NAPUS POSTMASTER TRAINING GUIDE FOR DUO

(DRAFT copy until a final version is approved)
(DUO is a process subject to change.  The following information should be used as a guide for offices impacted by DUO.  If you have any questions, please contact a member of the NAPUS DUO Focus Group, listed on the last page )  

Definition: Delivery Unit Optimization 

An initiative designed to save work hours; transportation costs and a better utilization of 
clerks. This is now a HQ mandated program. All delivery routes relocated to a neighboring office. Criteria are 9 or less routes within a 10 mile radius of the hub (gaining) office (Number of routes may increase depending on cost savings.) 

Postmasters in candidate offices must be involved in discussions prior to the selection of their offices. The communication must continue throughout the process. The process is completed within 30 days after the decision is reached. 

Down graded Postmasters may request a non-competitive lateral to a higher level not to exceed their previous level. This request must be granted per the 9/17/10 letter from USPS Vice President Tony Vegliante. 
Regular clerks are excessed per Article 12 but a PTF clerk cannot be forced to relocate

****Postmaster needs to notify NAPUS State President when they receive a letter identifying them for DUO.
Strategy 

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

1. Offices retain their original identity

2. Offices are streamlined in delivery operations with more routes in less offices

3. Retail presence remains essentially unchanged

4. Distribution operations in receiving offices are expanded fully utilizing existing personnel

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

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

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

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

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

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

1)   Operation Programs Support (OPS) determines candidate offices

Considerations:


Miles - Adjacent territory


Space sufficient – internal and external

       
Complement reduction opportunity

                  Combined Delivery Service Staffing Analysis (DSSA) 

                  Small office calculator


      

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



Considerations for receiving office to include:


Number of routes rural/city

 
No increase in clerk complement 


No increase in supervisors


POOM knowledge of space


Future operational changes (ex; Flat Sequencing)


Clerk staffing and usage


Transportation changes and savings

          
Considerations for giving office to include:


Possible customer/media Impacts


Postmaster vacancies


Clerk vacancies 

3)   POOM notifies candidate postmasters that their office may be impacted

4)   POOM performs onsite candidate office analysis with Postmaster to validate the 


 following:

     
Considerations include:

            
Mileage between candidate offices

                 
Parking

                
Facility space


Preliminary post-DUO PS150 for both giving and receiving post offices

                 
Preliminary SWC calculator for receiving post office

               
Delivery impacts (route realignment)

5)   POOM discusses candidate office analysis findings with DUO Coordinator and 

 Postmaster.

6)   OPS sends preliminary list to District Manager for approval


List includes:


Preliminary complement impact


Miles – Space verification


Potential COR impact 

                
Sites approved receive an effective date 

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

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

9)  
POOM notifies all approved offices

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


attachments:

           
Instructions to postmaster  


Communication plan 

          
Postmaster Talking Points 
          
Community letter 

Postmaster letter from POOM   (original mailed to Postmaster) 

Employee letters – carrier crafts impacted   (hand delivered) 

DUO checklist 

District media response policy 

District DUO SOP 






            List of approved DUO sites 

11) DUO Coordinator sends notifications of approved sites to:

         
Management Organizations

            Unions 

            POOMs

            Address Management System Manager

            In Plant Support Manager

            Customer Service Analysts/Operation Support Specialists

           
District Complement Coordinator

            Finance Manager

            Human Resources Manager

            Customer Relations Manager or Local Congressional Representative


District Consumer Affairs Manager

            HQ Government Relations 

12) POOM forwards appropriate documents from DUO Coordinator via email to all 

impacted offices. Include letter to giving Postmasters informing them of the potential impact to their grade. 

13)
District Consumer Affairs Manager/Local Congressional Liaison notifies appropriate    

Congressional Representatives of sites approved and implementation date.

14) DUO Coordinator begins pre-DUO preparations with giving and receiving offices.

15)
DUO Coordinator schedules checklist telecoms to include all necessary 


departments and postmasters.

16) Postmasters communicate with DUO pair office and actively work to resolve all 

local issues presented throughout the process to ensure successful transfer of all routes.

17) DUO Coordinator works with Customer Relations to ensure updates are provided 


to MYPO and other customer service issues.

18) Finance Manager tracks all costs and savings associated with the relocation and 

Provides a summary 30 days after the relocation date to POOM and DUO Coordinator detailing individual DUO moves.  Semi annually (September and March) provides a district DUO after cost study for the DM.


Tracking to include: 
              
Work hours – giving and receiving offices

                
Transportation 

 
Lease 

                  Postmaster salary – giving and receiving-if any


Rural carrier costs associated with move 


PMR – Saturday hours/salaries

    
PTF utilization – giving and receiving
19) POOM completes a post evaluation within 45 days of the relocation to ensure 

projected savings are realized and costs minimized. This analysis is submitted to OPS Support within 60 days of the move for a final review.

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

21) POOM completes SWC calculator for receiving post office

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

23) POOM conducts follow up review of administrative and operational efficiency of DUO  implementation.
A. Every Postmaster needs to immediately verify their current Form 150 for accuracy and completeness. This can be done with the electronic version from any Post Office with the intranet. Confirm with updated 150 one month after.
B. SWC: Must be updated - may lose a supervisor. Gaining office is not permitted to increase EAS complement.
Link to automated Form 150: http://blue.usps.gov/humanresources/professionalportal/directreports/staffingandfieldpolicy/operations%20complement%20management/ocm1_tools_ps150.shtml?
Link to SWC Instructions: http://blue.usps.gov/humanresources/professionalportal/directreports/staffingandfieldpolicy/operations%20complement%20management/ocm1_tools_swcs.shtml?
These worksheets should be evaluated for both the giving and receiving offices, stations, and branches where applicable.
ZOT: If an office falls into the ZOT: 

When does it start: Once a letter is received from the District giving notification. There is a two-year saved grade period. Postmasters need to check periodically to see if their revenue has increased. If they come out of the ZOT, notify HR in writing and the ZOT starts over again if an when they fall back into it.
C. The giving Postmaster will be under the RIF procedures as follows:

 - Saved grade is two years and then indefinite saved salary except under provisions      

    in ELM415.41. (Saved salary = no pay raises until lower salary “catches up”)

D. Reclassification for the losing office -Exempt to Non-exempt status

          A. OT is paid at the salary rate

          B. Lower level office will need to hire a PMR.
          C. Track your OT for pay purposes until PMR is hired.
          D. Contact NAPUS if Form 150 is not changed in 2 weeks.
E. Giving office: when the lease ends (may be terminated) a smaller facility may be looked for.
Space requirements & Surveys.

Handbook AS 504: Instructions & requirements.

The District office is required to conduct a space analysis to determine if there is enough space to accommodate the relocation with 12% space left over. 
Giving Office Responsibilities

OFFICE

Prepare WOS report to establish new window hours in the giving Post Office. Determine whether lobby hours need to be changed and/or prepare method to open lobby. If lobby hours need to stay the same, timed locks need to be ordered and installed
MY PO responsibilities
eUARs Access (giving office will lose this and will need to request via eAccess to their correct box records) Receiving office will also need to request access for ZIP of incoming routes.
Change the Drop Ship directions to reflect directions to the receiving facility in the FDB (Facility Database) Facility Information module
USPS vehicle Routes - AVUS     Once the LLVS are at the new office, Giving PM deletes Routes and Vehicles from AVUS.  Receiving PM adds Routes (using same Zip Code, adjusting Base Time, as needed), Vehicles, Carriers, and requests Route Labels.  Add Records for each day vehicles are used before label arrives.
USPS vehicles - FAMS     a system generated notification will advise the VMF Manager and MOPS of the DUO implementation date, vehicle numbers and Finance Number and name of the Receiving Office.
USPS vehicles - FAMS     Once the Postal vehicles are at the new office, new PIN Numbers need to be issued for security reasons.  Transfer keys and Voyager Cards to Receiving PM (Accountable Items)
Make CPMS and SPMS (FDB for up-time changes) updates for receiving and giving offices
Pre-count conference - route inspections (if applicable)
PARS RTS cards are not ZIP Code specific.  The receiving office can commingle PARS volumes with giving office routes. CFS volumes must maintain ZIP Code separation
Receiving office will have to send the RTS & CFS pouches to Giving Office.
Receiving office will receive PARS separators cards on a rotating basis--receiving office needs to get them to the giving office.
Designate shelving for hold mail that will be picked up
Both offices should have a tub labeled for the other office at a designated location.
Parcels with delivery confirmation on them that will be coming from the receiving office to the giving office's box section will need to be scanned "arrival at unit" at the giving office then scanned attempted or delivered
Giving office that is a Parcel Return Service RDU must verify if the site will/will not remain RDU site.
Hold mail cards. Pouch system to transport to receiving office.
Make sure enough dispatch equip (no more am driver)
4245 carrier statements, carrier notices, driver abstracts, maps etc
Ensure carriers take all personal belongings
Giving PM report to Receiving office on first day to help out
Inform PEDC & Express of changes
Transportation notification - Intra transportation
Rural Carriers

Notification to Rural Carriers - stand-up talk
Calculate base hour change for each rural route
Complete Rural Route Transfer spreadsheet and submit via email to addresses provided on worksheet
Transfer 4003 and 4240 Programs
Transfer rural route folders
CITY CARRIERS

Letter to regular carrier  (Article 12.5.C.5.b.1.a) carrier    
Contact AMS 2 weeks prior to relocation for Line of travel/Label changes if necessary
Make sure that none of your ZIP Codes are locked or have an adjustment in progress in DOIS.  Go to Application, then Route; there should not be anything “In Progress”.
Go to “3999 Data Transfer” in DOIS.  Verify that all 3999’s are on the Mainframe, not on the Workstation (check all computers).  Make sure all 3999’s have been uploaded into DOIS (not left in DCD).
Go to “Special Office Mail Counts Data Transfer” in DOIS.  Verify that all 1838’s are on the Mainframe, not on the Workstation (check all computers)
Make sure that all Volumes and Carrier Assignments are accurate for the day.
All carrier clock rings must be perfect at COB, on the day prior to relocation. The DOIS Coordinator will be waiting for your phone call to tell me that the clock rings are good. The coordinator cannot proceed with the merge until they hear from both the giving and receiving offices!
PTFs can be employed at other offices under the HUB Clerk Memo
Evaluate any current CPU attached to giving office
Receiving office responsibilities:

Office

Determine method of transporting PO Box Mail and previous days attempted items. Transportation is not craft specific. Contact DUO Coordinator options. (See Attachment )
Arrow locks and keys
Building keys for carriers
PEDC notification for access codes-ID badges-work location
Contact COARS Coordinator for access to new ZIP Code and DYMO 3982 label realignment
eUARs Access (giving office will lose this and will need to request via eAccess to their correct box records) Receiving office will also need to request access for ZIP of incoming routes.
USPS vehicle Routes - AVUS     Once the LLVS are at the new office, Giving PM deletes Routes and Vehicles from AVUS.  Receiving PM adds Routes (using same Zip Code, adjusting Base Time, as needed), Vehicles, Carriers, and requests Route Labels.  Add Records for each day vehicles are used before label arrives.
USPS vehicles - FAMS     a system generated notification will advise the VMF Manager and MOPS of the DUO implementation date, vehicle numbers and Finance Number and name of the Receiving Office.
Make CPMS and SPMS (FDB for up-time changes) updates for receiving and giving offices
Pre-count conference - route inspections (if applicable)

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

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

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

Attempted and hold mail for the giving office will be transported back to the giving office.

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

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

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

Inform PEDC & Express of changes

Transportation notification - Intra transportation

Rural

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

Transfer 4003 and 4240 Programs

Transfer rural route folders

Ensure that Relief Day Work List and Matrix are appropriately updated (Ref.: Step 4 settlement)

City Carrier

PM must submit OM500 forms for each regular that is relocating to Shared Services-PTFs will not be moved until notified
Contact AMS 2 weeks prior to relocation for Line of travel/Label changes if necessary
Employee parking/loading assignment
New start & end times for carriers discussed
Carriers will be governed by the receiving office LMOU
Regular carriers moving with their assignment will have merged seniority
PTFs from giving office follow Art 12 procedures
Make sure that none of your ZIP Codes are locked or have an adjustment in progress in DOIS.  Go to Application, then Route; there should not be anything “In Progress”.
Go to “3999 Data Transfer” in DOIS.  Verify that all 3999’s are on the Mainframe, not on the Workstation (check all computers).  Make sure all 3999’s have been uploaded into DOIS (not left in DCD).
Go to “Special Office Mail Counts Data Transfer” in DOIS.  Verify that all 1838’s are on the Mainframe, not on the Workstation (check all computers)
Make sure that all Volumes and Carrier Assignments are accurate for the day.

All carrier clock rings must be perfect at COB, on the day prior to relocation. 

The DOIS Coordinator will be waiting for your phone call to tell me that the clock rings are good. The coordinator cannot proceed with the merge until they hear from both the giving and receiving offices!

Clerks

Scheme training – must be completed before the move. Can be accessed thorough IMAQ.
Re-label clerk sorting cases

Change Schemes

Accountable cart adjustment
The District must adhere to the following guidelines:

· Prepare a cost / savings analysis identifying the projected savings.

· A letter of intention for Postmasters, of those gaining and for those losing routes.  

· Customer & congressional letters sent out

· Review of employee parking.

Transportation: A carrier might transport the mail back and forth between the offices in most DUO relocations. 
PO Box Service up times will most likely be impacted.
Impact to Rural Routes

1. Seniority of regulars and RCA’s is merged

2. Routes will increase in valuation, may cause adjustments

3. Step 4 Settlement is as follows:

On August 27, 2010, a Step 4 settlement was reached with the NRLCA (attached) outlining the procedures to be used when relocating all rural routes from one office to another, under the control of a different postmaster than the original office.  Specifically:

· Relocation of all rural routes from one office to another office in accordance with any initiative such as DUO, is not considered an excessing situation pursuant the USPS-NRLCA National Agreement.  Therefore, no notification letters addressing excessing are to be issued to rural carriers.  Rural carriers should receive advance notification that their routes are being relocated and that all carriers will move to the new facility.

· All rural carriers, regardless of classification, will be transferred to the new office and maintain their route assignments; including leave replacements serving a regular route in the extended absence of the regular carrier and leave replacements serving auxiliary routes.

· All seniorities will be merged in the new office.  Leave replacements’ “seniority” is defined as the longest period of continuous service in the office.  For those leave replacements that are relocated to a new office, the time as a leave replacement in the original office will be considered continuous service (as though they have worked in the “receiving” office for the period of time they were serving in the “giving” office).

· All rural carriers will maintain leave earning status.

· The Relief Day Work List will be merged upon relocation, and selecting a regular carrier to work the relief day, due to the unavailability of a leave replacement, on a rotating basis, will continue from the last selection on the list at the “receiving” office.

· The leave replacement assignment list (matrix) from the “giving” office will be merged with that of the “receiving” office and management will determine if there is any need to provide cross training to adequately complete the list. 
· The relocation of all rural routes and rural carriers from one office to another will be considered an involuntary reassignment and a carrier may exercise retreat rights to the original office in accordance with Article 12 of the National Agreement.  

· The provisions of Article 9.2.M.4. will not be applicable to these reassignments made pursuant to DUO.

· The provisions of Article 12.5.A.2. will be followed when one or more rural routes are subsequently returned to the original office.  However, if all rural routes are returned to the original office, the provisions of the August 27, 2010, Step 4 settlement will prevail. 
3) Can rural carriers refuse to move with the route?  If so, then what happens?

Rural carriers may not refuse to move with the route.  Should a regular rural carrier not desire to relocate to the new office, they may resign their position.  A substitute, rural carrier associate, or rural carrier relief employee may request reassignment to another office (not the office to which they are being relocated) in accordance with Article 30.2.F. of the USPS-NRLCA National Agreement, if they do not wish to relocate to the “receiving” office.

4)
If rural carriers are consolidated into a city carrier/mixed facility and growth occurs in the 5 digit associated with the rural carrier’s relocated territory, who owns the growth?

This is no different than any other office with city and rural delivery.  Please see the Step 4 letter on page 16-19 of this document.

5) How are rural carriers seniority lists merged at the hub unit?

All seniorities (including the “longest period of continuous service”) will be merged in the new office.  

· Regular rural carriers will maintain the seniority date from the “giving” office.

· Leave replacements’ “seniority” is defined as the longest period of continuous service in the office.  For those leave replacements that are relocated to a new office, the time as a leave replacement in the original office will be considered continuous service (as though they have worked in the “receiving” office for the period of time they were serving in the “giving” office).

The Rural Route Transfer Spreadsheet (see Page 20 of this document) must be annotated to reflect the appropriate Bidding Seniority Rank for each rural carrier.
6) Are there any special rules around base hour changes and banked time when 


relocating rural routes?      

There are no special rules for completing a base hour change.  The amount of adjustment to be provided to the route must be calculated by evaluating the following factors, if appropriate, as outlined in the Step 4 settlement.
· Route Mileage

· Time allowance when an employer provided vehicle is assigned to the route.

· Withdrawal Allowance

· Time for transporting, delivering or collecting mail when it involves the original    

    
office.  

Once the appropriate amount of the base hour change is calculated, District Operations Programs Support should enter this information into DDE as a future change, using the effective date of the relocation.  Banked time is not to be rolled into the base hour change.  Any banked time on the route must be "rebuilt" as a current action in DDE once the route transfer is complete. 
NAPUS FOCUS GROUP CONTACTS FOR DUO

steven stapleton,  sestapleton1@gmail.com
lynn rivers; lynnrivers@bellsouth.net
linda gurka; ggurka@comcast.net
steve kochersperger; paregister@comcast.org
louis deARAUJO; lad298@roadrunner.com
