate in promotions of one or more of the retail products and services listed In

Attachment 1, Sections IV and V. During any such promotion, the Postal Service will measure the
supplier's performance (expressed in terms of total revenues or percentages of revenues) agaiflst the
comparable revenues of other CPU suppliers Within a designated geographic unit (such as a Postal Service
District or Area), all as established by the rules of the promotion. For participation in such promotion,
supplier shall be entitled to receive such additional compensation as specified in the promotion's rules for its
performance relative to that of the other participating CPU suppliers. The Postal Service will provide the
supplier with all instructions, rules and support materials required for each promotion.

NOTE: CPU revenue is gross revenues received by the Contract Postal Unit located at the address
indicated in Attachment 2, Page 2, of this contract from its customers, less all credits, allowances
and refunds allowed or granted to customers. CPU revenue of any stamp sold at a rate in excess
of the amount for which it is valid as postage will be based on the amount for which it is valid for
postage, and not on the full face value of the stamp (such as the Breast Cancer Research semi­
postal stamp).



Exh ibit 5,Q(;Pl./ Supplier's£stirnale<iGestWorksneet

SUPPliERS ESTJi\1i\ TEO T
Contract Access Retail System (CARS)

Start-Up Costs

Total Start-Up Cost

Monthly Costs

Building Lease/Rent/Mortgage (If Stand Alone)

Utilities

Broadband Access

Insurance

CARS Supplies*

Stamps

Meter Postage
Office Supplies
Wages
Credit/Debit Fees
Total Monthly Cost

First Year Estimated Costs

Total Start-Up Cost
Total Monthly Cost X 12 Months

Total First Year Cost

Annual Recurring Costs

s
s

'CARS

•
•
•



Start-Up Costs

Surety Bond

Post21qe Meter Lease
Electronic Scale
r.lc.nh,~nQ Installation

Office 0UlJiJ',e;,

Sales Personnel Name
BUild-Out Cost

Total Start-Up Cost

Monthly Costs

Postage Meter Lease
Telephone Line
Office Supplies
Wages

Total Monthly Cost

Annual Cost

Surety Bond

Total Start-Up Cost
Total ~vlonthly Cost X 12 Months

Bond

Non-CARS System CPU



Chapter 6 Preparing the CPU Request Package

a Information
b Current situation.

alternate access channels
d Recommendation.
e. buslfless case (if applll::alJle

The competitive purchase method is the preferred method that satisfies the busmess of the
Postal Service However. at times when the noncompetitive purchase method better SUits the business
situation and the needs of the Postal Service. refer to Management Instruction SP-S2-2007-1.
Noncompetlflve Purchases (see ).

6-2 Five General Business Scenarios That Best Suit a Noncompetitive Purchase

1. Sale Source This is when only a single supplier is capable of satisfying a requirement.
2. Single Source. This is when a single. strategic source is selected from a number of possible sources to

meet Postal Service requirements for a particular class of goods or services. For example, when after
conducting market research, the purchase/SCM team decides that a particular supplier is the best·
suited to meet the U.S. Postal Service's needs.

3. Compelling Business Interests. This is when a specific supplier or source can meet Postal Service
needs quickly and efficiently, and the benefits of doing so outweigh those that may be realized through
competition, as when the need is so urgent that competition cannot add value.

4. Industry Structure or Practice This is when the industry producing or supplying the required goods or
services is structured In a manner that renders competition Ineffective (for example, when purchasing
goods or services that are regulated, such as some utilities, or when purchasing from nonprofit or
educational Institutions that do not compete In the marketplace).

5 Performance. This IS when a supplier's ", /I,\o/'I(')r norf(')rrn,:>n,ro

Postal Services busmess and rnrnrlelltlv'e (')rll.::>rl,\;o"

;::;':';::;('1,'!,(\(') the



The COR must
manager
has annrllVe'G

DIynrrlDlnPlit!\/P business case In the to the district
document, the district manager demonstrates that he/she has read and

nO,nC()liloetltl\le ,<oC4'''::;;;'\, The Denver CMC must review and approve all nnr1('(1f11flPt,tl\/P

requei5t for a CPU contract.

6-5 Concerns for Approvmg Funcflng Documents

a. Solicitation funding (Budget Line 3G) - submit to the Denver CMC.
b. Furniture/signage funding (Budget Line 32) - submit to local purchasing.
c Order form for furniture and casework - submit to the MDC and send a copy to Retail Access

Channels at Headquarters
d. The district manager's approval is mandatory on all funding documents relating to CPUs, as

stated in Handbook F-66, General Investment Policies and Procedures, 2-62, "Contract Postal
Units," which is reprinted here in its entirety:

"Contract postal units are post offices operated by a contractor under the jurisdiction of [a host] post office.
usually in a store or other privately owned and operated place of business. At the
Headquarters !evel. vice presidents and above have the authority to approve funding for contract postal
units They may re-delegate, in writing, portions of this authority. At the field level. the vice president. Area
Operations, has the authority to establish contract units (see Postal Operations Manual (POM), Issue 8,
July 1998, section 123.2)."

This approval authority may be re-delegated, in writing, to the district manager, but may not be re-delegated
by the district manager.

6-6 CPU Deviation Request Process

6-6.1 Approval by Headquarters

Four Types of Deviation Requests

Overview



CPU Policy

CPU Design Standards

The COR rnust submit a deviation when the makes ""t·'hll'lr)n! changes from the prC)[O[V(le
This would Include nonstandard counters counter other than Postal SF'rv:lce'~[]lro'\Ilclecj

counters), slat color schemes. and standard <;/(1(1;'4(11"

6-6.2.4 CPU Contract

Deviation is required when a change in the actual contract is requested. Examples are requesting a firm­
fixed price contract versus a CARS performance-based contract (except for CPOs, public service. seasonal,
and temporary (emergency) contracts) or deviating from using the mandatory services "1 the contract.

6-625 CPU Compensation

If the proposed compensation for a performance-based contract exceeds the guideline amount of 10 cents
per revenue dollar, then an approved deviation is required,

6-6,3 How to Process a Deviation Form (Departure from accepted CPU Process)

listed below are the steps for processing a deviation form:

a, Complete one deviation request form per contract.
b. Attach adequate justification (including drawings and photographs when necessary),
c. 8e thorough and concise,
d. Obtain local approval authority from the district.
e, Electronically transmit the request to the area office for approval, if required If area approval is

not reqUired, please indicate Not applicable' on the area signature Ime,
r. If the area office approves the deviation request, the area will transmit the ::lnnC()\J12·rl

to Retail Access at final If the area
recluE:st, the Area the deViatiOn I t~Uue:'1



T 1 Overview



ExntlJlt 6. 1 Sample Cover Letter Summary

Retail
Dlstnct

r-James of RE~Clr)lents

RE Request to SOliCit for Re'plcKEH11Ient CPU In St. Petersburg Southeast CPU

The attached eBuy for $7.650 is the Postmaster's recommendation and request for approval of a
competitive solicitation to establish a CPU in the southeastern portion of St. Petersburg, delivery zone
33705, The supplier will be required to do the build-out and install signage at an NTE rate of 8.5 percent.

Background

• Zone 33705 presently has limited retail access with no Post Offices or CPUs
• The targeted area is densely populated with zero growth.
• Zone 33705 had two CPUs both were terminated at the request of the suppliers,
• Several local businesses have expressed interest in operating a CPU.
• The Postmaster continues to receive complaints from local officials and city representatives about

the lack of postal services in the Southside area,
• A new CPU recently opened in zone 33712 (several miles from the targeted area),
• LOC 45 workhours were - 1758 to Plan in FY 06; retail productivity is up $11,83 per hour
• Estimated first-year revenue is $190.000.
• I recommend approval of the Postmaster's request for this CPU location.

Name
Retail Specialist



Exhibit 6.2 Noncompetitive Purchases
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ATTACHMENT
Noncompetitive Business Case
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Exhibit 6.3 CPU Request Package Checklist

CARS
PERFORMANCE·BASED

l Approved eBuy for Solicitation $$

PERFORMANCE·BASED
(Deviation Required)

I. Approved eBuy for Solicitation $$

FIRM·FIXED PRICE
(Deviation Required)

1 Approved eBuy for Solicitation $$

l Competitive or Noncompetitive
(mclude Noncornpetltlve BUSIIH?SS

If applicable)

1 Competitive or Noncompetitive I. Competitive or Noncompetitive

FILL IN INFORMA nON FOR THE
FOLLOWING

FILL IN INFORMA nON FOR THE
FOLLOWING

FILL IN INFORA.fA nON
FOLLOWING

THE

CPU Coordinator CPU Coordinator CPU Coordinator

Dlstnct Architect/Engineer

COR's Email Address Only

Finance ~Jumber (Admin Office)

(;f aVIJdable

COR's Email Address Only

Distnct An:hltectlE.nqlflE:er
(If available)

COR's Email Address Only

Evaluation and Award Factors
Finance Number (Admin Office) Finance Number (Admin Office)

Source list
Evaluation and Award Factors
(leave blank" noncompetitive)

Evaluation and Award Factors
(leave blank If noncompetitive)

Evaluation Committee Members [J Source List [J Source list

Attachment 1 . ReqUirements [] Evaluation Committee Members Evaluation Committee Members

DeSign and Construction
ReqUirementsiD&CR (Attachment 5)

Z PART A - Responsibility
Schedule
(3 pages)

Z PART B - Signage
Requirements
(1 page)

Plan PnJtotvc,e n""'Afir,,,<;:
check appropnate box below

Attachment 1 . Requirements
(Fill in all highlighted areas)

[] Design and Construction
RequirementsiO&CR (Attachment 5)

Z PART A - Responsibility
Schedule
(4 pages)

Z PART B - Signage
Requirements
(1 page)

Attachment 1 . Requirements
(Fill in all highlighted areas on both
pages)

[J CPU Deviation Request
(required to use FF contract
format and If PO Boxes Will
be in CPU)

I. Mapping

I. CPU Needs Analysis

I. Wait Time In Line Report

" CPU Deviation Request 1 CPU Deviation Request
(if applicable)

Mapping

I. Mapping
CPU Needs Analysis

1 CPU Needs Analysis
Wait Time In Line Report

I. Wait Time In Line Report



Exhibit 6.4 CPU Deviation Request

CPU DEVIAnON REQUEST
for a de'lkltlon In a CPU

There are four (4) types of deviations triat 'hili be conSidered when 1n1"1I,'n1('nt",n a CPU contract

TYPES OF DEVIAnONS:

1. CPU Policy

are

This IS a request for a change In CPU policy An example would be contracting for a CPU that would
require NO BUILDOUT It IS Postal that there will be a defined retail design accompanied by
exterior and intenor retail slgnage as deSCribed In CPU DeSign and Construction ReqUirements
(Attachment 5), in e'lery CPU. The pays for the construction and the Postal Service
prOVides the case work. A deviation request IS required if you do not intend to follow this policy.
Another example IS adding PO Box service to a new or existing CPU. This also Will require a deviation.

2. CPU Design Standards

This is a request for a deviation to the design standards established by the Headquarters Retail Design
office. A deviation is NOT required for minor changes in CPU Design, such as counter types and
locations, as long as the changes reflect positively for the U. S Postal Service.

3. CPU Contract

This is a request for a change in the actual contract An example would be requesting to use the firm
fixed price contract rather than the preferred CARS performance based contract

4. CPU Compensation

This is a request for compensation that exceeds the compensation guideline of 10%

PROCESS:

To complete the deviation process, send a letter requesting the change along with Justification/supportlllg
IIlfOrrnatlon to the applicable office. Be sure that the Justification is adequately documented and that all

are



CPU NAME/LOCATION:

DEVIATION REQUEST FROM:

Phone

Check all that apply:

o CPU
o CPU Standards
o CPU Contract
o CPU Payment

JUSTIFICATION: Attach For deviation supporting Inforrnatlon and
attachments, as necessary, along with signatures as noted below

RECOMMENDED:

District Retail M;ln;1!~pr

District Customer Relations Manager

Area Customer Relations Manager

REVIEW AND APPROVAL:
Reviewed by:

CPU Program Manager
Retail Access Channels
475 L'Enfant Plaza SW
Room 7540
Washington DC 20260-7540

RECOMMENDATJON: 0 Approved 0 Disapproved

COMMENTS:

SIGNATURE:

Date

Date

Date

DATE:



Chapter 7 Processing the CPU Request Package

t Introduction

The CPU coordinator has now the CPU and submitted It to the Denver Cf\lC
This how the Denver CMC will process the package It Will also diSCUSS of
the different team members Involved In thiS process

7-2 Performance-Based CPUs

7-2 1 Request Package Denver CMC Review Process

is It If not, the Denver CMC Will return the package for completion. Here are some of the most
cornmon errors:

eBuv is received with no attachments

The requester Will receive a call or email from the Denver CMC stating that the Ebuy was received with no
attachments and to email the rest of the documents to our office. You MUST annotate the eBuy requiSition
number in the email orin the subJect line. If we can't match up the attachments with theeBuy, this will
delay the procesSing of your request.

eBuy is received with attachments, but it is still missing something

The request will be assigned to a purchasing specialist for processing. You will receive an email requesting
what is missing and who you should return it to.

Email or mailed package is received with request/attachments, but no eBuy

Either via email or through regular mail, the package will be returned with instructions to send it again With
the eBuy through the proper procedures

Received everything; however, some information is missing or incorrect

This will be sent back to the requester for corrections and return.

Solicitation Issuance

•



• COR
• CPU Coordinator
• If aplJllcable

7-23 Evaluation of Competitive Proposals

The Denver CMC will send the evaluation pal:;kclqe to the evaluation committee (-helln',>",'"'-'''

The evaluation pa(:;k21Qe will Include the fniln"'I'[)'"

a. A copy of each proposal.
b A copy of the evaluation and award factors.
c. A cover letter with instructions on how to evaluate proposals (see ' i "Sample

Guidelines for Completing the Evaluation Worksheet").
d. A worksheet to be completed for each proposal (see 'Evaluation Worksheet for

Performance-Based CPU or Firm-Fixed CPU"),
e. A i'Jon Disclosure Agreement that must be signed by each evaluation committee member
f. A final rating worksheet completed by the cornrnlttee chairperson indicating for each proposal

whether it was considered acceptable or unacceptable.
g. The chairperson will distribute the evaluation packages to the committee members during their

first meeting and will discuss the evaluation process

Recommended members of the evaluation committee are the following:

a, COR
b, CPU coordinator.
c. Manager of Post Office Operations.
d. Other Postal Service operational personnel (e.g., a neighboring postmaster).

7-2.4 Business Evaluation

7-2.41 Overview

The evaluation committee will evaluate supplier business proposals in accordance with supplier-speCific
factors and proposal-speCific factors.

7-2.4 2 Supplier-Specific Factors

fall asse';srnent Offers that do

a

b



Offerors that pass SUI)pller-srlec:I!lc factors will be evaluated on prC)pClsal!-speclflc factors (see below)

The CPU coordinator will mdicate In the request submitted to the Denver CMC the rm1Xlrllum pClII,t
,,,,,,,nnn'1cH,t for each factor, except for which IS pass
Offerors that do not propose facilities that are accessible, or that do not C1U<::;'j',;OlC'y

demonstrate how the will meet the standards before service will not
be evaluated further The offeror should know the value of factors, If the CPU will be In a location
nrr)\/lr1C>11 by the facility as In the case of a military Installation, carnpus or a CPU that will be
housed In the exact location as where the CPU was located, then factors a and b, below do not
apply and will not be evaluated

a. Characteristics of the supplier's retail facility

1) Location.
2) Current business volume.
3) Physical characteristics (mcluding accessibility to the handicapped, which is pass or fail)
4) Parking and public transportation

b, Characteristics of the proposed CPU within the supplier's retail faCility,
c. Staffing.

The evaluation committee must keep in mind the maximum points assigned to each of the above proposal­
specific factors and to rate the proposals accordingly. For example, if an offeror has provided minimal
staffing information, heishe would not be disqualified but would receive a low score for this factor.

Each committee member completes an independent, individual evaluation for each proposal. The
committee then reconvenes to discuss the evaluations, compare proposals, and finalize point assignments.
The committee chairman will then transfer the numeric average for each evaluated proposal to the final
rating worksheet. Proposals considered unacceptable are also documented on the final rating worksheet.

7-2,5 Price Evaluation

The CPU coordinator will indicate in the request package submitted to Denver CMC if price is considered
more important, less important, or as important as proposal-specific factors.
Under the competitive process, only the Denver CMC is authorized to negotiate the price of a proposal with
the offeror. Under the noncompetitive process, the district may discuss the price of a proposal with the
offeror,

Distnct cannot
offer exceeds the recommended

must approve a deviation I C'iUC;::>L

Contract Award



vUfj't,,, of the contract award, award letter, and COR ;H"""ntrnpnt are distributed to the

a
b COR

CPU coordlf1ator

CPU coordiflator should CPUT Information for accuracy

Unsuccessful offerors will receive notification (Sorry Charlie letters) of contract award by the Denver CMC,
All documents related to the contract award and all future documents regarding this CPU will be kept In a
CPU file for the life of the contract.

In addition to the contract award, award letter, and COR appointment, the supplier receives the fnl!'r"Alln,rl'

a This must be completed and returned to the CPU Coordinator

b, This must be completed and returned to the
CPU Coordinator with a copy of a voided check,

Note: CARS will not be ordered until the above forms are completed and received by your CPU
Coordinator.

c, CPU Stamp Order and CPU Stamp Write-in Forms, To be used to order stamps from Kansas City,

d, USPS Guidelines for Ordering Stamps from Kansas City via ACH Debit. This specifies the policy and
procedures for ordering stamps, stamped paper products, and postage,

Supplier and Payee Electronic Funds Transfer (EFT) Enrollment Form This is the form to complete
for direct deposit, electronic funds transfer (EFT), of your payments for operation of the CPU,
See Exhibit 8,5,

c, Instructions to submit drawings to the CPU coordinator within 15 days, The CPU coordinator will
forward the drawings to the Facilities Service Office (FSO) for approval (if applicable) Once the
drawings are approved, the CPU coordinator will notify the Denver CMC, The Denver CMC will issue
the supplier a Notice to Proceed with copies to the CPU coordinator and AlE (if applicable),

d, Instructions to work with the COR, CPU coordinator, and AlE (if applicable) to ensure compliance with
contract requirements,

EXhibit and nnhhc,c

Intl"1rnl,Clt,lnn and
CPUT

Appointment of COR

Arf,lfl(:,81Ifln Form CMC start



L1.nnnlntrn"lnt of a Contractlnq Officers HeDrt~C;F'nL,tl'v'e

""or",t,,',n of the CPU

'JV'jJ" J of the ""',,,,,,I<»O,,t are sent to the t"II"""""

a
b COR.
c CPU coordinator
d, (If aplol,c:able

Ple COR will act as the local contact for the

The COR will meet In person with the to read and diSCUSS the apPOintment, The COR must take
tralnmg course 34QO 1-08,Contractmg Officer's Representative (COR),' which IS accessible on the Postal
Service Intranet Web site located at uspsqov

7-3 Performance based and Firm,Fixed Price CPU Contracts

7-3,1 Characteristics

Characteristics of a performance based and firm-fixed price CPU contract include the follOWing:

a, Same solicitation and award process
b, Build-out is mandatory for performance based.
c, No mandatory build-out for a firm-fixed CPU
d, Signage is mandatory and is provided.
e, A surety bond or, in lieu of a bond, an irrevocable letter of credit (from a bank or credit union) or

a deposit of assets (cash) is required.

COR Expanded Delegation Authority for CPUs

Overview

In an effort to improve responsiveness and reduce the administrative costs associated with CPU
contracting, the CPU COR Appointment was revised in 2003. The revised appointment gives the COR
more authority to carry out administrative actions and more control in the operation of their CPUs.

Four changes have been made to the original COR appointment and are summarized below:

1. Performance Problems (Cure Notice) If performance problems are not resolved after the COR's initial
diSCUSSion with the supplier, the COR will send a wntten notice directly to the supplier citing speCific
conditions of performance, ThiS IS known as a If the are not
corrected, the COR will termination of the contract from the Denver CMC the Denver CMC
can suspend or terminate a contract.

Delegation Samples



7=3.2· ContractRecords RespoflSi biHty

2. 1 Overview

Record the rO·;""-Ho<:';"I,h: of the Denver CMC. the COR and the CPU coordmator

7-322 Official Contract File Denver CMC

The are Included In the official contract file

a The original request package
b The contract document
c The onglnal unsuccessful business proposals
d The anginal modlficalions
e A copy of the surety bond, letter of credit, or record of deposit of assets (see 7-3 1
f A copy of the COR appointment.
9 A copy of all correspondence relating to the contract

Denver CMC will retain the CPU file for a 6-year period after contract termination.



J COR's Administrative File

the CORs adl11lflistratlve file

a
(J

or record of eJelJOs>lt of assets i see 7-3 1d)
d The COR ~''''\n,nt,y,ont

e A copy of the form by the and the COR
f A copy of all to and from the supplier
g, The reViews, audits, and records of phone calls and other meetings or conversations

regarding contract performance
h, A copy of the supplier's record
I, The original monthly reports of (minllnum-rate contracts only),

The COR will retain the CPU file for a 3-year

7-3,2.4 CPU Coordinator's Administrative File

after contract termination,

The following is included in the CPU coordinator's administrative file:

a, A copy of the request package,
b, A copy of the contract
c. Copies of modifications.
d. A copy of the surety bond. letter of credit. or record of deposit of assets (see 7-3,1d).
e. A copy of the COR appointment.
f A copy of the property/equipment form.
g. A copy of all correspondence to and from the supplier
h. Copies of reviews, audits, and records of phone calls and other meetings or conversations

regarding contract performance.

The CPU Coordinator will retain the CPU file for a 3-year period after contract termination.



CPU Solicitation/Award Document

Solicitation/Offer/Award for Cl\RS (CONTRACT ACCESS RETl\IL
Performance-Based Contract Postal Unit (CPU)

•••••••••• .. ·····FOR OFFICIAL USE ONly.. •...... •.. ·•......

Contract No 2BCPAC·08-B-

8014170300

11 CPU Physical location

CPU

DBA CPU

Crty Sldte. Z,p+4

State, Zip+A Contact Name

i'-J8rne Telephone No

Fax No

Fax No e-Marl Address

12a Taxpayer Identification No (TIN) or SOCIal Security No 12b Parent TIN (If applicable)

13a COR Administrative Office Name 13b COR Office Address and Phone number

14 General Description of Requirement
a) fhe suppiler must prOVide dedrcated space services and equipment In compliance with the terms and (;ond,trons of thiS

contract rtnd all dHachrnents hereto
tJ) suppHer prOVide the qoods and services speofied herein In accordance wIth the prOVisIons of

Domest«; Mail Manua (DMM) and International Mail Manual (IMM) concerning ,rs
cHld f~es The not impose a for

and
must follow the pn}C,"dIJrE,S



PART 1 CONTRACT POSTAL UNIT SCHEDULE

1.1 CONTRACT POSTAL UNIT OPERATION
The agrees to operate a Contract Postal Unit (CPU) In a a ,>C',JiJ"'c;'

}f site, under contract to the to Postal Services and ::>l'lJ/J"t;:::.

the terms af1d established herein and hours of will be coordinated 'Nlth the
official listed In Attachment 1 who will serve as trle Postal Service of contact with the

A copy of the notice of this Iflc1lvlduai's will be furnished to the 0Uen."'c"'

upon avvard The contract will be for an Indefinite term, to the nghts of terrnlnatlon herem The
::'U,JfJ"C:;' must the services listed In Attachment 1, ReqUirements, The property reqUired for the operation of
this CPU IS Identified In Attachment 5 DeSign & Construction ReqUIrements (D&CR),

1.2 ACKNOWLEDGMENT OF AMENDMENTS
The supplier acknowledges receipt of amendments to the soliCitation numbered and dated as follows

Amendment Number Date Amendment Number Date

PART 2 - SOllCIATION PROVISIONS

2.1 PROVISION 4-1 STANDARD SOLICITATION PROVISIONS

a, Submission of Offers. Submit signed and dated offers to the office specified in this solicitation at or before the
exact time specified on this solicitation.

Printed Name and Title of ;Jo,,::crlf1

Unit

and Item 1

As a minimum offers must show:
1) Page 1, Item 10, individual or company name, dba, address, city, state zip and contact name.
2) Page 1, Item 11, CPU site name, physical address of CPU, telephone number, fax number and email

address.
**.** DO NOT USE A POST OFFICE BOX ADDRESS FOR THE PHYSICAL ADDRESS **.**

3) Page 1, Item 12, Contact Information. This is information on who to contact in regards to any issues or
concerns With this contract.

4) Page 1, Item 12a, Taxpayer identification number (TIN) or Social Security Number (SSN). The TIN is the
supplier's tax identification number used on the US. Treasury Form 941, Employers Quarterly Federal Tax
Return

5) Page 1, Item 12b Parent COlllp;3ny TIN Of aplJllcable
1 Item 16b, of Person AuthOrized to

AuthOrized
f-Jrrn!lf1'" all



d. Type of Contract. The
based Percentage Payment contract under this soliCitation ,md all onJOIJs,31s must be submitted on this bdSIS
Alternate proposals based on other contract Will not be conSidered

e Contract Award. The Postal Service may evaluate offers and award a contract without diScusSions with offerors
Therefore. the offerors Initial offer should contain the offerors best terms from a and technical elC)n,;n,'",,!

DIScussions may be conducted If the Postal Service determines are necessary The Postal SerVli:e may
any or all offers If such action IS In the [Jest Iflterest of the Postal Service. accept other than the lowest offer. and
waive Informalities and minor In offers received The Postal Service reserves the to award

performance-based contracts under thiS soliCitalion

f. Incorporation by Reference. Wherever in this soliCItation or contract a standard provision or clause IS
Incorporated by reference. the Incorporated term IS Idenlified by Its title. the provISion or clause number aSSigned to
It, and its date. The text of incorporated terms may be found at

If checked, the following nrt,\/IC:lnn IS
incorporated in this soliCitation by reference:

1) 0 Provision 3-1. Notice of Small, Minority, and Woman-owned Busmess
Subcontracting Requirements (March 2006)

2.2 PROVISION 4-2 EVALUATION
a, General. The Postal Service will award a contract resulting from this solicitation to the offeror whose offer

conforming to the solicitation is deemed to offer the Postal Service the best value, pnce and other factors as
specified considered. Supplier specific factors shown under item one (1) below will be evaluated on a pass or fail
basis. Offerors whose supplier-specific evaluation factors are found acceptable Will have their proposal-specific
factors evaluated. Proposal-specific factors shown under item two (2) below will be evaluated according to the
criteria, to include handicapped accessibility. Proposals which do not propose facilities that are handicapped
accessible, or which do not demonstrate, to the Postal Service's satisfaction, how the facility will meet the applicable
accessibility standards before service beginS, will not be evaluated further. Failure to provide any of the information
requested in Attachment 2 of this solicitation may disqualify your proposal from consideration. The performance
evaluation factors (proposal-specific and supplier- speCific factors), when combined, are considered to be 0
more important than, 0 less important than, 0 as important as price. The following performance evaluation factors
will be used in the evaluation of offers:

(1) Supplier-Specific Factors - Pass or Fail Basis (See Attachment 2)
(a) Past performance
(b) Capability

(2) Proposal-Specific Factors (See Attachment 2)
(a) Characteristics of the Suppliers Retail FaCility

(i) Location
(ii) Current Business Volume
(iii) Physical CharacteristiCS lin,rllltiir,n accles~:;lbilltv

(iv) Parking and Public handlc8lpo,ed ... ,,,rv,r,,"
CharacteristiCS of

after
award A wntten notice of award
Nlthlrl the time for acceot21f1C;e sIJe(;lfiE~d



'1,3 PROVISION 4-3 REPRESENTATIONS AND CERTIFICATIONS (March 2006)
a of BUSiness The offeror the blocks

company:
a or
an educational Institution: and

ai/that apply)
a small business concern:
a minority business (indicate minority below)

Black American
Hispanic American
Native American

American:
a woman-owned business: or
none of the above entities.

(3) A small business concern for the purposes of Postal Service purchasing means a
bUSiness, Including an affiliate, that is independently owned and operated, is not dominant In producing or
performing the supplies or services being purchased, and has no more than 500 employees, unless a different
size standard has been established by the Small Business Administration (see 13 CFR 121 particularly for
different size standards for airline, railroad, and construction companies). For subcontracts of $50,000 or less, a
subcontractor having no more than 500 employees qualifies as a small business Without regard to other factors.

(4) Minority Business. A minority business is a concern that is at least 51 percent owned by, and whose
management and daily business operations are controlled by, one or more members of a sociaily and
economically disadvantaged minority group, namely U,S. citizens who are Black Americans, Hispanic
Americans, Native Americans, or Asian Americans, (Native Americans are American Indians, Eskimos, Aleuts,
and Native Hawaiians. Asian Americans are US citizens whose origins are Japanese, Chinese, Filipino,
Vietnamese, Korean, Samoan, Laotian, Kampuchea (Cambodian), Taiwanese, in the U.S Trust Territories of
the Pacific Islands or in the Indian subcontinent.)

(5) A woman-owned business is a concern at least 51 percent of which is owned by a
woman women) who IS a US Citizen, controls the firm by exercising the power to make policy deCisions,
and operates the business by being aclively involved in day-to-day management.



(4) If the block above is checked, nrr"fI(1ln

Parent Name
Parent ~lam Office
!\ddress
No and Street

tn!!"",,,"n Information about the company

State Code
ParfJnt ('",nr\;4"\\/ TIN

If the offeror a rnember of an affiliated group that files ItS federal Hlcome tax return on a consolidated basIs
(whether or not the offeror IS owned or controlled by a parent company, as the name
and TIN of the common parent of the affiliated group
Name of Common
Common Parent's

Certificate of Independent Price Determination,
(1) By submitting this proposal the offeror certifies, and in the case of a joint proposal each party to It certifies as to

its own organization, that In connection With thiS solicitation
(a) The pnces proposed have been arrived at independently, without consultation, communication, or

agreement, for the purpose of restnctmg competition, as to any matter relatmg to the with any other
offeror or with any competitor;

(b) Unless otherwise required by law, the prices proposed have not been and will not be knowingly disclosed
by the offeror before award of a contract. directly or Indirectly to any other offeror or to any competitor; and

(c) No attempt has been made or will be made by the offeror to induce any other person or firm to submit or not
submit a proposal for the purpose of restricting competition,

(2) Each person signing this proposal certifies that
(a) He or she is the person in the offeror's organization responsible for the decision as to the prices being

offered herein and that he or she has not participated, and will not participate, in any action contrary to
paragraph a above; or

(b) He or she is not the person in the offeror's organization responsible for the decision as to the prices being
offered but that he or she has been authorized in writing to act as agent for the persons responsible in
certifying that they have not participated, and will not participate, in any action contrary to paragraph a
above, and as their agent does hereby so certify; and he or she has not participated, and will not
participate, in any action contrary to paragraph a above.

(3) Modification or deletion of any provision in this certificate may result in the disregarding of the proposal as
unacceptable, Any modification or deletion should be accompanied by a signed statement explaining the
reasons and describing In detail any disclosure or communication,

d. Certification of Nonsegregated FaCilities.
1) By submitting this proposal, the offeror certifies that it does not and will not maintain or provide for its

enrlDI()vE~es any segregated faCilities at any of Its establishments, and that It does not and will not
erTlDl()VE~es to at any under Its control where are m::"nl;4w,arl

a the



fhe certification Illay he subr1llttecJ
or

non
excei?cJlnq S 10.000 that IS not exempt from the Equal Opportunity clause
either for each subcontract or for ail subcontracts dUring a

e

(1 ) The offeror certifies. to the best of ItS kniJw!'ecJae and belief. that It or any of ItS nnnr,n1lc

(a) Are are not presently debarred or proposed for debarment. or declared Ineligible for the award of
contracts by any Federal. state, or local agency;

(b) Have~ .._ have not .~_' Within the three-year period preceding thiS offer, been conVicted of or had a civil
Judgment rendered against them for commission of fraud or a criminal offense In connecllon With obtamlng,
attempting to obtain, or performmg a publiC (Federal, state, or local) contract or subcontract; Violation of Federal
or state antitrust statutes relating to the submiSSion of offers; or commission of embezzlement, theft, forgery,
bnbery, falsification or destruction of records, making false statements, tax evaSion, or receiving stolen property;

(c) Are._~~ are not ... presently indicted for, or otherwise criminally or ciVilly charged by a governmental entity
With, commission of any of the offenses enumerated in subparagraph (b) above;

(d) Have have not_~ within a three-year period preceding this offer, been convicted of or had a Civil
Judgment rendered agamst them for: commission of fraud or a criminal offense In conjunction with obtaining,
attempting to obtain, or performing a public (Federal, state or local) contract or subcontract; violation of Federal
or state antitrust statutes relating to the submission of offers; or commission of embezzlement, theft, forgery,
bribery, falsification or destruction of records, making false statements, tax evasion or receiving stolen property;
and

(e) Are are not presently indicted for, or otherNise criminally or civilly charged by a governmental entity
with, commission of any of the offenses enumerated in subparagraph (d) above.

(2) The offeror has has not within a three-year period preceding this offer, had one or more contracts
terminated for default by any Federal, state, or local agency.

(3) "Principals," for the purposes of this certification, means officers, directors, owners, partners, and other persons
having primary management or supervisory responSibilities within a business entity (e.g., general manager,
plant manager, head of a subsidiary, division, or business segment, and similar positions).

(4) The offeror must proVide Immediate written notice to the Contracting Officer If, at any time prior to contract
award, the offeror learns that Its certification was erroneous when submitted or has become erroneous

of rh'>rv'l>d



(81 fI"le C8'rtr1'lc,1!T() 11 111 cl,ir<corClI1hr a) of rtlis oroviSI(Jn Isa In;lltel'lal rr!oresentatiorl of f,jl:! tl[)Ofl \\Ihi,:::h re!iar'cE~ 'was
when makll1f] the award If It IS later determll1ed that the offeror kno'h'lnIJlv

certification. In addition to other reme(lleS available to the Postal Service. the ()nl'r:>,~hr'f1

the contract from thiS SOII(:itatlon for default.

inroC!:loratlo:l by Reference. Wherever In this solicitation or contract a standard nrr"I"",(l,n

the term IS Identified title" ItS or clause number '''''""n",("1

text of terms may be found at
checked, the Sl IS In thiS soliCitation by reference
(1) PnJVISlon 1-2, Domestic Source Certificate Supplies (March

ProvISion 1 Domestic Source Certificate Construction Matenals (March 2006)
ProvISion 9-1, Opportunity Affirmative Action Program (March 2006)
ProvIsion 9-2, Pre-award Equal Opportunity Compliance Review (March 2006)
ProViSion 9-3, Notice of ReqUIrements for Equal Opportunity Affirmative Action (March

and Its date
If

2,4 CERTIFICATION OF STATUTORY COMPLIANCE
fhe supplier applicable box) certifies that the business location within which It proposes to operate the
Contract Postal Unrt (CPU) is, or by the tnne service begins 0 will be, in compliance With all applicable Federal,
state, and laws, codes and regulations, With respect to handicapped accessibility, offerors must propose
facilities that are handicapped accessible. pursuant to the applicable standards, or must set forth plans
demonstrating how a non-accessible facility will meet the applicable accessibility standards prior to the start of
service



CLAUSE 4-1 GENERAL TERMS AND CONDITIONS
a If contract for payments S10000 or more, clalills for monies due or to

ho,y"n"> due from the Postal Service under it may be to a bank, trust company or other
institution, dny federal and may thereafter be furttler and

institution must cover aii amounts and must not be made to
more than or may be rna,Je to one as or trustee for
two more parties in thiS contract. No dsslgnment or reassignment Will be as
valid and upon the Postal Service unless a 'Mitten notice of the assignment or
with a true copy of the Instrument of assignment. is filed with (1) the Postal Service; (2) the office. If any
deSignated to make payment. and the Postal Service has acknowledged the assignment in writing;
:::l~~I(1nn1Pllt of the thiS contract or any Interest in thIS contract other than In accordance with the provISions of
thiS clause Will be grounds for termination of the contract for default at the option of the Postal SerVice,

b, Changes,
(1) The Postal Service may. in writing. order changes within the general scope of this contract in the following

(a) DraWings. designs. or specifications when supplies to be furnished are to be specially manufactured for
the Postal Service In accordance with them;

(b) Statement of work or description of services;
Method of shipment or packing;

(d) Places of delivery of supplies or performance of services;
Postal Service furnished property or facilities,

(2) Any other written or oral order (including direction. instruction. interpretation. or determination) from the
USPS Representative that causes a change will be treated as a change order under this paragraph,
prOVided that the supplier gives the Postal Service written notice stating (a) the date, circumstances, and
source of the order and (b) that the supplier regards the order as a change ordeL

(3) If any such change affects the cost of performance or the delivery schedule. the contract will be modified to
effect an equitable adjustment

(4) The supplier's claim for equitable adjustment must be asserted within thirty (30) days of receiving a written
change ordeL A later claim may be acted upon - but not after final payment under this contract - if the
Postal Service decides that the facts justify such action,

(5) Failure to agree to any adjustment is a dispute under Clause 8·9, Claims and Disputes. which s
incorporated into this contract by reference (see Clause 42. a,I), Nothing in that clause excuses the
supplier from proceeding with the contract as changed,

c, The supplier will indemnIfy the Postal Service and its "ff,iror'"

for actual or rJirect or co,ntrlbutor



fr"i,,\Aflfll1 order

i4} addenda to tillS soliCitation or contr,lct. any !"'L'ncn :1nr"Plnpnfc: for
Solicitation If this a Solicitation
othr~r of this clause:

7) other documents exhibits, and attachments, and
the spr"CIIICdllur

h Shipping, The must deliver that meet the preSCribed physical limitations of the current USPS
Domestic Mail ~"lanuai either by ItS own personnel/equipment or by use of the United States Postal Service,
unless the officer grants a waiver of thiS requirement. The supplier is responsible for ensuring that
the packlflg and are suffiCient to protect the goods and ensure upon

Incorporation by Reference. Wherever Ifl thiS solicitation or contract a standard provision or clause IS
Incorporated by reference, the Incorporated term is Identified by its title, the provIsion or clause number
assigned to it in the Postal Service Supplying Practices and its date. The text of incorporated terms may be
found at

The following clauses are incorporated in this contract by reference:
(1) 8-1, Definitions (March 2006)
(2) 8-15, Notice of Delay (March 2006)
(3) 8-16, Suspensions and Delays (March 2006)
(4) 8-19, Excusable Delays (March 2006)
(5) 8-30, Permits and Responsibilities (March 2006)



3:2' 'CLAUSE' 4=Z"CONTRACT"TERMS' ·ANO··CONOITlONSREOUlREO··TO·tMPtEM1::NT····POUCIES;·"STATUf1::S'OR
EXECUTIVE ORDERS

a Incorporation by Reference

at
fhe Inll,,,.,,nn Uc1U::Jt'::J are ,n,"nnnnc In

this by reference
( 1) Clause 1-5, GratUities or Gifts

Clause 8-9, ClalnlS and LJI~)f.JUle",

(3) Clause 8-25, AdvertiSing of Contract Awards (~v1arch

(4 Clause 9-1, Convict Labor (March
Clause 9-5, Contract Work Hours and Safety Standards Act Safety Standards (~vlarch

(4)
(5)

(March
(6) Clause 3-2, Participation of Small, Minority, and Woman-owned Businesses (March 2006)
(7) Clause 9-2, Contract Work Hours and Safety Standards Act - Overtime Compensation

(March 2006)
(8) 0 Clause 9-3, Davis-Bacon Act (March 2006)
(9) 0 Clause 9-6, Walsh-Healey Public Contracts Act (March 2006)
(10) ~ Clause 9-7, Equal Opportunity (March 2006)
(11) 0 Clause 9-10, Service Contract Act (March 2006)
(12) 0 Clause 9-11, Service Contract Act - Short Form (March 2006)
(13) 0 Clause 9-12, Fair Labor Standards Acts and Services Contract Act Pnce Adjustments

(March 2006)
(14) ~ Clause 9-13, Affirmative Action for Handicapped Workers (March 2006)
(15) ~ Clause 9-14, Affirmative Action for Disabled Veterans and Veterans of the Vietnam Era

(March 2006)

If checked, the follOWing additional clauses are also incorporated In thiS contract by reference
(1) Clause 1-1, Pnvacy ProtectIOn (March

Clause 1-6, Contingent Fees (March 2006)
Clause 1-9, Preference for Domestic Supplies (March 2006)
Clause 1-10, Preference for Domestic Construction Materials (March 2006)
Clause 3-1, Small, Minonty, and Woman-owned Business Subcontracting Requirements

b Examination of Records.
1) Records 'Records" include books, documents, accounting procedures and practices, and other data,

regardless of type and regardless of whether such items are in written form, in the form of computer data, or
in any other form.

2) Examination of Costs, If thiS IS a cost-type contract, the must maintain, and the Postal Service will
have the to examine and audit all records and other eVidence suffiCient to reflect n"'n,,,I,,

or be or In nnrfn,rrr>~n,'n



cOlnpatlble with the otJlec:ti\i'{)S of these ro(,(vtc and (2) the data rt~(\nr'lori

cJ Availability, The must mCllntam and make available at Its office at ail reasonable tlr!1fJS the records
and other in (a of thiS clause, for exarTlII:atlofl dudlt. or

until three years after final under thiS er"ntre>,-t

oHler clauses 111 thiS contract In addition

(1) If thiS contract IS or terr11lnated. the must make available the records
related to the work terll1lf1ated until three years after any final terrr1lflation settlement: and
The must make available records relating to under the claims and clause or
to or the settlement of clamls arlsmg under or related to this contract. Such records must be
made available until such appeals, litigation or claHns are fmally resolved.

3.3 CLAUSE 2-12 POSTAL SERVICE PROPERTY - Short Form
a Upon delivery to the supplier of Postal Service property, the supplier assumes the risk and for Its

loss or damage. The supplier shall assume all responsibility and liability for all Postal Service furnished
USPS and supplier Will be responSible for property maintenance as detailed In Part A of the 0 ,!j. CR

(Attachment 5)

b. Upon the completion or sooner termination of this contract. the supplier must prepare for shipment, deliver fO.b.
Origin, or dispose of the Postal Service property not consumed in performing this contract or previously
delivered to the Postal Service, as directed or authorized by the contracting officer. The net proceeds of any
disposal Will be credited to the contract price or will be paid to the Postal Service as directed by the contracting
officer.

3.4 CLAUSE 6-1 CONTRACTING OFFICER'S REPRESENTATIVE
The Postal Service will appoint a contracting officer's representative (COR), responsible for the day-to- day
administration of the contract, who Will serve as the Postal Service point of contact With the supplier on all routine
matters. A copy of the notice of appointment defining the COR's authority will be furnished to the supplier upon
award of contract.

3.5 TERMINATION ON NOTICE
This contract may be terminated by either party upon one hundred twenty (120) days' written notice. In the event of
such termination, neither party will be liable for any costs, except for payment in accordance with the payment
provisions of the contact for actual services rendered prior to the effective date of the termination. When required to
protect the Postal Service's interests. the contracting officer may terminate the contract upon one day's written
notice.

3.6 APPEARANCE, LOCATION AND SECURITY
The Contract Postal Unit area, as well as the interior and exterior of the supplier's premises, must be kept clean.
neat. uncluttered and in good repair. Windows must be clean and unobstructed Facility identification and Will
be placed. viSible and In condition lighting must be and properly maintained

must be to facilitate of and

U STAMPS



3:8 PROH1BlTEO'TRANSACTIONS
The may not. Ifl the Contract Postal Unit or In any part of the ::>UfJlJllt;:.

"tr,petlu or by subcontract. lease. or sublease or otherv\llse nr()lflr!;:>

nrC'rlltC"~,,,, In which It IS iocJted, offer

a commerCial mall rp(~(~IVIr"O

b as a off or collection for
"cr'"" ji're or serVices, which Hle officer determines, are similar to, or (~nmr,;:>tttl\,P

the Postal Service. Fax service and copy service are of
which are not slmriar to, or With, those of the Postal Service

d stamp stock under thiS contract IS Ifltende(j for sale to the and inay not be used for any
other purpose The can for Its own personal use and use the CPU to marl their own
mall In what IS considered to be a reasonable and customary amount. The CPU may not purchase postage for
a party's use, nor may the supplier purchase stamps themselves for party mailings. Stamp stock may not
be sold knOWingly to any indiVidual or business whose primary purpose In bUying the stamp stock IS to resell it
to other indiViduals or businesses. Individual stamp transactions over $1,00000 are prohibited. Supplier cannot
circumvent the $1,00000 limit engaging In multiple transactions, by splitting the requirement. Requests from
members of the public to purchase stamp stock In value over $1,00000 must be referred to the administrative
post office,

e. The CARS (Contract Access Retail System) when used In the penformance of this contract may only be used to
affix full rate postage for the supplier's customers, or for Internal business use of the supplier In what is
considered to be a reasonable and customary amount. The CARS may not be used for any bulk letter mailings
by any entity or person. Postage from this CARS may not be applied to any mail presented under any
discounted mall program, Failure to adhere to these requirements, as determined in the sole dlscrelion of the
Postal Service, constitutes a baSIS for termination.

3.9 CARS (CONTRACT ACCESS RETAIL SYSTEM)
The Postal Service will be prOViding a CARS to the penformance-based CPU supplier This device is a weighing,
rating, and metering system, CARS will come with training materials and initial supplies

The CPU supplier will be responsible for the following expenses regarding this device:
(1) The CPU supplier will pay for all postage loaded into CARS, This payment will be made at the time of

postage download from an ACH debit account. The CPU supplier Is responsible for the prompt payment of
all invoices. Failure to pay invoices in a timely manner as determined by the CARS provider which causes
the CARS provider to terminate the payment agreement and such termination results in the CPU supplier
not being able to provide the mandatory postal products and services may result in termination of the CPU
contract.

(2) The supplier will be responsible for purchasing supplies for CARS after the initial supply is exhausted.
Label Rolls must be ordered from the authOrized CARS provider. Use of any other provider will VOid the
system warranty and the CPU supplier will be liable for all costs incurred to repair CARS.

A current list of supplies and prices can be obtained from the authorized CARS prOVider as identified in the Initial
traming matenals If the CPU contract IS terminated, CARS Will be returned to the Postal Service With any
other Postal Issued as instructed the COR.

3.10 LIABILITY

3.11 TRAINING



312 ADVERTISING
'nntrl,~t Postal Unit

to the ;:'U~)iJ"el

for by the ;:'U~)iJ"It:1

must be furnished to the Postal Service for Its review and \Nntten at
its deadline. The USPS IS a Postal Service trademark and cannot be

3,13 New Services, Products and Technology
the tern] of thiS contract, the officer may, in accordance With the clause, add or renlOve

services to be provided under this contract In the event new services are ordered the Postal Service, at its
own expense, will provide the supplier With additional and If necessary the equipment or needed
to the new service,

3,14 CONTRACT POSTAL UNIT IDENTITY
The Contract Postal Urlit shall be known as the UNITED STATES POST OFFICE CONTR/"CT UNIT

a, Subject to the terms of this Agreement. USPS grants to the supplier a non-exclusive, non-transferable and
terminable license to use USPS Trademarks, inclUding the marks Post Office, Uniled States Post Office, Postal
Service, United States Postal Service, United States Post Office Contract Unit and the Eagle Logo on the signs
provided to the supplier by the Postal Service and in any USPS-approve advertising In the manner speCified by
USPS

b, The Postal Service, at its own expense; will provide all exterior and interior signage for the purpose of identifying the
location as a Contract Postal Unit The supplier, at its own expense, is responSible for obtaining needed permits (if
any) and installing the signs in mutually agreed upon locations on the exterior and intenor of the CPU location, The
signs must be maintained in good repair, at supplier expense, for the duration of the contracl. The signs may not be
modified or moved without the prior written approval of the contracting officer, Upon termination of the contract, the
supplier, at its own expense, is responsible for removing the signs, disposing of them as directed by the contracting
officer, and restoring the location to Its original condition,

c, Except as specified in this paragraph, the supplier is not authorized to include the name, POST OFFICE, in its
corporate name, trade name or business name, The supplier is not authorized to use any USPS trademarks or
logos, including the mark Post Office, in any other manner without the prior approval of the Postal Service

d, The supplier acknowledges that USPS Trademarks, including but not limited to the marks Post Office, United States
Post Office, Postal Service and the Eagle Logo are trademarks owned solely and exclusively by USPS and agrees
to use USPS Trademarks only in the form and manner (With appropriate legends) prescribed by USPS The supplier
agrees not to use any other trademark or service mark In connection with any USPS Trademarks Without prior
written approval of USPS, The supplier agrees to mark all advertising and other uses of USPS Trademarks With a
lar.anti ir.rlif-~tllf'\f1 that USPS Trademarks and the of USPS and that they are used under from

tn("atl~ar With any other law All

3,15 INSPECTION OF CONTRACT POSTAL UNIT

3,16 SUPPLIER'S LEASE ANDIOR BUSINESS OPERATIONS



a Within five after notlficzltlon from the owner of the
tile the

c>U,JjJ!>C;;' cannot relocate
b hundred twenty t 1

In With the CPU

3.17 TRANSFER OF CONTRACT
a The may not transfer to another this contract, any Interest In It, or any claims based on It

-- except under the circumstances deSCribed below. If the does so, the Postal Service may, at any time
after notifying the In terminate the contract and use any other rights and remedies it has by law

b Exceptions:

1) The Postal Service may a transfer as valid if all of the assets. or all those involved In
fulfilling the contract, are transferred

2) Payments owed the supplier may be transferred to a bank, trust company or other financial iIlstitution.
Iflcludmg any Federal lending agency, if all amounts payable are transferred and the transfer is to a Single
party (who may be an agent or trustee for two or more parties who are involved m the Financing).

c. For any transfer to be valid. the supplier must give the Postal Service written notice with the transfer paper
attached and obtam approval From the Postal Service in writmg. Copies of the notice and attachments must be
filed with the contracting officer's office, if any, that has been deSignated to make payment,

3.18 REQUEST FOR PRICE ADJUSTMENT
a, The supplier may request an increase in the payment percentage rate after providing service under this contract

for at least one (1) full year. Subsequent price mcreases Will be considered at two (2) year inter/als from any
prior price increase effective date. Supplier's written request must provide a detailed explanation, With
supporting documentation, to justify the increase based on either of the following reasons

1) Direct cost increases for rent, utilities, taxes and labor. (If the CPU is operated in conjunction with another
business, the increased costs must be prorated and only those costs associated with the operation of the
CPU will be considered.)

2) Increased benefit to the Postal Service. e.g., improvements (must be specific).

b. The request must be submitted to the Contracting Officer's Representative (COR).
c. The Contracting Officer may approve or not approve the request or negotiate with the supplier to reach

agreement on a new percentage rate. If the request is not approved or no agreement is reached, the supplier
may continue at the same rate or the contract may be terminated by either party in accordance with the
Termination on Notice clause. If the request is approved or agreement is reached on another rate, the supplier
must waive its to terminate the on notice for one year from the effective date of the
new rate

3.19 CONTRACTS BETWEEN THE POSTAL SERVICE AND ITS EMPLOYEES OR BUSINESS ORGANIZATIONS
SUBSTANTIALLY OWNED OR CONTROLLED BY POSTAL SERVICE EMPLOYEES (CONTRACT POSTAL
UNIT)
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DESCRIPTION
The Contract Postal Unit will report to the Inll""'/lnn'

Title

Installation Name

Street Address

City, State, ZIP+4

Telephone Number (include area code)

SPACE REQUIREMENTS: See CPU Design and Construction Requirements (Attachment 5)

AREA/LOCATION (identify general boundaries)

II. OPERATIONAL DATE
The Contract Postal Unit (CPU) contract term will commence upon notification from the CPU Coordinator that the
supplier training and build-out (construction/signage) requirements have been completed and accepted by the Postal
Service

III. SERVICE DAYS AND HOURS

The Contract Postal Unit must be open to the public, Monday through Friday from a.m. to p.m.
and Saturday from a.m to p.m. If the retail buslfless is open to the publiC on Sundays and Holidays,
the Contract Postal Unit must be open to the public on Sundays from a.m. to p.m and Holidays from

a.m. to p.m. Any change to the above hours after contract award must be agreed to, in writing, by
·_-c·-
both the supplier and the contracting officer's representative (COR). Copies of the change will be maintained by the
supplier, COR, and the District Retail Office.

IV. SERVICES· The supplier must provide the following services:

A. STAMPS &
PRODUCTS

B. DOMESTIC MAIL C. INTERNATIONAL MAIL

rvlail International
r.;lail International

If ::>l-'~!d::'::' Mail International

D. SPECIAL SERVICES



SUPPLIER BUSINESS PROPOSAL, INFORMAnON AND WORKSHEET

The to Illfoml,ltion below n,e Inforrnation will be used to
vour Failure to include any of the requested information may disqualify your proposal from
consideration. All Information must be verifiable and the Postal Service may need to meet with
the and/or ttle unit (CPU) to this
addendum to thiS attachment must be rnarked as such and returned with your

Supplier's Proposal to meet the USPS Requirement for a CPU Contract. The Postal Services
requlfCmlent for a contract which IS convenient to our customers, In an attractive and
staffed and managed In a way which encourages them to use It to obtam postal senllces With that In mind,
use the to explain how the you propose at your location meets that Your

should address each as listed below,

1. Past Performance. Provide at least three references that will demonstrate/verify a history of
satisfactory past These references Will be asked about your performance In the areas of
quality. tlrnellrleSS of performance. business relations and cost control.

1. Name

Company

3. Name

Company

Title

Phone

Phone

2. Capability. The supplier must provide information that it is financially sound. This information should
document financial performance during the last full fiscal/accounting year and should include financial
reports, profit and lost statements and balance sheets, Attach this information to this worksheet. In the
space provided below. provide the name of your primary lending/banking institution. its phone number.
and a point of contact.

3, Characteristics of your Retail Facility.

Proposed CPU Name

Proposed CPU Physical Address

City, State Zip +4

Business email address



3a. Location. In

3b. Current Business Volume. Provide venfiable Iflformation on current dally foot traffic. sales per square
feet and other Information Ifldlcatlve of business voiume and market served.

3c. Physical Characteristics. What features of your facility make it convenient and attractive to postal
customers? Also, be sure to address accessibility to the handicapped (in terms of your facility and of the
CPU within your facility) and if facility is not currently accessible, how it will be made accessible before
service begins.

3d. Parking and Public Transportation. Descnbe the rlv,;:JII;~hllltv and extent of on-site and other
whether that IS or free and the extent of

tr:1nC:",nrt:1t,nn "n'~"£Jr""nt to



meets or exceeds the space of Attachment 5 of the Soilcltatlon. as well
IOCdtlon dnd appearance Attach a of where the CPU wlli be located

entrances. eXits. and checkout stations In relation to the CPU location

5. Staffing. DIscuss plans for and managing the CPU dUring regular business hours and ttle hnl,r!::l\;
season the relationship between CPU personnel to other personnel and the extent to which CPU
staff will perform other duties Within your business. DesCribe your plans or programs to deal With
ernlolcWEle turnover and absenteeism With respect to the CPU



Supplier's Price Offer (Completed by supplier when submitting proposal)
at Perforrnaf1ce rate of percent

"":"JlI'~' rco,~c""c,,' from Hie
In '!\ttachl11ent

be ;10[)IIF~<i to ail of the revenues
and the other services that are

Contract Postal Unit Performance Payment Rate (Completed by Postal Service upon award). The
o.U flfJllei agrees to operate the CONTRACT POSTAL UNIT for percent of the CPU revenue It
receives from the sale of postal and services listed In Section IV. SerVlt:es. and that are checked In
Section V. Other Services. of Attachment 1

Postal Retail Product and Service Promotions and Compensation

Dunng the contract term from time to time, on such schedule as it may establish, the Postal Service may
direct the to partiCipate If1 promotions of one or more of the retail products and services listed In
Attachment 1. Sections IV and V. Dunng any such promotion, the Postal Service Will measure the
supplier's performance (expressed in terms of total revenues or percentages of revenues) against the
comparable revenues of other CPU suppliers Within a designated geographic unit (such as a Postal Service
District or Area). all as established by the rules of the promotion. For participation in such promotion,
supplier shall be entitled to receive such additional compensation as speCified in the promotion's rules for its
performance relative to that of the other participating CPU suppliers. The Postal Service Will provide the
supplier with all instructions, rules and support materials required for each promotion.

NOTE CPU revenue is gross revenues received by the Contract Postal Unit located at the address
indicated in Attachment 2, Page 2, of this contract from its customers, less all credits, allowances
and refunds allowed or granted to customers. CPU revenue of any stamp sold at a rate in excess
of the amount for which it is valid as postage will be based on the amount for which it is valid for
postage, and not on the full face value of the stamp (such as the Breast Cancer Research semi­
postal stamp).



Exhibit 7.2 Performance-Based Percentage Payment CPU Solicitation/Award Document

Performance-Based
Postal Unit

'. Contract No, 2BCPAC-08-B-

and Su ecialist
By

Travel. Retail and Temporary Services
US Postal Services CPAC
3300 S Parker Rd., Ste. 400
Aurora CO 80014-3500
1 ,Name and Mailing Address)

,n(1)v,n,,, or Cc:rnlJallv N/tfT:8

10

8014170300

11 CPU Physical Location

DBA

Flox

CPU

Slate, Z,p+4

12 Contact Il1forrnalion

City State, Z,p r4

Contact Name feiephone No

13a Taxpayer Identification No (TIN) or SOCial Secunly No (SSN) 13b Parent TIN (,f applicable)

14a COR Administrative Office Name 14b COR Office Address elmj Phone

15 General Description of Requirement
ij) provHJe de,'llcated

and all aHachrnents herrJto
prOVide the

(OMM) rnr)(','rnlnr
a SUI'Cllarcle

cornp"lar,ce with the Ih,s



Part 1 - CONTRACT POSTAL UNIT SCHEDULE

1.1 CONTRACT POSTAL UNIT OPERATION
c>U,Jf)"'=" afFees to operate a Contract Postal Unit

or site. under contract to the Postal "",.ndl·C'

the terms and conditions established
offiCial listed In Attachment 1 who Will serve as the Postal Service

of the notice of this IndlvlduaisNl1i be furnished to the .:>u 'Jf.-!"'C;'

contract Will be for an Indefinite term. to the of terrllinellion herein
the services listed In Attachment 1, The for the """,,,,twln

In the DeSign & Construction ReqUirements, Attachment 5

1.2 ACKNOWLEDGMENT OF AMENDMENTS
The supplier acknowledges receipt of amendments to the soliCitation numbered and dated as follows

Amendment Number Date Amendment Number Date

PART 2 - SOLICITATION PROVISIONS

2.1 PROVISION 4-1 STANDARD SOLICITATION PROVISIONS

a. Submission of Offers. Submit signed and dated offers to the office specified in this
solicitation at or before the exact time specified on this solicitation,

As a minimum offers must show:

(1) Page 1, Item 10, individual or company name, dba, address, city, state zip and contact name,
(2) Page 1, Item 11, CPU site name, physical address of CPU, telephone number, fax number and email

address,
..... 00 NOT USE A POST OFFICE BOX ADDRESS FOR THE PHYSICAL ADDRESS .....

(3) Page 1, Item 12, Contact Information. This IS information on who to contact in regards to any issues or
concerns with thiS contract.

(4) Page 1, Item 13a, Taxpayer Identification number (TIN) or Social Security Number (SSN) The TIN IS
the supplier's tax Identification number used on the US, Form 941. t-n7D/OV,qrc:; (J!IArlerlv

Federal Tax Return
1. Item 13b Parent ComcJarlv
1 Item 1



of offers after the exact time for of offers will not be considered unless
determined to be in the I)est Interests of the Postal Service

d Type of Contract. The Postal to award a Performance-Based Percentage
Payment contract under thiS soliCitation and all must be subrl1ltted on tills baSIS
i\lternate based on other Will not be ,y)"c,dc>cc>,

Contract Award. The Postal Service may evaluate offers and award a contract without
UI::i,CU::iSIUflS with offerors. Therefore. the offerofs Ir1llial offer should contain the offerors best
terms from a and technical DISCUSSions may be conducted If the Postal
Service determlrles they are necessary The Postal Service may any or all offers If such
action IS In the best Interest of the Postal Service; other than the lowest offer. and waive
Informalities and mlflor Irregularities Irl offers received. The Postal Service reserves the right to
award multiple (firm-fixed or price contracts under thiS soliCitation

Incorporation by Reference. Wherever in thiS solicitallon or contract a standard provision or
clause is incorporated by reference, the term IS Idenllfied by ItS litle, the nr(,\il''''l"n

or clause number assigned to It, and its date. The text of incorporated terms may be found at
:: ! ,r " I If checked, the fnllrw\lInn

proviSion is incorporated In this solicitation by reference:

Provision 3-1, Nollce of Small, Minority, and Woman-owned Business
Subcontracting Requirements (March 2006)

2.2 PROVISION 4-2 EVALUATION

a. General
The Postal Service will award a contract resulting from this solicitation to the offeror whose offer
conforming to the solicitation is deemed to offer the Postal Service the best value, price and other
factors as specified considered. Supplier speCific factors shown under Item one (1) below will be
evaluated on a pass or fail basis. Offerors whose supplier-specific evaluation factors are found
acceptable will have their proposal-specific factors evaluated. Proposal-specific factors shown
under item two (2) below will be evaluated according to the criteria, to include handicapped
accessibility. Proposals which do not propose facilities that are handicapped accessible, or which
do not demonstrate, to the Postal Service's satisfaction, how the faCility Will meet the applicable
accessibility standards before service begins, will not be evaluated further. Failure to provide any
of the information requested in Attachment 2 of this soliCitation may disqualify your proposal from
consideration The performance evaluation factors (proposal-specific and supplier-specific
factors), when combined, are considered to be more important. less important. as
important as price. The following performance evaluation factors Will be used III the evaluallon of
offers'

Supplier-Specific Factors - Pass or Fail Basis (See Attachment 2)
a

Proposal-Specific Factors (See A.ttachment 2)



fhe Postal Service may accept an offer (or part of an offer), whether or not there are cJISCUSSIOI1S
after Its [Jefore an offers time, unless a written notice of withdrawal
rec:el\/ecJ hefore award l, written of an offer mailed or othecNlse

SP'!!Cltle(j In offer, will In

Educational or Other Nonprofit Organization.

2,3 PROVISION 4-3 REPRESENTATlONS AND CERTIFICATlONS (MARCH 2006)
a Type of Business Organization

The offeror, the blocks, represents that It
(1) Operates as:o a under the laws of the state of

o an Individual,
o a partnership;
o a Joint venture;o a limited liability companyo a nonprofit organization, oro an educational Institution; and
Is (check all that apply)

a small bUSiness concern;
a mmorlty bUSiness (indicate minority below)
Black American
HispaniC American
Native American

American:
a woman-owned busmess; or
none of the above entities.

(3) Small Business Concern. A small business concern for the purposes of Postal Service
purchasing means a business, including an affiliate, that is independently owned and
operated, is not dominant in producing or performing the supplies or services being
purchased, and has no more than 500 employees, unless a different size standard has
been established by the Small Business Administration (see 13 CFR 121, particularly for
different size standards for airline, railroad, and construction companies). For
subcontracts of $50,000 or less. a subcontractor having no more than 500 employees
qualifies as a small business without regard to other factors.

(4) Minority Business. A minority business is a concern that is at least 51 percent owned
by, and whose management and daily business operations are controlled by, one or more
members of a socially and economically disadvantaged minority group, namely US
citizens who are Black Amencans, Hispanic Americans, Native Americans, or Asian
Americans. (Native Americans are American Indians. Eskimos, Aleuts. and Native
Hawaiians, Asian Amencans are US citizens whose Origins are Japanese, Chinese,
Filipino, Vietnamese, Korean, Samoan, Laotian, Kampuchea (Cambodian), Taiwanese. in
the US Trust Territones of the PaCific Islands or I!l the Indian subcontinent)
Woman-owned Business. A a at

a

Parent Company and Taxpayer Identification Number



aXI:)aIJer Identification Number (TIN) in the space The TIN
number or other identification Number used on the

LlX Return. U S Form 941 Offeror's TIN:

otherwise
I ) Enter tile offerors

the offerors
offerors

3) Check this block if the offeror is owned or controlled by a parent company:

~) If the block above is checked, provide the following information about the parent
company:

Parent Companys Name
Parent Company's Malfl Office

Address .~ ~............. . ~.~ ~. ~._..~ .
No. and Street

(5) If the offeror IS a member of an affiliated group that files Its federal income tax return on a
consolidated basis (whether or not the offeror IS owned or controlled by a parent company, as
provided above) provide the name and TIN of the common parent of the affiliated group

Name of Common
Common Parent's

c. Certificate of Independent Price Determination
(1) By submitting this proposal, the offeror certifies, and in the case of a Joint proposal each

party to it certifies as to its own organization, that in connection with this solicitation

(a) The prices proposed have been arrived at independently, without consultation,
communication, or agreement, for the purpose of restricting competition, as to
any matter relating to the prices with any other offeror or with any competitor;

(b) Unless otherwise required by law, the prices proposed have not been and will not be
knowingly disclosed by the offeror before award of a contract, directly or indirectly to
any other offeror or to any competitor; and

(c) No attempt has been made or will be made by the offeror to induce any other person
or firm to submit or not submit a proposal for the purpose of restricting
competition.

(2) Each person signing this proposal certifies that:
(a) He or she is the person In the offeror's organization responsible for the deciSion as to

the pnces being offered herein and that he or she has not participated, and Will not
participate, in any action contrary to paragraph a above; or

(b) He or she is not the person in the offeror's organrzation responsible for the deCision as
to the being offered but that he or she has been authorized In to act as

for persons In trlat have not and 1/,1111

lICIIJcwt::, If I

Certification of Nonsegregated Facifities.



:fJ.<::Ti<:: ,"Fl 'T,1FiI"i".i5ilif'!"':' 11 ;:~i1,,, ;;;;:, r;;;';;1f';rrF,;::,iiil~; ""r~'l;~e;a;;n;~s;a' ny rooms. w0 rk areas.
areas tIme clocks. locker rooms or

r1"nl<,,,'n fountams. recreation or
facilities for en·lI)I()vE~es

tile of
or othenwlse

It [laS obtained Identical certifications from
It will oeltaln Identical from

:1IA":1n'ilnn subcontracts S10000 that are not
clause, that It will retain these

certifications Ir1 ItS files: anrj that It will fON/ard the notice to these prClpclSE·(j
subcontractors when they have submitted Identical certifications for time

Notice: A certificatIon of non segregated facilities must be submitted before the
a'Nard of a subcontract S10,000 that is not exempt from the Equal Opportunity
clause The certification may be submitted either for each subcontract or for all
subcontracts dunng a penod (quarterly, semIannually, or annually),

e, Certification Regarding Debarment, Proposed Debarment, and Other Matters

(1) The offeror certifies, to the best of its knowledge and belief, that it or any of its
principals

(a) Are _ are not __ presently debarred or proposed for debarment, or declared
ineligible for the award of contracts by any Federal, state, or local agency;

(b) Have __ have not __' wlthm the three-year period preceding this offer, been
convicted of or had a Civil judgment rendered against them for: commission of fraud or
a criminal offense in connection with obtaining, attempting to obtain, or performing a
public (Federal, state, or local) contract or subcontract; Violation of Federal or state
antitrust statutes relating to the submission of offers: or commission of embezzlement,
theft, forgery, bribery, falsification or destruction of records, making false statements,
tax evasion, or receiving stolen property;

(c) Are __ are not __ presently indicted for, or othenwise criminally or civilly charged by
a governmental entity with, commission of any of the offenses enumerated in
subparagraph (b) above;

(d) Have _ have not __ within a three-year period preceding this offer, been convicted
of or had a civil judgment rendered against them for: commission of fraud or a criminal
offense in conjunction With obtaining, attempting to obtain, or performing a public
(Federal, state or local) contract or subcontract; viOlation of Federal or state antitrust
statutes relating to the submission of offers: or commission of embezzlement, theft,
forgery, bnbery, falsification or destruction of records, makmg false statements, tax
evasion or stolen property; and
Are are not Indicted for, or otherNlse CClimlflAllv

comnnlSSlo,n of any the nlt,em,,,;:,,,,



('nntrrClrtlnt1 officer will affect the CalJat)llltv
I\lrc,th,nr1 contdlned In the fnr",nnl1'ln

,~cH'nrli", In order to render, In faith. the certification ) of this
fhe and Information of an offeror IS not to exceed th'lt wtllCh

person In the course of bUSiness d",,:>III'I,,'"

('nin,',:>r",'" a matter \vlthln the of an of Uilited States
,n "'" """ of a false fICtitious, or fraudulent certification may render the

orc)SE,CL.illOn under section 1001, Title 18. United States
Hie certification in ) of thiS is a matenal of fact upon

which reliance was when making the award If It IS later determmed that the offeror
IIn''''iH1,-,I" rendered an erroneous certification, in addition to other remedies available to the
Postal SerVice, the Contracting Officer may terln/nate the contract resuiling from thiS
SoliCitation for default.

f. Incorporation by Reference, Wherever in thiS soliCitation or contract a standard or
clause IS Incorporated by reference, the Incorporated term IS Identified by its title. ItS or
clause number assigned to It, and its date. fhe text of Incorporated terms may be found at

If checked, the following provision(s) is incorporated in thiS solicitation by reference

(1) Provision 1,2, Domestic Source Certificate Supplies (March 2006)
(2) ProviSion 1-3, Domestic Source Certificate Construction Matenals (March 2006)
(3) ProvIsion 9-1, Equal Opportunity Affirmative Action Program (March 2006)
(4) Provision 9-2, Pre-award Equal Opportunity Compliance Review (March 2006)
(5) Provision 9-3, Notice of Requirements for Equal Opportunity Affirmative Action (March

2006)

2.4 DEPOSIT OF ASSETS REQUIREMENTS (March 2006)
a, Except for payment bonds required for construction contracts, any supplier required to submit

a surety bond as a result of this solicitation may instead deposit assets in a form acceptable to
the Postal Service in an amount set forth in the Schedule,

b, When assets are deposited, the supplier must execute the Postal Service bond form made a
part of this solicitation, Failure to deposit assets acceptable to the Postal Service may be
cause for termination of the contract for default.

2.5 BOND
The supplier. Within fifteen (15) days after notice of contract award, Will be responSible for obtainlf1g
and maintaining a Contract Postal Unit bond in the amount in Attachment 1

The bond must be execute(j by a the US

2.6 CERTIFICATION OF STATUTORY COMPLIANCE



No? If

Yes,CPU c;p('v,r'p

'UUG'C'U at the CPUto

DETERMINATION OF MINIMUM OR NON·MINIMUM RATE SUPPLIER (To be (y"nnl."t[><

a the offeror an IndlwJual Yes, No? If "Yes." continue
Ii the offeror CPU more than of the time Yes,

2.7

eXI eE~(j the other commerCial revenues (CPU revenue IS
the Contract Postal Unit from Its customers, less ail credits. allowances and

refunds allowed or to customers and less also ttle face or amount of all money
the CPU, and amounts received from the Itself. or from ,,,,,,c,,,,c

controlled by. or under common control with the Yes, No?

If questions a. b. and
which the clause at

are all "Yes". or questions a. b. and e are "Yes," this IS a mlrllmum rate offer to
and the other rnlilifTIUrn rate provIsions of thiS solicitation apply.



PART·3=€ONTRA€T€LAUSES

3.1 CLAUSE 4-1 GENERAL TERMS AND CONDITIONS
a Assignment. If this contract for S10000 or more. clcwlls

for monies due or to become due from the Posta! ullder It may be to a
bank. trust company or other Institution. anv federal Ipn,;w,n
and may thereafter be further dll(l allY Institution
''''",nnll',,,",,t or must elll amounts and must Ilot be made to
more than one party. except that melY be made to olle
agent or trustee for two or more thiS contract No
assignment or reassignment will be as valid alld upon the Postal
Sen/Ice unless a wntten notice of the assignment or With a true
copy of the instrument of assignment, is filed With (1) the Postal Service: the office. If
any deSignated to make payment and the Postal Service has acknowledged the
assignment In wntlng; assignment of thiS contract or any Interest In thiS contract other
than In accordance With the provisions of this clause will be grounds for termination of the
contract for default at the option of the Postal Service.

b Changes
(1) The contracting officer may, In Writing. without notice to any sureties. order changes

Within the general scope of this contract in the following;
(a) Drawings. designs. or specifications when supplies to be furnished are to be

specially manufactured for the Postal Service In accordance With them;
(b) Statement of work or description of services;
(c) Method of shipment or packing;
(d) Places of delivery of supplies or performance of services;
(e) Delivery or performance schedule:
(f) Postal Service furnished property or facilities,

(2) Any other written or oral order (including direction. instruction. interpretation. or
determination) from the contracting officer that causes a change will be treated as a
change order under this paragraph. provided that the supplier gives the contracting
officer written notice stating (a) the date, circumstances, and source of the order and
(b) that the supplier regards the order as a change order.

(3) If any such change affects the cost of performance or the delivery schedule, the
contract will be modified to effect an equitable adjustment.

(4) The supplier's claim for eqUItable adjustment must be asserted within 30 days of
receiving a written change order. A later claim may be acted upon but not after final
payment under this contract If the contracting officer decides that the facts Justify
such action.

(5) Failure to agree to any adjustment is a dispute under Clause 8-9, Claims and Disputes,
which is incorporated Into this contract by reference Clause 4.2.a1). Nothing In
that clause excuses the supplier from proceeding With the contract as changed.

the
month

e Taxes. The
taxes from

II



1fl(~()nSlstArlC:lf,S In this Solicitation or contract will be resolvecJ
frdln''''hh orcJer t 1) the schedule of ancJ services (2)

Invoice. Other with
laws to the Postal Service Contracts i the clause at1-
2 Contract ferrns and ComJIt!ons to Statutes or Executive
Orders. (4) adcJenda to thiS soliCitation or contract. any license .,nroc"",on'!c

computer software: (5) solicitation If thiS IS a Solicitation. i6i other
thIS !7) other exhibIts. and attachments. and the Spl5'Cltlc'Cltli:JnS

h Shipping. The that meet the Iltllltations of
the current USPS Domestic Mail Manual either ItS own or use
of the United States Postal SerVIC:e. unless the officer grants a waiver of thiS

The for ensuring that the and are
sufficient to protect the ancJ ensure upon

I. Incorporation by Reference. 'vVherever In this solicitation or contract a standard provIsion
or clause IS by reference. the Incorporated term IS Identified by ItS title. the
provision or clause number assigned to it In the Postal Service SupplYing Practices and Its
date The text of Incorporated terms may be found at

The follOWing clauses are incorporated In this contract by reference

1) 8-1. Definitions (March 2006)
2) 8-15, Notice of Delay (March 2006)
3) 8-16, Suspensions and Delays (March 2006)
4) 8-19, Excusable Delays (March 20(6)
5) 8-30, Permits and Responsibilities (March 2(06)

3.2 CLAUSE 4-2 CONTRACT TERMS AND CONDITIONS REQUIRED TO IMPLEMENT POLICIES,
STATUTES OR EXECUTIVE ORDERS
a. Incorporation by Reference

( 1) Wherever in this solicitation or contract a standard provision or clause is incorporated by
reference, the incorporated term is identified by its title. the provision or clause number
assigned to it in the Postal Service Supptying Practices. The text of incorporated terms
may be found at The
following clauses are incorporated in thiS contract by reference:

(a) Clause 1-5, Gratuities or Gifts (March 2006)
(b) Clause 8-9, Claims and Disputes (March 2006)
(c) Clause 8-25, Advertismg of Contract Awards (March 2006)
(d) Clause 9-1, Convict Labor (March 2006)
(e)Clause 9-5, Contract Work Hours and Safety Standards Act ~~ Safety Standards
(March 2006)

If checked, tnllnwlnn ad,jltlon,31 '~,au;)",;> are

i
; I



March

rv1arcflVeterans of tlie Vleln, lin

",JI'\I'f~P Contract Act
Fall' Labor Stancfareis Acts ane1 Services Contract Act Price l1d!fic:!,n,,,,,I,:

ff,rn,I'!l\i'O Action for Hanc1'lcflp{:)eej
14 Affirmative Action for L/'" Uj,LU \/0('11>["')'/1 c:

(I)

im)

b Examination of Records.
( 1) Records. Records' Includes books, documents, and and

other data, of and of whether such Items dre In wntten form In
the form of computer data, or In any other form,

Examination of Costs. If thiS is a cost-type contract the supplier must maintain, and the
Postal Service wlil have the nght to examine and audit all records and other eVidence
suffiCient to reffect properly all costs claimed to have been incurred or anticipated to be
Incurred directly or indirectly In performance of thiS contract. ThiS right of examination
includes Inspection at all reason;lIjble times of the supplier's plants, or parts of them,
engaged In the performance of thiS contract.

(3) Cost or Pricing Data. If the supplier is required to submit cost or pricing data in connection
With any pricing action relating to this contract, the Postal Service, in order to evaluate the
accuracy, completeness, and currency of the cost or pricing data, will have the right to
examine and audit all of the supplier's records, including computations and projections,
related to:
(a) The proposal for the contract, subcontract, or modification;
(b) The discussions conducted on the proposal(s), including those related to negotiating;
(c) Pricing of the contract, SUbcontract, or modification; or
(d) Performance of the contract, subcontract or modification.

c. Reports. If the supplier is required to furnish cost, funding or performance reports, the
contracting officer or any authorized representative of the Postal Service will have the right to
examine and audit the supporting records and materials, for the purposes of evaluating:
(1) The effectiveness of the supplier's policies and procedures to produce data compatible with
the objectives of these reports; and
(2) The data reported.

d, Availability. The supplier must maintam and make available at its office at all reasonable
times the records, matenals, and other eVidence deSCribed in paragraphs through (d) of this
clause, for examination, audit, or reproduction, until three years after final payment under this
contract or any by statute or other clauses in this contract. In addition
1 termmated, the make available the

lermll'lal:ed until after

33 CLAUSE 2-12 POSTAL SERVICE PROPERTY - Short Form
nPli,J"nJ to



3.4 CLAUSE 6-1 CONTRACTING OFFICER'S REPRESENTATIVE (March 2006)
will appoillt a

adn1lfl1stratlon of the rn'·"r·,r'

.'Ut)fJ"'" on dil matters A the notice of appolf1tment ltO'"''''''

:ou'Jf.!IIe, upon avvard of contract

3.5 CLAUSE 7-2 ADDITIONAL BOND SECURITY
If surety a bond In connection with this contract becomes to the Postal
",PIC\/,,'P or fails to furnish on Its financial condition as officer. or
If the value of funds. the postage value available In the system
meter) and accountable paper increases to the point where the security furnished becomes
Inalejequ,3te In the officer representatlve's the supplier must promptly furnish
addllional bond security as required to protect the Interest of the Postal Service.

3.6 CLAUSE 7-3 DEPOSIT OF ASSETS INSTEAD OF SURETY BONDS (March 2006)
a. If the supplier has deposited assets instead of furnlshiflg sureties for any bond required under

thiS contract and the assets are In the form of checks, currency or drafts, the contractiflg officer
will hold the assets In an account for the supplier's benefit.

b. Upon contract completion. the supplier's funds Will be returned as soon as possible. unless the
contractiflg officer determines that part or all of the account is required to compensate the
Postal Service for costs it incurs as a result of the supplier's delay, default, or failure to perform.
In such a case, the entire account will be available to compensate the Postal Service.

3.7 TERMINATION ON NOTICE
This contract may be terminated by either party upon one hundred and twenty (120) days'
written notice. In the event of such termination, neither party will be liable for any costs, except for
payment in accordance with the payment provisions of the contact for actual services rendered
pnor to the effective date of the termination. When required to protect the Postal Service's
interests, the contracting officer may terminate the contract upon one day's written notice.

3.8 APPEARANCE, LOCATION AND SECURITY
The Contract Postal Unit area, as well as the interior and exterior of the supplier's premises, must
be kept clean, neat, uncluttered and in good repair. Windows must be clean and unobstructed.
Facility idenlification and logo will be appropriately placed, visible and in good condition. lighting
must be adequate and properly maintained. Counters must be attractively organized to facilitate
customer transaclions. Signs (Hours of Operation and Collection Times, etc.) and promotional
displays must be current and appropriate for the season. Trash receptacles must be available and
clean The Contract Postal Unit must not be located In or connected to a room where
Int()xlt:allng hp,/p'-;>r1'''''' are sold for on the When the Contract Postal Unit IS

the round in location and

39 PROHIBITED TRANSACTIONS
MAY NOT. IN i"J

OFFER DIRECTLY OR BY
SUBCONTRACT, LEASE, OR SUBLEASE OR OTHERWISE PROVIDE:



:ustomaryarr,ount The CPU rnay not
,'f',,,,,\<o themselves for

kn,'1\,,',n!1h; to any Inc1lvlclual or business whose purpose In the stamp stock
It to or lildlvldual stamp transactions over S1

vUI'fJ""" cannot circumvent the S 1000,00 limit engaging In
the from rnemtJers of the to

over S 1000 00 must be referred the admlrllstratlve post
Th(~ when used In the of this may

to affix full rate for the customers, or for Internal business of
:OUlfJfJ""" In what IS conSidered to be a reasonable and customary amount. The fJU;:,t"ILjt::

''I/lda,1('lnn device may not be used for any bulk letter mailings by any entity or person
Postage from thiS deVice may not be applied to any mail presented
under any discounted mall program, Failure to adhere to these requirements, as
determined In the sale dIscretion of the Postal
SerVice, constItutes a baSIS for termination,

3.10 POSTAL FUNDS
All moneys received from the operation of the Contract Postal Unit are the property of the US
Postal SerVIce, and not the property of the supplier, Funds received in the operation of the CPU
shall be kept separate and apart from all other funds received by the supplier,

3.11 LIABILITY
The supplier assumes the risk of, and will be responsible for. any loss of or damage to Postal
Service moneys and property, except when the supplier can show that (1) the supplier complied
With all of the security requirements contained in this contract and the losses occurred despite that
compliance: and (2) that the losses did not result from the acts or omissions of the supplier or its
personnel.

3.12 TRAINING
Customer service, product knowledge, and equipment training modules are required and will be
provided to the supplier's personnel by the Postal Service, Prior to or within thirty (30) days of
beginning work. supplier personnel who will be providing
Contract Postal Unit (CPU) services will receive forty (40) hours of training, The Postal Service Will
provide the supplier a training schedule no later than fifteen (15) days prior to the Operation Date
(See Attachment 1 - Requirements), The supplier must notify the COR within one business day
whenever a person is retained to work in the CPU, requesting that initial training be provided to that
person In addition. the Postal ServIce may require the supplier's personnel to complete eight (8)
hours of trainIng per year in each year subsequent to the year of their initial training, The supplier
Will be responsible for salary and benefits of its personnel who attend the required traming If
approved by the Contracting Officer, the required training may be prOVided by the supplier's USPS
certified trainer,

3.13 ADVERTISING

3.14 NEW SERVICES, PRODUCTS AND TECHNOLOGY
of



3.15 CONTRACT POSTAL UNIT IDENTITY
a The Contract Unit shall be known as the UNlfED SLA.TES POST OFFICE CONTRACf

UNlf

Contract Unit and the
"~JlC\jli'''' and In any USPS
The Postal Service at Its expense. will all extenor and Intenor
purpose of the location as a Contract Postal Unit. The at Its own expense.

r",,,,nnn,,,,hlp for needed (If and the signs m agreed
upon locations on the extenor and intenor of the CPU location. The signs must be malntamed
In at supplier expense. for the duration of the contract. The may not be
moejjfled or moved without the pnor wntten approval of the Postal Service Upon terrnlnatlon of
the contract. the supplier at Its own expense. IS responsible for removing the Signs. disposing of
them as directed by the contractmg officer. and restoring the location to ItS anginal condition

d Except as speCified m this paragraph, the supplier IS not authorized to include the name. POST
OFFICE. In ItS corporate name. trade name or business name The supplier is not authorized
to use any USPS trademarks or logos. Including the mark Post Office. In any other manner
without the prior approval of the Postal Service.

e. The supplier acknowledges that USPS Trademarks. including but not limited to the marks Post
Office, United States Post Office, Postal Service, Untied States Postal Service and the Eagle
Logo are trademarks owned solely and exclUSively by USPS and agrees to use USPS
trademarks only in the form and manner (with appropriate legends) preSCribed by USPS. The
supplier agrees not to use any other trademark or service mark in connection with any USPS
Trademarks without prior written approval of USPS. The supplier agrees to mark all advertising
and other uses of USPS Trademarks with a legend indicating that USPS Trademarks are the
property of USPS and that they are being used under license from USPS, together with any
other legends or marking that may be required by law. All use of USPS Trademarks by the
supplier shall inure to the benefit of USPS.

3.16 MONTHLY REPORTS MINIMUM RATE SUPPLIERS
~.,1inimum rate suppliers must submit a Monthly Report of Operations to the contracting officer's
representative (COR) for approval, no later than two working days after the end of each Accounting
Period. The reports will be checked by the COR to ensure that the hours of operation speCified in
the contract are not being exceeded.

3.17 INSPECTION OF CONTRACT POSTAL UNIT
The Postal Service, reserves the right, without prior notice. to conduct audits and customer surveys
and to review and Inspect the supplier's performance and the quality of service at any time during
the operating hours of the CPU. A written report Will be submitted to the for corrective
acllon. If Contract reviews may be held to promote continuous

All Will

3.18 SUPPLIER'S LEASE ANDIOR BUSINESS OPERATIONS



or any clauns

OUE',JII'.71 In

3.19 TRANSFER OF CONTRACT
a may not transfer to another

on It -- except under the ClrcumstanCE?S dn.-,·r,hc,rJ

'-01",,1('0 milY at ,Jny time after m)llnJlnn

allY other and remedies It has law

"u

( 1) The Postal Service may a transfer as valid If all of the assets. or all
those Involved In the contract are transferred
Payments owed the may transferred to a bank. trust company or other fmanclal
institution. Includmg any Federal agency, If all amounts payable are transferred and
the transfer IS to a party may be an or trustee for two or more parties who
are involved in the financing).

For any transfer to be valid, the supplier must give the Postal Senllce wntten notice wilh the transfer
paper attached and obtain the contractlflg officer's approval In wrillng, Copies of the notice and
attachments must be filed With the Postal Service: the surety or sureties on any Contract Postal
Unit bond: and the Postal Service office, If any. that has been deSignated to make payment

3.20 BOND NOTIFICATION
The supplier must notify the contracting officer's representative within five (5) days If the supplier's
surety cancels its Contract Postal Unit bond or If the supplier changes sureties.

3.21 Minimum Rate
Minimum rate suppliers must receive not less than the prevailing Federal minimum wage for work
performed, The annual pnce proposed by a minimum rate offer must, when diVided by the annual
operating hours, provide the supplier at least the prevailing Federal minimum wage. If it does not.
the offer may be rejected.

3.22 REQUEST FOR PRICE ADJUSTMENT
a. The supplier may request an increase in the payment percentage rate after providing service

under this contract for at least one full year. Subsequent price increases will be considered at
two-year intervals from any prior price increase effective date. Supplier's written request must
provide a detailed explanation. With supporting documentation, to justify the increase based on
either of the following reasons:

(1) Direct cost increases for rent utilities, taxes, and labor. (If the CPU is operated in
conjunction With another bUSiness, the increased costs must be prorated and only
those costs associated With the operation of the CPU will be considered.)

(2) Increased benefit to the Postal SerVice, eg., improvements (must be speCific).

b

3.23 CONTRACTS BETWEEN THE POSTAL SERVICE AND ITS EMPLOYEES OR BUSINESS
ORGANIZATIONS SUBSTANTIALLY OWNED OR CONTROLLED BY POSTAL SERVICE
EMPLOYEES (CONTRACT POSTAL UNIT)
:J



removal of an from the CPU nnl"'r;;,r",n" If the
,,,,,,,,;,,,,,,,,:> cannot do the work or fails With

,,,,,,r,,,I,,',,,,, of a Contract Postal Unit (CPU)
"U[J[J'''''' """',,n""'" I dSSlf1f1PU to the Contract Postal Unit must be DrClfe:3SII)r1i]IIV

"PI'c:"""",1 must a of the
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ATTACHMENT 1 . REQUIREMENTS
I. DESCRIPTION

fhe Contract Postal Unit will report to the 1"11"un,,r,"

Title

Installation Name

Street Address

City, State, ZIP+4

Telephone Number (include area code)

SPACE REQUIREMENTS: See CPU Design and Construction ReqUirements (Attachment 5)

CONTRACT POSTAL UNIT BOND AMOUNT: Any change to the above bond amount after contract
award must be agreed to, in Writing, by both the supplier and the contracting officer's representative (COR) Copies of
the change will be maintalne'd by the supplier, COR. and the District Retail Office,

AREA/LOCATION (identify general boundaries)

If. OPERATIONAL DATE
The Contract Postal Unit (CPU) contract term will commence upon receipt of the Contract Postal Unit bond and
notification from the CPU Coordinator that the supplier training and build-out (construction/signage) reqUirements have
been completed and accepted by the Postal Service.

/II. SERVICE DAYS AND HOURS
At a minimum, the Contract Postal Unit must be open to the public, Monday through Friday from a.m. to
pm. and Saturday from a,m. to pm If the retail business is open to the pUblic on Sundays and Holidays,
the Contract Postal Unit must be open to the public from am. to pm. Any change to the above hours after
contract award must be agreed to, in writing, by both the supplier and the contracting officer's representative (COR),
Copies of the change will be maintained by the supplier, COR, and the District Retail Office.

IV. SERVICES· The supplier must provide the following services

A. STAMPS & PRODUCTS

V, OTHER SERVICES·

C. INTERNATIONAL MAIL D, SPECIAL SERVICES



ATTACHMENT 2
SUPPLIER BUSINESS PROPOSAL, INFORMAnON AND WORKSHEET

"_'-'.'C'''~'._'."'.'."'--'_Allinformdtion nrr'\\iill,.,,1

VISit the prCJpClSeG ('"niT:1('!

;]ckJendum to this attachment must be

melV
,y,nv"lie,i'", this evaluation

with your offer

Supplier's Proposal to meet the USPS Requirement for a CPU Contract. The Postal Services
"re"-n.,,n! IS For a contract which is convenient to our customers. in an attractive and

staffed and managed in a way which encourages them to use It to obtain postal serVices. \/Vlth that In mmd.
explam. use the follOWing to how the facility you propose at your location meets that requirement
Your proposal should address each tOPiC as listed below.

1. Past Performance. PrOVide at least three (3) references that will demonstrate/verify a history of
satisfactory past performance These references Will be asked about your performance in Ule areas of
qualily. timeliness of bUSiness relations and cost control.

1. Name Title

Phone

2. Capability. The supplier must provide information that it is financially sound. This information should
document financial performance during the last full fiscal/accounting year and should include financial
reports. profit and lost statements and balance sheets. Attach this information to this worksheet In the
space provided below. provide the name of your primary lending/banking institution. itS phone number. and
a pomt of contact.

Phone

3. Characteristics of your Retail Facility.

Proposed CPU Name

Proposed CPU Physical Address

City, State Zip +4

Business email address



in terms of its relationship to the customers to be served, other business, etc

3b. Current Business Volume. Provide verifiable Information on current daily foot traffic, sales per square
feet and other information indicative of business volume and market served,

3c. Physical Characteristics. What features of your facility make it convenient and attractive to postal
customers? Also, be sure to address accessibility to the handicapped (in terms of your facility and of the
CPU within your facility) and if facility is not currently accessible, how it will be made accessible before
service begins.

3d, Parking and Public Transportation. Describe the availability and extent of on-site and other public
parking (including handicapped parking), whether that parking is paid or free and the extent of availability of
public transportation convenient to your location.



4. Characteristics of the Proposed CPU facility within your location. Discuss how your CPU
meets or exceeds the space of Attachment 5 of the as well as its other

location and appearance Attach a of where the CPU will be located Indicate the
store entrances, eXits, and checkout stations In relation to the CPU location.

5. Staffing. Discuss plans for staffing and managing the CPU during regular business hours and the holiday
season. Explain the relationship between CPU personnel to other personnel and the extent to which CPU
staff will perform other duties within your business. Describe your plans or programs to deal with employee
turnover and absenteeism with respect to the CPU.



CONTRACT POSTAL UNIT BOND

INSTRUCTIONS

1. Insert the full name and bUSiness address of the in the space
on the face of this form The legal name on the bond must be the same as the legal

name on the contract. The bond must be by an authorized person. Where such person
",nn;rln In a an attorney-in-fact), but is not a member of the firm,

or Joint venture, or an officer of the Involved, eVidence of must
be furlllshed,

2. executing the bond as sureties must be among those appearing on the Treasury
Department's list of approved sureties and must be acting within the limitations set forth therein,

3. Corporations executing the bond must affix their corporate seals. Individuals must execute the
bond opposite the word "Sea"·; and, if executed in Maine or New Hampshire, must also affix an
adhesive seal.

4, MAIL THE ORIGINAL BOND AND ALL CORRESPONDENCE RELATING TO THE BOND TO:

US POSTAL SERVICE
ATTN CPU COR
STREET ADDRESS

STATE ZIP+4

THE TREASURY DEPARTMENT'S LIST OF APPROVED SURETIES
MAY BE ACCESSED ON THE INTERNET AT:

CHECKLIST FOR Contract Postal Unit Bond

Your bond MUST include the following:
1. Surety company/corporation who is approved by the Treasury Department and on the Treasury list.
2. Proper penal sum (dollar amount) in accordance with contract, unless written amendment from

COR.
3. Signature of principal.
4. Signature of corporate surety representative,
5. Public Notary on signature of individual representing corporate surety.
6. Power of Attorney on signature of individual representing corporate surety.
7. Corporate seal of corporate (if aVl31lclblE~1.



CONTRACT POSTAL UNIT BOND

DATE BOND EXECUTED

PENAL SUM OF BOND S

BOND NUMBER:

UNIT LOCATION:

(Legal name and business address Name
must match what is on your contract)

OF ORGANIZATION eX' one)
) Individual ( ) Partnership
) Joint Venture () Corporation

STATE INCORPORATION

SURETY (IES) Name(s) and business address(es)

KNOW ALL that we, the Principal and hereto, are firmly bound to
the United States Postal Service (the Postal Service) in the above penal sum for the payment of which we
bind ourselves, our heirs, executors, administrators, and successors, jointly and severally: Provided, That,
where the Sureties are corporations acting as co-sureties, we the Sureties, bind ourselves in such sum
"jointly and severally" as well as "severally" only for the purpose of allowing a joint action or actions against
any or all of us, and for all other purposes each Surety binds itself, jointly and severally with the Principal,
for the payment of such sum only as is set forth opposite the name of each Surety, but if no limit of liability
is indicated, the limit of liability will be the full amount of the penal sum.

THE CONDITION OF THIS OBLIGATION IS that the Principal and the Postal Service entered into the
contract identified above for the operation of a Contract Postal Unit.

NOW If the Principal(s)

oprinrms and fulfills all duties and trusts ,rrlt'\('\c,arl on it as In acc;onjarlce
the terms of the and and directions

to the "('\,,\t,,,,,t·



(b) pays over to or Its
postage value available in the postage o,/irlonrlnn

d",rnr,orl paper, money order stock, mail matter, Postal
Service furnished pursuant to the contract, and all other of every kind
which comes Into Its the of Its or

the of the contract: then this will be vOid and of no effect:
otherwise it will remain in full force and effect.

THIS BOND and the hereunder will remain In full force and effect until the contract Identified
herein ends or IS terminated In accordance with its provisions. However, the may cancel this bond
upon 120 days wntten notice given to the Postal Service and the Pnncipal at any time after the of
the period following the start of the bonded contract. In addition, the surety may cancel this bond
at any time that the surety has the written consent of both the Postal Service and the Principal, or that the
Principal furnishes to the Postal Service a substitute bond on terms equivalent to this bond with a surety
satisfactory to the Postal Service.

IN WITNESS WHEREOF, the Principal and Surety (ies) have executed this Contract Postal Unit Bond and
have affixed their seals on the date set forth above.

2. Corporate Seal
Signature(s)

&

Seal Seal

CORPORATE SURETY (IES)

Name &
Address

STATE OF INC. LIABILITY LIMIT

****ALL CORRESPONDENCE RELATING TO THIS BOND SHOULD BE MAILED TO:

US POSTAL SERVICE
ATTN CPU COR



Supplier's Price Offer (Completed by supplier when submitting proposal). The ::>U~)fJllitol proposes to
n,:>rtnncn this contract at Performance Payment rate of percent.

The Performance shall be to all of the revenues the receives from the
services listed in Attachment 1. Section IV. Services, and the other services that are checked In Attachment
1, Section V, Other Services. for office box rental fees. which are for beiow.

Contract Postal Unit Performance Payment Rate (Completed by Postal Service upon award). The
supplier agrees to the CONTRACT POSTAL UNIT for percent of the CPU revenue
(excluding post office box rental fees) it receives from the sale of postal products and services listed in
Section IV, and that are checked in Section V, Other Services, of Attachment 1.

Postal Retail Product and Service Promotions and Compensation

During the contract term from time to time, on such schedule as it may establish, the Postal Service may
direct the supplier to participate in promotions of one or more of the retail products and services listed in
Attachment 1, Sections IV and V, During any such promotion, the Postal Service will measure the
supplier's performance (expressed in terms of total revenues or percentages of revenues) against the
comparable revenues of other CPU suppliers within a designated geographic unit (such as a Postal Service
District or Area), all as established by the rules of the promotion, For participation in such promotion,
supplier shall be entitled to receive such additional compensation as specified in the promotion's rules for its
performance relative to that of the other participating CPU suppliers, The Postal Service will provide the
supplier with all instructions, rules and support materials required for each promotion,

Post Office Box Service Performance Payment Rate

If Post Office Box Service is a part of this contract, the supplier will be paid thirty-three (33) percent of the
revenue it receives for the rental of post office boxes,

NOTE: CPU revenue is gross revenues received by the Contract Postal Unit located at the address
indicated in Attachment 2, Page 2 of this contract from its customers, less all credits, allowances and
refunds allowed or granted to customers and less also the face or principal amount of all money orders
issued by the CPU, and excluding amounts received from the supplier itself, or from persons or entities
controlling, controlled by, or under common control with the supplier, CPU revenue of any stamp sold at a
rate in excess of the amount for which it is valid as postage will be based on the amount for which it is valid
for and not on the full face value of the stamp (such as the Breast Cancer Research semi-postal
stamp),

Following a change in postage rates, the Postal Service will exchange the Supplier's on-hand stamp stock
which no reflects current postal rates dollar for dollar for stamp stock at the current rates This
bv,-h"nr,n will not increase or decrease revenue, and no will be on the P){{-h~lnrlP



Solicitation/Offer/Award for Firm-Fixed
Contract Postal Unit

•..•......•......FOR OFFICIAL USE ONLy··········..........

1 Contract No. 2BCPAC·08·B· 2. Request No 3 Solicitation No

4a. For ,u 'c •• Clii. 4b. T'"""iJ' 'u, 'c No 4c. Fax No 4d e·Mali
Name:
Purchasing and Supply Management Specialist

5 Issued By 6. SocJEc 7. UNSPC 8 Ad !mn Office 9 CPU UrJlt 10
Travel, Retail and Temporary Services Code Finance No
US Postal Services - CPAC 8014170300
3300 S Parker Rd., Ste. 400
Aurora CO 80014·3500
10. Supplier (Name and Mailing Address) 11 CPU Physical Location

Individual or Company Name CPU Site Name

DBA (if applicable) CPU Physlcall\ddress

AddressJP 0 Box

City, Slate, Zlp+4

City. State, Zlp+4

12. Contact Information

II Address

13a Taxpayer Identification No. (TIN) or Social Security No, (SSN)

Telephone No

Fax No

13b, Parent TIN (if applicable)

14a. COR Administrative Office Name 14b. COR Admlllistrative Office Address and Phone number

sp"clfled herein In accordance with Ihe nrr\vi<:rnr\Q
malllllg and

de(;rei3Selhe and

I)

15, General Description of Requirement
g) The supplier must provide dedicated space services and equipment In compliance with the terms and conditions of thiS

contracl and all attachments
h) The supplier must provide the postal goods and

Domestic Manual (DMM) those
a

Compensation

." ,~ _...~..".~ (USPS witl insert price at time of award).



PART 1 - CONTACT POSTAL UNIT SCHEDULE

1.1 CONTRACT POSTAL UNIT OPERATION

The supplier agrees to a Contract Postal Unit In a by a supplier, at a
supplier-owned or leased site. under contract to the Postal Service to provide specified Postal
Services and supplies to the the terms and conditions established herein. Days and hours
of operation will be coordinated with the designated postal official listed in Attachment 1 who will
serve as the Postal Service point of contact with the supplier. A copy of the notice of appointment
defining this individual's authority will be furnished to the supplier upon award. The contract will be
for an indefinite term. subject to the rights of termination specified herein. The supplier must
provide the services listed in Attachment 1. Requirements. The property required for the operation
of this CPU is identified in Attachment 1.

The supplier agrees to operate a Contract Postal Unit (CPU) under the terms and conditions
established herein for the fixed annual price of $ (Supplier insert offer in
the space provided).

1.2 ACKNOWLEDGMENT OF AMENDMENTS
The supplier acknowledges receipt of amendments to the solicitation numbered and dated as follows:

Amendment Number Date Amendment Number Date

PART 2 - SOLICITATION PROVISIONS

2.1 PROVISION 4-1 STANDARD SOLICITATION PROVISIONS

Printed Name

Part 2 of this sollcitatlcln
Attachment 2 - Contract Postal Unit - JUIJfJ"t::1

e.
f.

a. Submission of Offers. Submit signed and dated offers to the office specified in this solicitation
at or before the exact time specified on this solicitation.

As a minimum offers must show:
a. Page 1, Item 10, individual or company name, dba, address, city, state zip and contact

name.
b. Page 1, Item 11, CPU site name, physical address of CPU, telephone number, fax

number and email address ***** DO NOT USE A POST OFFICE BOX
ADDRESS FOR THE PHYSICAL ADDRESS *****

c. Page 1, Item 12, Contact Information. This is information on who to contact in reqarcls
to any issues or concerns with this contract

1, Item 13a, identification number
The TIN tax ide~ntific,3ticm n'dmn",r

Form 941, I-rr'nlr'\larc: (J/ f::l17pr!v hnt1I"r:::.!

1, Item 13b.
1 Item 17b. of lJarc:rm

and Title of Person Authorized to
g. Provide all other information
h. Provide all the information I t:;Llut:;::>le,u

Business and Information.
b

Business Disagreements.
nbudsrnan if



Late Offers. Offers or modifications of offers received at the address specified for the
of offers after the exact time for of offers will not be considered unless
determined to be In the best Interests of the Postal Service.

e. Type of Contract. The Postal Service to award a Firm-fixed contract under this
solicitation. and all must be submitted on this basIs. Alternate based on
other contract will not be considered.

f Contract Award. The Postal Service may evaluate offers and award a contract without
diScusSions with offerors Therefore, the offeror's Initial offer should contain the offeror's best
terms from a and tedlfllcal Discussions may be conducted if the Postal
Service determines they are necessary. The Postal Service may reject any or all offers If such
action IS in the best interest of the Postal accept other than the lowest and waive
informalities and minor Irregularities In offers received. The Postal Service reserves the right to
award multiple (firm-fixed or performance-based) price contracts under this solicitation

g. Incorporation by Reference. Wherever in this solicitation or contract a standard provision or
clause is incorporated by reference, the incorporated term is identified by its title. the provision
or dause number assigned to it, and its date. The text of incorporated terms may be found at

If checked, the following
provisions is incorporated in this solicitation by reference:

o Provision 3-1, Notice of Small, Minority, and Woman-owned Business Subcontracting
Requirements (March 2006)

2.2 PROVISION 4-2 EVALUATION

a. General. The Postal Service will award a contract resulting from this solicitation to the offeror
whose offer conforming to the solicitation is deemed to offer the Postal Service the best value,
price and other factors as specified considered. Supplier specific factors shown under item one
(1) below will be evaluated on a pass or fail basis. Offerors whose supplier-specific evaluation
factors are found acceptable will have their proposal-specific factors evaluated. Proposal­
specific factors shown under item two (2) below will be evaluated according to the criteria, to
include handicapped accessibility. Proposals which do not propose facilities that are
handicapped accessible, or which do not demonstrate, to the Postal Service's satisfaction, how
the facility will meet the applicable accessibility standards before service begins, will not be
evaluated further. Failure to provide any of the information requested in Attachment 2 of this
solicitation may disqualify your proposal from consideration. The performance evaluation
factors (proposal-specific and supplier-specific factors), when combined, are considered to be

more important. less important. 0 as important as price. The following performance
evaluation factors will be used in the evaluation of offers:

(1) Supplier-Specific-Factors - Pass or Fail (See Attachment 2)
Past Performance

(b )Capability

Proposal-Specific Factors (See Attachment 2)
:h",r",.·l"'iri",ti.·", of Retail

acc:esslbility to the harldll:ap,ped)

I-'rOIJOSI::d CPU within the 0UlJlJilt::' Retail



of an offer mailed or otherwise furnished to the successful offeror within the time for aCCelJta,nce
c:n,or,fi",rl In the offer, will result in a contract without further action by either party,



2.3 PROVISION 4-3 REPRESENTATIONS AND CERTIFICATIONS (MARCH 2006)

a. Type of Business Organization.
The offeror. the aplJllcable blocks. that It

(1) Operates as:
a under the laws of the state of ~ .. _. __~ . ~

an Individual:
a
a venture:
a limited
a or
an educational Institution; and

Is (check all that apply)
a small business concern;
a minority business (indicate minority below):
Black American
Hispanic American
Native American
Asian American:
a woman-owned business; or
none of the above entities.

(3) Small Business Concern. A small business concern for the purposes of Postal
Service purchasing means a business, including an affiliate, that is independently owned
and operated, is not dominant in producing or performing the supplies or services being
purchased, and has no more than 500 employees, unless a different size standard has
been established by the Small Business Administration (see 13 CFR 121, particularly for
different size standards for airline, railroad, and construction companies). For
subcontracts of $50,000 or less, a subcontractor having no more than 500 employees
qualifies as a small business without regard to other factors.

(4) Minority Business. A minority business is a concern that is at least 51 percent
owned by, and whose management and daily business operations are controlled by, one
or more members of a socially and economically disadvantaged minority group, namely
U,S citizens who are Black Americans, Hispanic Americans, Native Americans, or Asian
Americans. (Native Americans are American Indians, Eskimos, Aleuts, and Native
Hawaiians, Asian Americans are U.S. citizens whose origins are Japanese, Chinese,
Filipino, Vietnamese, Korean, Samoan, Laotian, Kampuchea (Cambodian), Taiwanese,
in the US. Trust Territories of the Pacific Islands or in the Indian subcontinent)

(5) Woman-owned Business. A woman-owned business is a concern at least 51
percent of which is owned by a woman (or women) who is a U,S. citizen, controls the
firm by the power to make and the business

aCtiVelY involved in aaV-!lJ-Clav m;::lnAI(1p·m~'nt

Educational or Other Nonprofit Organization.
or edLJCal'lonal pIJrpl)SeS,

which inures to the

b
POIICIE~S of an offeror

To
decisions of the



the offerors Quarterly Federal Tax Return, US Treasury Form 941. Offeror's TIN:

Check this block if the offeror is owned or controlled by a parent company:

If the block above is checked, provide the following information about the parent
company:
Parent Company's ~~ame _~'~"_,.'''. " "" ,~ __ ",,~,_,,, ,.__
Parent Main 0 ffi ce ~ .._. ,_-..,~_ ~__~ ..,~~' .."' .. _
Add ress .._..__", '_~_.. '__, , "_~~,_~__ ,_, _
No. and Street ~~~--~'------~..,,=C"....-__'_'-~~~----'''-~
City: State Code:

~~~'--'----

Parent Company's TIN: ~~_,~__~~~__~~~~~__~

(5) If the offeror is a member of an affiliated group that files its federal income tax return on
a consolidated basis (whether or not the offeror is owned or controlled by a parent
company, as provided above) provide the name and TIN of the common parent of the
affiliated group:
Name of Common
Common Parent's

c, Certificate of Independent Price Determination.

(1) By submitting this proposal, the offeror certifies, and in the case of a joint proposal each
party to it certifies as to its own organization, that in connection with this solicitation:
(a) The prices proposed have been arrived at independently, without consultation,

communication, or agreement, for the purpose of restricting competition, as to any
matter relating to the prices with any other offeror or with any competitor;

(b) Unless otherwise required by law, the prices proposed have not been and will not be
knowingly disclosed by the offeror before award of a contract, directly or indirectly to
any other offeror or to any competitor; and

(c) No attempt has been made or will be made by the offeror to induce any other person
or firm to submit or not submit a proposal for the purpose of restricting competition.

(2) Each person signing this proposal certifies that:
(a) He or she is the person in the offeror's organization responsible for the decision as to

the prices being offered herein and that he or she has not participated, and will not
participate, in any action contrary to paragraph a above; or

(b) He or she is not the person in the offeror's organization responsible for the decision
as to the prices being offered but that he or she has been authorized in writing to act
as agent for the persons responsible in certifying that they have not participated, and
will not participate, in any action to paragraph a above, and as their
does so and he or she has not and will not in
any action a above.

~y1odification or fjeletlon
as

any prCIVISIQn

d. Certification of Nonsegregated Facilities.

I 1 the offeror certifies that it does not and
cal'Hail::>!"''' facilities at any of

errlOi(WEl8S to nan,...,r!n ,""'l!if'''',
It



or other storage or dressing areas, parking lots, fountains, recreation or
entertainment area, or facilities for that are
C:AI,rAn::ltAri by directive or are In fact on the basis of race, color,

or national because of habit, local custom, or otherwise.
The offeror further agrees that it has obtained Identical certifications from
prc)pc)sEld subcontractors for time it will obtain Identical certifications
from subcontractors before subcontracts $10.000 that are
not exempt from the of the Equal clause; that It will retain these
certifications in ItS files and that It will forward the notice to these pr()PC)SEld
subcontractors (except when they have submitted Identical certifications for time
periods)
Notice: A certification of non facilities must be submitted before the award of
a subcontract exceeding $10,000 that is not exempt from the Equal Opportunity clause.
The certification may be submitted either for each subcontract or for all subcontracts
during a period (quarterly, semiannually, or annually).

e. Certification Regarding Debarment, Proposed Debarment, and Other Matters
(This certification must be completed with respect to any offer with a value of $100,000 or more.)

(1) The offeror certifies, to the best of its knowledge and belief, that it or any of its
principals

(a) Are _ are not _ presently debarred or proposed for debarment, or declared
ineligible for the award of contracts by any Federal, state, or local agency;

(b) Have __ have not _' within the three-year period preceding this offer, been
convicted of or had a civil judgment rendered against them for: commission of fraud
or a criminal offense in connection with obtaining, attempting to obtain, or performing
a public (Federal, state, or local) contract or subcontract; violation of Federal or state
antitrust statutes relating to the submission of offers; or commission of
embezzlement, theft, forgery, bribery, falsification or destruction of records, making
false statements, tax evasion, or receiving stolen property;

(c) Are _ are not _ presently indicted for, or otherwise criminally or civilly charged
by a governmental entity with, commission of any of the offenses enumerated in
SUbparagraph (b) above;

(d) Have _ have not _ within a three-year period preceding this offer, been
convicted of or had a civil judgment rendered against them for: commission of fraud
or a criminal offense in conjunction with obtaining, attempting to obtain, or
performing a public (Federal, state or local) contract or subcontract; violation of
Federal or state antitrust statutes relating to the submission of offers; or commission
of embezzlement, theft, forgery, bribery, falsification or destruction of records,
making false statements, tax evasion or receiving stolen property; and
Are _ are not _ presently indicted for, or otherwise criminally or civilly charged
by a governmental with, commission of any of the offenses enumerated in

above.
has not



of this provision. The knowledge and Information of an offeror is not required to
exceed that which is normally by a prudent person In the ordinary course of
business rio·"I'("n<o

This certification concerns a matter within the of an agency of the United
States and the of a false. fictitious. or fraudulent certification may render the
maker subject to under section 1001. Title 18. United States Code.
The certification In of this IS a material of fact

upon which reliance ".vas when the award. If it IS later determined that the
offeror rendered an erroneous certification. in addition to other remedies
available to the Postal the Officer may terminate the contract
resulting from this solicitation for default

f. Incorporation by Reference. Wherever in this solicitation or contract a standard provision
or clause is incorporated by reference, he incorporated term is identified by its title, its
provision or clause number assigned to it, and its date. The text of incorporated terms may
be found at If checked. the
following provision(s) is incorporated in this solicitation by reference:

1 Domestic Source Certificate Supplies (March 2006)
1-3, Domestic Source Certificate - Construction Materials (March 2006)
9-1, Equal Opportunity Affirmative Action Program (March 2006)

Pre-award Equal Opportunity Compliance Review (March 2006)
Notice of Requirements for Equal Opportunity Affirmative Action (March 2006)

2.4
a.

REQUIREMENTS (March 2006)
ds required for construction contracts, any offeror required to submit

of this solicitation may instead deposit assets in a form acceptable
an amount set forth in the Schedule.

sited. the offeror must execute the Postal Service bond form made a
Failure to deposit assets acceptable to the Postal Service may be
the contract for default.

I i days after notice of contract award. will be responsible for obtaining
Unit bond in the amount specified in Attachment 1 -

bond must be executed by a Surety Company approved by the U.S. Treasury
iment Treasury Department Circular 570 at http://www.fms.treas.gov/c570/index.html)

Contract Postal Unit Bond format in Attachment 3 of this solicitation. The supplier's
failw the contracting officer representative with a bond may result in the contract being
terminated on notice.

2.6 CERTIFICATION OF STATUTORY COMPLIANCE
The (check applicable box) certifies that the within which it pr()p()se~s

Contract Postal Unit or by the time service begins

2.7 DETERMINATION OF MINIMUM OR NON-MINIMUM RATE SUPPLIER (To be completed by supplier)
the offeror an Yes, No? If

b. Will the offeror the CPU more than No? If
the CPU be devoted No? If "No."

lrio,n!l!l, the to



amounts received from the supplier
under common control with the 0 Yes,

or from persons or entities rrH1lrr,llirl('l

No?
controlled or

If a, b, and c are all "Yes". or qu,estlorls a, b. and e are "Yes." this is a minimum rate offer to which the
clause at 3.22 and the other mlnlfnum rate of thiS solicitation

PART 3 - CONTRACT CLAUSES

3.1 CLAUSE 4-1 GENERAL TERMS AND CONDITIONS
a. Assignment. If this contract for payments $10.000 or more, claims for

monies due or to become due from the Postal Service under it may be assigned to a bank. trust
company. or other finanCing institution. any federal lending agency, and may thereafter be
further and reassigned to any such institution, Any assignment or reassignment must
cover all amounts payable and must not be made to more than one party, except that assignment
or reassignment may be made to one party as agent or trustee for two or more parties participating
in financing this contract. No assignment or reassignment will be recognized as valid and binding
upon the Postal Service unless a written notice of the assignment or reassignment. together with a
true copy of the instrument of assignment, is filed with: (1) the Postal Service; (2) the office, if any,
designated to make the payment, and the Postal Service has acknowledged the assignment in
writing; (3) the surety or sureties upon any bond and (4) assignment of this contract or any interest
in this contract other than in accordance with the provisions of this clause will be grounds for
termination of the contract for default at the option of the Postal Service.

b. Changes.
(1) The contracting officer may, in writing, without notice to any sureties, order changes

within the general scope of this contract in the following:
(a) Drawings, designs, or specifications when supplies to be furnished are to be specially

manufactured for the Postal Service in accordance with them;
(b) Statement of work or description of services;
(c) Method of shipment or packing;
(d) Places of delivery of supplies or performance of services;
(e) Delivery or performance schedule;
(f) Postal Service furnished property or facilities.

(2) Any other written or oral order (including direction, instruction, interpretation, or
determination) from the contracting officer that causes a change will be treated as a
change order under this paragraph, provided that the supplier gives the contracting
officer written notice stating (a) the date, circumstances, and source of the order and (b)
that the supplier regards the order as a change order.

(3) If any such change affects the cost of performance or the delivery schedule, the contract
will be modified to effect an equitable adjustment.

(4) The supplier's claim for equitable adjustment must be asserted within 30 days of
receiving a written change order. A later claim may be acted upon - but not after final
payment under this contract if the contracting officer decides that the facts justify such
action.
Failure to agree to any under Clause 8-9. Claims and DI~;plJtes,

is 4,2,a.1 that
f"r>nlr"'f"l as ch;anIJe(j



e. Taxes. Postal Service will not withhold any Social Security, Federal, State or local taxes from
any payments made under this contract. The Postal Service bears no responsibility for making the
supplier's required payment of these taxes.

f. Other Compliance Requirements. The Wiltl all Federal, State, and
local laws. executive orders, rules and to Its under this contract.

g Order of Precedence. Any inconSistenCies in this solicitation or contract will be resolved by
nrc>r,:;,rjp,nrp in the order; (1) the schedule of and services the 11""lnlnn'Io,"1

Disputes, Payments, Invoice, Other and with Laws to the Postal
Service Contracts of this clause; the clause at 4-2 Contract Terms and Conditions
Required to Implement Statutes or Executive (4) addenda to this solicitation or
contract, including any license for computer software; solicitation provisions if this is
a solicitation; (6) other paragraphs of this clause; (7) other documents, exhibits, and attachments,
and (8) the specifications.

h. Shipping. The supplier must deliver goods that meet the prescribed physical limitations of the
current USPS Domestic Mail Manual either by its own personnel/equipment or by use of the United
States Postal Service, unless the contracting officer grants a waiver of this requirement. The
supplier is responsible for ensuring that the packing and packaging are sufficient to protect the
goods and ensure usability upon receipt.

i. Incorporation by Reference. Wherever in this solicitation or contract a standard provision or
clause is incorporated by reference, the incorporated term is identified by its tilte, the provision or
clause number assigned to it in the Postal Service Supplying Practices and its date. The text of
incorporated terms may be found at

The following clauses are incorporated in this contract by reference:
(1) 8-1, Definitions (March 2006)
(2) 8-15, Notice of Delay (March 2006)
(3) 8-16, Suspensions and Delays (March 2006)
(4) 8-19, Excusable Delays (March 2006)
(5) 8-30, Permits and Responsibilities (March 2006)

3.2 CLAUSE 4-2 CONTRACT TERMS AND CONDITIONS REQUIRED TO IMPLEMENT POLICIES,
STATUTES OR EXECUTIVE ORDERS
a. Incorporation by Reference

(1) Wherever in this solicitation or contract a standard provision or clause is incorporated by reference, the
incorporated term is identified by its title, the provision or clause number assigned to it in the Postal Service
Supplying Practices. The text of incorporated terms may be found at

The folloWing clauses are incorporated in
this contract by reference:
(1) Clause 1-5, Gratuities or Gifts (March 2006)
(2) Clause 8-9, Claims and Disputes (March 2006)

Clause 8-25, Advertising of Contract Awards (March 2006)
Clause 9-1 Convict Labor
Clause Contract Work Hours and Standards Act- Standards

If checked, the tnlln\AJ'nn ad,jltlonal ""aUi,C;,,"

(1) Clause 1-1
Clause 1
Clause 1
Clause 1-1 O. Prl',tArAn{~A

Clause 3-1, Small. ~,,1fj'1nl·,t\/

Partlc:l/Jc'Jticrn of Small. ~ill1,)",'!t\/ and Woman-owned RIf":tn,;>":',,,;>,,: I n;];:>rr'h

Contract Work Hours and Standards Act



(March
(13) Clause 9-12, Fa/( Labor Standards Acts and Services Contract Act Pnce (March

2006)
(14) Clause 9-13, Affirmative Action for Workers (March
(15) Clause 9-14, Affirmative Action for Disabled Veterans and Veterans ofthe Vietnam Era

2006)

b, Examination of Records.
(1) Records 'Records" includes books, documents, accounting and and

other data, of type and regardless of whether such items are in written form, In the
form of computer data, or in any other form,

(2) Examination of Costs, If this is a cost-type contract, the supplier must maintain, and the
Postal Service will have the right to examine and audit all records and other evidence sufficient
to reflect properly all costs claimed to have been incurred or anticipated to be incurred directly
or indirectly in performance of this contract. This right of examination includes inspection at all
reasonable times of the supplier's plants, or parts of them, engaged in the performance of this contract.

(3) Cost or Pricing Data, If the supplier is required to submit cost or pricing data in connection
with any pricing action relating to this contract, the Postal Service. in order to evaluate the
accuracy, completeness, and currency of the cost or pricing data, will have the right examine
and audit all of the supplier's records, including computations and projections, related to:
(a) The proposal for the contract, subcontract, or modification;
(b) The discussions conducted on the proposal(s), including those related to negotiating;
(c) Pricing of the contract, subcontract, or modification; or
(d) Performance of the contract, subcontract or modification,

c. Reports. If the supplier is required to furnish cost, funding or performance reports, the contracting officer or any
authorized representative of the Postal Service will have the right to examine and audit the supporting
records and materials, for the purposes of evaluating:
(1) The effectiveness of the supplier's policies and procedures to produce data compatible with the objectives

of these reports; and
(2) The data reported.

d. Availability. The supplier must maintain and make available at its office at all reasonable times the records,
materials, and other

evidence described in paragraphs (a) through (d) of this clause, for examination, audit, or reproduction, until
three years after final payment under this contract or any longer period required by statute or other clauses in
this contract. In addition:
(1) If this contract is completely or partially terminated, the supplier must make available the records related to

the work terminated until three years after any resulting final termination settlement; and
(2) The supplier must make available records relating to appeals under the claims and disputes clause or to

litigation or the settlement of claims arising under or related to this contract. Such records must be made
available until such appeals, litigation or claims are finally resolved,

3.3 CLAUSE 2-12 POSTAL SERVICE PROPERTY - Short Form
r1t:>Il\u>nf to the of Postal Service nn,nI'J,rht

rt:>,:nrln",,,h,lihJ for its

b,

for

3.4 CLAUSE 6-1 CONTRACTING OFFICER'S REPRESENTATIVE (March 2006)
Will a rnl~tr:~rtlnn



3.5 CLAUSE 7-2 ADDITIONAL BOND SECURITY
If any surety furnishing a bond in connection with this contract becomes to the
Postal Service or fails to furnish reports on its finanCial condition as I C;'.luc;.:>tC;U
officer. or If the value of funds, the value available in the post21ge ouirionrlf'"

and accountable paper Increases to the where the
furnished becomes In the officer the .:>U,JfJ"'C;'
must promptly furnish additional bond as required to protect the Interests of the Postal
Service.

3.6 CLAUSE 7-3 DEPOSIT OF ASSETS INSTEAD OF SURETY BONDS (March 2006)
a. If the supplier has deposited assets instead of furnishing sureties for any bond required under

this contract and the assets are in the form of checks. currency or drafts. the contracting
officer will hold the assets in an account for the supplier's benefit.

b. Upon contract completion. the supplier's funds will be returned as soon as possible. unless
the contracting officer determines that part or all of the account is required to compensate the
Postal Service for costs it incurs as a result of the supplier's delay, default. or failure to
perform. In such a case, the entire account will be available to compensate the Postal
Service.

3.7 APPEARANCE, LOCATION AND SECURITY
The Contract Postal Unit area, as well as the interior and exterior of the supplier's premises, must
be kept clean, neat, uncluttered and in good repair. Windows must be clean and unobstructed.
Facility identification and logo will be appropriately placed, visible and in good condition. Lighting
must be adequate and properly maintained. Counters must be attractively organized to facilitate
customer transactions. Signs (Hours of Operation and Collection Times, etc.) and promotional
displays must be current and appropriate for the season. Trash receptacles must be available and
clean. The Contract Postal Unit must not be located in or directly connected to a room where
intoxicating beverages are sold for consumption on the premises. When the Contract Postal Unit is
closed or unattended, the round dater must be kept in a secure location and any other accountable
postal equipment.

3.8 PROHIBITED TRANSACTIONS
The supplier may not, in the Contract Postal Unit or in any part of the supplier's premises in which it
is located, offer directly or by subcontract, lease, or sublease or otherwise provide:

(1) commercial mail receiving (private mailbox) services;
(2) third party delivery services, inclUding serving as a drop-off or collection point for such

services: or
any products or services which the contracting officer determines are similar to, or
competitive with. the products and services offered by the Postal Service. Stationary, fax
service and copy service are of which are not similar to. or cornpetltlve

those of the Postal Service.

3.9 POSTAL FUNDS
All mr,hiO'UC: rec:el\i'ea op,ercltlo,n of the Contract

nrr,n;:,rt\l of the Funds r",r''''I\/",ri

from all other funds received

nrr.norhi of U S
r.n,~r:,'I,r.n of the CPU

3.10 LIABILITY
The .:>U1JfJ"C;'



3.11 TRAINING
Customer serVice, modules are
nrr\\ll(~1Arj to the the Postal Service Prior to or within 30 of ho,"1,nnlf',n

nrn,llInlnn Contract Postal Unit (CPU) services WII/ receive
The Postal Service wili the a schedule no later than 15

nr,or,~ti"\f' Date Attachment 1 - The must notify the
COR Within one business whenever a person IS retained to work in the CPU, that

trc>,,,,,r,n be to that person In addition, the Postal Service may
hours of per year in each year to the year of

their initial training, The supplier will be for salary and benefits of Its personnel who
attend the required training, If approved the Contracting Officer, the required training may be
provided by the supplier's USPS certified trainer,

3.12 ADVERTISING
Upon commencement of Contract Postal Unit operation, the Postal Service may provide initial
advertising to market the Contract Postal Unit, at no cost to the supplier, as well as appropriate
camera-ready USPS logo art work for use in advertising initiated and paid for by the supplier. Any
supplier sponsored CPU advertising which incorporates the USPS logo must be furnished to the
Postal Service for its review and written approval at least 30 days before its publication deadline,
The USPS logo is a Postal Service trademark and cannot be altered.

3.13 NEW SERVICES, PRODUCTS AND TECHNOLOGY
During the term of this contract, the contacting officer may, in accordance with the Changes clause,
add or remove postal services to be provided under this contract. In the event new services are
ordered, the Postal Service, at its own expense, will provide the supplier with additional training and
if necessary the equipment or technology needed to provide the new service.

/%3.14 CONTRACT POSTAL UNIT IDENTITY
a, The Contract Postal Unit shall be known as the UNITED STATES POST OFFICE CONTRACT

UNIT.
b, Subject to the terms of this Agreement, USPS grants to the supplier a non-exclusive, non­

transferable and terminable license to use USPS Trademarks, inclUding the marks Post Office,
United States Post Office, Postal Service, United States Postal Service, United States Post
Office Contract Unit and the Eagle Logo on the signs provided to the supplier by the Postal
Service and in any USPS -approved advertising in the manner specified by USPS.

c, The Postal Service, at its own expense, will provide all exterior and interior signage for the
purpose of identifying the location as a Contract Postal Unit. The supplier, at its own expense,
is responsible for obtaining needed permits (if any) and installing the signs in mutually agreed
upon locations on the exterior and interior of the CPU location. The signs must be maintained
in good repair, at supplier expense, for the duration of the contract. The may not be
modified or moved without the written of the termination
of the contract. the at its own expense,
,jlSpOSiflg of them as the rr"'1tr:~rtinn



other legends or marking that may be
supplier shall inure to the benefit of USPS

law. All use of USPS Trademarks the

3.15 MONTHLY REPORTS - MINIMUM RATE SUPPLIERS
Minimum rate must submit a Monthly of to the officer's
rpr)rp'~prlt;:JtlvP (COR) for no later than two after the end of each calendar
month. The will be checked the COR to ensure that the hours of In
the contract are not exceeded.

3.16 PERFORMANCE REVIEWS
a. Contract performance reviews may be held to promote continuous quality

improvement and improve the business relationship. All aspects of contract performance will
be discussed during these reViews.

b. Any changes to this contract as a result of the performance review will be incorporated by a
bilateral modification or a bilateral written agreement between the COR and the supplier

3.17 INSPECTION OF CONTRACT POSTAL UNIT
The Postal Service, reserves the right, without prior notice, to conduct audits and customer surveys
and to review and inspect the supplier's performance and the quality of service at any time during
the operating hours of the Contract Postal Unit. A written report will be submitted to the supplier for
corrective action, if necessary.

3.18 POSTAL RETAIL PRODUCT AND SERVICE PROMOTIONS AND COMPENSATION
During the contract term from time to time, on such schedule as it may establish, the Postal Service
may direct the supplier to participate in promotions of one or more of the retail products and
services listed in Attachment 1, Parts IV and V. During any such promotion, the Postal Service will
measure the supplier's performance (expressed in terms of total revenues or percentages of
revenues) against the comparable revenues of other CPU suppliers within a designated geographic
unit (such as a Postal Service District or Area), all as established by the rules of the promotion. For
participation in such promotion, supplier shall be entitled to receive such additional compensation
as specified in the promotion's rules for its performance relative to that of the other participating
CPU suppliers. The Postal Service will provide the supplier with all instructions, rules and support
materials required for each promotion.

3.19 CHANGES IN SUPPLIER'S LEASE ANDIOR BUSINESS OPERATIONS
If the supplier is leasing this space, by signing this proposal the supplier certifies that the supplier's
lease authorizes the supplier to perform alterations to the premises and that services to be
performed under the contract do not violate the supplier's lease contract. The supplier must notify
the Postal Ser.Jice, in writing of the following, within the time frames shown below

a. Within five (5) days after notification from the owner of the leased building in which the
Contract Postal Unit is located of the owners intent to cancel the lease or not to renew the
lease. The officer may terminate the contract if the cannot relocate to
a that serves the needs of the Postal Service.

b At (1 or rel()Cates

the SU~)pli,er s Cl::>:~t:L".

law

3.20 TRANSFER OF CONTRACT
a. may not transfer

based on it under
so the Postal Service may.

contract and use any other
b Exceptions

) The Postal '-;C"~\/lr'p



3.21

c. For any transfer to be valid, the must the Postal Service wntten notice with the
transfer paper attached and obtain approval from the Postal Service in writing, of the
notice and attachments must be filed with: the Postal the surety or sureties on any
Contract Postal Unit bond and the Postal Service, If any, which has been to make

BOND NOTIFICATION
The must the officers rc>r,rc>"c>r,t",!,,/o

cancels Its Contract Postal Unit bond or If the ;:'U"Jf-IliCt "1'O,,,r11'"1'::'"

3.22 MINIMUM RATE
Minimum rate suppliers must receive not less than the prevailing Federal minimum wage for work
performed. The annual price proposed by a minimum rate offer must, when divided by the annual
operating hours. provide the supplier at least the prevailing Federal minimum wage, If it does not.
the offer may be rejected,

3.23 REQUEST FOR PRICE ADJUSTMENT
a, After the supplier has had the contract for at least two full years. and thereafter, two years since

the last price increase was effective, the supplier may request an increase in the contract's
annual price. The written request must provide a detailed explanation, with supporting
documentation, to justify the increase based on either or both of the following reasons

(1) Direct cost increases for rent, utilities, taxes and labor. (If the CPU is operated in
conjunction with another business, the increased costs must be prorated and only
those costs associated with the operation of the CPU will be considered.)

(2) Increased benefit to the Postal Service. The benefit may derive from increased real
revenue (not from fee or rate increases), increased transactions, or other
improvements (must be specific).

b. The request must be submitted to the contracting officer's representative (COR) for forwarding
to the contracting officer.

c. The contracting officer may accept the request, deny the request, or negotiate with the supplier
to reach agreement on a new annual price. If the request is denied or no agreement is
reached, the supplier may continue at the same annual price or the contract may be terminated
by either party in accordance with Termination on Notice clause. If the request is accepted or
agreement is reached on another amount, the supplier must waive its right to terminate the
contract on notice for one year beginning from the effective date of the new price.

3.24 CONTRACTS BETWEEN THE POSTAL SERVICE AND ITS EMPLOYEES OR BUSINESS
ORGANIZATlONS SUBSTANTIALLY OWNED OR CONTROLLED BY POSTAL SERVICE
EMPLOYEES (CONTRACT POSTAL UNIT)
a. Generally, the Postal Service does not enter into contracts with its employees, their immediate

families, or business owned or controlled Postal Service
errlolcW8'es or their immediate families. "Immediate minor child or

individuals the the erriPI()YEle
Postal "'ptC\nr'p emCilOl/eElS

errlOl()VEle from



3.25 TERMINATION ON NOTICE
This contract may be terminated by either party upon one hundred twenty (120) days' written
notice. In the event of such termination, neither party will be liable for any costs. for
n::l\lmAnl In accordance with the payment of the contact for actual services rendered

to the effective date of the termination. When to the Postal Services
Interests. the contracting officer may termillate the contract upon one written notice.
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REQUIREMENTS

CONTRACT POSTAL UNIT - SUPPLIER
BUSINESS PROPOSAL AND
INFORMATION (INCLUDING

WORKSHEET)

CONTRACT POSTAL UNIT BOND

NO. OF PAGES

2

2

3



I. DESCRIPTION
The Contract Postal Unit will report to the fnlLnwlnrr

Installation Name

Street Address

City,

Number (include area code)

TYPE OF CONTRACT POSTAL UNIT (CPU):
This CPU is a Community Post Office (CPO), is not a Comnnurllty Post Office

CONTRACT POSTAL UNIT BOND AMOUNT: $~~~~~
must be agreed to, In writing, by both the supplier and the COR
and the District Retail Office

Any change to the above bond amount after contract award
of the change will be maintained by the supplier, COR,

AREA/LOCATION (identify general boundaries and attach map)

II. OPERATIONAL DATE:
The Contract Postal Unit (CPU) contract term will commence upon receipt of the Contract Postal Unit bond and notification
from the CPU Coordinator that the supplier training and signage requirements have been completed and accepted by the
Postal Service If the Contract postal unit is operated on a seasonal basis the opening date will be and the clOSing
date will be~~ each year of operation,

ilia. OPERATION DAYS AND HOURS
The CPU must be operating Monday through Friday from a,m, to p.m. Saturday from~~ a.m. to p.m. If

the retail business is open to the public on Sundays and holidays, the CPU must be operating on Sundays from ~~a.m. to
p.m. and holidays from~~ a.m. to p.m.

IIIb. SERVICE DAYS AND HOURS
The CPU must be ready to be open to the public, Monday through Friday from a.m. to~~ p.m., Saturday from
a.m. to p.m., and Sunday from a.m. to p.m. If the retail business is open to the public on Holidays, the
must be open to the public too. Any change to these hours after contract award must be agreed to, in writing, by both the
supplier and the contracting officer's representative (COR). Copies of the change will be maintained by the supplier, COR, and
the District Retail Office.

A. STAMPS & PRODUCTS B. DOMESTIC MAIL C. INTERNATIONAL MAIL D. SPECIAL SERVICES

Express Mall International
Mail International

Mail International

Stamps

St~lmf)p(j Postal

VI. PROPERTY/EQUIPMENT/SUPPLIES:
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ATTACHMENT 2
SUPPLIER BUSINESS PROPOSAL, INFORMATION AND WORKSHEET

nrrll/lrlp(1 must be venfiable and the Postal Service may need to meet with the and/or
visit the contract UflIt (CPU) to this evaluation Any addendum to this
attachment must be marked as such and returned with your offer.

Supplier's Proposal to meet the USPS Requirement for a CPU Contract. The Postal Service's
is for a contract facility which is convenient to our customers, in an attractive setting and staffed and
m::,n",r,prl in a way which encourages them to use it to obtain postal services. With that in mind, explain, use the
following to explain how the facility you propose at your location meets that requirement. Your proposal should
address each topic as listed below.

1. Past Performance. Provide at least three (3) references that will demonstrate/verify a history of satisfactory
past performance. These references will be asked about your performance in the areas of quality, timeliness of
performance, business relations and cost control.

1. Name Title

Cu. "pa"1
.... ,"', ....

2 Name Title

Company Phone

3. Name Title

r. .....-
':I ."' .....

2. Capability. The supplier must provide information that it is financially sound. This information should
document financial performance during the last full fiscal/accounting year and should include financial reports,
profit and lost statements and balance sheets. Attach this information to this worksheet. In the space provided
below, provide the name of your primary lending/banking institution, its phone number, and a point of contact.

;-..a ,,,,.a I~".;•• •• ;"' ... -

Poil contact

0, ~~~.'" .'"

3. Characteristics of your Retail Facility.

Name

City, State Zip +4

Business email address



3a. Location. Location, in terms of its relationship to the customers to be served, other business, etc,

3b. Current Business Volume, Provide verifiable information on current daily foot traffic, sales per square
feet and other information Indicative of business volume and market served.

f.--"-"-,---~---,,---,-,, ""~~,,--,,~---,,--,,------,,-,,---~-~-~-,,-~,,--,,---,,---,,--,,,,---~-------"---~----,,--,,---,,-----,,-,,---,,------,,,,---------,,-,,-----'-'--- --- ---

3c. Physical Characteristics. What features of your facility make it convenient and attractive to postal
customers? Also, be sure to address accessibility to the handicapped (in terms of your facility and of the
CPU within your facility) and if facility is not currently accessible, how it will be made accessible before
service begins.

3d. Parking and Public Transportation. Describe the availability and extent of on-site and other public
parking (including handicapped parking), whether that parking is paid or free and the extent of availability of
public transportation convenient to your location.



4. Characteristics of the Proposed CPU facility within your location. Discuss how your pr()p()SE~d

CPU meets or exceeds the space requirements of Attachment 5 of the solicitation, as well as Its
other location and appearance Attach a drawing of where the CPU will be located Indicate
the store entrances, eXits, and checkout stations In relation to the CPU location

5. Staffing. Discuss plans for staffing and managing the CPU during regular business hours and the holiday
season, Explain the relationship between CPU personnel to other personnel and the extent to which CPU
staff will perform other duties within your business, Describe your plans or programs to deal with errlOl(WF~e

turnover and absenteeism with respect to the CPU.

-



INSTRUCTIONS

Insert the full name and business address of the in the space
"Prlnrin:1d" on the face of this form The legal name on the bond must be the same as the
legal name on the contract. The bond must be by an authorized person Where such
person is in a but is not a member of
the firm, or venture, or an eVidence of

must be fUrillshed,

2. Corporations executing the bond as sureties must be among those appeanng on the Treasury
Department's list of approved sureties and must be acting within the limitations set forth therein.

3, Corporations executing the bond must affix their corporate seals. Individuals must execute the
bond opposite the word "Seal"; and. if executed in Maine or New Hampshire, must also affix an
adhesive seal.

4. MAIL THE ORIGINAL BOND AND ALL CORRESPONDENCE RELATING TO THE BOND TO:
US POSTAL SERVICE
ATTN CPU COR
STREET ADDRESS
CITY, STATE ZIP+4

THE TREASURY DEPARTMENTS LIST OF APPROVED SURETIES
MAY BE ACCESSED ON THE INTERNET AT:

CHECKLIST FOR Contract Postal Unit Bond

Your bond MUST include the following:
1. Surety company/corporation who is approved by the Treasury Department and on the Treasury

list.
2. Proper penal sum (dollar amount) in accordance with contract, unless written amendment from

COR.
3. Signature of principal.
4. Signature of corporate surety representative.
5. Public Notary on signature of individual representing corporate surety.
6. Power of Attorney on signature of individual representing corporate surety.
7. Corporate seal of (if aVcjllable



POSTAL UNIT BOND

USPS CONTRACT NUMBER _

DATE BOND EXECUTED

PENAL SUM OF BOND')

BOND NUMBER

PRINCIPAL (Legal name and business address. Name
must match what is on your contract)

OF
( ) Individual

) Joint Venture

one)
) Partnership
) Corporation

SURETY(lES) Name(s) and address(es)

STATE OF INCORPORATION

KNOW ALL MEN BY THESE PRESENTS, that we, the Principal and Surety(ies) hereto, are firmly bound to the United
States Postal Service (the Postal Service) in the above penal sum for the payment of which we bind ourselves, our
heirs, executors, administrators, and successors, jointly and severally: Provided, That, where the Sureties are
corporations acting as co-sureties, we the Sureties, bind ourselves in such sum "jointly and severally" as well as
"severally" only for the purpose of allowing a joint action or actions against any or all of us, and for all other purposes
each Surety binds itself, jointly and severally with the Principal, for the payment of such sum only as is set forth opposite
the name of each Surety, but if no limit of liability is indicated, the limit of liability will be the full amount of the penal sum.

THE CONDITION OF THIS OBLIGATION IS that the Principal and the Postal Service entered into the contract identified
above for the operation of a Contract Postal Unit.

NOW THEREFORE, If the Principal(s):

nc,,4'cvrnc and fulfills all duties and trusts on it as supplier in accordance with the terms of the contract
reClUi,3r1ClnS and directions as the Postal Service or its authorized will nrncrrihn

r("\"I",rt' and



Seal Seal

Name
Address

Title(s)
(Typed)

LIMIT

****ALL CORRESPONDENCE RELATING TO THIS BOND SHOULD BE MAILED TO:

US POSTAL SERVICE
ATTN CPU COR
SfREET ADDRESS



Date

us POSTAL SERVICE
EVALUATION COMMiTTEE CHAIR PERSON

RE: Solicitation Number: 2BCPAC-08-A-XXXX Location: City, State

Enclosed are copies of the Business received in our office in response to the above solicitation for a CARS
Performance-based CPU. We have attached a copy of the Evaluation and Award criteria 22), a copy of Attachment 2, Contract
Postal Unl!. Business Proposal and Information, and a copy of the Evaluation Worksheet for your Information and use

GUidelines for com[:,letlng the Evaluation Worksheet:

1. Factors (past performance and capability) will be evaluated on a pass or fail basis Prior to the supplier(s)
pass or fail, an individual on the evaluation committee must contact each reference provided on Attachment 2 and fill-out the
Supplier-Specific Factors - Reference Work-Sheet. A reference sheet must be filled out for each supplier reference and copies
subrnltted to this office With evaluation sheets Offerors whose supplier-specific evaluation factors are found acceptable will have
their proposal-specific evaluations factors evaluated. Offerors who do not pass supplier-specific evaluation factors are not evaluated
any further

2. Proposal-Specific Factors will be evaluated according to the maximum assigned points relative to the points listed in Section 22 of
the solicitation, except for handicapped accessibility, which is pass or fail. Before you begin to evaluate the proposal-specific factors,
determine if the proposed facilities are handicapped accessible or if they will be handicapped accessible service begins,
Facilities that do not meet the handicapped accessibility standards will not be evaluated further

3 Continue your evaluation on the proposal-specific factors for the suppliers that passed the handicapped accessibility factor,
Complete an Evaluation Worksheet for each offeror and add up the total points, Please return the completed worksheets to this
office by , , ,\~~"_I'

Since this is a negotiated purchase, there must be no public disclosure of the proposals received. Please have the evaluation
committee members read and sign the attached Non Disclosure Agreement. Return the signed copies with your completed
evaluation forms. DO NOT DISCUSS PRICING WITH ANY OF THE PROSPECTIVE SUPPLIERS.

We will award a contract resulting from this solicitation to the supplier whose offer conforming to the solicitation offers the
best to the Postal Service, price and other factors considered. We will notify all unsuccessful offerors at the time of
award, If you have any the evaluation process, call me at 743-XXXX,



CONTRACT POSTAL UNIT

SOLICITATION NUMBER 2BCPAC-08-A-XXXX

USC TITLE 18, SECTION 1905

'Whoever, being an officer or of the United States of any department or agency thereof.
divulges, discloses, or makes known in a matter or to any extent not authorized by law any information to
him/her in the course of this of occasional duties or by any reason of any examination or invesitiq(jticln
made by, or return, report, or record made to or filled with, such department or agency or officer or employee
thereof, which information concerns or relates to trade secrets, processes, operations, style of work, or source of
any income, profits, losses, or expenditures of any person except as provided by law; shall be fined not more than
$1,000 or imprisoned not more than one year, or both and shall be removed from office or employment"

I CERTIFY that the deliberations of the panel and information on the contents of proposals and evaluations will be
kept confidential and I will not discuss it with anyone outside the Panel Meetings,

I CERTIFY that at no time during the Panel deliberations will I discuss with anyone (a) the number of proposals
received, (b) the rankings of proposals, (c) cost figures, (d) proposed staff or any other information,

I CERTIFY that I fully understand that the only person directly connected with the procurement process other than
the Panel Members are the Contractor(s), or the Contracting Officer. All other personnel are excluded regardless of
rank or position,

I CERTIFY that this confidentiality will be maintained even after the Panel has concluded its business, I realize that
after award of the contract has been made, most of the information becomes public record, but even then any
;nf,nrnn",ti"n should be released only through the Contracting Officer.

I HEREBY CERTIFY as a member of the Technical Evaluation Panel that I have read the aforementioned; that I am
familiar with the law, directives, and policies governing the disclosure of information related to this selection; and
that I fully and completely observe those directives and will not disclose such information to any unauthorized
person,

PRINTED NAME SIGNATURE DATE



EXhi15ifi.5l:viiliiiitionWorksheet for Performance-Based CPU or Firm-Fixed CPU

TRAVEL, AND TEr;1PORARY

EVALUATION WORKSHEET FOR CARS PERFORMANCE-BASED CPU

POINT ASSIGNMENT FOR BUSINESS PROPOSALS

Solicitation Number: Name of Supplier:

Complete a worksheet for every proposal received, assigning points for each criterion based on the maximum
points you requested in the solicitation package, You must document your rationale for each point assignment.

1. Past Performance

2. Capability

Pass 0

Pass 0

Fail

Fail 0

Currently Accessible? Pass Fail 0

Determine if the proposed facilities are handicapped accessible or if they will be handicapped accessible before
service begins. Facilities that do not meet the handicapped accessibility standards will not be evaluated further.

IE.r'(~Qosal-SpecificFact~

3. Characteristics of Your Retail Facility:

Weaknesses:

Additional Comments:



Parking and Public

Weaknesses

Additional Comments

4. Characteristics of the Proposed CPU Facility within Your Location.

Does this CPU meet or exceed space requirements? Where will the CPU be located within their
facility? Does this CPU meet or exceed location and appearance requirements?

Strengths:

Weaknesses:

Additional Comments:

Staffing

Title

How will the Supplier staff and manage the CPU during regular business periods and holidays? To what extent will the CPU
staff perform other duties within your business? How will you deal with employee turnover with respect to the CPU
specifically?

Strengths:

Weaknesses:

Total Points for Proposal-Specific Evaluation Factors is 100.

Total Points for this Supplier: _

Evaluator: _
Name

Date:



Supplier Reference Sheet

Solicitation No Name of Offeror

Name of reference Reference teltClOrlonle #
_.~._-.,.~~.

Contacted Date Contacted

Rank.
--~--

Rank
~.~--~

oy"or'ior,f'o do you have reqarClInq the su~)pliier

How would you rate the quality of this person's work?

Rank:~~_

How would you rate this individual's consistency in reporting and doing work
timely manner? Rank:

.~--

How would you rate this individual's cooperativeness?

Past Performance In the solicitation we asked that the supplier 'Provide at least three references that will
demonstrate/verify a history of satisfactory past performance. Each supplier's references should be asked about
the supplier's performance in the areas of quality, timeliness of performance, business relations, and cost control.

contact each reference and ask the following questions, provide a brief answer (strength and weakness)
and rank each response as indicated below.

Ra~ or



6 UNrrEDST,1TES
POSTIU. SERVICE

US POSTAL SERVICE
TRAVEL, RETAIL AND TEMPORARY SERVICES CMC

3300 SPARKER RD STE 400
AURORA CO 80014-3500

Re: Solicitation No

Administrative Office

Offeror Total Points

1.

2.

3.

!il
Based on the overall evaluation, I consider the proposal(s) listed above acceptable from a business
standpoint and worthy of consideration in the final evaluation process leading to selection for award, except
the following (identify by name and give reasons):

Evaluation Date



Exhibit 7.6 Appointment of a Contracting Officer's Representative

APPOINTMENT OF CONTRACTING OFFICER'S REPRESENTATIVE
CARS PERFORMANCE-BASED CONTRACT

Contact No.: Finance #: Site 10:

In accordance with MI PM-610-2001-1, dated 04-03-01 and for the purpose of the
Officer in the above-referenced Contract Postal Unit contract. the

IS hereby designated as the Officer's (COR), The
-~------'-------

re,;oc~nSlbllltIE;S and authority covered by this COR appointment may not be re-delecjated.

As the COR of the contract, you are delegated the responsibility and authority to assist the supplier in CPU
start-up and provide all necessary traming. Please do the following immediately:

1. Furnish the supplier with accountable items.
2. Establish the appropriate mail pickup and delivery schedule based on the operating hours of the

CPU.
3. Provide the supplier with information on accessing the Domestic Mail Manual (DMM), International

Mail Manual (IMM), Pub 52 Hazardous, Restricted, and Perishable Mail, and provide any updates
as issued through CARS.

4. Give the supplier a copy of Publication 116, Contract Postal Unit Operations Guide, and provide
all updates as issued.

5. Furnish the supplier with all Postal Service property specified in the contract and have the supplier
acknowledge in writing the receipt of all Postal provided equipment for inclusion in your contract
administration file. Should equipment other than that specified within the contract be required by
or issued to the supplier, document your contract file and equipment list immediately.

6. Document all training for CPU personnel on the CPU Training form and retain in the contract
folder.

7. Notify all appropriate internal and external functions and individuals of the opening of this CPU.
8. If you have not completed the required COR Training, Course Number 34001-08, go to the

website listed below and complete the training.

Your ongoing responsibilities are to monitor the overall operation of the CPU and ensure continued
compliance with all contractual terms and conditions. As the COR, your duties and functions are
summarized below:

1. Payment problems can be researched in CPUT. For access to CPUT, refer to eAccess. For
additional information, contact your District Retail SpecialistiCPU Coordinator, or the St. Louis
Accounting Help Desk (1-866-974-2733).

2. Conduct reviews of CPU Performance reviews will ensure that
the CPU is and that contract are met; ie, office

USPSau~orized HAZMAT
If the not nc"cfr\,rrn;nH

dlJ't:J'-jlJdlt:Jiy ser..te the

prCiVldie a copy to the



NOTE: Under no circumstances may you make any changes to the contract terms, conditions,
or pricing structure other than discussed above. If there is a need to modify the contract, please
contact a Contracting Officer.

UPON RECEIPT, PLEASE DISCUSS THIS APPOINTMENT WITH YOUR SUPPLIER.

Date
Contracting Officer
Contract Postal Access Channels Team

cc Supplier
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1 Introduction

The CPU rnrtr::>r! has been ::>nntr\\I?,,(j an,j it is time to
works

ThiS rh;1nt,'r will OY"i:l,in how this process

B-2 Review of the CPU D&CR Documents tl::J,'hmipnl 5)

the CPU coordinator receives a copy of the CPU contract award. Then the CPU coordinator reviews
the completed CPU D&CR . CPU Design and Construction Requirements") to see what
casework and signage the Postal Service is to provide.

The CPU coordinator coordinates and schedules an onsite meeting with the following team members:

a, CPU coordinator
b. Postal Service AlE (if applicable).
c, COR.
d, The CPU supplier.

The CPU supplier prepares and submits the required CPU design layout based on the CPU D&CR. If AlE
support has been requested from the Facilities Service Office (FSO), the CPU coordinator provides the AlE
a copy of the supplier's design prior to the on-site (post-award) meeting.

8-3 Supplier's Design Submittal

supplier submits a preliminary design with its proposal. The preliminary layout may be adequate if it is a
Case I (full compliance) or Case II (substantial compliance) submittal (see Section 4-8). A Case III submittal
will require drawings and specifications, If the AlE is involved in the process, drawings are sent to the FSO
AlE for consultation and approval. The Postal Service AlE offers suggestions to simplify or improve
function. The CPU supplier and AlE review the site for signage needs. The supplier determines whether
professional services are needed,

If included in the design process, the Postal Service AlE approves the design when it complies with
specifications given to the supplier and notifies the Denver CMC of the approval. Otherwise, the CPU
coordinator, with guidance from the FSO, will approve it.

The Denver CMC advises the CPU supplier, CPU coordinator, and COR in writing that the IS

aCt:e!Jted and build-out may commence. The is for means and methods and
rlhl",i"1lnf1 n,Arn,irc: andlor for all The also for and nrn,\;;f1lnn

",1",r'!rw",1 power to the Postal illuminated

The CPU rnrvrl,n::>tnr AlE (if ,nUrll\/p(j In



r::1nln,ptI'\/ (1PIII,/p,'\/ Items
nrp,C:PI'lt or. If there IS no dock. if a Iltt_(1::1\'P

c.

d

9
h,

J

k.

I.

Verifies that the layout, nnpnt::ltlnn

with the
Reviews the ::lUf.)f.JIIC:I

dates/times for Postal Service
Discusses the size and
Determines whether a (In,~k:_nlrtn (1PIII,/P,'\)

truck Will be needed
Discusses how the intends on the bulid ..out.
ReViews the entrance/exits for of the mali.
Reviews and locations,
Verifies that the supplier has the necessary approvals for exterior signs.
Reminds the supplier that he/she needs to complete the pre-inspection checklist after
construction is finished for final inspection.
Places orders after design approval and the on-site meeting.

m. Verifies that the supplier has permits and approvals to install signage.

The CPU coordinator ensures that orders are placed for furniture and casework and CPU signage. 80th the
CPU coordinator and COR ensure that orders are placed for all other equipment needs per the CPU
activation checklist and see Chapter 9 for a detailed discussion of the checklist),

Timely placement of orders and follow--through are critical. In the CPU D&CR, Part A Responsibility
Schedule shows the type and quantity of all items to be ordered except signage, and Part 8 Signage
Requirements shows the type and quantity of all signage to be ordered. (To see Parts A and 8 of the CPU
D&CR, see Exhibit 4.1, CPU Design and Construction Requirements.")

Typically, the order consists of the following:

a. Interior signage (CPU logo, door decals, illuminated window sign, and placards).
b. Exterior sign.
c, Workstation (s).
d. Mail drop slot.
e. Sack rack cabinets.

Note on the order forms, (see "Equipment Order Form") if delivery will be at dock height. In
some cases, it is necessary to deliver the eqUipment to the nearest Post Office - with the approval of the
local postmaster and with the understanding that the CPU supplier's contractor must come to the Post
Office to pick up the equipment and deliver it to the site.

8-5 Ordering Furniture and Casework

The CPU workstation can be constructed into either a left- or nrtl'lf_"1OUV1 modeL cabinetry is
for a contract in which a build-out The district must assume the

"nf'rlp/'Inn Prr,r"'H::C: for CPU Wc)rk::;tatlorls

the CPU D&CR Part 8 in
Transworld The Postal :-,p(\n('P



notice when the
Then

,~nn<:l<:t?'nt"J and follow the progress of the construction The JU,"fJ"C;'

is The AlE COR. and CPU cooniinator n",rtnrrn

the CPU coordinator or AlE the



Exhibit 8.1 Equipment Order Form

Contract Postal Unit IInrY1<J,nt Order Form

Name

Address

+4

Name

42"

Please add this information to the order notes

Does the shipping location have a dock?

Does the location have off load Cal)at)llitv'

24 hour Call

should be entered with :::lltl3 rn:::ltA "rl,1ro'oc



bit 8.2 Ordering Process for CPU Workstations

t:..rea Retail ~!l::1ln::1(lt:>r"

ulstrict Retail ~!l::1nC!lnt:>r"

District Retail Specl,alists

)rrl,:>nr,n Process for CPU Workstations

District Retail will obtain funding for counters.
District Retail will CPU Equipment Order Form.
E-mail completed form to MOC Customer Service on Outlook
Copy the CPU Program Manager at HQ Retail Access Channels on each email
Topeka will place order with Baker.
Baker will ship within 15 days of order receipt.

Current casework prices:

Workstation $3,326.14
Side Counter $446.54
These prices became effective 02/2008. (Always check Blueshare:

for the latest prices.)

Thanks for your cooperation.

VI/. Kelly 1/1
Manager
Postal Access Channels
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1 Introducflon

Now that the IS ail done. stili a lot of work to do to make this
will continue to work with the CPU team to ensure that and

9-2 CPU Activation Checklist

The COR
;~rtY)rtilnn to

The CPU activation checklist
consists of the followmg nne,,,,,,,,,·

provides a guide to logically activate the CPU. The checklist

a. Post-Award Phase I (after contract award)
b. b Post-Award Phase 1/ (after receipt of bond and concurrent with build-out) (this does not apply

to a CARS contract)
c. Post-Award Phase /II (build-out complete)
d. Opening Day
e. Grand Opening
f. Follow-Up

9-3 Notification

Announce the opening of a new CPU with a letter stating all the pertinent information about the CPU (see
"CPU Opening Announcement letter").

9-4 Advertising

9-4.1 Overview

Advertising creates community awareness of the CPU location and hours of operation. There are many
forms of advertising that should be used prior to the opening of the CPU and continue throughout the life of
the contract including grand opening advertising, Message Maker 2, and point-of-purchase (POP) signage.

9-4.2 Grand Opening Advertising

5)



9-4.3 Message Maker 2

ME:;s~,agle Maker 2 consists of the +<-,11",,,,,,,, CPU elements

a Create-awareness postcarejs
of business

1) Retail food store
2)
3) Convenience store.
4) Bank.
5) Generic.

b. Create-awareness door sign.

9-4.4 Point-of-Purchase Signage

to advertise CPUs at the f"II,,,,,,"nr

Point-of-purchase signage (POP) is signage that communicates product and service information and
promotional messages to our customers. POP is designed to give the right information at the right place
and the right time so customers can make an informed decision as to the products and services that they
need.

There are two types of POP:

a. Continuity menu boards, which are continuously displayed and promote core products and
services. (The CPU coordinator can order continuity menu boards from the Topeka Material
Distribution Center (MDC).)

b. Promotional POP, which is seasonal and provides a specific, solution-oriented product.

At this time, CPUs are provided only with continuity menu boards.

9-4.5 Local Signage

In some communities, the state's Department of Transportation (DOT) will erect signs directing the public to
the CPU location. In most cases, the COR should contact the state's DOT to make this request.

9-5 Training

9-5.1 Overview

Two of Ir:::>J"J'''''

COR Training

COR Ir:::>,n,r,n and CPU su()p!ier 8lmoloVf:;e Ir",i",,,n

CPU Supplier Employee Training



and iJnrn,:>r,,! training. This IS a
customized program based on Publication 116, Contract Postal Units Guide. which also
has a video to be used for the CPU The video and the are left
with the for future f'':>,nonrt

The 40 hours of fF-" n,r,,.,

the fni!r,I'JlnlT

which Includes classroom and nn··rn'~-Ir)n f,,:>,n,n,., Includes but is not limited to

a HAZMAT and AViation
b. CARS

Course # 54294-00.

d Bank secrecy (if applicable).
e. Daily financial reporting applicable).
f. Registered Mail service.

The training schedule will be provided by the Postal Service to the supplier 15 days prior to opening date. If
the Postal Service introduces a new product or service, an additional 8 hours of training per year may be
necessary The supplier is responsible for paying employees during training, Training must be documented
in the supplier's employee training folder on the CPU training attendance record. This training record should
be kept in the COR's file in the host Post Office. (See CPU Training Record)

9-54 Finance Training for 1412 Daily Reporting Offices

After contract award and receipt of an acceptable CPU bond the COR should provide finance training
related to Postal Service accounting policies and procedures and the daily PS Form 1412, Daily Financial
Report.

Training must include the following:

Postage meter used at a CPU

The COR will need to provide an authorization letter to the CPU supplier for access to the Postal Meter
Resetting System (PMRS) (see "Meter Activation Letter"). This will authorize the supplier to use
the PMRS. The CPU supplier must provide a signed copy of this letter to the meter manufacturer and retain
a copy in the CPU. The guidelines are as follows:

a. The CPU supplier must lease the meter at the supplier's expense from an approved meter supplier
(see "Authorized Postage Evidencing (Postage Meter) Systems Vendors").

b. The meter is to be used exclusively for customer mailings.
c. The postage meter is not to be used for commercial mail services.
d. The CPU supplier may use the meter for CPU mail in an amount that would be considered

reasonable and for the type of business that is the CPU.
e. The combined value of stock and meter cannot exceed the CPU bond limit.
f. CPU a meter in excess of y£J,'v"JV

rr>r,nrl',-,rt on PS Form 3602-PO. !-'r,,,,r~lf',w C;o'/le.cle'C1

CPU Daily Financial Closeout



2. Run a calculator tape of money orders enltteerramcluflfof.rrrr;llooinneevy Orlael~sTillc)AIGrOO,DOTnEisIic
IlllrllJ""; Order - Value, and the money order fees into AIC 101, Domestic Money Order Fees.

3. Organize all supporting documentation by type and calculate the amount by and service and
enter into the appropriate AICs , PO Box Fees, Service Revenues, etc.)

4. Post sales of retail products (if Into the AICs of the PS Form 1412.
5, Run a calculator tape of checks accepted.
6. Count the funds to be deposited and enter amounts to AIC 752. Cash Remitted Final
7. Calculate the amount of postage sales and enter Into AIC 090. Stock Sales.
8, that AIC 840, Stamp Balance, matches the AIC

Stamp Accountability Closing Balance.
9 Complete the Stamp Accountability section of PS Form 1412 as follows

a. Enter in AIC 841, Stamp Stock Received, if any stock received from the SOO,
b. Enter AIC 848, Stamp Stock Returned, if any stock returned to the SOO.
c, Enter AIC 852, Total Stamp Accountability Sales, total sales of AIC 090.
d, Calculate the amount of AIC 853, Stamp Accountability Closing Balance,

10, Ensure PS Form 1412 is in balance, totals of AIC 400, Cash Required, and AIC 800, Cash Accounted
For, must match,

11, Sign, date and submit the PS Form 1412 to the assigned host Post Office,

Required Documents

Listed below are required documents for 1412 reporting units:

a. The original PS Form 1412,
b. The original PS Form 3602-PO, (See notes on last page for instructions,)
c. Duplicate PS Forms 3544, USPS Receipt for Money or Services,
d. Original COD tags (if not paid at the unit),
e. Original Customs Form 3419A, Mail Entry - Customs, and PS Form 2944, Receipt for Customs

Duty Mail.
f. Money order vouchers, spoiled money orders, and calculator tapes,
g, Original PS Form 17, Stamp Requisition/Stamp Return, for stock shipped/received/returned.

CPUs should continue to use their green zippered PS Form 1412 pouches to dispatch their daily financial
reports and documents to the assigned host Post Office.

Note: See Handbook F-101, Field Accounting Procedures, section XXXX

9-6 Equipment/Property/Supplies

1 Overview

rr;rnr;f,,!o an

and retain it in the contract ad!111r1lstratlon

Contract Retail Access System (CARS)



cause a change In the way that financial and accountable Issues are handled In

these CPU locations. CARS cannot be used in a 1412 reporting office.

Suppliers are responsible for all for CARS. Stamps are obtained through an Authorized Postal
Service Postage in the Device (PSO) IS for In advance an ACH
debit account, withdrawn by the CPU supplier, and downloaded through CARS. Transactional data and
financial data is from CARS and then to the Postal Service for and (YlInnAn<:::>llnn

purposes. The cost of IS for by Headquarters. No PS Form 1412. financial audits.
or separation of funds are

Credit/debit acceptance equipment will not be the Postal Service. The supplier wiil need to
obtain its own equipment. All fees and charges are the responsibility of the CPU supplier.

9-7 Operational Requirements

The COR is responsible for ensuring that all other operational requirements outlined in Publication 116 and
the CPU activation checklist (see are met. These include the following:

a. Implementing mail collection schedule.
b. Informing the CPU supplier of the procedure used to order stamp stock through an authorized

Postal Service provider for CARS contracts or from a stamp distribution office (SOO) for firm-fixed
price and performance based contracts functioning in the Postal accounting system.

c. Ordering postal supplies for the CPU (see "Forms, Labels, and Envelopes Order Form";
"Priority Mail, Express Mail, and Global Supplies Order Form").

d. Setting up the bank deposit process (not applicable for CARS contracts).
e. Notifying the district Finance Number Control Master (FNCM) coordinator to have a unit added to

the FNCM database and activated.

9-6 Equipment/Properly/Supplies

9-6.1 Overview

After contract award and
that use PS Form

9-6.2 Contract Retail Access System (CARS) - Non 1412 Daily Reporting Offices

CARS will be nr('>\JI('IAI'1

and do
transactional data.

CPU In,~::>ti(,n<:

oerforman.ce··based contracts, do
rate as

fln::n,'IOlI and



financial data is uploaded daily from CARS and then to the Postal Service for tracking
purposes. The cost of equipment is paid for by Headquarters.
Credit/debit acceptance equipment will not be by the Postal Service. The -:>U;'JjJ"C;1 will need to
obtain Its own All fees and charges are the of the CPU Self-service

not to be located in a CPU location.

9-7 (Jr'Ar::>I""",,1 ReqUirements

The COR is responsible for ensuring that all other operational requirements outlined in Publication 116 and
the CPU activation checklist are met. These include the following:

f. Implementing mail collection schedule.
g Informing the CPU supplier of the procedure used to order stamp stock through an authorized

Postal Service provider for CARS contracts or from a stamp distribution office (SOO) for firm-fixed
price and performance based contracts functioning in the Postal accounting system.

h. Ordering postal supplies for the CPU (see "Forms, Labels, and Envelopes Order Form";
"Priority Mail, Express Mail, and Global Supplies Order Form").

i. Setting up the bank deposit process (not applicable for CARS contracts).
j. Notifying the district Finance Number Control Master (FNCM) coordinator to have a unit added to

the FNCM database and activated.

9·8 CPU Financial Requirements (1412 Daily Reporting Offices)

9-8.1 Overview

CPUs must follow all applicable accounting procedures found in Handbook F-1 01, Field Accounting
Procedures, section, which states that designated employees in CPUs must prepare a consolidated PS
Form 1412 for the unit each day. All CPUs should have an up-to-date copy of Handbook F-1010n hand.
(See section 9-5.4)

Note: The current edition of Handbook F-1 01, with updates published in the Postal Bulletin, is available on
the Postal Service PolicyNet Web site at http.//blueshare.uspsgov!cpim, click on HBKs. PS Form 1412 and
all supporting documents must be dispatched to the host Post Office on the earliest available transportation.
If transportation is not available until the next day, it may be necessary for the unit to fax the reports and
documents.

Responsibilities

Host Post Office Responsibilities

rYlr,rn,nn ofthe next ou~::;mt:;ss

next faxes are aCI:e~)talC)le

be verified and filed. Hand (1AIIII<>(\1



For more detailed POIICIEIS
Procedures, section 5-7,

or suspense to balance PS Form 141
see Handbook F-101, Field 1.\('('''Imtm"

orders verification The data person the money order vouchers in serial
number order, creates an calculator AIC's 100 and 101, and dates the
tape, and attaches It to the CPU that was money orders must be subrllltted the
CPU to the host Post Office, The data person verifies that all orders are submitted, annotates
on the venficatlon any money order received, and the money orders vouchers
can be 'spoiled" and kept with the daily If a money order is claimed by the CPU
but not submitted, and if the money order is cashed, the CPU is liable for that amount.

9-8,32 Verifying CPU PS Form 1412

The daily responsibilities of the host Post Office postmaster or designated employee are as follows

a, Coordinate with the contract postal unit (CPU) to ensure receipt of a daily PS Form 1412, Daily
Financial Report, with supporting documentation, CPUs cannot combine daily reporting mounts
from different days on one PS Form 1412,

b, Review the money order tape as follows:
1, Verify money order serial numbers,
2, Verify that beginning and ending numbers are correct and sold in sequence,
3. Verify amounts, issue ID, and date,
4. Report missing money orders to the U,S. Postal Inspection Service (USPIS) immediately,
5. Verify spoiled and voided money orders (all parts), and submit them to unit manager for

destruction,
6, Identify missing vouchers,

Note: If a postmaster is unable to account for the dollar amount of a missing voucher, complete a PS Form
6401, Money Order Inquiry, and mail it to the SIC to retrieve a copy of the cashed item, Mail the issue
information regarding missing vouchers, identified within the same month as the issue date, to the following
address:

GENERAL ACCOUNTING BRANCH - MISSING VOUCHERS
ACCOUNTING SERVICES
PO BOX 82449
ST LOUIS MO 63182-2449

c. Ensure that employees at the CPU complete the Bank Secrecy Act (BSA) training, have current
forms on hand, and complete and mail forms as required,

d, Verify the following on PS Form 1412:
1 The balance of AIC 840 with the
2, AIC 110 with PS Form CPU a

postaqe meter.



I. For or more.
Financial and submit to the appropnate Office of In5ipe1ctc)r
Appendix II for the list of OIG field offices.

9-8.33 Printing Missing Money Order Report

1. In the e~.;10VES program 'REPORTS.
2. Select MISSING MONEY ORDER REPORT."'
3. Select VIEW BY ALL USERS."
4. Select "PRINT."

All blank money orders shipped to a CPU must also be tracked in eMOVES.
The host Post Office should enter new blocks in the unit money order files in MOVES. From each of Its
CPUs, the host Post Office should obtain a copy of all PS Forms 17, whether for stock or money orders.

Once all units are input for the day, file accountable documents as indicated above. Any other
documentation should be attached to the PS Forms 1412 and filed by date. Maintain envelopes specifically
for CPU business by the week. Annotate the unit numbers, dates, month/FY, and week of the enclosed
reports on the outside of the envelope. Store in date order. These may be requested for random verification
separately from the classified unit documents. Host Post Offices must input all CPU PS Forms 1412 into
MOVES no later than 900 a.m. the next morning.
The host Post Office should receive all reports and documents the morning of the next business day, if
po"slt)le. If the original reports don't reach the host Post Office the next morning, faxes are acceptable for
datCl input. However, the original documents must follow and must be verified and filed. Hand delivery

('(' 'siriw 'i if it is the only way to meet the schedule. The host Post Office must create a file box
fc msure the receipts are used in sequential order without any being skipped. When the

)t, all copies must be marked "Spoiled." The original and duplicate are submitted to
h the daily PS Form

The data If if nust verify all documents against the AICs on each PS Form 1412. When
documents do nol maltA) the AIC, have been omitted from the report, or are not submitted, the data input
person mllst rorrect the AIC and create the necessary trust or suspense item to balance PS Form 1412.



CARS CPU ACTIVATION CHECKLIST

POST·AWARD PHASE 1

(After Contract Award)

COR RESPONSIBILITIES

Basic 0UfJfJlle::.

Pre-Inked Counter Stamps

Rate/Zone Chart

IMM (International Mail Manual)

Packaging Supplies (Priority, Global)

PUB 52 (Hazardous Materials)

Product Information Brochures

PUB 116 CPU Operations Guide

Change of Address Kits Mover's Guide

USPS Equipment

Collection Box

Registry Pouches, Seals, and Supplies

Letter Trays

RETAil SPECIALIST/CPU COORDINATOR RESPONSIBILITIES

Order display fixtures (pegs & acrylics)

CARS

Counters & Casework

Signage

Special Services forms

Postal Bulletins

DMM (Domestic ~v'1ail Manual)

PUB 65 (ZIP Code Directory)

Express Mail Network Directory

Mail Size Template

Round dater

Mail Tubs

Sacks & Sack Racks

POST-AWARD PHASE 2

(Concurrent with Build-Out)

F'OIJiorl1F'lit for CPU



COR & RETAIL SPECIALIST/CPU COORDINATOR RESPONSIBILITIES

Assist CPU with initial stamp order from Kansas SFS

Monitors construction

<:Inn;",,,, and hardware from Matenal Distnbution Center (MDC)

trel,'n,r,n site for both the classroom and r.n .. rn,"_",n teel"''''''

fr;'lnlrlf1 schedule at least 15 to r.n,'nl(v,

Pn,f",r;,n,l" schedule pnor to r.nc>nlrl"

Schedule on-the-job training 16 hours) for the first two days after CPU opening

Prepare training aids as needed (PUB 116 etc)

Thirty days prior to opening prepare and make provisions for promotional mailing

POST-AWARD PHASE 3

(Build-Out Complete)

COR RESPONSIBILITIES

Transfer supplies/equipment to CPU site

Assist CPU Supplier with equipment set-up/storage of supplies

Ensure that classroom (generally 24 hour) training is completed

RETAIL SPECIALIST/CPU COORDINATOR RESPONSIBILITIES
the following departments of the opening date of the new CPU:

Consumer Affairs il Expedited Services

Inspection Service P&DC Registry Unit

Denver CMC

Address Management Systems

Contact Denver CMC with the following information:

Date build-out and signage completed CPU start date

Date training was completed

Develop Grand Opening plans

Coordinate Grand Opening plans with Supplier and the COR

Order Message Maker Advertising and Signage

OPENING DAY

Ensure collec:tion



GRAND OPENING DAY

COR RESPONSIBILITIES
1(1",nfl'tI; affected NOII"O,'" area to determine ad

for {If aplDlic:able

red ribbon to cut. balloons, and Olve-8-Wi'lVS

RETAIL SPECIALIST/CPU COORDINATOR RESPONSIBILITIES

Notify local Corporate Relations Coordinator to contact media to advertise event

Provide new alternate access posters to classified stations nearest the CPU location

FOLLOW UP

& RETAIL SPECIALIST/CPU COORDINATOR RESPONSIBILITIES

Begin quarterly performance reviews

Identify deficiencies and correct

Coordinate advertising plans for increasing customer awareness of the CPU location with the CPU

supplier (post card and cooperative advertising)



Exhibit 9.2 CPU Opening Announcement Letter

CPU ()n,pn,nf1 Announcement Letter

Services
Address Information '-,\i'C:!pnl<:::

Consumer Affairs
Denver CMC

Inspe,:tlcm Service
P&DC Unit
Stamps Distribution Office
Expedited Services Speciaiist

SUBJECT: Contract Postal Unit Opening Announcement

Please take the appropriate action to include (Name) Contract Postal Unit to your official list of active
Contract Postal Units (CPUs). The new CPU will open on (date).

If you have any questions, please contact me at (telephone number).

(Name)
Retail Specialist/CPU Coordinator

MPOO
Postmaster



Exhibit 9.3 Press Release, CPU Opening

Use "POSTAL NEWS" Letterhead

Date:

Contact: of <Oi/I~mllt"'r\

Phone:

FOR IMMEDIATE RELEASE

POSTAL SERVICE OPENS NEW CONTRACT UNIT

To increase convenience and access to postal a new Contract Postal Unit (CPU) has been

opened at insert name of business. A full line of postal products and services are available at the

new CPU including postage stamps, Mail® service, Priority Mail® service, special services,

packaging products, and much more! The hours of operation provide convenient access on insert

days of operation, from start/end hours.

The CPU also has a new look. "Customers will easily recognize the presence of postal services at

new contract locations by the exterior and interior signage, as well as the new retail counter

configuration and product display," says insert name of Postal Service official. The Postal

Service ™ has re-engineered the entire CPU program to better answer the needs of Postal Service

customers nationwide.

For more information regarding CPU locations, please contact your local postmaster or insert name

of Retail Specialist, at insert phone number.



Exhibit 9.4 CPU Training Record

Contract Postal Unit Training Record

CPU Name

TLlillit"l [;."" r Il.IIIl" Ti"" T,.,ill'" 11.1111" ! rill" fl"illi,,,, Ii,""
I

i

I

Retain CPU Training Record in the contract file.



Exhibit 9.5 EPS Inventory List

Equipment/Property/Supplies furnished by the U.S. Postal Service

Description Date Provided Date Returned

adejltlcm to the and equipment
,rn,,,,nl:H' in working for use in operating our Contract

1-lr.,~ts>1 "o'C'llr'o furnished equipment will be returned



Exhibit 9.6 Meter Activation Letter

(Date)

(Supplier's Name)
(Supplier's Business Name)
(Street Address)
(City, State ZIP+4)

Re: Authorization for Remote-Set Postage Meter

Dear (Supplier's Name):

As your Contracting Officer's Representative (COR), I am authorizing (CPU Site Name) Contract Postal
Unit to operate a remote-set postage meter and use the Postal Meter Resetting System.

Listed below is the information required by the meter manufacture to establish a Postal Meter Resetting
System meter account:

Finance Number: (XX-XXXX)
SFAS Unit 1.0.: (XXXX)
ZIP Code: (XXXXX)

Please provide a copy of this letter of authorization to the meter manufacturer and maintain a copy in your
files.

If you have any questions, please contact your District Retail Specialist at (XXX-XXX-XXXX).

Thank you.



Exhibit 9.7 Authorized Postage Evidencing (Postage Meter) Systems Vendors

Data-Pac Mailing Systems Corp.
1217 Bay Rd

NY 14580-1958
800-355-1775

FP Mailing Solutions
140 N. Mitchell Suite 200
Addison, IL 60101-5629
800-341-6052

Hasler, Inc.
19 Forest Parkway
Shelton CT 06484-6140
800-243-6275

Neopost
30955 Huntwood Avenue
Hayward CA 94544-7084
800-624-7892

Pitney Bowes Inc.
1 Elmcroft Road
Stamford CT 06926-0700
800-322-8000



Exhibit 9.8 Forms, Labels, and Envelopes Order Form

Forms, Labels and Envelopes Order Form

Quantity



Exhibit 9.9 CPU Supplies Order Form

Date.

Priority Mail Supplies

Label 106 :stll:kers

Label

Video Boxes

Standard Boxes & Flat Rate Boxes

Small VV'iIIUUW EI v ~tJ "

\'1ediurn E

Large Erl

Delivery Cu ' 10lU Labels

Signature Cor III II0llUI Labels
~ M Iii ~

......

SI III Envelopes. Er

Large [, ~Vr-

Glob: II Libel for ~
"

'I Mail c::

Medii [;;1

La, ~.
[;;1

.....
1l<:::1 101lUII01

Mdili'lg Labels

EXI M: Iii 0lll.-I'.t:I;::'

Other

,Ann 1\ C'l/ liSPS Cards

G Sacks
.... .. , ..

illlt:i ul Ill",:: 1::1

! Orange Sacks
i

I Notic, 123 i
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Chapter 10 Managing the CPU

1 Introduction

The CPU has its and both the customers and the SU[)pllerS
the CORs does not end here One of the main reasons that the Postal '-'tonn,'," tovn,=>r,,=>n{'to"
nrr,hi,p,r,,, with CPUs is a laok of consistent and The COR needs to make sure
that the is itS under the contraot and that the customers are rtorto"iln" ne,iCY""

accurate, and courteous service,

10-2 COR Appointment

A COR is appointed at the time of oontraot award, The COR plays a major role in oontract administration,
providing training to the CPU operator and their employees, monitoring the CPU operation, and ensuring
contract compliance,

10-3 Reviews and Examinations

10-3.1 CPU Performance Reviews

CPU performance reviews should be conducted by the COR on a quarterly basis to promote continuous
quality performance and improve the business relationship (see Quarterly Performance
Review and CARS "Quarterly Performance Review"). During these reviews, the following
aspects of CPU performance will be evaluated and discussed:

a. Operational efficiency.
b. Aviation security.
c. HAZMAT acceptance.
d. Bank secrecy act if applicable.
e. Sales skills and product knowledge.
f. Retail products and services.
g, Facility image.
h. Revenue performance.

CPU Financial Examinations (if applicable)



ch,vt~,,,o IS S100 or more, the COR must prepare PS Form 571, rli"rn-.r""rlr'\! of $100 or More tn

3 Post Office Box Reviews

an deviation from
Ilave Post Office boxes. the

Placement of Post Office box service at a CPU IS and
Retail Access Channels at In the event that a CPU

must be maintained

a. The CPU must be aware of Post Office box usage.
b The correct fees must be charged
c. PS Forms 1093, Application for Post Office Box or Caller Service, must be retained in an

alphabetical file.
d. Proper payment notification procedure must be followed.
e. Boxes must be locked out and closed if payment is not made according to established procedure.
f The COR must review the CPU for compliance with the above-listed procedures when the financial

audit IS conducted.

10-34 Service Hours Reviews

10-3.4.1 Minimum-Rate-Based Contract

A minimum-rate supplier is an individual who provides postal services to the public. In addition, a minimum­
rate supplier must meet the following criteria:

e. Is the offeror an individual?
L Will the offeror personally operate the CPU more than 50 percent of the time?
g. Will the CPU be operated in a facility devoted exclusively to CPU service?
h. d. If there is another business operated at the CPU site, will the CPUs revenues exceed the other

commercial activity's revenues?
(If questions a, b, and c are all "Yes" or questions a, b, and d are "Yes", this is a minimum rate CPU).

The minimum rate that the supplier must be paid is the current federal minimum wage rate. A minimum-rate
firm-fixed price contract must be competed unless a noncompetitive justification is submitted and approved
pursuant to MI SP-S2-2007-1

The supplier must maintain a detailed record of its operating hours using the Monthly Report of Operations
form The must submit the of this form to the COR no later than 2

after the close of the calendar month for review. The COR will the form for contract
retain the form the CPU If the

If vloiatli:ms

All Other CPU Contracts



10-35 CPU Revenue Performance

10-3.51 Overview

All CPUs should be evaluated on an annual basis to ensure that their revenue performance is cost effective
for the Postal Service.

10-3.5.2 Reason for CPU Evaluation

Reasons for performing a CPU evaluation include the following:

a. Identifying nonproductive CPUs
b. Identifying changing market conditions to optimize the network.
c. Increasing return on investment
d. Identifying existing categories (types of business)

10-3.5.3 Determine CPUs to Be Evaluated

To determine which CPUs to evaluate, look at the following items:

a. Total CPU revenue is less than $100,000 per year.
b. Cost per revenue dollar exceeds the guideline of 10 cents per revenue dollar, (unless an approved

compensation rate deviation is on file).
c. The percentage of stamp sales to meter sales is greater than 80/20. Do not include the following:

a. CPUs with Post Office boxes
b. Public service CPUs
c. Seasonal CPUs
d. CPUs

methods, see

0-4 Firm-Fixed Price Contracts

1 Request

1 CPU V'U~~Ill:'"



A firm-fixed C;4'UC;,~l a rate Increase after In for at
year When the the district retail office or the Denver CMC will send
,:>U,JjJlle:1 a rate increase I The rate IIlcrease Includes rate Iflcrease
: e:que:;:>, form and a letter OVI,I::lln",n the followed in The rate Increase
pal:kclqe may be downloaded the CPAC Web located

10-4.1.1.2 COR

The supplier will submit a completed rate increase request to the COR Supporting documentation should
include a justification regarding direct cost increases or increased benefits to the Postal Service. The COR
will document how the CPU impacts the local Post Office and notify the CPU coordinator.

10-4.1.2 Review and Recommendation by COR and CPU Coordinator

10-4.12.1 COR

The COR determines if the need for this CPU still exists by doing the following:

a. Identify if any other lower-cost service alternatives are available to the community.
b. Determine if this CPU generates sufficient revenue to be considered for conversion to a

performance-based contract.
c. Review the request for completeness. proper documentation, and justification
d. Complete the Management Analysis for CPU Rate Increase Form (which is included in Exhibit

10.3).
e. Submit the COR's recommendation along with the supplier's rate increase request to the CPU

coordinator.

10-4.1.22 CPU Coordinator

who reVleVII!';

rn'Y,nl",t,:><" the retail mapping and a revenue trend projection and provides this
The COR then prepares a recommendation and sends it to the CPU co()rdinaltor

nfp,n::lr",c: a recommendation for review the district manager
If CPU a rate Inc:re,as(:;.

Review and Processing by Denver CMC

Rate Increase Recommended



b. COR
CPU coordinator.

d St LOUiS ASC

in Cl'J~V"00' ,'11th contract terms. the 0UlJiJPCO' rnust do the fnlinlA"nf1

Continue with the modified contract for a I1l1rllrnurn
Walt 2 before another Increase

The effective date of the contract or last Increase is the date used to
before termination of the contract or a request for another rate Increase

10-41.3.2 Rate Increase Not Recommended

the 1- and

When an cannot be reached between the Postal Service and the supplier. or a rate increase is
not the Denver CMC, the contract continues at the existing payment rate unless terminated
by either party in accordance with the Termination on Notice clause. A rate denial letter must be Issued by
the Denver CMC.
Disapproval of the request for a rate increase does not preclude the supplier from making additional
requests at a later time (2 years after the previous approved rate increase).

10-4.1.4 Timeline for Request

The entire process from when the supplier makes the initial request to when the Denver CMC completes
its review and processing should be completed in 30 business days.

10-4.2 Performance-Based Contract

A CPU supplier with a performance-based contract can request a rate increase after being in operation for 1
full year. The supplier must submit the request in writing following the same procedures used for a firm-fixed
price contract stated in section 10-4.1. When reviewing the request, the COR and the CPU coordinator
follow the same procedures used for a firm-fixed price contract stated in section 10-4.1.

Note: For a sample of a funding document for a performance-based CPU contract (similar to the funding
document for a firm-fixed price CPU contract mentioned in 10-4.1.2 .2), see J "Sample eBuy
Requisition for a Rate Increase for a Performance-Based CPU." After the initial rate increase, the CPU
JUIJIJlfCO' may an additional rate increase after 2 years from the first rate increase based on the
f"II"""",,, conditions:

a.
h

1 Request



resort because It IS a very The basic term of a t",nnnr,r::>n:

months. and no extenSions are a!!owed Bond can be waived for the first 30
contract

10-5.2 Solicitation for a Permanent CPU

",n,ornon"',1 \ contract
A for a n""Tn':H,(Ont oerformance-bElse,d CPU must be sent to Denver CMC within 30
after the award of a Innnnrv':lnJ

10-6 Contract Modification

Only the Denver CMC is authorized to modify any term or condition, including pricing, of a CPU contract
Changes are processed through a modification, The CPU coordinator must provide Justification and
documentation to the Denver C~,,1C to support the modification request Copies of the modification are
issued to the following

a, Supplier.
b, COR
c, CPU coordinator.
d. St Louis ASC,

The following actions can be handled by the COR after discussion with the district retail office, without
having to refer to the Denver CMC:

a. Peliormance problems: The COR will, in conjunction with the CPU coordinator, send a
written notice to the supplier if performance problems are not resolved after a discussion
with the supplier. The COR will be specific regarding the problem and the time period
allowed to correct the problem, If the supplier does not correct the problem within the
allowed time period, then the COR may request termination of the contract

b, Change of hours: The COR will have the authority to change the hours of the contract by
working directly with the supplier and providing wntten notice,

c. Surety bonds: The COR will be able to increase or decrease the bond amount as needed,
working with the bonding company and the supplier, (This is not applicable for CARS
contracts, )

d. If a supplier refuses to pay a shortage, the COR will send notice to the bonding
company remuneration of the as stated in the of the
bond.



0U"JIJ"c;. who wants to transfer or sell Its Interest must contact the COR or the CPU coordinator to
novation The COR or the CPU should consider If the CPU is still needed before

0,-,.",,,~j'-'•• n'-' a novation

CMC. In co,op.ercltlc'n with the COR
to contmue the CPU before Clr"',rn,,,,,~,,,

Novation .::>nrpc'nlpnl" must be all of the t,.,I1,-,,,,,,,,",·

a. CPU ;:'Uf.JfJ"G'

b. Successor in interest
c. CO at the Denver CMC.

The must a document of sale or transfer of assets If the transfer is not approved. the
rlr",mo:>1 supplier is still liable for performance under the contract. If the original supplier fails to perform

the contract will be terminated.

10-9 Termination of Performance-Based and Firm-Fixed price contracts.

Contracts can be terminated by the use of either of the fol/owing:

a. Termination on notice.
b. A time-specific notice (usually 120 days) if in the best interest of the Postal Service.

All terminations must be processed by the Denver CMC.

Note: Some contracts have a 60-day termination clause. Refer to the individual contract to determine the
time period for termination.

10-10 Termination Procedures

See "CPU Termination Close-Out Procedure," and "CPU Termination Close-Out
Procedure for a CARS location," for the proper termination procedures. Also, the CPU coordinator must
announce the termination to various offices (see "CPU Closure Announcement").



Exhibit 10.1. 1 Quarterly Performance Review

Contract Postal Unit Quarterly Performance Review

Does the supplier know who their Post Office contacts are, and are those names and
reference?

Does the supplier retain up to 10% of their stamp credit, but not more than $100 each

Does the supplier secure the cash, stamps, round daters, and money order imprinters
business hours?

Revenue Performance

Yes



Is the ."":'JJtJ".C;' ..'.'.V'....... _
the errlol(Wf,eS ,~h,,(n,nn

services?
....• _.. L.~_.~

Comments/Recommendations



Exhibit 10.1.2 CARS Quarterly Performance Review

CARS Contract Postal Unit Quarterly Performance Review



Exhibit 10.2 Monthly Report of Operations

U. S. Postal Service Monthly Report of Operations for Minimum-Rate Contracts

Contract Postal Unit, Contract No.

Administrative Post Office

Supplier (Name, Address. and

Hours of OIJt::'1 auvll~*
....~

DATE # I-IOU~S DATE # I-IOU~s DATE # ,~ .........

1. 2 3

4. 5 6

7 8 9.

10 11 12.

13 14. 15
..~

16. 17. 18

19 20. 21.

22 23 24.

25 26. 27.

28. 29. 30

31.

Monthly Total:

Remarks:

____ Hours



Exhibit 10.3 Rate Increase Package

IIiJ1 UNrrEDSTATES
POSTI1L SERVICE

RE Rate Increase "cyu':;:>,

You are this letter due to your a rate increase for your contract. The
terms of the contract a rate increase for a contract postal unit are as follows.

A price adjustment may be requested In accordance with the appropriate Price Adjustment Clause or
Provision in your contract. A price Increase is not considered unless the contract (firm-fixed) has
been for at least two full years or two years since the last Increase If you have a
performance-based contract. you must have operated for at least one full year from your operational
start date and/or two full years since your last increase. You must document and justify the
requested increase in detail_based on one or more of the following:

1. Direct cost increases nrr)_r,~rprt specific to the contract postal unit operation:

a Rent b. Utilities c. Taxes
d. Labor (only if you employ someone to operate the unit full or part time).

2. Show an increased benefit for the US Postal Service:

a. Increased real revenue (revenue not resulting from fee or rate increases) or
transactions.

b. Major physical improvements to the contract unit.

You may include other pertinent justifications not covered on the enclosed form.

Should you decide to proceed with your request, complete the enclosed form and submit
everything to your local Administrative Post Office for processing.

The administrative Post Office will do an analysis of your CPU and submit a recommendation to the
District Office. Based on the recommendation of the District Office, your rate increase request will
then be sent to the Denver CMC office. Upon receipt of the recommendation and authorization from

District Office the Denver CMC office will submit to you the approval, partial or denial
your I l::cjUt)::it.



RATE INCREASE REQUEST FORM

(This form is to be completed by the Supplier)

the below and fill In your c;,~Uc;"lC'U Increase amount

I am

INCREASE

,nrrp::,,,p for Firm-fixed Contract Postal Unit

From. To

[ ] I am a rate increase for a Performance-based Contract Postal Unit.

From ~.~._ .._~ __..~~_. ~% To: per year.

My unit showed an increased benefit for the US. Postal Service as follows:

a. Increase real revenue:

200 Revenue -

200 Revenue -

200 Revenue -

b. Major physical improvements to the contract unit (if applicable)

2 Direct cost increases in the prE~cedirlg two years, PRO~RATED SPE~CltIC to the contract
are as follows

unit

a Rent inrrp;,c:;:>,rl from

IlJlJ



Contract WIlt location



U UNITEDSft1TES
POSTIJL SERVICE

U S POSTAL SERVICE

RE Rate Increase Request

The supplier for the above contract has requested a rate increase (If the above contract is a Firm­
fixed contract, this is a good time to consider a new-performance based CPU format instead
of a rate increase. Contact your CPU Coordinator for more information).

Attached to this letter are:

(1) [ JThe supplier's request
(2) [ J A Management Analysis form for a contract postal unit rate increase.
(3) [ J Sample eBuy requisition.

Whether you fully approve, partially approve, or deny the request. you must forward the
completed forms to the CPU Coordinator for your District. The CPU Coordinator will review and
forward the forms to this office after obtaining required signatures.



MANAGEMENT ANALYSIS FOR A CPU RATE INCREASE
(This form is to be completed by the COR - DO NOT share this information with your CPU Supplier)

Contract Number ..~~~~__ .~ _.~ ~."."."' "' '.~ .. ".' ~ .
Name .~~__...'~.~'_.'.'_ .

Current Annual Rate: '.._~_..~'._~'.'~' .." ' '.'.'.' '..'.
Bond Amount _

CPU Name _._._ .~ .

1. Is the unit rnooti"r1 the estimated revenue? Yes ~~o

2. Indicate revenue for each of the last three years;

3. Number of Weekly Hours of Operation: __~~~._..__

4. Number of PO Boxes (if applicable)

Days Operated: S M T W T F S

5. Current Product Mix: Stamps __~~_~_% Weigh & Rate~ _

6. Does supplier have a meter? Yes No

7. Based on the Product Mix in Line 5, would it be more cost-effective for the USPS to have this supplier switched
to Stamps on Consignment instead of being a CPU?
Yes No If no, why not?

8. Effective date of last increase (must be at least 2 years):~ _

9. Cost per dollar of revenue (current rate and proposed rate): ~~~ ~

10. How many complaints have you received regarding service at this unit in the past year?_~ ~_

11. What additional services should the supplier provide?

12. Is the contract still cost-effective for the USPS? _

13. If terminated, what service alternatives are available? _~_. ~_. _

be ac(~eptabde

cOlnsidel'ed converting to the new performance based

the



State,

Narne ~~~_>_>~ ~~__ ~ ~~__~ >~_______ >_>~_ >_ ___~ >_>__>~>___ ~_~ ~ ~

COR Office

COR Title

COR Phone



Exhibit 10.4 Pay Increase Request Recommendation

December 31 2007

1. Donna St. Martin, Manager, Retail

2 Tony Brescia, Manager, Marketing

3, Gerald Pate, Mgr., Post Office Operations

4, Mike Jordan, District manager

5, Dave Richardson, (A) Mgr., Finance

6,

Re: Pay Increase Request - Holmes Beach CPU, Bradenton Beach FL
Contract #475630·94·2494

This CPU supplier has asked for an increase from $55,000 to $72,594 and the COR is recommending this
request be approved, The last increase to $55,000 was effective in January 2005 so the supplier can apply
for an increase,

Background
• CPU has been providing postal services on the island since 1987, Current supplier has had the

contract since 1994,

• Postmaster has received no complaints on service this past year.

• CPU is operated adjacent to a card/gift shop in its' own 1160 sq ft storefront. The 450 post office
boxes take up 25 linear feet of wall space.

• CPU is located almost in the middle of an island off the coast of Bradenton and in the heart of the
'downtown' Holmes Beach area on the main road on the island.

• area seasonal with and winter residents October

Mapping
•

•

•



Retail Analysis
• CPU's revenue In FY ,"vas

FY 07
729 and based on the nro,C'c,,"! trend IS estimated at $374,189 In

of

no

• Anna Maria Post Office had revenue of YY'h_,LY' in FY 06 Bradenton Beach ivlPO flad
Bradenton Beach retail IS up $34.68/hour

for this CPU• There are

• for the years to ODi?rajte the CPU each month are as follows

Electric from $12000 to 2545 for difference of $5.45

Water/Sewer $2100 to $53.94 for difference of $3294

534.00 to vV,"'.vv for difference of: $2.00

Lease: $1255.58 to $1512.28 for difference of $256.70

$374823 to $45063 for difference of $202.40

Other: $26914 to $300.19 for difference of $1305

Difference in costs per month over past 3 years: $551.54

Total monthly costs of $6,049.49 x 12 $72,59388 annually for the CPU.

• Cost-to-revenue ratios for other CPUs in the district which have a similar number of post office
boxes are

Name of Annual Cost FY 02 Ratio With Retail Business
CPU Revenue

Cortez Road $66,296 $676,508 9.8% No

Manatee $51,942 $345,246 150% No

Grove City $54,000 $437,413 12.3% Yes

Lk St $83,968 $848.758 10.0% No
George

Lockwood $58,450 $661,904 8.8% Yes
Ridge

Pinecraft $55,000 $663,812 8,3%) No

Holmes $397,729 13.8% No
Beach

Recommendation
I
1



Exhibit 10.5 eBuy Requisition for a Rate Increase for a Firm-Fixed Price CPU

Off Catalog Print Requisition

Bill To: 113075
FORT ~·WERS PO
SUNCOAST CS DISTRICT
SOUTH EAST CSAO
Budget Group:

Purchasing IuluiTi.at:an

?un:h""ing Method: Route
Vehicle: No

Payment Type:

After Approval Contact

~jone.

Ship To: 184K7N(f'-1AILING)
RETAIL OPERATIONS
USPS
6013 BENJAfVlIN RD STE 201
TAMPA, FL 33634-5183
AnN: CHRISTINA D SCACCA

Delivery Instructions

Required Delivery Date: 06/18/2008

None

After Approval, Route Requisition To

Travel, Retail & Temp Srvcs (Denver)

Qty

UOM Description

Bill
To!
Ship
To

Unit Price!
GL Acct #

Extended
Price!

pymt Amt

EA RATE INCREASE OF $16,000 TO BRING COMPENSATION FROlvj
<1;152,500 TO $168,500

>=c'~irr'::lt'c>rj tax
c:h,nrvinn ! (

Total goods and services ($):
Total Payment Value ($):

16,000.0000 16,000.00
52301 0.00

Date Subject Created By Note



A,ttachrnent R3PYYO

has been reviewed and c.r,nr'''''','o"

Event Date User Name

rub Hen,,, D

Old Bill To

Description Change Level

New Bill To

113075

Status Approver/ Delegatee Phone Approver Type/Value Approved By/Date

DONNA R ST /'lARTIN DONNA R ST HARTIN
APPROVED limit ($500)

06/18/2008
APPROVED ARNETIA COBB ARNETIA COBB

limit ($25000)
06/23/2008

APPROVED TIl'10THY C HEALY 8[3-354-6099 Adhoc
TIfVI0THY HEALY
06/23/2008

APPROVED FINAL SYSTEH CHECK FINAL SYSTEH CHECK FINAL SYSTE1'1 CHECK

PO #

P00016008892

Name, Address" Account #

DENVER CMC
S RD #400

",UK.UK-", CO 80014-3500

Contact Information

SHERYL GRAY



Exhibit 10.6 Sample eBuy Requisition for a Rate Increase for a Performance-Based CPU

Off Catalog Print Requisition

Bill To: 05037R
ATASCADERO PO
SIERRA COASTAL CS 01
PACIFIC CSAO
Budget Group:

Purcnasing l .. tul'iilat:on
t>urch""ing Method: Req to Supplv t·l<Jt

Vehicle: No
Payment Type:

After Approval Contact

Name: DONNA t,EWTON, Telephone: 661· 775·6691

Address: RETA[L SPECIALIST

USPS

28201 FRANKLIN PKWY

SANTA CLARITA, CA 91383·9605

Ship To: 189118(fv1AILING)
POSTMASTER
USPS
9800 EL CAMINO REAL
ATASCADERO, CA 93422-9998
AnN: Posn~lASTER

Delivery Instructions

Required Delivery Date: 07/17/2008

None

After Approval, Route Requisition To

Travel, Retail & Temp Srvcs . (Denver)

Qty UOM

1 EA

Description

CARS RATE INCREASE

Bill To!
Ship To

Unit Price!
GL Acct #

6,000,0000
52301

Extended
Price!

Pymt Amt

6,000.00
0.00

;:::,,;'I""""6rl "hlnnlnn /

Total goods and services ($):
Total Payment Value ($): 00

Date Subject Created By Note



awarded 4/1

14:
attachment

1
14'37:09
CST

Justification Gor'lEZLL Contract Postal Unit is a rate increase from h~i""'icrc;'nt to 9~

NTE See attachment,

Event Date User Name Description Change level

06/1 14: LINDA GOf'lEZPENA

Old Bill To New Bill To

050378

Approved By/Date

HICHAEL A HADRIGAL
06/17/2008
t4AR1E U HCCOY
06/18/2008
RALPH TAPU\
06118/2008
PRISCILLA
06118/2008
i·"I.n"Cl NARTlNO

Adhoc

Adhoc

Phone Approver Type/Value

661-775-6600 limit ($2000)

661- 775-6544 t'landatory

661·775-6800 limit ($250000)

Approver/ Delegatee

t4ARfE U MCCOY

r·1!CHAEL A MADRIGAL

PRISCILLA JENG

RALPH TAPfA

~lICHAEL f>'JARrINO

Status

APPROVED

APPROVED

APPROVED

APPROVED

APPROVED

PO # Name, Address" Account # Contact Information





'Jii UNrrEDSTIlTES
POSTI'JL SERVICE

RE Transfer of Contract (Novation)-

It IS our
supplier

tnrlnn,trlnrlinn that you are Interested in thiS contract unit Transfer of a contract IS possible If a
their assets If) wInch the Contract Postal Umt IS operated and If It IS iI7 tfle best mterest of the Postal

To affect a transfer of the above-referenced contract, the documents are required
1 A copy of the transfer document (8i11 of Sale)
2 A Novation (Attachment 1) completed by both the Transferor, the current supplier and the Transferee, the

new supplier. This document MUST have original sIQ'natures.
The Busifless Proposal (Attachment 2) completed by Transferee

4, The original of a executed surety bond, if applicable (Attachment 3) in the amount of
with a Power of Attorney, and eVidence that the premium has

been paid on the mentioned bond, or duplicate payment showing the expiration date IS
suffiCient) The bond must be obtailled from a company approved by the Treasury Department The
Approved Sureties listing Treasury Circular 570 can found on the Internet at:

~ An Irrevocable Letter of Credit is acceptable in lieu of a surety
bond. See Instructions and required verbiage in (Attachment 4) If a bond or an Irrevocable Letter of Credit cannot
be obtained, cash IS the only other option,

5. Complete Representations and Certifications (Attachment 5)
6 Completed EFT (Electronic Funds Transfer) form,

In accordance with the payment clause of your contract, the postal service will make payment in accordance with the
Prompt Payment Act ( 31 USC 3903) and 5 CFR 1315 Payments under this contract will be made by tf7e Postal
Service electronic funds transfer. Payments will be issued automalically, m arrears, by the Sf Louis Accounting
Service Center, within 30 days after the end of each month. Upon completion of the direct deposit form, by both
yourself and your financial institution, the original form should be sent to this office for further processing.

7 Contracting Officer Representative (COR) approval letter (Attachment 6) needs to be completed by the COR at the
Administrative Office,

After these documents are received, reviewed, and the transfer is approved by the Contracting Officer, a contract modification
Will be issued to recognize a new Successor-In-Interest for the Contract. Until such time, the current supplier is responsible
for continued operation of this unit in accordance with the terms and conditions of the contract.

Upon completion, the above documents and a
Denver CMC, 3300 SParker Rd, 5te 400, Aurora,

& The original bond



A U. S, POSTAL SERVICE CONTRACT CANNOT BE SOLD,

THE PRIVATE BUSINESS MAY BE SOLD BY THE O\NNER. IN fHiS iNSTANCE. A
NOV/'\TiON FOR A NEW SUCCESSOR-iN-INTEREST OF THE CONTRACT MAY BE .AFFECTED
IF iT is iN THE BEST iNTEREST OF THE POSTAL SERVICE. A NOVATiON ALVVAYS U\..,U'J'

~..,_~ THE SALE OF THE BUSINESS

The fnllnwlnn nrClVICJPn for your Information

As referenced in USPS Supplying Principles & Practices effective ~j1ay 2006

1. The Postal Service generally prohibits contract Novation paragraph b of Clause 4-1.
However. the Postal Service may a third party as the successor In Interest when

interest arises out of the transfer of all the assets: or the entrre
nnrnr,n of the assets Jr7volved Jr7 the contract

2. Situations in which Novation may be permitted include but are not limited to Sale of the
supplier's assets with a provision for assuming liabilities: (b) transfer of assets as part of a
merger or corporate consolidation. and (c) incorporation of a proprietorship or partnership, or
formation of a partnership,

3, Before concurring in a contract Novation the Contracting Officer must determine the
capability of the successor in interest (see Transfer of Contract Clause)

4, When it is not in the Postal Service's interest to concur in a contract Novation, the original
supplier remains responsible for contract performance, and the contract may be terminated
for default for failure to perform,



(a) THE PARTIES TO THIS AGREEMENT:

(b) THE FACTS ON WHICH THE PARTIES AGREE AND WHICH FORM A BASIS FOR THIS AGREEMENT:

(I) SF:I:<VICF: has entered into

J to ""'lllOP

ilnd the tn"",I"1<01"
""''''('«''''''011 ilun:r'mcnl IS contractual'lun"'!T'P'<1t

been completed if the
otJligatlOlls under this contractual ,WITt'merlt

defined in tins para~;rapl1

of a
of Legal Transfer Document)

and the executed on the tronsferor
(Date of Transfer)

has transferred to the transferee the assets of the transferor by of the transferor that
perforrn tile cOlltract,

ne·['(";C;;ilY to

(3) The transferee has acqUIred all of the assets of the transferor by virtue of the above transfer.

(4) The transferee has assumed all obligations and liabilities of the transferor under the contract
the previously mentioned transfer.

virtue of

(5) The trans/t'ree is in a position to perform all obligations that may exist under the contract.

(6) It is consistent with the Postal
contract

interest to ret«ocml,ze the "<;1"""PITP the SUCUCSi;or the

(7} transkr the

Ie] IN CONSIDERATION OF THESE FACTS, THE PARTIES HEREBY AGREE THAT:

ill



(8) The payments of all liabilities and the of all "hi""""",,,
that the under this agreement or (Ii) undertake in the
should thts contract be tllodthed under their terms and conditions,
notice of. and consents to, any such future moclifications,

(9) The contract shall rernilin in full force and effect, except as modified this ,.)Ore.'ITII,!,t

THE U, S, POSTAL SERVICE

BY:

Name:
TITLE: CONTRACTING OFFICER

SIGNATURE OF TRANSFEROR

BY
'nr.vn,~,t" Seal)



Contract No:

LOC!I T!or~

OPERATION I Will the as follows
discuss how the unit Will staffed when the

I LJ"'~U;)" who will staff the unit; you, others, or a combination of the two Also
operators are sick, etc,

CAPABILITY The follOWing is a summary of my ca~)ab,llltiE;S and experience, as well as the qualifications of others (if
use to operate the unit

that I w!II

Business Refs, 1) _~ ~_~_~~ ~ ~

Name. Address

Phone No .
Contact Person

For the purpose of NOVAnON· Transferee must complete &sign this form.



CONTRACT POSTAL UNIT BOND

INSTRUCTIONS

name and business address of the In the space the
this form The legal name on the bond must be the same as the legal name on the contract.

must be an authorized person. Where such person III
but IS not a member of the firm. an officer

c"'L/1iC>L1n:. of rnust be furnished.

"L. the bond as sureties must be among those on the
list of ::>nr)rnl,IPr1 sureties and must be within the limitations set forth therein.

3. the bond must affix their corporate seals. Individuals must execute the bond
opposite the word 'Seal"; and, If executed in Malrle or New Hampshire, must also affix an adheSive seal

4. MAIL THE ORIGINAL BOND AND ALL CORRESPONDENCE RELATING TO THE BOND TO:
US POSTAL SERVICE
ATTN CPU COR

THE TREASURY DEPARTMENT'S LIST OF APPROVED SURETIES
MAY BE ACCESSED ON THE INTERNET AT:

CHECKLIST FOR Contract Postal Unit Bond

Your bond MUST include the following:
8. Surety company/corporation who is approved by the Treasury Department and on the Treasury list.
9. Proper penal sum (dollar amount) in accordance with contract. unless written amendment from COR
10. Signature of principal.
11. Signature of corporate surety representative.
12. Public Notary on signature of indiVidual representing corporate surety.
13. Power of Attorney on signature of individual representing corporate surety.
14. Corporate seal of corporate surety (if



CONTRACT POSTAL UNIT BOND

, ISPS CONTRACT NUMBER

DATE BOND EXECUTED

PENAL SUM OF BOND S

BOND NUMBER

LOCATION

PRINCIPAL name and bUSiness address Name
must match what is on your

TYPE OF ORGANIZATION eX'
( ) Individual ( ) Partnership
( ) Joint Venture () Corporation

STATE OF INCORPORATION

SURETY(IES) Name(s)

ALL we, hereto, are bound to the United
States Postal Service (the Postal Service) in the above penal sum for the payment of which we bind ourselves, our heirs,
executors, administrators, and successors, jointly and severally: Provided, That, where the Sureties are corporations acting
as co-sureties, we the Sureties, bind ourselves in such sum "jointly and severally" as well as "severally" only for the purpose
of allowing a joint action or actions against any or all of us, and for all other purposes each Surety binds itself, jointly and
severally with the Principal, for the payment of such sum only as is set forth opposite the name of each Surety, but if no limit
of liability is indicated, the limit of liability will be the full amount of the penal sum,

THE CONDITION OF THIS OBLIGATION IS that the Principal and the Postal Service entered into the contract identified
above for the operation of a Contract Postal Unit.

NOVV THEREFORE, If the Pri'"1rir'\::>lf



IN WITNESS IM>.-ll=p'l=rll= the and
affixed their on ttle clate set forth above

have executed this Contract Postal Unit Bond aneJ have

PRINCIPAL

Seal

2.

Seal

& 1. 2.

CORPORATE SURETY(IES)

Name &
Address

Signature( s)

Name(s) &
Title(s )(Typed)

1.

OF INC.

2.

LIABILITY LIMIT

'~***;\LL CORRESPO/VDENCE RELATING TO THIS BOND SHOULD BE MAILED TO:

US POSTAL SERVICE
ATTN CPU COR

fH11 \J)DIHSS
1\ s!\nlil',i



IRREVOCABLE LETTER OF CREDIT REQUIREMENTS

Slflce ail
Service ror" "!rn,,

may have different forms or frln,'c>h::

function to be listed as the 'H':'f'\,~t1r',:>,'"

US Postal '-.,w,n"r'o

IrrEfvocable letters of credit the US
and list it as the tn!!n""",cy

2, The letter of credit will also state the letter IS for the dollar amount necessary,

3, The letter shall state as its ~~~::~~'~'.!J.Ql~'I~ the fnll",,,',,,., text:

"Lender shall honor the drafts submitted by the Rpnp,'irJ,grv under the fnllniMinn terms and conditions

Presentation of the original letter of credit and a certified letter from an authorized representative of the US Postal
Service stating that names DBA (name of business) are in default in their obligations regarding
(enter Contract Postal Unit designation, city, and state)

This letter of credit shall be automatically extended for an additional period of one year from the present and each
future expiration date unless we have notified you in wnting, not less than ninety (90) days before such expiration
date, that we elect not to renew this letter of credit, This letter of credit is in effect ninety (90) days following any
termination of the contract unless wntten consent is given by the Postal Service, ,.

The above should be submitted on official letterhead from the financial institution and signed by the President or his
official designee,

4, When a Letter of Credit is presented the supplier must execute the Postal Service Bond by completing the Principal
portion and inserting in the Surety potion the following on Page 2 and 3:

Irrevocable Letter of Credit
Financial Institution (Insert Name, City, State)
Irrevocable Letter of Credit Number (Insert number)

5, The financial institution that issued the letter of credit is not required to sign the Postal Service bond form



2.4 PROVISION 4-3 REPRESENTATIONS AND CERTIFICATIONS (DECEMBER 2003) (4.2.2)

e of Business The ('h'~{'klhn the apiJl!cable blocks. rc>"rc>c:c>,ntc: that it

of the state of('",'n"r::>t,,,n m,-,'w,v,r",te'" under the

venture:
a limited company:
a or
an educational Institution: and

all that apply)
a small business concern:
a minority business minority
o Black Americano Hispanic Americano Native American
DAsian American:

a woman-owned business: or
none of the above entities.

(9) Small Business Concern. A small business concern for the purposes of Postal Service purchasing means a
business, including an affiliate, that is independently owned and operated, is not dominant in producing or
performing the supplies or services being purchased, and has no more than 500 employees, unless a
different size standard has been established by the Small Business Administration (see 13 CFR 121,
particularly for different size standards for airline, railroad, and construction companies). For subcontracts of
$50,000 or less, a subcontractor having no more than 500 employees qualifies as a small business without
regard to other factors,

(10)Minority Business. A minority business is a concern that is at least 51 percent owned by, and whose
management and daily business operations are controlled by, one or more members of a socially and
economically disadvantaged minority group, namely U.S, citizens who are Black Americans, Hispanic
Americans, Native Americans, or Asian Americans. (Native Americans are American Indians, Eskimos,
Aleuts, and Native Hawaiians. Asian Americans are U.S, citizens whose origins are Japanese, Chinese,
Filipino, Vietnamese, Korean, Samoan, Laotian, Kampuchea (Cambodian), Taiwanese, in the U.S. Trust
Territories of the Pacific Islands or in the Indian subcontinent.)

(11 )VVoman-owned Business. A woman-owned business is a concern at least 51 percent of which is owned by a
woman (or women) who is a U.S. citizen, controls the firm by exercising the power to make policy decisions,
and operates the business by being actively involved In day-to-day management.

(12)Educational or Other Nonprofit Organization. Any corporation, foundation, trust, or other institution operated
for scientific or educational purposes, not organized for profit, no part of the net earnings of which inures to
the profits of any shareholder or indiVidual

r ~"rnr\:::lrl\! and



2.3 PROVISION 4-3 REPRESENTATIONS AND CERTIFICATIONS (DECEMBER 2003) (4.2.2) (Cont.)

companyIf the block above IS checked. nrrll!frlp the fnllnwlnn Information about the
Parent f'Jame

fvlaln

No. and

Parent
If the offeror IS a member of an group trlat files Its federal income tax return on a consolidated basIs
!wlootl'lPF or not the offeror is owned or controlled by a parent company. as the name
and TIN of the common of the affiliated group:
Name of Cornman
Cornman Parent's

g. Certificate of Independent Price Determination,

(1) By submitting this proposal, the offeror certifies, and in the case of a joint proposal each party to it certifies as
to its own organization. that in connection with this solicitation:

(d) The prices proposed have been arrived at independently. without consultation, communication, or
agreement, for the purpose of restricting competition, as to any matter relating to the prices with any other
offeror or with any competitor;

Unless otherwise required by law, the prices proposed have not been and will not be knowingly
disclosed by the offeror before award of a contract, directly or indirectly to any other offeror or to any
competitor; and

(f) No attempt has been made or will be made by the offeror to induce any other person or firm to submit
or not submit a proposal for the purpose of restricting competition,

(4) Each person signing this proposal certifies that:
(c) He or she is the person in the offeror's organization responsible for the decision as to the prices being

offered herein and that he or she has not participated, and will not participate, in any action contrary
to paragraph a above; or

(d) He or she is not the person in the offeror's organization responsible for the decision as to the prices
being offered but that he or she has been authorized in writing to act as agent for the persons
responsible in certifying that they have not partiCipated, and will not participate, in any action contrary
to paragraph a above, and as their agent does hereby so certify; and he or she has not participated,
and will not participate, in any action contrary to paragraph a above,

Modification or deletion of any provision in this certificate may result in the disregarding of the as
Any modification or deletion should be accompanied by a statement the

reasons and in detail any disclosure or communication.



2.3 PROVISION 4-3 REPRESENTATIONS AND CERTIFICATIONS (DECEMBER 2003) (4.2.2) (Cant.)

co{~ron::>tort facilities means any rooms, work areas, rest rooms or wash
areas, time clocks, locker rooms or other clnc::>r,o

recreation or entertainment area
eX;J!lc:lt directive or are in fact color

focal custom, or otherWise,
that it has obtained Identical certifications from prclpClSe'(j

it will obtain Identical certifications from subcontractors
subcontracts $10,000 that are not from the of the
It Will retain these certifications In Its and that it will forward the notice to these prclpclsed
subcontractors when have submitted Identical certifications for time <\o,>,n,;c

Notice A certification of non facilities must be submitted before the award of a subcontract
exceeding $10,000 that is not exempt from the Equal Opportunity clause, The certification may be
submitted either for each subcontract or for all subcontracts during a penod (quarterly, or
annually),

e, Certification Regarding Debarment, Proposed Debarment, and Other Matters
(This certification must be completed with respect to any offer With a value of $100,000 or more)

(1) The offeror certifies, to the best of its knowledge and belief, that it or any of its principals
Are are not .~ presently debarred or proposed for debarment, or declared ineligible for the award of

contracts by any Federal, state, or local agency;
(b) Have have not within the three-year period preceding this offer, been convicted of or had a civil
Judgment rendered against them for: commission of fraud or a criminal offense in connection with obtaining,
attempting to obtain, or performing a public (Federal, state, or local) contract or subcontract; violation of
Federal or state antitrust statutes relating to the submission of offers; or commission of embezzlement, theft,
forgery, bribery, falsification or destruction of records, making false statements, tax evasion, or receiving
stolen property;
(c) Are _ are not _ presently indicted for, or otherwise criminally or civilly charged by a governmental
entity with, commission of any of the offenses enumerated in subparagraph (b) above;
(d) Have _ have not within a three-year period preceding this offer, been convicted of or had a civil
judgment rendered against them for: commission of fraud or a criminal offense in conjunction with obtaining,
attempting to obtain, or performing a public (Federal, state or local) contract or SUbcontract; violation of
Federal or state antitrust statutes relating to the submission of offers; or commission of embezzlement, theft,
forgery, bribery, falsification or destruction of records, making false statements, tax evasion or receiving
stolen property; and
(e) Are _ are not presently indicted for, or otherwise criminally or civilly charged by a governmental
entity with, commission of any of the offenses enumerated in subparagraph (d) above,
The offeror has has not Within a three-year period preceding this offer. had one or more contracts
terminated for default by any state, or local agency
"P,·int·in::>k H for purposes means nfflrc>,no



Incorporation by Reference vVherever In this solicitation or contract a standarej n(r,ln"""n

the term Identified Its title.
Clc",,,,,nc,ri to It in the Postal Manual, and Its date. The text
may be found In A B of the
ac,::e~;sl!)le online at If checked, the IS
II,,'r.rnnrCl:IPri In this solicitation reference officer will check as Clnnrr,nrT,lp

ProvISion 1-2, Domestic Source CertIficate 1
Provision 1-3, Domestic Source Certificate Construction Materials
Provision 9-1 Affirmative Action Program
Provision 9-2, Pre-award Opportunity Compliance Review 1

(10) Provision Notice of Requirements for Equal Opportunity Affirmative Action (January
1

No? If "Yes," contillue
No? If "No," contmue

Yes,
Yes,

DETERMINATION OF MINIMUM OR NON-MINIMUM RATE SUPPLIER (To be completed by supplier)
f Is the offeror an indiVIdual, 0 Yes, No? If "Yes," continue.
g Will the offeror personally operate the CPU more than 50% of the time
h Will the CPU be operated in a devoted exclusively to CPU serVice,

Identify the other commercial actiVity to be conducted at the CPU site

Will revenues exceed the other revenues (CPU revenue is gross revenues received by the
Contract Postal Unit from Its customers, less all credits, allowances and refunds allowed or granted to customers and less
also the face or amount of all money orders issued by the CPU, and excluding amounts received from the supplier
itself, or from persons or entities controlling, controlled by, or under common control with the supplier),
DYes, 0 No?

f questions a, b, and c are all "Yes", or questions a, b, and e are "Yes," this is a minimum rate offer to which the clause In your
contract and the other minimum rate provisions apply.



UNITED STATES POSTAL SERVICE

4 Mailing

USPS Contact Person s Name

nlust use tillS forn: to iflitldtn or cnc1n9(~ Ei('ctrofw: Funds T:ansfer (EFT: payrnent'5 rncH1e ttirouqrl Hie uSPS ''''')II! iI'>

OJyf1iF;<nts for U18 first tune you must Dong :he forrn to yout flllan(f,1! ulstltu!IOn for Venfll:oat!(:H", tJefore you
B D (Jf tI~e furrn Uriii tile tu

ACCOUNTS SUPPLIER MAINTENANCE
S/\N 11,1;\ TEO ACCOUNTING SERVICE CENTER
UNITED ST;\TES POSTAL SEf'<VICE
2'00 CAMPUS DRIVE
S,\N MATEO CA 94497~9432

USPS Organization Name

C. Su plier/Pa ee Information: (Suppliers/Payees complete and sign this section before section D is verified.)
I

Privacy Act statement Your information will be used to transmit payment data electronically to your financial Institution COllection is authorized by 39 USC 41
1001,1005,1206, and 2008. I

Providing the Information IS voluntary, but If not prOVided, your payments will not be processed electronically. We may only disclose your ,nformation as fOliO]
legal proceedings: to law enforcement when the USPS or requesting agency becomes aware of a Violation or law. to a congressional office at your request:
IndiViduals under contract With the USPS, to entities authOrized to perform audits, to labor organizations as reqUired by law, to federal. state, local or foreign
agenCies regarding personnel matters, to the Equal Employment Opportunity Commission; to the Ment Systems Protection Board or Office of SpeCial Couns,
finanCial entities regarding finanCial transaction Issues For more ,nformation regarding our Pnvacy Policy VISit www usps com i

---~~-~~-~--~~---'-- -~--l---------~-C~-~'------------~~--~~~~~--------~-'--~j

I
~~~·--·:~~;:;:::::c~:~:o-n~..~------.. .. -.. ... ..... --r: i;;;;~;::;'~~;;;«;;:;~ ;;~:~~,,:e'~:dR::~~:~~:~~f;,:.::;:f;;(~"'Y "iii" II

_________~~_~ ~__. ~ ___l__._._ . __~ ~_~__~ ~_.~~__~_

3 Contact Person Telephone Number (Include area code) I 7. Change All Payments Made by the USPS to you by thiS EFT Request?

-h No

f_~AddresS(N~_ street -Ste-PO Box no city s~~ ZI~+4) ~= l~--Mallm9 AddreSs IOnly-;Tdlf
f
erent from-C4NoStre~st~:ObOX~c: st

Supplier/Payee Certification I certify that I am enlitled to receive the above deSCribed payments from the USPS By slgnl-ng thiS form. I authonze these
payments to be transmitted to the finanCial Institution named below, and cJeposlted ,n the account number speCified The finanCial Instltulion listed below has

_fJ~ovldediv!er~d~.El~c~-'ilcLo_fJ:!1E!,n~fo-,-mil~2."~~(}£d~~n~e,=,t~()nfL- ~ ~_~_ '~.~ __ '~"_~_

[- 9 Signature

O. Financfallnstltutlon Information: (Complete or verify this section if completed by the requesting supplier or payee named in Section B
completed form to the requester, or maii It to the address in Section A.)

I 1 FinanCial Institution Name
i

I --~--. - -. ---.---~~~_._~.-~--~-~~---~----~~_.-~~~

I :3 Branch Address \~~O street. (City. state. ZIP+41

4a .ACH!EFT Coordinator Name

2a Branch Name

I

l-~,_,...._~ .. _.u_._.__...._._.__

2b Branch Routlnq Number
i

_~I_~~ ---1
--J

I
j

>--5--6e-~~)'s;-tor '-Ac-cou;~tNum be r--~,,~--- ." --~._--._--~----~-------------- -~ 4-i3'--De-;;;s: to-r' Accou nt ~~a me~-T It!e--~--­

5,3/,",]5

3a F- ii,jf i~~_::li

Instructions for Completing SF 3881 Form
I Eiectronic Funds Transfer)



1\ ~,..,,'" Information Section FerJeral ':11":>"'1'"

program the vendor nw;ce,llane,ol
contact and tc.innhnnn

ACH format IS checked

the name and address of the Federal
':1nl3nr'\1 identifier agency lo(:atlon

apprClprlate box for

PI~l\jC,{:)j( nn"',",,,,1 Information or types the name of the paye,c;;/conlPClny and
address that ACH vendor/miscellaneous n':1',ln){:)nr"

number and contact person name and number of
venfies account number, account title, and of account entered
institution in the Fmanclal Institution Information Section

3, Financial Institution Information Section Financial institution or types the name and address
of the financial II1stilution who will receive the ACH ACH coordinator
name and telephone number, nine transit depOSitor account
title and account number, Also, the box for of account is checked, the signature, title, and
tn!.nnf",v)o number of the appropnate financial institution official are included,

Burden Estimate Statement

The estimated average burden associated with this collection of information is 15 minutes per respondent or
record keeper, depending on individual circumstances, Comments concerning the accuracy of this burden
estimate and suggestions for reducing this burden should be directed to the Financial Management Service,
Facilities Management Division, Property and Supply Branch, Room B-101, 3700 West Highway.
Hyattsville, MD 20782 and the Office of Management and Budget, Paperwork Reduction Project (1510­
0056), Washll1gton, DC 20503.



6 UNfTEDSTATES
POSTIlL SE17VICE

CPU LOCATION:

SUPPLIER NAME:

CONTRACT NUMBER: _

As the Contracting Officer Representative (COR), I have met with, and approve of, the
new supplier for the operation of the contract postal unit listed above.

Contracting Officer's Representative Date



Exhibit 10.8 CPU Termination Close-Out Procedure

Contract Postal Unit Termination Close-Out Procedure for FF & PB (AIC)

• the tr,!!r,wlnn rlAn::l/'tmAnk of the termination date

Address Information Systems

Consumer Affairs

Inspection Service

P&DC Registry Unit

Purchasing Specialist

Stamp Distribution Office

• Notify the Facilities Office to remove any Postal Service-purchased signage by the termination date.

• The contracting officer representative (postmaster or supervisor) must audit stock on PS Form 3294.
Cash and Stamp Stock Count and Summary.

Shortage must be paid immediately

For overage posted in AIC 057. the Accounting Office will issue a check.

• Deposit remaining cash and report it in AIC 090 (Postage Sales).

• Enter remaining stamp stock in AIC 848.

• Zero out PS Form 1412-A, Daily Financial Report. write FINAL REPORT. and send it to the Accounting
Office.

• Return stamp stock to your office accountability, enter in AIC 841.

• Retrieve all Postal Service equipment and supplies from contractor. (Note all equipment returned to the
Postal sign and copy the original equipment list for verification)

If you any quesllOrls your



Exhibit 10.9 CPU Termination Close-Out Procedure for a CARS Location

C\H.S Tl'nninatioll Pnll'css

Activity

District retail notifies Denver G/iC of
termination via written communication from
CPU supplier or if USPS wants to h:>rmil"1::lt"p

notification will come from Retail and/or COR

District retail requests return boxes from the
CPAC program office providing the following:
Terminated CARS CPU Name:
Terminated CARS Finance Number and Site W:
Termination Date:
Complete Name and address of where the
return shipping boxes should be sent

District retail coordinates with CPU supplier to
perform the "PSD Withdrawal" procedures
using the CARS Shut Down Instructions and
remove the equipment at close of business on
the termination date.

District retail completes and maintains the
"CARS Inventory Control Checklist" and the
"Equipment Tracking Form" for the equipment
Scan and email the "Equipment Tracking Form"
to CARS Dep/oymentemail or fax it to: CPAC
Program office (202) 268-4699.

All equipment must be returned immediately.
In the event that the equipment cannot be
returned on the termination date, district
retail/COR is responsible for securing the

i;nrnPFlt until it can be shipped.

Additional Info

Denver CMC issues contract mod With
termination date and notifies: IGI, HQ RAC,

district retail representative, and COR

retail or COR must bring: Seven (7)
Label 41s 10 permit imprint) per system,
the CARS Inventory Control Checklist,
Equipment Tracking Form and CARS Shutdown
Instructions. These documents (except labels)
are available on the CPAC BlueShare.

The CPU supplier should print all/any reports
before powering down the system. There will
be no other opportunity to retrieve historical
data after the RP5700 is removed.

equipment to: Innovations Group, Inc.,
2751 Prosperity Ave., Suite 400, Fairfax, VA
22031-4350. Upon request, District retail will
prOVide the HQ CPAC program office with a
copy of the CARS Inventory Control Checklist

District retail or the CPU supplier may be
charged for parts that are damaged or not
returned promptly.



Exhibit 10.10 CPU Closure Announcement

Services
Address Information '-.\i<ornmc

Consumer Affairs
Purchasing ~peCIa/l:5t

SUBJECT: Contract Postal Unit Termination

Inspe!ctlcJn Service
P&DC Registry Unit

Distribution Office

Please take the appropriate action to remove (NAME) Contract Postal Unit from your official list of active
contract postal units. The CPU will close on (DATE)

If you have any qu!estiorls contact me at NUMBER)



EXhibit 10.11 Checklists for CPU Modifications

RATE INCREASES

Rate Increase Checklist Rate Increase "Not Approved" Checklist

o F~ate I",~r",-,C'a

o for a CPU Rate rrH~rO:)C:O

o COR/Dlstnct Letter
o Provide 2-week lead-time for nraJ-"'c-c',.n

rr\llln:ii='t~)rI Rate Increase
Forrn

document
~.il;lin,·l(1PlnPI'1t fJ.n::>iI!",<c: for a CPU Rate Increase

o Deviation (Approved program office if increase
is over 1
COR/District Approval Letter
~rr\\flrli=' 2-week for

NOVATIONS

PB and FF CARS'

o Bill of Sale
o Novation Agreement
o Business Proposal
o Representations and Certifications
o Authorized Bond, letter of credit, or check
o EFT Form
o District/COR approval letter approving of novation
o Provide 2-week lead-time for processing

o Bill of Sale
o Novation Agreement
o Business Proposal
o Representations and Certifications
o Pitney Bowes CARS/CPU Authorization form with voided

check)
o EFT Form
o Statement from Current supplier that Stamps and Money

in Meter have been sold to the new supplier (if applicable)
o District/COR approval letter approving of Novation
o Provide 2-week lead-time for processing

TERMINATIONS

Applic~able OIG

o Only used if in the best interest
of the Postal Service

o Retail email to
Denver

o

o

o

o

o

o

o Retail emails notification of
termination to Denver

o Provide the contract number and
CPU name in email

o

o

o

o

o Termination on Notice -
120 contracts are 60

o
o

o
o
o



Chapter 11 Compensating the CPU

i 1 1 Introduction

part of the CPU part to the the It
,~",n,-t-"" to maintain a stronD with CPU and to that their n:c"_In,,;:o.nt

A CPU, like any other busilless, on Its cash flo'# to meet Its expenses. Failure to
n((',\I\":"" the correct finance number, unit 10 or site 10, and district code for into either Contract Postal

""rf,nr\I(,,1\1 (CPUT) or APEX could result in in and dissatisfaction from the JUc~I-''''"''

11-2 of COrm)erISCi,flon

11-2,1 Performance-Based CPU Contract

11-2.1.1 Overview

A performance-based contract pays the supplier for the revenue generated from the sale of Postal Service
products and services. This compensation can consist of the following:

a. A percentage of all the revenue.
b. A split percentage of all the revenue.
c. A fixed flat monthly fee and a percentage of stipulated revenue.

The rate of compensation should be fair both to the supplier and the Postal Service and should reflect
current market conditions and need. If the CPU provides Post Office box service, the supplier is
compensated at the rate of 33 percent for the Post Office box revenue that is generated through the CPU.
This rate is nonnegotiable.

11-2.1.2 Payment Schedule

Payments will be made in arrears, by the St. Louis Accounting Service Center
of each month.

30 days after the end

11 CPU Payment



11-2.1.4 Contract Postal Unit Technology (CPUT)

Contract Postal Unit orr,n,~dnr1" (CPUT) is a Web-based aplplic;ation that contains the c:v<;fRim

calculates the correct each month. The reflects trle appJiI::alJle n::lIi ..nDnr Clr"·Oc.ri

upon In the CPU contract.

CPUT access is allowed to the fnlln\Allnf1 ni"r<::r,nr,,,,I'

a. ,rr~1::>cinf1 sp,eclall~sts who are tasked with CPU contracts have re;Ii1-anil-U'[)i131P' CalJalJlll1ly

b. who are tasked with administering the CPU program have read-and- write
capability.

c. Area retail personnel who are tasked with making specific non-contract-related changes to the CPU
information in CPUT have read-and-write capability.

d. District retail personnel who are tasked with monitoring CPU performance have read-only
capability.

e. COR.

11-2.2 Firm-Fixed Price CPU Contract

11-2.2.1 Overview

A firm-fixed price contract pays the supplier a fixed annual amount over a 12-month period. This amount of
compensation is not dependent on the amount of revenue that is generated by the CPU.

Payment Schedule

The SI. Louis ASC will make payment automatically, in arrears, in 12 equal monthly installments. Seasonal
contracts will be paid, in arrears, at the end of each month of service. Public service contracts are paid once
annually, in arrears, after the contract anniversary date or on the contract termination date. Payment will be
made for all firm-fixed price contracts within 30 days after the end of the performance period.

11-2.2.2 Temporary (Emergency) CPU Contracts and Seasonal CPU Contracts Payments

Temporary (emergency) and seasonal CPU contracts are paid a fixed annual rate, automatically, in arrears,
the St. Louis ASC, in monthly installments.

11-3 /0

To aplpilc;ation in e-}\cc;ess.

11-4



Chapter 12 Community Post Offices (CPOs)

12-1 IntrocfuC:[{On

rnlnn,nr"t'j Post Office a f~nl~,tr::11~t

nj~r""rlPC a full of Postal Service and CC,'C\if,'PC

name and ZIP Code as part of a r"'('nj~lnl:'0d ""::1iillr"", :::>~rldf(0C:",::

CPOs Post Office box service and may also offer n""''''''''1 ri,:il!1I/0nJ and left-notice article services~

CPOs IS authorized award of firm-fixed contracts.

12-2 Establishment of a CPO

When the need for a CPO is established, the COR and the CPU coordinator will 'Nark together to prepare a
CPU request package for a firm-fixed price CPU contract. Once completed, the CPU request package will be
submitted to the Denver CMC for the solicitation and award of the CPU contract. Under the terms of the
contract, the supplier is paid automatically, in arrears, by the St. LoUIs ASC, in 12 equal monthly installments.

12-3 Activation of a CPO

Once the CPO contract has been awarded, the COR must meet with the supplier to establish a partnership,
answer any questions, and conduct the initial training as defined in the contract. The COR and the CPU
coordinator will work together to obtain and forward to the CPO supplier all of the required Postal Service­
supplied property, equipment, and supplies necessary to operate the CPO.

12-4 Management of a CPO

The COR is normally a postmaster of a classified office (Administrative Office) located near the CPO. The
COR is responsible for supporting the CPO supplier with information updates, ongoing training on Postal
Service procedures, financial auditing, bond verification, aviation security, HAZMAT, and any other support
activities that would normally be provided by a COR to a contract unit. CPOs may insurance claims
but cannot process them. Claim forms must be sent to the nearest Post Office for rrr(v~"'fcc:inn

12-5 for Rate Increase

Ali reClues,s a rate "'I'rp~,c", follow the orclceduires In chclOtt~r
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