
December 12, 2007

Mr. William Burrus
President
American Postal Workers
Union, AFL-CIO

1300 L Street, NW
Washington, DC 20005-4128

Dear Bill:

The enclosed guidance concerning December 24 operations is provided as a matter of
general information.

Please contact Larry Zoloty at (202) 268-5066 if you have questions concerning the
enclosed.

Sinc~/

~Moore
Manager
Labor Relations Policy and Programs

Enclosure

LENFANT PLAZA SW

WASHINGTON DC 20260-4100
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Deqember 10. 2007

MANAGERS, Qf=>ERATIONS SUPPORT (AREA)

SUBJECT: Operations Policy for December 24. 2007

This year Christmas Eve raUson Monday. with theChristrna$DaY hoUdayon the following
Tuesday.. Many businesses are expected fa be qloseoor close early on this date. This is
expected to res.ult in a significant decline in custqm13rtrafflcin our retail lobbies, ·business.• mail
entry units and collection mail on this day. as well as a shiftfor the volume that is received to
much earlier in the day. ThIs obviq4sly presentl;i an opportunity to compress operations as long
as we remain consistent with our existing national policy ofpublicnotificaUoninedvlimce ofa
servicet:Jidjustment. The following provides operating policy gUidelines for December 24.

CollectlonQ.peratlons

The poUcy for collection operations on Oecern~er 24 will be to advance the normal Monday
collection. Schedule to 12:00noon.AII collection pointswith a scheduledl~stcollectionafter

12:00 nOr;lnon Monday, including lobby drops, should be advanced to 12:00 noonan Christmas
Eve. All collection points with a posted collection time prior to 12:00 noon as wetl as those
collectionpdints served by a carrier route are to be collected as schedUled. Headquarters will
notify the EXFC contractor of this change on a national basis. Therefore, areas and districts will
not be required to notify the Consumer Advocates office. Also, it will notbe l1ecessaryto post
notices on il1dividual COIl(3ction boxes. If any local business ne(3ds require a later piCkup this
should be aCcorrtmodatedbythe.localoffioo.

On Chr!sfmasEve, customer lraffic at post officeretallcoul1ters decreases sIgnificantly after
12:00 n60n. Each district isloestablish retail hours based upol1their knowledge of their
community needs,us.ing the follOWing guidelines:

1. Retail Hours should be established thatreflectcustomer·needs. Districts Sl1ouldaggr6ssively
compress retailoperatioris within.eacl1geograpl1icalarea While leaving a strategically placed
unit(s) open for normal business hours. When establishing the retail hours, consioerationmust
be giVen to post office boxacees$ and pad<agepickup.

2. Thecomrnunity needs to be aWare of the hours of operation on Christmas·Eve and any
locations where service is provided later in· the area. To accomplish this, each office must posta
si~non the door aUeast seven daysinadvanceifthe retail hours are goingto be different than a
nOrmalbusil1ess day, and the location of an office that will be open l<lter, as well as any nearby
Automated Postal Centers (APGs). Templates. will be prOVided.

3. In or-del" to accomplish a balt:Jincebetweencustomerservice and operational efficiency, liberal
leave needsto be· offered to all employees along with otherscheduling options such as different
starting times and asslgnlngefT1ployeestoloCatlons where they areneedecl. Historicaldatafrom
the Retail Dt:Jita Mart..Window Operations Survey (RDM..WQS) provide valuable insight into
scheduling/staffingneeds during the holiday season.
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4..Coordinate and communicateoperatlonal policywi\h all Contract Postal Units and Approved
Shippers. Also, ensure all APCs13nd vending machines are fully stocked.

B.M.E.U. o.perations

On Christmas Eve, oustomertrafficatbuslness mall entry units decreases13fter 12:0000011.
EaCh district is to estabHshbusinessmaii entry and mailing.requlrements; hours based upon their
kn()wl;ed~le of their customer needs, using the following guidelines;

1.. 8usinesS Mail Entry and Mailin9Regulrements Hours Should be established. reflect
customerneeds. Districts should a9~ressivelycompressoperations within a. geographi~larea
whlleleavlnga strategically placed unlt(s) open for normalbu~lness hours. When establiShing
the business mail entryandlilaillngreq~irement$hours,consideration mLlstbe given todetacheo
mail unlts and conveniencedeposltpolnts (OPPs). Historlcatdata from Posta/One! can provide
valuable insight Into schedulingf1staffing neec!sduring the holiday season.

2. Our customers need to beInformed ofthe hours of operatiqn on Christmas·Eve and any
locations where service Is prOVided later in. the area. To <:lccomplish this, each Qffiqe must posta
sign/on the door atleastseven daysinadvanci;l ifthe business mail entry or mailing requirements
hOl.lrs aregoingJo be differ13nt than a normalbusIness day, and the location an office that will
be open later.

4. Coordinate and communicate holiday operatlonalpolicy with all customers including those we
service off siteet their locations (Detached Mall Units).

As alWays, communications between Customer$ervicesand Processing and DIstribution area
must III order to develop a skong operations plananq ensures successful holiday season.

Processin~ Operations

Coordination and communication is essential as processing plans must inclUde a strong interface
v,rlth Business Mall Entry (13ME) operations to ensure timely induction, processing. and dispatch
of mail presented to the 13ME on December 24.

Plant collection and cancellation plans for Monday, December 24 must be synchronized with our
December 24 collection and retail operations plans to take advantage of an e'arlier arrival profile.

Each Oistrict Manager or designee must ensure that the public is notified as far in advance
as possible ofthe adjustment of operations, including collections, via press and broadcast
media if available. The notification must be specific as to times, dates and locations.

IVY1I Tonyp
ViceP s


	page 1
	page 2
	page 3

