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1 Introduction
The Mail Processing Infrastructure (MPI) program will upgrade the existing MPE LAN at postal sites from a 10Base5 (Thick-Net) to a 10Base1000 (Giga-Bit) backbone and provide 10Base100 Switched connectivity to the MPE. MPI will also provide a switched LAN vs. a shared LAN environment, permitting multiple simultaneous data communications.

During Phase 3 of the MPI program, one hundred (160) mail processing plants (including twenty one (21) administrative LAN networks), ten (10) REC sites are scheduled to receive upgrades to their existing mail processing data networks.  MPI Phase I upgraded sixty-two (62) mail processing plants including upgrades to 12 co-located administrative LAN networks. MPI Phase II upgraded 100 mail processing facilities, 18 co-located administrative LAN networks, two training center at Norman Oklahoma (NCED & MTSC) and 2 new Mega Remote Encoding Centers (RECs). MPI Phase 3 site deployment will begin in April 2006 and is scheduled to be completed by the end of December 2007. 

MPI wiring installation will be performed by a wiring contractor in accordance with the USPS developed MPI program Statement of Work (SOW). The Installation of the switches and migration to the new LAN environment will be performed by the USPS personnel. The project management function is provided by USPS Technology Acquisition Management (TAM) in Merrifield, VA. TAM is assisted by USPS Engineering, and Telecommunication Services LAN Wiring and Switch Engineering personnel from Raleigh, NC and personnel from MTSC.

Program activities are divided into three phases:

Pre-installation:  Performance of site survey by site personnel, the wiring vendor, and Raleigh Telecommunication LAN Engineer to collect data for development of the site MPI design and proposal.

Wiring installation:   Performed by the wiring contractor

Post installation:  Installation of Cisco switches by Raleigh Telecommunications and site maintenance personnel, training of ET’s by Raleigh Telecommunications, and connection of Mail Processing Equipment (MPE) to the new network by ETs under the direction of Raleigh Telecommunications.

2 Pre-Installation Activities (Site Survey/ Design)

2.1 Initial contact with the MPI Site:

The USPS Engineering MPI site coordinator from Merrifield, VA will contact the site Maintenance Manager by phone/email and request site information and provide the proposed site survey and installation schedule. As part of this initial contact, the site Maintenance Manager is required to designate an MPI Point of Contact (MPI POC). The MPI POC will be the primary site contact at the site for all MPI program activities. The MPI POC will oversee and coordinate MPI installation activities while the MPI contractor is performing work at the site. The USPS engineering MPI project coordinator will provide the Maintenance Manager or appointed site MPI POC a Pre Site Survey (PSS) form. The PSS form requests site specific contact information and must be returned to the MPI project coordinator at Engineering Merrifield VA prior to the site survey. This information is required to coordinate site survey activities and assure the required parties are available for the site survey so all site needs are addressed and are included in the MPI system wiring design.

2.2 Operational Service Layout (OSL):

The site is responsible for providing the most current Operational Service Layout of the work room floor and the admin area (where applicable). The OSL must be sent via email to the MPI project coordinator at Engineering Merrifield or his delegate no later than two weeks prior to the scheduled site survey. If the drawing file is too large to be sent as a zipped email attachment, contact the Engineering project coordinator for instructions to electronically transfer the drawing files to the designated server at Engineering.

Engineering will review the OSL and provided copies (hard and soft) to the Wiring Contractor and the Engineers in Raleigh.  A minimum of 2 hardcopies will be brought to the site by the Raleigh Engineer to be used during the site survey to redline the MPI installation paths. Each of the copies will be marked up to reflect the layout of the site, one for the Raleigh engineer, and one for the site MPI POC. The contractor, who will provide there own drawings, will use their marked up OSLs to complete the wiring design and develop a site cost estimate. Once the survey is completed, the redlined OSLs will be signed by the Raleigh engineer, the contractor lead surveyor, and the site MPI POC. This will be a record of what was agreed to during the site survey.

2.3 Site Survey:

Typically the Site Survey will be conducted jointly by a USPS Telecommunications wiring engineer and the wiring vendor surveyors however it is possible a Telecommunications engineer may not be present for the survey. If a telecommunications wiring engineer will not be present the site will be notified sufficiently in advance so any concerns can be addressed. It is unusual for a site survey to be conducted without a telecommunications wiring engineer present, it has not happened yet; however the option exists if it is felt in the best interest for the USPS and the program.  The duration of the survey will take from 1 to 4 days depending on site size and requirements. Larger sites and sites with administrative LAN upgrades will take longer than comparable smaller and less complicated sites and sites without administrative upgrades. The MPI POC will be required to provide the project coordinator in Engineering with instructions for the site survey team’s arrival such as parking, entrance to use, meeting location and guest badges for the visit. 

Prior to the start of the survey, the Raleigh Telecommunications Wiring Engineer will make a short presentation (typically lasting 30 minutes) to outline the objectives of the MPI program. It is important that the MPI POC, DAS, IS/IT Manager, Maintenance Manage, PARS Coordinators (if this is a PARS site) attend this meeting.

There are two types of MPI wiring installations in Phase III, Traditional installations and Lite installations. Traditional sites will have MPI wiring installed just as wiring installation was done in the Phase I and Phase II program. Sites identified as Lite sites will have a slightly different installation process. The basic difference between the two wiring approaches is the Traditional uses conduit in the ceilings and zone boxes with drops to the mail processing equipment while Lite sites use conduit stub ups to the ceiling, open cable hung from the ceiling for horizontal runs, with liquidtight drops terminated to mail processing equipment (MPE) using a communications box mounted to the MPE. At the site survey the Raleigh Telecommunications Engineer will confirm the type of installation a particular site will receive and address any site questions. Larger size sites usually will be wired using the Traditional approach with the smaller sites being wired using the Lite method.

For sites identified as receiving the Lite wiring installation approach the site will be responsible for the installation of the contractor provided communications boxes (comm. boxes) on the identified mail processing equipment. The supplier is under contract to provide the required comm. boxes and mounting hardware at time of site wiring installation start. The site is to install the comm. boxes so they are installed prior to the contractor needing access to the box to install the termination hardware in the box. In some cases the time from when the comm. boxes are received to when the contractor will need access to the boxes will be short.  It is imperative the site coordinate with the wiring contractor to assure the comm. boxes are installed in advance of the contractor needing access to the boxes.     

The purpose of the site survey is to identify the following information required for the design of the MPI wiring installation:

· Determine the location of the Main Distribution Frame cabinet(s) (MDF) (usually in the IPSS room).

· Determine the location of the Intermediate Distribution Frames (IDF) cabinets located on the workroom floor. Note it will be the site’s responsibility to have someone present during the survey to authorize installation locations of all cabinets on the workroom floor. For a number of reasons it is preferable for the cabinets to be located on the floor however where necessary the cabinets can be located on columns or suspending from the ceiling.

· Determine the current and/or future (within 6 month time period of survey) location of MPE.

· Determine the current and/or future location of CIOSS system(s) for PARS. This is only applicable to PARS designated sites.

· The location of the PARS cabinets that will be installed at the site, (usual location is IPSS room). This is only applicable to PARS designated sites.

· The locations and access to all Admin wiring closets, racks, and the WAN Demarcation point for the plant.

· Access to the NDSS, IPSS, and IT communications demark rooms/closets.

· Provide and identify all lead paint, asbestos and other hazardous material information for all areas being penetrated or disturbed.

· Identify any facility structural limitations that may impact installation of the MPI system, i.e. ceiling structure support limitations. 

· Participate with the Raleigh Telecommunications Wiring engineer and wiring contractor representatives in the site survey process. It is recommended the site MPI POC obtain input from the Maintenance and Safety Managers so their requirements can be incorporated into the MPI site wiring design.

· Identify any unique site specific requirements, i.e. Expansion joints.

3 Wiring Installation

3.1 Site Wiring:

Once the MPI wiring design is approved and the wiring contract is issued to the contractor, the Engineering MPI project coordinator will send the site POC a Start Wire Site Ready Form (Attachment B) for completion. The Project Coordinator, upon receipt of the completed Start Wire Site Ready Form  will with the site MPI POC the contractor arrival date at the site along with contact information for the contractor’s site manager. USPS TAM will arrange for USPS ID badges for contractor personnel working at the site. The contractor will mobilize their crew and receive materials upon arrival at the site. The site may deny access to any contractor installation personnel who does not possess the USPS issued ID badge.

3.2 Site Responsibilities:

The site is responsible for providing the following during MPI wiring installation phase.

· Safety indoctrination for contractor personnel prior to commencement of work on the workroom floor.

· Provide storage for contractor equipment. At a minimum, the facility must provide space for and access to a contractor provided storage trailer which the contractor will use to store and stage materials. The site is also to provide a storage location where lift equipment can be stored and recharged. When possible, a dedicated loading dock space is requested, however if not available a location for the storage trailer must be identified.  Depending on the size of the facility, the contractor shall require this space between 30-70 days.

· Storage space for tools and other equipment, where available.

· The site MPI POC shall coordinate wiring installation activities with the contractor project leader on a daily basis to assure minimum disruption to both USPS operations and contractor installation effort. The contractor has been told they will have eight (8) continuous hours of daily access to the workroom floor. To the extent possible, the site should meet the Monday through Friday minimum of eight (8) hours of continuous access to the workroom floor. If the site can accommodate additional contractor hours of work, to include weekends and holidays if the contractor so desires, evening hours for administrative installations, that may permit the contractor to complete the installation in a shorter period of time.

· Provide electrical power (UPS power, where currently available) and suitable electrical grounds to contractor provided cabinets.

· Asbestos / Hazmat removal (if required) – Follow standard USPS HAZMAT procedures. The site is to perform abatement/containment of hazardous materials identified as being impacted by the installation of the contractor’s wiring design. The site MPI POC is to coordinate with the contractor’s project leader to minimize any contractor installation delay due to Hazmat abatement activities.

· The site shall provide all penetrations to mail processing equipment required for flexible conduit or comm. box MPI connectivity. For sites receiving comm. box connectivity to mail processing equipment, the site MPI POC is to arrange for the contractor provided comm. box kits to be installed by USPS maintenance on the identified mail processing equipment in accordance with the applicable Maintenance work order.

3.3 Electrical Power and Grounding:

The site is responsible for providing electrical power and grounding to the MDF and IDF cabinets. USPS site personnel shall provide all electrical connections/ terminations. All cabinet penetrations for power or grounding shall be sealed to maintain the NEMA 12 rating of the cabinet.

· MDF Cabinets: The preferred source of power for the MDF cabinet is the existing UPS serving the IPSS Room. If UPS is not available, provide a 20A, 120V circuit from the nearest distribution panel installed in conduit to the cabinet location. The conduit carrying the power shall enter the NEMA 12 rated environmental cabinet at the lower rear of the cabinet, approximately 8 inches from the bottom of the cabinet, and terminate in a duplex outlet.

· IDF Cabinets: For IDF cabinet power, provide a dedicated 20A, 120V circuit, extended from the nearest power distribution panel, installed in conduit to the cabinet location. The conduit shall enter the NEMA 12 rated environmental cabinet at the lower rear of the cabinet approximately 8 inches form the bottom of the cabinet. This circuit is to terminate in a duplex outlet.

· Grounding: A 6 AWG stranded green ground wire shall be run to the cabinet location from the same power panel as the 20A, 120V AC circuit and terminated in a double crimped, double hole lug. The ground shall not be installed within the same conduit as power. Do not install the 6 AWG ground in ferrous conduit unless both ends of the ground wire are properly grounded to the conduit itself (this rule does not apply if the conduit run is less than 3 feet). The USPS Electrician shall coordinate with MPI installation contractor to determine the amount of slack to leave at the cabinet end of the ground cable. MPI contractor personnel shall connect the ground to the cabinet. If the ground wire is to enter the cabinet, it shall have its own penetration.

3.4 Design Change Requests:

During MPI installation, if the site requests changes to the approved wiring installation design the site MPI POC shall submit this request in writing (Email) to the site assigned Raleigh Wiring Engineer. The site assigned Raleigh wiring engineer will perform a technical evaluation of the request, if determined acceptable will review the request with wiring installation contractor to confirm system design compliance, and if agreed to by the wiring installation contractor will forward the change request to the USPS Program Management Office at TAM for approval.  If the wiring installation contractor initiates a request for change, the wiring contractor shall submit the change request to the site assigned Raleigh wiring engineer who will perform a technical evaluation and if approved the request will then be submitted to the USPS Program Management Office at TAM, for approval. All change requests for medium and large sites must be received by the Program Management Office on or before the 40-60 (mid-point) inspection. Change requests received after the 40-60 inspection will not be accommodated unless an emergency situation exists. Change requests for small sites must be received no later than 1 week following installation start to be incorporated unless an emergency condition exists.

3.5 Equipment Receipt & Storage

The site’s MPI POC shall receive and securely store all USPS ordered MPI hardware and equipment as well as wiring contractor provided expense item hardware to be installed by the USPS during the migration process. This includes receiving and storage of Cisco switches and contractor delivered expense items such as fiber and copper patch cables, 90 degree AUI transceivers, Velcro ties, comm. box kits, etc. The site MPI POC shall notify the MPI Program Management Office at Technology Acquisition Management (Anita Chauhan-Mohindroo, Tel: 703-280-7887) of hardware and equipment arrival and quantities received via Email.  Typically the wiring contractor will deliver expense items before final site inspection. For sites receiving comm. box installations, the contractor will deliver the needed comm. box kits and related kit mounting hardware at the start of wiring installation to provide site maintenance time to install the comm. boxes on the mail processing equipment in advance of the contractor needing to wire to the comm. box. The Raleigh engineering office shall provide the MPI POC an itemized listing of all Cisco and other equipment, to include an expense items list, identifying what they should receive.

The site MPI POC is not responsible for receipt and acceptance of wiring contractor materials, i.e. conduit, cables, cabinets, etc. and should not accept any wiring contractor materials on behalf of the contractor.

4 MPE Migration and Post wiring Installation Activities

4.1 Training preparation and Switch Installation

In preparation for system migration, Engineering will send the site POC forms for completion, one of them being the Migration / Training Site Ready and Mail Processing Infrastructure Workstation (MPIW) Access request form. These forms must be completed and returned to the project coordinator at Engineering Merrifield prior to the start of training and system migration. The site POC, with Maintenance Manager support, shall provide the names of at least 2 ETs for each tour familiar with the communications infrastructure at the site for training and migration of the site’s LAN to MPI. Engineering receipt of this form is necessary to confirm site readiness for migration. Forms should not be completed or submitted in advance of engineering’s request.

The site Maintenance Manager shall obtain user accounts for the communications ETs to log into the eAccess web page, no later than one week before the training; this will enable the ETs to request TACACS+ accounts that are used to manage the Cisco switches when they are installed.
When advised to do so, the MPI POC will be responsible to have all Cisco switches and accessories (including GBICs, power cords, etc.) unpacked and available for configuration and installation. The site shall install the mounting brackets onto the switches using the brackets and screws provided and move the switches into the training room one day prior to the scheduled start of the MPI Training. After configuration during the class room training, the ETs will install the switches into the appropriate MDF or IDF cabinets.  The MPI POC will receive hard copies of the training documentation from Engineering. This documentation shall be readily available at the start of the training.

The site POC, with Maintenance Manager input, shall return to the project coordinator at Engineering Merrifield a completed Mail Processing Infrastructure Workstation Access Request Form with the names of ETs from each tour needing access to the MPI work station. The MPI work station system is a system site maintenance can use to monitor MPI system performance.  

4.2 Training

On-site Training

The on-site training will be conducted by the Raleigh switch engineer.  The training will take approximately 8 hours and will involve both classroom and hands-on training.  Following the 8 hour training session, trained site personnel will be required to perform the MPI/MPE migration.  The actual migration to MPI is considered "work" and employees that perform that work outside of their normal tour will be entitled to out of schedule premium.

· The site is to provide a training room and training materials (Markers, White Board, and Flip Chart etc.) and copies of the training documentation to the attendees

· Coordinate and schedule attendance by site’s Electronic Technicians (Requesting 2 per Tour – minimum 6 ETs)

· The week’s work hours should be planned for 7:30 AM to 4:00 PM.

Training at MTSC

The site shall plan to schedule at minimum two (2) Electronic Technicians (ETs) for each of the three (3) tours for a nine day Cisco Switch, MPI LAN training course at Norman, OK. The Course name and number is ICND-MPI 32601-50. This training can occur before or after migration but it is recommended that this occur before migration if possible. To acquire seats contact Steven E. Graham at 405-366-4828.

Migration to new MPE LAN

The site shall also make the final connections to the MPE. (Please refer to the DRAFT MWO, Attachments 1 – 15, we need a MWO number to insert here), for details on how to perform this work. Attachments 1 – 15 have not been sent with this email due to size restrictions. They will be sent at a later time. The ETs will be involved in verification of migration to the new LAN and testing to ensure smooth transition and data communication on the new LAN.

4.3 Site Custody of MPI Documentation

The site MPI POC shall take ownership of the Network Binder (documentation/ spreadsheets/procedures/OSL) provided by the MPI LAN Engineer after the MPI Installation is complete.

The site MPI POC will be provided wiring warranty information from TAM. The MPI wiring warranty covers both copper & fiber installations.

4.4 Warranty Support

For all Cisco equipment failure/replacement issues, call the Cisco service group/TAC at 1-800-553-NETS. Provide the Cisco TAC with the USPS contract number: 1046842. For any escalation needs concerning the warranty or resolution of outstanding Cisco equipment issues, contact Mr. Dana Moore of Cisco Systems at (danmoore@cisco.com), Tel Number: (919) 392-9239. 

4.5 Post-Implementation Support

For post implementation support contact the site District Telecommunications Specialist.

5 Other System Migration Interfaces

5.1 PARS Migration

During the Site’s PARS implementation, the site should expect to de-install the 90-degree AUI Cables and transceivers that were installed as part of the MPE migration (AFCSs). These devices will no longer be required once the new PARS CPU has been installed. After de-installation these items are to be shipped back to care of:

USPS NISSC

4200 Wake Forest Road

Raleigh, NC 27668-9700

Attention: Frank Curcio

5.2 Surface Visibility Migration

Any questions regarding Surface Visibility should be directed to the Surface Visibility Program Contact. The Surface Visibility Program Contact is:

Mr. George Kelly

USPS Headquarters

475 L’Enfant Plaza SW

Washington, D.C. 20260-1135

6 MPI Program Management Contact information

a) MPI Program Manager: Dean Edmonds, USPS Technology Acquisition Management, 8403 Lee Hwy, Merrifield, VA 22082, Tel: (703) 280-7140 and Fax (703) 280-8411 

b) Article 32 Notification and all union questions call Rodney J. Lambson at USPS Headquarters, Washington, DC, Tel: 202-269-3827.  

7 SITE PREPARATION FUNDING

7.1 General Information

Mail Processing Infrastructure (MPI) site preparation funding is capital money that is allocated from Technology Acquisition Management to the field.  Projects designated for the preparation of sites for receipt of MPI wiring will be recorded, funded, and paid for through the Facilities Management System Windows (FMSWIN) process. 

There are two separate processes in place and groups available to the field that input projects into FMSWIN and implement the required purchasing/contracting activities. At some point in time (either late 2005 or early 2006), the entire country will be utilizing the new Facilities Single-Source Provider (FSSP) program. The FSSP program was created by Headquarters Facilities to consolidate and execute all facility-related work by one functional organization. In the past and within some areas today, these activities are performed by the district Administrative Services Office (ASO) and Facilities Service Office (FSO). Eventually, all district ASO’s will be abolished, and all facility-related work will become the sole responsibility of the FSO’s. In short, the FSSP program is a “one-stop shop” concept. With the FSSP program, a postmaster can place just one call to the FSO, and the FSO will have the work accomplished by the appropriate entity (for example, the lessor, field maintenance, or contractor). At the moment, however, not all areas have been physically set up to embrace the FSSP program. Therefore, the traditional method for purchasing and/or contracting through the local district ASO or FSO will be utilized by some areas until such time as the FSSP program is available, active, and operational for their sites.

Site preparation costs attributed to the MPI program are considered capital property (not real property) and must be charged back as program impacts (for capitalization purposes) to all MPI installed to that facility.  Use of facility credit cards or journal vouchers are prohibited on this program.

Usage of eBuy for capital or expense purchases is not allowed. Headquarters Finance advised this program not to use eBuy for direct purchasing/contracting efforts; however, eBuy can be used for transmission of itemized data to the FSO or ASO for input into FMSWIN and PS Form 4209 (Project Authorization) generation, followed later by purchasing and/or contracting activities within FMSWIN. San Mateo Accounting Service Center (ASC) has also stipulated that sites not use facility credit cards because they burden the ASC with additional journal voucher processing in order to convert the Site Budget Finance Number to the proper Headquarters Budget Finance Number.

It is requested that Site Coordinators work with their ASO and/or FSO personnel in the bidding/ contracting process to ensure that it begins early in order that term contractors can be part of the bid process in lieu of being the only candidate that is available due to time constraints.

Although installation and deployment of automation equipment is part of a National contract, site preparation work is (in most cases) a local facility matter. Therefore, local maintenance management is responsible for compliance with Article 32.1.A, when consideration is being given to subcontracting any site preparation work. The local site could then begin MPI that are not performed under the scope of the National contract by the wiring contractor. Article 32 issues for MPI Contract No. 3BMHRD-06-B-0037 have already been addressed at the National level with union notification of the MPI program.

7.2 Procedure for Requesting Funding

Technology Acquisition Management will fund site preparation activities to accommodate the installation of MPI in field offices.  In essence, Technology Acquisition Management will: 1) review Site Preparation Packages and support documentation (that is, bill of materials, etc.) submitted by the field when requesting funding and/or in-house maintenance work hours; and 2) issue a memorandum indicating the amount of funding and in-house maintenance work hours authorized to perform those site preparation activities.

The following procedure must be accomplished in order for site preparation funding and in-house maintenance work hours to be approved for field use:

1. Individual Site Preparation Packages will be prepared and signed by the Site Coordinator and anyone else contributing data to the completion of that package.  Because there is a limitation of site preparation funding available, and because there is a significant increase in cost when work is contracted to outside sources, it is recommended that as much site preparation work as possible be performed in house.  There are also in-house maintenance work hours available when U.S. Postal Service (USPS) personnel are used to perform site preparation activities.  However, no work hours are provided for training or acceptance testing.
2. It is imperative that support documentation be provided for every item noted in the Site Preparation Package. The support documentation should: (1) include layout drawings, and (2) indicate the specific work required and its associated cost figures. Samples of the Site Preparation Request and Facility Modification Summary forms, which are part of the Site Preparation Package, are included in this section for your information and/or use. Copies of itemized and unsigned capital eBuy forms may be provided as part of the Site Preparation Package for Headquarters review and ease of transmission once the project is approved. (On each draft capital eBuy form used, ensure the site’s own information is in the “Bill to” and “Ship to” portions of the Requisition Header; annotate the Site Property Accountability Finance Number and Property Code Number (PCN) 9710.00 in the Capital Information section; and include Budget Accounting (BA) Code 7Y and Headquarters Finance Number 66-0853 as the Budget Finance Number in the Delivery Instructions data field located under Capital Information.)

However, site preparation funds will NOT be authorized until the aforementioned completed forms (or itemized documentation detailing the same aforementioned two requirements) are received by Headquarters Technology Acquisition 

Management. (Either of these two scenarios (for example, completed forms or other detailed documentation broken down by activity and personnel required to do tasks) is considered to be a Site Preparation Package.) Any request for in‑house maintenance work hours should also be included in the Site Preparation Package. Higher-level approval signatures should be obtained on the Site Preparation Package to ensure that the data is correct, not overstated, and relative to the MPI program only. The MPI Site Coordinator sends the Site Preparation Package to the MPI Area Coordinator for review and transmittal to Headquarters.

3. The proposed Site Preparation Package is then transmitted to the following address at Headquarters for review and approval:

Anita Chauhan, 

MPI Deployment.

Technology Acquisition Management, Engineering

8403 Lee Highway (Dewey Building, First Floor)

Merrifield, VA  22082-8148

4. Following receipt of the proposed Site Preparation Package from the Area Office MPI Coordinator, an approximate two-week cycle for review, approval, and generation of the appropriate funding documents will be established.  The funding cycle may be altered for projects in which abnormal situations exist; additional data is required for approval, etc.

Once the Site Preparation Package is received and reviewed, an authorization memorandum will be prepared, signed, and transmitted indicating the amount of site preparation funding and in-house maintenance work hours which have been approved for the requesting site.  The original authorization memorandum will be sent to the Manager, In-Plant Support, in the applicable Area Office, one copy will be distributed to the Site Coordinator, one copy to the Plant Manager (or Postmaster), one copy to the Area Coordinator, and one copy to the Maintenance representative in the Area Office.  The site will then be responsible for determining which organization (Administrative Services, Facilities Service Office, or Area Office Maintenance representative) will input the project into FMSWIN, and then initiate purchasing/contracting activities for their facility.  If the amount to be expended exceeds the site's purchasing/contracting threshold, the site is to forward their request to Administrative Services or Facilities Services for their assistance.  Sites are not to use their credit cards for purchases, and processing journal vouchers for charge-backs are not acceptable.  

5. After Headquarters Technology Acquisition Management has received, reviewed, and approved the itemized Site Preparation Package and issued its authorization memorandum detailing the funding and work hours available to the facility for its site preparation work, the facility may need to adjust its unsigned and itemized capital eBuy form(s) to reflect any reduction or increase in their allotted funding. The site can then transmit the itemized electronic eBuy form(s) for local signature approval only. After the eBuy form(s) is signed, it should be included with the completed Capital Review Form (CRF) (facility approval worksheet, along with zipped backup documentation and Headquarters authorization memorandum) and submitted through the normal local and area channels to Mr. Jae B. Pak (Manager, Facilities Program Support) at jae.b.pak@usps.gov before proceeding with purchasing and/or contracting activities. 

For areas that are currently utilizing the FSSP program, after receipt of Headquarters Facilities approval, the site is to ensure that these documents are submitted to its FSO for FMSWIN input and generation of a PS Form 4209.

For areas that are NOT currently utilizing the FSSP program, after receipt of Headquarters Facilities approval, the site is to ensure that these documents are submitted to its ASO or FSO for FMSWIN input and generation of a PS Form 4209.

NOTE: Per Headquarters Finance and Facilities, the electronic eBuy process used in these instances is for efficient transmission of detailed site preparation data (for example, items, cost, quantities, and suppliers) for FMSWIN input, speedier receipt of approval signatures, and generation of an audit trail for tracking (NOT for direct capital purchasing through the eBuy system). All commitments and payments must be made in FMSWIN in order for the expenditure(s) to be properly capitalized with the MPI system. See internal USPS blue web page listings for the nearest FSO location and further FSO information.

In addition, San Mateo ASC has stipulated that sites NOT use facility credit cards because they burden the ASC with additional journal voucher processing in order to convert the Site Budget Finance Number to the proper Headquarters Budget Finance Number.

6. Expenditure of funds authorized will be tracked through FMSWIN.  The Site Coordinator is responsible for obtaining a copy of all PS Forms 4209 (Project Authorizations) and 1233 (Project Financial Completion Reports) from the FSMWIN input organization to be sent to the address given in step 2 throughout the life of the project.  Samples of these forms are included in this section for your information and/or use.  At no time will additional funding or hours be added to the initial amount allocated by Technology Acquisition Management without their review of additional support documentation and subsequent written authorization.
For capitalization purposes, the following numbers and statement should be included on all site preparation funding, purchase, and payment documentation:

Account Number – 86533

Budget Index33 Code – 2GG

Property Code Number (PCN) –9710.00

Budget Accounting (BA) Code – 7Y

Headquarters Finance No. –    66-0973

Site Finance No. (used as the Property Accountability Finance No.)

Site Sub-Location No. (3-digit alphanumeric that can be obtained from Administrative Services, Facilities Service Office, or Area Maintenance personnel with FMSWIN access; for example, G01, 031)

“These site preparation costs should be: 1) added to the cost of the MPI installation to (Facility Name); and 2) capitalized with the MPI (PCN 9710.00) when the invoice and receiving report for the MPI are received.  The MPI were purchased under Contract # 3BMHRD-06-B-0037.

Please note on the Project Financial Completion Report (PS Form 1233) that capital property was involved.

The above statement and designated numbers will assist the San Mateo and St. Louis Accounting Service Centers in capitalizing the site preparation costs with the correct number of MPI deployed to that facility.  For capital property reconciliation assistance for this program, please contact the San Mateo Accounting Service Center at (650) 377-1377 with the above-referenced contract number, site finance number, etc.

Site Preparation coverage

Site preparation costs should only cover items that need to be implemented in order for the MPI contractor to effectively install MPI wiring at the location(s) designated and in accordance with the approved MPI design..
Examples of what site preparation funding and maintenance work hours will cover are as follows:

Performing electrical work (labor and materials for items such as power distribution panels, junction boxes, circuit breakers, comm. box, outlets, etc.) in support of the installation of MPI, if applicable.

Increasing heating, ventilation, and air conditioning (HVAC) service (if determined necessary, and only that amount which is required) in MPI location.

Examples of what site preparation funding and maintenance work hours will not cover are as follows:

· Relocation costs/work hours of other mail processing equipment to another facility in support of delivery and installation of the MPI, if applicable.

· Relocation costs of other mail processing equipment within the facility, if applicable.

· Surveying for asbestos in the workroom area

· No payments to outside sources to write Scopes of Work, etc.

· Major facility program activities that involve the MPI and other automation/
mechanization equipment installations

Sites are not to use their credit cards for purchases, and processing journal vouchers for charge-backs are not acceptable.

7.3 PSDS Transfer and Loan Hours

Employees who participate in the approved site preparation activities should provide their applicable hours worked to their timekeepers at the end of each week.  For non-automated timekeeping sites, each week the timekeepers should send the completed PS Form 1236, along with their routine timecards, to Finance for data entry.  For automated timekeeping sites, the timekeepers should create a loan record on PC-LTATS (Personal Computer-Loan, Transfer, and Training System) or LTATS (Mainframe-Loan, Transfer, and Training System), and enter the work hours on loan (or to be used) for that particular week.  The loan record is generated from the employee’s base D/A and LDC, with the number of hours worked during the week entered in the HOURS column.  To complete the TO side of the loan record, the timekeepers should indicate the D/A Code as 119, the LDC (FON) Code as 8000, and the Headquarters Finance Number as 66-0973

Depending upon the extent of the work needed to be performed in-house (and approved in advance by Technology Acquisition Management), a single or multiple loan record may be completed by the timekeeper for each site receiving MPI wiring.  In addition, the timekeeper may also need to complete the loan record(s) for more than one work week.  However, the total hours for all loan records combined cannot exceed the total amount of work hours approved by Technology Acquisition Management.
For questions relative to loan/transfer of work hours, please contact your timekeeper or District Finance Office first.  If after that there are still questions regarding the procedures for transferring hours, please contact Mr. Steve Andrzejczyk by e-mail or at (202)/268-5580.  Utilization and transfer of in-house maintenance work hours to a Headquarters account will be accommodated for MPI site preparation activities, but not for training or acceptance testing.

Site Preparation Request

P&DC: 
 DATE: 


SITE FINANCE NO.: 
 SUB-LOC. NO.: 


EQUIPMENT TYPE:               MPI Wiring
 QUANTITY: 


CONTRACTOR:             








  PRINTED NAME/Signature/Phone No
                        .

1)
REQUEST PREPARED BY:



2)
LOCAL SITE COORDINATOR:



3)
PLANT MANAGER,


PROC. & DISTRIBUTION SITE:



4)
AREA COORDINATOR:



5)
FSO:



REQUIRED START DATE: 



REQUIRED COMPLETION DATE: 



(HQUse Only)



Site Proposed                       HQ Approved

ESTIMATED LABOR COSTS:



          In-House (Use Work Hours)
  __________ Total Wkhrs.
  __________  Total Wkhrs.

          Contractor (Use $$ Only)
$_______________
$________________

ESTIMATED MATERIAL COSTS:

         (Attach Bill of Materials)



          In-House    (Use $$ Only)
$________________
$________________

          Contractor (Use $$ Only)
$________________
$________________

TOTAL:
$________________
$________________

PAGE __ OF __

FACILITY MODIFICATION SUMMARY *

P&DC: 
 QUANTITY: 


ITEM

NO.

DESCRIPTION OF

MODIFICATION

(Include Estimated

Start/Completion Dates)

ESTIMATED

LABOR

WKHRs

(In-House)*

ESTIMATED

MATERIAL

COST

(In-House)

ESTIMATED

LABOR

COST

(Contractor)#

ESTIMATED

MATERIAL

COST

(Contractor)#







































































































































































































































FIELD TOTALS











  HQ Use Only 









                      WORKHOUR TOTAL 

                      COST SUB-TOTALS










   COST TOTAL









*  SHOW AS WORKHOURS

#  DO NOT USE CONTNGENCIES

ATTACH APPROPRIATE DOCUMENTATION (ESTIMATES, BILL OF MATERIALS, ETC.) AND EQUIPMENT LAYOUT/FLOOR PLAN (S) TO SUPPORT FUNDNG REQUEST


[image: image1.wmf]SAMPLE
DATE:

MEMORANDUM FOR:
   Name   , Manager





In-Plant Support





(Area Name)    Area

RE:
MPI 


Authorization of MPI Site Preparation Funding

This memorandum is in follow-up to a request from (Facility’s Name) for site preparation funding to support the installation of MPI wiring at that site.  Funding in the amount of $XX,XXX and (#) in-house maintenance work hours have been authorized for this facility’s site preparation activities.

(Facility’s Name) is responsible for contacting Administrative Services, Facilities Service Office, or a Maintenance representative in the Area Office to input this project into FMSWIN.  Upon receipt of this memorandum, the site should directly contact the organization they wish to input this project into FMSWIN to discuss follow-on purchasing/contracting activities for their facility.  This communication will help ensure FMSWIN input, will define who is doing actual purchasing/contracting activities, as well as involve the proper resource for implementation when the amount to be expended for site preparation activities exceeds the site’s purchasing/contracting threshold.  As you know, items purchased with the local site’s credit card will be charged to the local site’s finance number instead of the proper Headquarters finance number as the Budget Finance Number.  No journal voucher transactions are permitted on this program.

(Facility’s Name) is to keep in mind that site preparation costs are considered capital property and must be charged back and capitalized with the MPI deployed at their facility.  Therefore, the site must ensure that all purchase and payment documentation for site preparation work includes the following information:


Account No. - 86533
HQ Finance No. - 66-0973


Budget Index Code - 2GG
Site Finance No. - xx-xxxx (Property Accountability Fin. No.)


PCN 9710.00
Site Sub-Location No. - xxx (3-digit alphanumeric that can be


BA Code - 7Y
   obtained from facility personnel; for example, G01, 031)


“These site preparation costs should be: 1) added to the cost of the MPI wiring installed at (Facility’s Name), and 2) capitalized with the MPI wiring installation (9710.00) when the invoice and receiving report for the MPI installation are received.  MPI wiring was purchased under Contract # 3AAERD-05-B-1711

The site is responsible for ensuring that a copy of all PS Forms 4209 (Project Authorizations) and PS Forms 1233 (Project Financial Completion Reports) generated by FMSWIN and, as a result of my authorization, are sent to Anita Chauhan of my staff at the address given below at the conclusion of the project.  If either you or this site requires additional information, please contact her at (703)/280-7887.

Sincerely,

CERTIFIED: ___________________

Donald E. Crone, Manager







Budget Officer

Mail Processing Protection Systems

Technology Acquisition Management

cc:
Plant Manager (or Postmaster)

MPI Site Coordinator


Area Office Name


-
MPI Coordinator, In-Plant Support



-
Maintenance Representative
SAMPLE

[image: image2.wmf]

PROJECT AUTHORIZATION
4209








Date

03/20/2000
Control Number

IC86936

Installation Name

MINNEAPOLIS - GMF/OLD VMF (266362-G01)

MINNEAPOLIS, MN  55401-9998

Description of Work

<MPE> PROGRAM










Project Authorization Number

0-7Y-266362-C-272




Change Code

01
B/A Finance Number

660210
FMS Project Number

Y80883

From




To





Item

Description
Account

Number
Index

Code
Additional

Amount Authorized
Previous

Amount Authorized
Total Authorized

To Date

Site Prep-Non FM (2GG)

86232
2GG
$-1,536.51
$1,536.51

$0.00

Total (
($1,536.51)
$1,536.51

$0.00

Remarks and Limitations

PROJECT CANCELLED – DE-AUTHORIZE FUNDS

Approving Official Name and Signature

JOYCE A FALKENSTEIN
Date Signed

3/20/00
Prepared By

CHRYSTINE M COLEMAN

(612) 349-3560

Approving Official Title, Address, and Phone Number            (612) 349-3581
PURCH SPEC

NORTHLAND CS DISTRICT

200 S 1ST ST RM 206

MINNEAPOLIS MN 55401-9991
Contact Person

RODNEY A FLOR

NORTHLAND CS DISTRICT

200 S 1ST ST RM 206

MINNEAPOLIS MN 55401-9991

PS Form 4209, October 1996 - 20260-6426, Rev 8.00

 SAMPLE

[image: image3.wmf]
Project Financial Completion Report
1233








Date

03/20/2000
Control Number

IC86935

Installation Name

MINNEAPOLIS - GMF/OLD VMF (266362-G01)

MINNEAPOLIS, MN  55401-9998

Description of Work

<MPE> PROGRAM










Project Authorization Number

0-7Y-266362-C-272




Change Code

0
B/A Finance Number

660210
FMS Project Number

Y80883

Action: Project Cancellation

Comments

PROJECT CANCELLED

X Personal Property is involved

    Fixed Mechanization is involved

If Personal Property is involved, complete and attach the Project Completion Reports Form 1233-A (Mechanization Identification

and Cost Allocation) and Form 1233-B (Personal Property Identification and Cost Allocation)

Certification

To be completed by the Construction/Project Manager

The undersigned has inspected this facility or equipment and agrees that the project is satisfactorily

completed and may be accepted for postal use. If applicable, attach deficiency report (punch list).

Signature
Date Signed

Name, Title, Address and Phone Number

RODNEY A FLOR

FACILITIES SPECIALIST

NORTHLAND CS DISTRICT

200 S 1ST ST RM 206

MINNEAPOLIS MN 55401-9991

Administrative actions are completed and final payments approved for project report

Do not complete this part unless Action is Administrative & Fiscal or Project Cancellation

Contracting Officer Name and Signature

JOYCE A FALKENSTEIN
Date Signed

3/20/00
Prepared By

CHRYSTINE M COLEMAN

(612) 349-3560

Approving Official Title, Address, and Phone Number            (612) 349-3581
PURCH SPEC

NORTHLAND CS DISTRICT

200 S 1ST ST RM 206

MINNEAPOLIS MN 55401-9991
Contact Person

CHRYSTINE M COLEMAN

NORTHLAND CS DISTRICT

200 S 1ST ST RM 206

MINNEAPOLIS MN 55401-9991

PS Form 1233, October 1995

8 Attachment

8.1  A – Start Wire Site Ready Form

[image: image4.wmf]Name

Title

Phone

Name

Title

Phone

Provide parking area/location for vendor

Location

Provide ID badges for vendor  personnel

Y/N

Designate a vendor entrance

Location

Provide a dedicated dock or space near the dock area for 

vendor material storage trailer

Location

Provide vendor staging space and charging outlets 

(standard 20a 120vac outlet) for scissor lifts. For an 

average of 4 scissor lifts

Y/N         

Location

Provide a desk phone and a modem jack  for vendor on-

site Manager (if available). The computer will be used for 

non-USPS LAN access

Y/N

Identify hours available for vendor deliveries

7:00am to 3:30pm

Provide containment or removal of Asbestos/Lead Paint 

from areas where it will be disturbed

Y/N

Location to meet with on-site POC

Location

Provide Safety briefing at vendor arrival

Location

Post-Arrival: Site Responsibility

Contact Information

Primary Contact

Alternate Contact

Start Wire Site Ready Form

Address:

Site Name:

Pre-Arrival: Site Responsibility


8.2 B – Migration/Training Site Ready Form

[image: image5.wmf]Primary Contact

Name

Alternate Contact

Name

Have the Cisco Switches and fiber patch 

cables been received and securly stored?

Y/N

Has the training room been reserved?

Y/N

Provide the location of the training room

Room

Provide markers, white board or flip chart

Y/N

Provide a projection unit (if available)

Y/N

Provide electrical power strips, 1 per ET 

attending and 1 for trainer.

Y/N

1 computer per ET needed for switch 

configuration

Y/N

Access to a copier may be necessary in 

order to provide additional training 

documentation.

Y/N

Prior to the training, the Cisco equipment 

should be un-boxed and mounting brackets 

installed.

Training/ Migration start Date  

Date

Training/ Migration start Time

Time

7:15 a.m.

Raleigh LAN Engineer/Trainer

Name

Migration/Training Site Ready Form

Site Name : 

Equipment

Schedule

Address : 

Contact Information

Training Room


8.3 C – MPI Workstation Access Request Form

[image: image6.wmf]Description

User First Name

User 

Middle 

Initial

User Last Name

Title 

Username  *

Phone

Email

Maintenance 

Manager

MM

User 1 

User 2 

User 3 

User 4 

User 5 

User 6 

User 7 

User 8 

Mail Processing Infrastructure Workstation (MPIW) Access Request Form

* Select a username: Usernames must be unique. If you have a postal email address, please use that email address as the username.  For example, for the 

email address joseph.w.boschulte@usps.gov, select joseph.w.boschulte as the user name. If you do not have a postal email address, please stick to the 

format of Firstname.Middle initial.Lastname. Please note, username is not case sensitive.

or contact Jeff Wolak at jeffrey.a.wolak@usps.gov or via phone at 703-280-7660

If you require any assistance on filling this form, please contact Joe Boschulte via email at joseph.w.boschulte@usps.gov or phone at 703-280-7464 

Site Name - 

Please Complete

Site Address- 

Please Complete
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