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Explanation. The accompanying book is a complete revision of Handbook PO-512, Plant
Loading Authorization and Procedures Guidelines. In a piant load operation, the Postal
Service receives mail at a mailer’s plant and transports it to a Postal Service destination
in order to bypass handling that would otherwise be required at one or more Postat Ser-
vice facilities. This version of the handbook differs from the previous (September 1989)
version in that it accounts for recent changes in classification reform, revised plant load
requirements, and changes in Postal Service infrastructure.

Distribution. This handbook is being distributed directly to all managers and above at
Headquarters and to areas, districts, and administrative support facilities. Copies are aiso
being distributed to managers at processing and distribution centers/facifities, rates and
classification service centers, and buik maii centers.

. Additional Copies. You can order Handbook PO-512 and copies of PS Form 3815,

Plant-Load Authorization Application, Worksheet, and Agreement, by one of the following
means:
L Touch Tone Order Entry: Call 800-332-0317, choose option 1, then option 1.

- E-mail: Complete PS Form 7380, MDC Supply Requisition (manually or by F3 Fiih,
and send it as an attachment to the e-mail address, MDC Customer Service.

= Mail: Mail a compieted PS Form 7380 to the MDC at the following address:

SUPPLY REQUISITIONS
MATERIAL DISTRIBUTION CENTER
500 SW GARY ORMSBY DR
TOPEKA KS 66624-9702

Electronic Availability. This handbook and the official Postal Service forms in the appen-
dices are available on the Postal Service PolicyNet Web site at hitp://blue.usps.gov/cpim;
click on HBKSs or Postal Forms.

Comments and Questions. Please address questions and comments to amend or cor-
rect the information in this handbook to:

MANAGER SURFACE OPERATIONS
US POSTAL SERVICE

475 I’ ENFANT PLAZA SW
WASHINGTON DG 20260-7133



F. Rescissions. This handbook repiaces the September 1989 version, Recycie all previous
issues of Handbook PO-512.

G. Effective Date. This material is effective upon receipt.

Paul E. Vagel
Vice President
Network Operaticns Management
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1 Plant Load Operations

1-1 Definition

Plant loading is an operation in which the U.S. Postal Service receives mail at
a mailer’s plant and transports # to a Postal Service destination in order to
bypass handiing that otherwise wouid be required at one or more Postal
Service facilities. Plant lcads are authorized only when they benefit the Postal
Service.

1-2 Rules Governing Plant Loads

Rules governing piant load operations are specified in the Domestic Mail
Manual, sections D020, Plant Load, and M0O74, Plant Load Mailings.

Note: Postal Service regulations change frequently. In the event that this
publication contains information not consistent with the Domestic Mait
Manual, the most current Domestic Mail Manual takes precedence.

Instructions specific {o internal Postal Service administrative processing of
plant ioad authorization applications, mail preparation and acceptance
procedures, and transportation guidelines are detailed in the Postal
Operations Manual (POM}, section 327, Plant Load Operations.

Note: Postal Service regulations change frequently. In the event that this
publication contains information not consistent with the POM, the most
current POM rules take precadence, followed by the most current rules
listed in supplemental management publications.

1-3 Plant Load Eligibility

October 2002

Mailers — including government agencies — generating sufficient volumes of
maii, with the potential to prepare vehicle loads that can bypass handling at
one or more Postal Service facilities and demonstrate a cost savings for the
Postal Service, are eligible for plant load authorization.

a.  Plant lcad authorizations must demonstrate a clear advantage for the
Postal Service. Clear advantage is generally defined as a net
recoverable cost savings to the Postal Service after all expenses
associated with providing plant load operations are considered.
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b,  Plant icad operations may also be authorized due to operational
constraints, In the event that the originating local facility cannot
adequately handle the additional volume of mail generated by the
maiier, or if the local origin Postal Service faciiity wili exceed its mail
processing capacity, then piant load authorization may be granted.

C. Plant load regulations and procedures do not apply 1o the collection of
mail. Collection of mail is an operation in which the Postal Service
transports mail from a mailer’s plant or other authorized nonPosta
Service location to the local Post Office or other designated local
acceptance paint. Unlike plant-loaded mail, collection of mail generally
does not include mai! that bypasses handling or requires a postage
statement.

d. Plant loads invelving Postal Service transportation tg the same facility
where a mailer would normally be required to deposit mail, or which
aperates only to the advantage of a mailer, will not be approved.

1-4 Benefits to the Mailer

While plant load authorization is designed sc that it benefits the Postal
Sarvice, it is important to note that the maiter may realize the foliowing
benefits:
n Avoidance of the costs associated with transparting trailers to the
nearest business mait entry unit for acceptance.
- Advice on the best strategies for mailing and comprehensive
logistics planning.
n Entry of mall closer to the final destination.

- More predictable mail delivery.

1-5 PS Form 3815, Plant-Load Authorization
Application, Worksheet, and Agreement

PS Form 3815, Plant-Load Authorization Application, Worksheet, and
Agreement (see Appendix A), is an appfication form, decision analysis
worksheet, and agreement between the mailer and the Postal Service for
piant load operations. It was created to consolidate several forms into one,
reduce unnecessary paperwork, and provide a comprehensive agreement.

PS Form 3815 is available on the Postal Service PolicyNet Web site at
hito//blue.usps.gov/cpim; click on Postal Forms. See 3-1 for detailed
instructions on compieting this form.

Local Postal Service officials may complete appropriate sections of the
agreement before the mailer signs the agreemant based on the location
where the mailer is applying for the plant load. When the application form is
completed, the maiier submits it to the posimaster at the Postal Service
facility serving the mailer's plant. If the application is approved, the Postal
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Service signs the agreement and enters into the plani load operation with the
mailer.

1-6 Intra- and Inter-District Plant Load Shipments

Defined

The terms intra- and inter-district plant loads apply to vehicle movements of
mail from the mailer's plant to mail processing facilities. The vehicle
destination determines whether the mailing is an intra- or inter-district plant
load.

a. Intra-district piant loads are vehicle movements of mail from the
mailer’s plant to a Postal Service facility located within the Postal
Service district serving the mailer’s plant. Handling at the local Post
Office or local acceptance facility is bypassed. Inira-district plant loads
require approval by the district manager, Customer Service and Sales,
with coerdination of Distribution Networks at the area office.
Intra-district, plant-loaded shipments must meet the minirmum weight or
valume requirement of 23,000 pounds and/or 1,600 cubic feet.

b.  Inter-cistrict plant lcads are vehicie movements of mail from the
mailer’s plant to a Postal Service facility located ouiside the Postal
Service district serving the maifer's plant. Handling at the originating
Pastal Service facility and at one or more intermediate processing
facilities is bypassed. Inter-district plant loads require approval by the
origin district manager, Cusiomer Service and Sales, and the area
manager, Distribution Networks. Inter-district plant-loaded shipments
must meet the minimum weight or volume requirement of 28,000
pounds and/or 2,000 cubic fest.

1-7 More Than One Plant Load Mailing per Application

October 2002

Mailers with muttiple mailings who wish to request authorization for plant load
operations can include all of the mailings on a single application form.
However, mailers must use separate forms to divide the applications between
intra-district and inter-district mailings.

Once a plant load agreement is approved and executed, mailers will not be
required to reapply for plant load operations on every mailing; however, the
responsible Postal Service officials must review each plant-loaded maiting
separately to determine whether the mailing meets the plant load criteria.
Mailings not meeting the plant load requirements individually must be
combined with other mailings that, when brought together, fulfil the
requirements for plant load authorization.
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Combination Plant Load Mailings

A mailer or mailers may combine Periodicals, Standard Maii, and Package
Services mail into a single vehicle provided they are physically separated,
Each mailing must have a postage statement and meet service commitments
for each class of mail, and the Postal Service must approve the combination
plant ioad mailing.

Service Objectives

Services

Service objectives for the class of mail being transported apply to the
piant-loaded mail. If provided for in the plant load agreement, plant-foaded
mail may have deferred service abjectives, but under no circumstance wili the
Postai Service hold, store, or delay the mail.

Not Provided

The Postal Service does not hoid, store, or delay the dispatch of plant-loaded
mail. Plant-loaded mail may have deferred service objectives if specifically
provided for in the plant load agreement.

Updating Plant Load Agreements

Plant load operations are authorized in accordance with the Domestic Maif
Manual, sections D020 and M074, and they are approved based on projecied
cost savings and/or a benefit for the Postal Service. Because conditions
under which piant loads are initially approved change, it is expected that al
plant load agreements wili be reviewed and updated periodically to ensure
savings and efficiency for the Postal Service and the customer, The mailer
and the Postal Service must renew PS Form 3815 at least once every 4
years by refreshing the appropriate information.

Documentation and Forms Retention

All documentation and forms must be retained for 2 years from the date of
the expiration of the plant load agreement. This information may need to be
retained for longer periods if the responsible Postal Service records officer
deems it necessary.

Postal Service Responsibilities

In an authorized plant load operation, the Postal Service is responsible for
the following:

u Providing mail transport equipment.
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- Performing verification and accepiance in the mailer's plant.

L Providing transportation from the mailer’s plant to a designated
Postal Service facility.

However, under exceptional circumstances the Postal Service may authorize
the mailer to have mail verified and/or accepted &t a specific destination
Postal Service facility, to transport the mail by mailer-furnished transportation,
or a combination of both.

The Postal Service and mailer responsibilities for any exceptional procedures
are separate from and in addition to responsibilities for stated plant load
operations.

1-14 Types of Operations

Plant load operations are categorized as either scheduled or as required.

a. A scheduled plant load is one with a schedule of mailing determined at
the time of the application. For each scheduled mailing, the Postal
Service provides the same {ransportation between the mailer's plant
and the destination Postal Service facilities.

b.  Anas-required plant load has no predetermined mailing schedule and
includes various destination Postal Service facilities. Verification,
acceptance, and transportation requirements are irregutar and must be
planned to allow mail delivery within Postal Service standards or within
other service commitments arranged with and agreed to by the mailer.

1-15 Commencement of Operations

The application wilt be approved if it meets all the requirements described in
Chapter 2 for either intra-district or inter-district area plant loads. If the
application is approved and the mailer wanis plant load operations, the mailer
must enter into a plant load agreement with the Pastal Service. Plant load
operation may begin as specified in the agreement once the application is
approved and the maiter enters into the agreement.

1-16 Failure to Meet Requirements

The local postmaster serving the mailer’s plant is respensible for monitoring
plant load operations and coordinating with the district plant load committee,
If a mailer faiis to meet the terms agreed to in the plant load agreement, the
district plant load commitiee must reevaluate the plant load authorization.

1-17 Mailer’s Plant and Detached Mail Unit Definitions

Mailer's plant. The mailer’'s plant is the non-Postal Service location where the
mail is lpaded onto Postal Service-provided transportation.

October 2002 5
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Detached mail unit. A detached mail unit is an area in a mailer’s facility where
Postal Service employees perform mail verification, acceptance, dispatch,
and other Postal Service functions.

1-18 Expedited Shipment for Plant-Loaded Mailings

An expedited shipment for plant-doaded mailings is an operation in which an
authorized plant load mailer receives additional authorization to transport a
ptant-lcaded shipment at the mailer’s expense to destination Postal Service
facifities where the mail is deposited. Under an expedited shipment for
plant-loaded mailings authorization, the Postal Service verifies the mail for
presort and postage, and postage is calculated from and paid at the Post
Office where the mailer is authorized to plant foad. Domestic Mail Manual 020
contains instructions for an expedited shipment for plant load authorization.
See also 2-4.

1-19 PS Form 8026, Expedited Shipment Agreement for
Plant-Load Mailings

PS Form 8026 is available on the Postal Service PolicyNet Weh site at
http://biue.usps.gov/cpim; ciick on Postal Forms.
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2 Establishing Plant Load Operations

2-1 Steps and Processes for Establishing Plant Load
Operations

Mailers requesting plant load operations must first complete page 1 of PS
Form 3815, Plant-Load Authorization Application, Worksheet, and
Agreement. Detailed instructions on completing PS Form 3815 can be found
in 3-1 of this hancboock.

When completing PS Form 3815, it is recommended that the mailer fill in the
Custorner Profile and Supply Plan Mail Transport Eguipment form found in
Appendix E. Submit these forms to the local Post Office serving the mailer’s
plant, When necessary, the appropriate Postal Service representative will
heip the mailer complete the requested information. The local postmaster wilt
review the application, fill in any missing or incomplete infermation, and
forward it within 5 business days to the district manager, Customer Service
and Sales, responsible for the mailer's plant.

Note: Mailers may complete the regueasted information on pages 8 and 9 of
the application when completing page 1. Please note that doing so0 does not
obligate the Postal Service to approve the application; however, it may
expedite the process in the likelihood that the application is approved.

When the district manager, Customer Service and Sales, receives an
application, he or she determines whether the plant load application will be
managed as an intra-district plant load or an inter-district plant load,

2-2 Plant Load Mailings: Intra-District

QOctober 2002

Intra-district plant loads are the sole responsibility of the district in which the
mailer’s plant is located. Each district manager, Customer Service and Sales,
must establish a cross-functional district plant load commitiee to review plant
ioad applications and subsequently address piant load issues. If the
committee recommends that the application be approved, a copy of the
application should be forwarded to the area manager, Distribution Networks,
as information oniy.

The district manager approves an appiication for an intra-district area plant
load, contingent on two conditions: transportation equipment must be
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obtainable and the information provided on the application must confirm that
the plant load will produce a net cost-savings for the Postal Service,

Transportation Equipment Availability

Transportation must be abtainable to transport the mail to a bulk mail center,
auxiliary service facility, area distribution center, or sectional center facility in
the service area of the mailer's piant. The application will not be granted until
the area manager, Distribution Networks, confirms that sufficient
transportation equipment is obtainable.

Net Cost-Savings

The plant load must result in a net cost-savings to the Postal Service. A net
cost-savings can be demaonstrated by passing one of three tests:

Test 1

This test is found in Part J, Intra-District Area Plant-Load Request, of PS
Form 3815, The volume of mail to be plant-loaded must be at least 50
percent of a vehicle’s capacity by weight or cube (a minimum of 23,000 Ibs.
or 1,600 cubic feet), and the mileage from the mailer's plant to the destination
Postal Service facility must be 150 miles or less one way,

iFor malil verified and accepted at a mailer’s plant, the Postal Service may
alfow mailings verified at the plants of 2 or more mailers located in the same
service area 1o be combined 1o meet the minimum volume requirement. For
mail verified and accepted at the business mail entry unit of the originating
office, the minimum volume requirement must be met by the mailings of only
1 mailer.

Test 2

If the mailer does not mest the criteria in Test 1, he or she may still
demonstrate a net cost-savings to the Postal Service using the detailed cost
analysis worksheet found in PS Form 3815, section L.

Test 3

If the maiter fails to satisfy Test 1 and/or Test 2, the net cost-savings criteria
may be met if the local originating Postal Service facility is operating at or
near its mail processing capacity for the type of mait to be plant-loaded. The
local manager, Transportation and Networks, after consulting with In-Plant
Suppart, determines whether a facility is at or near its mail processing
capacity and recommends whether to approve plant load in such cases.

Action by Area Manager, Distribution Networks

The area manager, Distribution Networks, reviews information copies of
intra-digtrict area plant load applications authorized by district managers,
Customer Service and Sales, to monitor compliance with Postal Service
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standards. Noncompliance with Postal Service standards must be brought to
the attention of the district manager who approved the application.

Action by District Manager, Customer Service and
Sales

The district manager, Customer Service and Sales, wili periodically review
the mailer’s volume and mailing patterns. The plant manager, processing and
distributions center/facility, will provide the required information for completing
the application and analyze the plant load application to recommend approval
cr denial.

Prior to approving an application, the district manager, Customer Service and
Sales, must coordinate with the area manager, Distribution Netwarks, to
determine fransportation equipment availability. The application may not be
approved and assigned an effective date untif Distribution Networks
determines the necessary equipment can be obtained.

Commencement of Operations

Approved ptant load operations must commence as soon as possible, but not
later than 60 days from the signed autharization.

District Plant Load Team

The district manager’s piant loading team must meet periodically with the
mailer and provide guidance and benchmarks for the mailer concerning roles
and responsibilities involved in the plant load agreement.

Mailer Notification

Every responsible Postal Service official acting on an application must notify
the mailer within 5 business days of receipt. The district manager must
promptly notify the mailer in writing of the final action taken. If the application
is denied, the manager must specify the reasons for the denial and inform the
maiier of his or her right o appeal the decision.

Periodic Review

Distribution Networks must review plant load authorizations at least once
every 4 years or when transportation contracts are renewed. Doing so
ensures a net cost-savings for the Postal Service. If the plant load is
authorized under Test 3 and it is subsequently determined that the local
originating facility is currently cperating below its mail processing capacity for
the class or type of mail to be plant-loaded, the district manager must rescind
the piant load authorization.
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2-3 Plant-Load Mailings: Inter-District Area

10

2-3.1

2-3.2

2-3.2.1

The area manager, Distribution Networks, approves applications for
inter-district plant loads for the Postal Service area in which the mailer's plant
is located. As with intra-district plant loads, each district manager, Customer
Service and Sales, must also establish a cross-functional district plant load
committee to review plant load applications and subsequently address plant
load issues. if the committee recommends that the application be approved,
a copy of the application must be forwarded to the area manager, Distribution
Networks, for final decision.

The area manager, Distribution Networks, approves applications for
inter-dlistrict area plant loads, contingent on 2 conditions: transportation
equipment must be obtainable and the information provided on the
application must confirm that the piant load will produce a net cost-savings
for the Postal Service.

Transportation Equipment Availability

Transportation must be obtainable to transport the mail to a bulk maii center,
auxiliary service facility, area distribution center, or sectional center facility
outside the service area of the mailer’s plant. The application will not be
granted until the area manager, Distribution Networks, confirms that sufficient
transportation equipment is obtainable.

Net Cost Savings

The plant load must result in a net cosi-savings to the Postal Service. A net
cast-savings can be demonstrated by passing one of 3 tests:

Test 1

This test is found in Part |, Infer-District Area Plani-Load Request, of PS Form
3815.

a. Minimum Volume

The volume of mail to be plani-ioaded must be at least 60 percent of a
vehicle's capacity by weight or cube (a minimum of 28,000 Ibs. or 2,000
cubic feet). The mailings of 2 or more railers located in the same
service area may be combined in the same vehicle to make up the
minimum volume,

b.  Maximum Mileage for Highway

{1) Ifthe plant-loaded transportation is by highway and bypasses the
origin sectional center facility and at least one bulk mail center,
auxiliary service facility, or area distribution center, the distance
from the mailer’s piant to the destination Postal Service facility
must be 275 miles or less one way.

(2)  Hf the plant load transpaortation is by highway and bypasses only
the origin sectional center facility, the distance from the mailer's
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plant to the destination Postal Service facility must be 150 miles
or less one way.

(3) There is nc maximum miteage criterion for piant-loaded
transportation by railroad or water.

Test 2

If the mailer does not meet the criteria in Test 1, it may still demonstrate a net
cost-savings to the Postal Service using the detailed cost analysis worksheet
found in PS Form 3815, section L.

Test 3

if the maiter fails to satisfy Test 1 and/or Test 2, the net cost-savings crileria
may be met if the local originating Postal Service facility is operating at or
near its mail processing capacity for the type of mail to be plant-loaded. The
local manager, Transportation and Networks, after consulting with in-Plant
Suppert, determines whether a facility is at or near its mail processing
capacity and recommends whether to approve plant load in such cases.

Action by Area Manager, Distribution Networks

The area manager, Distribution Networks, reviews copies of inter-district plant
load applications recommended by district managers, Customer Service and
Sales, and has final approvatl for all inter-district plant loads. Noncempliance
with Postal Service standards must be brought to the attention of the district
manager recommending the application.

Action by District Manager, Customer Service and
Sales

The district manager, Customer Service and Sales, will periodically review
the mailer's volume and mailing patterns. The plant manager, processing and
distribution center/facility, will provide the required information for completing
the application and analyze the plant load application to recommend approval
or denial.

Prior to the appiication approval, the district manager, Customer Service and
Sales, must coordinate with the area manager, Distribution Networks, ic
determine transportation equipment availability. The application may not be
approved and assigned an effective date untit it is determined the necessary
eguipment can be obtained.

Mailer Notification

Every responsible Postal Service official must act on an application within 5
business days of receipt. The district manager must promptly notify the mailer
i writing of the final action taken. i the application is denied, the manager
must specify the reason for the denial and inform the mailer of his or her right
te appeal the decision.
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Commencement of Operations

Approved plant load operations must commence as soon as possible, but not
later than 60 days from the signed authorization,

District Plant Load Team

The district manager’s plant loading team must meet periodically with the
mailer and provide guidance and benchmarks for the mailer cancerning roles
and responsibilities invalved in the plant load agreement.

Periodic Review

Distribution Networks must review inter-district plant load authorizations
every 4 years to determine whether a net cost-savings to the Postal Service
cantinues to be demonstrated. If the plant load is authorized under Test 3 and
it is subsequently determined that the local originating facility is currently
operaling below its maii processing capacity for the class or type of mail to be
plant-ioaded, the area manager, Distribution Networks, must rescind the plant
load authorization.

2-4 Expedited Shipment Agreement for Plant-L.oad

12

Mailings

2-4.1

Transportation provided by the maiter may be authorized when a mailing has
a specific time value and the available acceptance or the Postal Service
provided transportation resources would adversely affect the mailer’s desired
delivery target.

In all instances, the area Distribution Networks office must be notified of ali
expedited plant load shipment agreements. When contract transportation is
used in an authorized plant toad, field managers or their designees may
request that Distribution Networks allow an authorized plant load mailer to
haul their own mail.

Definition
P8 Form 8026, Expedited Shipment Agreement for Plant-Load Mailings, is a

written agreement between the Postal Service and a maiter that includes the

following terms:

a.  The mailer pays postage at the Postal Service facility where he or she
is authorized for plant icad mailing before the mail leaves the mailer’s
piant.

b.  The Postal Service verifies mail for presort, makeup, and postage at the
mailer’s plant.

C. The Postal Service accepts expedited plant load mail at specified
destinations. Postage will be paid at the applicable rates if the shipment
is entered at the Post Office administering the plant load agreement.
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2-4.5

d. Only authorized plant load mailers may transpart expedited plant load
shipments at their own expense under the conditions listed in the
Domestic Mail Manual D020, FPlant Load, and M074, Plant Load
Mailings.

e. Expedited plant toad mailings do not qualify for destination entry
discount postage rates.

Authorization

Mailer requests for expedited plant load shipment authorization may be
approved when the mailing requires an extraordinary level of service or a
delfivery timefrarne that the normal mode of Postal Service transportation for
that class of mail cannot provide.

If expedited plant load shipments are approved for more than a one-time use,
P& Form 3815 must be modified. The new agreement between the Postal
Service and the mailer must clearly specify the mailings that are to be plant
verified and the destination Postal Service facilities to which an expedited
plant loac shipment will be transported for deposit and acceptance.

Maiters receiving authorization for expedited plant load shipment must obtain
applicable Postal Service permits and pay postage at the Post Office where
they have plant load authorization.

Note: Any cost savings resulting from an expedited plant load shipment
autharization may not be used in the detalled cost savings analysis for plant
load authorizations or renewals.

Liability

Mailers assume liability and full responsibility for loss or damage to an
expedited plant lcad shipment before it is accepted at the designated Postal
Service facility, regardless of whether third-party transportation is used to
transport it. The Postal Service will not take responsibility for any loss or
damage to an expedited plant load shiprment until after the mail is deposited
at a Postal Service facility, as provided for in the Domestic Mail Manual D020,
Piant Load, and M0O74, Plant Load Mailings.

Postage Refunds

The Postal Service will not refund postage for failure to provide service
caused in part or in whole by any event occurring before the shipment is
deposited in and accepted at a Postal Service facility, except in accordance
with the provisions of the Domestic Mail Manual D020, and M074.

Mailer Responsibilities

Mailers authorized for expedited plant load shipment must meet the following
requirements;

a. The mader must deposit an expedited plant load shipment as specified
by the Postal Service.
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b.  The maller must contact each Postal Service facility where an
aexpedited plant load shipment will be deposited to arrange for a time
and specific drop location to depaosit the maif before the mail arrives.

. If vehicles contain more than one plant-verified mailing or mailing
segment to be deposited at a single destination Postal Service facility,
the mailings must be physically separated.

d. If vehicles contain mailings or mailing segments for more than one
destination facility the mail must be physically separated by destination,
and within each destination it must be physically separated by mailing
and/or mailing segment.

e. Mailers must notify the origin postmaster cr a Postal Service detached
mail unit employee of any event, such as breakdown or en route
accident, that would prevent depositing the expedited plant load
shipment at the destination Postal Service facility.

Scope of Expedited Plant Load Shipment

Mailers may transport their plant-verified maii, at their own expense, only
under an authorized postage payment system. Maiters must enter into an
expedited plant load shipment agreement with the Postal Service and comply
with the applicable standards of the Domestic Mail Manual D020, Plant Load,
and MO74, Plant Load Mailings, 1o transport plant-verified mail. Mailings are
at the mailer's expense, and postage must be based from the mailer’s plant,
The mailer pays for the transpeortation and assumes full responsibility for the
shipment while it is in transit. The Postal Service is not liable or responsible
for any loss or damage o an expedited plant load shipment until after the
mail is deposited in and accepted at the destination Postal Service facility.

Term

The term for an expedited plant ioad shipment agreement may be for a single
maiiing or may be expanded to cover a period of time to accommaodate a
number of shipments under a single mailing. If an expedited plant load
shipment is used for other than a single one-time mailing, the PS Form 3815
agreement between the Postal Service and the mailer must be modified to
specify the maiiing{s) to be expedited and the destination Postal Service
faciiities in which the shipments will be deposited.

Gratis Contracts

Mailers may not use gratis contracts. Gratis coniracts are written agreements
that do not provide monetary compensation.

Highway Contract

The award of a highway ccntract to a mailer must be considered separately
from the decision to plant load. Mailers wishing to receive payment for
transporting their piant-loaded mail must do so pursuant to an issuance of a
formal highway contract under the competitive bid process. When a mailer
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provides transpertation under a highway contract, he or she incurs the same
responsibiiities as any other highway contractor.

2210 Termination

a.

The Postal Service may terminate an expedited plant load shipment
agreement by giving 24 hours notice. The office with approval
responsibility, with the concurrence of the area manager, Distribution
Networks, in the area in which the agreement was originally executed
may terminate an expedited plant load shipment agreement. Neither
party is liable for any indemnity if the Postal Service terminates an
expedited plant load shipment agreement pursuant to the terms of the
agreement.

The mailer may terminate an expedited plant load shipment agreement
by giving the Postal Service written notice no fater than 15 days before
the intended shipment date. Neither party is liable for any indemnity if
the maiter terminates an expedited plant load shipment agreement
pursuant to the terms of the agreement.
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3-1 Completing PS Form 3815
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3-1.1

3-1.3

Mailer’s Responsibility

The mailer is responsible for initiating the piant load authorization application.
Mailers desiring plant load operations must complete and submit page 1 of
PS Form 3815, Plant-Load Authorization Application, Worksheet, and
Agreement (see Appendix A), to the postmaster of the Post Office serving the
mailer's plants. While most entries are seif-axplanatory, mailers can get
assistance in completing the form from the local postmaster or Postal Service
representative designated by the district manager, Customer Services and
Sales.

Foillowing is a brief recap, by page number, along with assignments of
responsibility and brief instructions for completing the entries.

PS Form 3815, Page 1

The mailer completes page 1, sections A through E, and presents it to his or
her local postmaster. Page 1 provides space for informatien concerning the
mailer's operation, plant location, size, and anticipated plant load
requiremeants.

The local postmaster ensures that the application is compiete, signed, and
dated. The postmaster will contact the mailer if further clarification or
information is required. When page 1 of the application form has been
reviewed and determined o be accurate and complete, the local posimaster
completes any additional information for which he or she is responsible and
forwards the form within 5 business days to the district manager, Customer
Service and Sales.

PS Form 3815, Page 2

The local postmaster completes page 2 with concurrence from the manager,
Business Mail Entry. Page 2 provides information for the mailer concerning
the subsequent steps invelved in completing and processing the form. Space
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is pravided for the lacal Post Office to indicate whether the mail will be
accepted at the mailer’s plant or at a specified bulk mail entrance unit.

Note: Plant load appiications must be evaluated in relation to the cost and
adequacy of revenue protection requirements and functions necessary at the
mailer’s plant. Functions that must be performed in support of revenue
protection vary by class of mail and the method of payment for postage
{reference Hancbook DM-109, Business Mail Acceptance Handbook, for
further clarification).

PS Form 3815, Page 3

The local postmaster completes sections H-1, Volume Data/Per Average
Mailing, and H-2, Mileage from Mailers Plant to Destination Postal Service
facility.

Sections H-1 and H-2 on page 3 provide space for entering the number of
trays, sacks, pallets, and rolling stock that the mailer anticipates will be
reguired for the mailing, Section H-1a is for intra-district movements and b is
for inter-district plant loads.

The tocal postmaster completes the information in section H-2 that is specific
to the piant load. Origin, destination, miles between, and number of facilities
to be bypassed are ali required.

Distribution Networks at the area office completes sections H-3 and H-4,
which concern the percent of vehicle capacity. For example, trailers 48 feet
long or greater should have a minimum weight of 23,000 pounds for
intra-district or 28,000 pounds for inter-district plant loads and a minimum
cube utilization of 1,600 cubic feet for intra-district or 2,000 cubic feet for
inter-district plant loads.

Note: Inter-district plant loads are generally tractor-tratier operations
involving trailers at least 48 feet long. Trailers less than 48 feet long may be
used but are generally restricted to intra-district plant loads.

PS Form 3815, Page 4

The locai postmaster, with concurrence from the manager, business mail
entry unit, completes the information on page 4. Page 4 requests information
suppfied by the mailer concerning the minimum volume and maximum
mileage. This section must be signed and dated by both local Postal Service
officials before it is forwarded {0 the district office,

PS Form 3815, Page 5

The local manager, Transportation and Networks, completes page 5. Page 5,
section L-1, Revisw the Application, asks if the mailer has met the minimum
requirements for volume and distance and if mail transport equipment is
available or can be cbtained.

Section L-2, Complete Cost Analysis, Step A — Matrix, provides a matrix that
can be used to approve an application if the volume of plant-loaded mail
exceeds 60 percent of the vehicle capacity and the mileage exceeds the
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maximum permitted under minimum volume/maximum mileage criteria.
Instructions are provided on page 5 to help determine the distance at which
vehicles with increased utilization can be approved under the requirements of
this section.

s-+7 PS Form 3815, Page 6

If a mailer does not meet the minimum volume and maximum mileage
standards for automatic approval on page 3, and he or she again fails to
qualify for approval using the cost analysis matrix on page 5, then the mailers
must complete step B, Detailed Cost Analysis.

Page 6 contains the detailed cost analysis worksheet that must be completed
by the local manager, Transportation and Networks, with assistance from the
local manager, Finance, and the manager, in-Plant Support. The worksheet
requests information for the previous year concerning workhours, number of
trips, cost per hour or trip, and total expense,

The detailed cost analysis worksheet includes 2 parts. Worksheet space is
provided for computing the cost of processing the mail using plant load and
the cost of handling the mail without a plant load operation.

3-1.7.1 Completing Part One, Cost Without Plant Load

a.

Workhours. Sum the number of workhours reguired to verify, accept,
handle, franspor, and distribute the volume of mail without plant load.
Include any workhours requiring additional mail handiing, distribution, or
acceptance procedures.

Number of trips. List the number of trips associated with the
transportation between facilities. This information can be obtained from
the serving Distribution Networks for contract service or the local
transportation and networks manager. Questions regarding Postal
Service vehicle service (PVS) should be directed to the local manager,
Transportation and Networks,

Cost per hour or trip. List the plant employee cost per hour, inciuding
salary and benefits or vehicle cost per trip assaciated with having this
plant load operation. Cost for employee workhours can be obtained
from the manager, Finance. Information concerning the cost per trip
can be obtained from the serving Distribution Networks for contract
service or from the local manager, Transportation and Networks.
Questions regarding Postal Service vehicle service should be directed
to the tccal manager, Transporiation and Networks.

Total expense. Multiply the total number of workhours against the
hourly cost for each operation, or multiply the number of trips against
the cost per trip to determine the iotal expense.

3172 Completing Part Two, Cost with Plant L.oad

a.

Workhours. Total the number of workhours required to verify, accept,
handle, transport, and distribute the volume of mail with piant load.
Include in this calculation any workhours requiring additional mail
handling, distribution, or acceptance procedures.
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b.  Number of trips. List the number of trips associated with the
transportation between faciliies. This information can be obtained from
the serving Distribution Networks far contract service or the local
manager, Transportation and Networks. Questions regarding Postal
Service vehicle service should be directed to the local manager,
Distribution and Networks.

C. Cost per hour or trip. List the employee cost per hour with salary and
benefits or vehicle cost per trip associated with net having this plant
load operation, Cost for employee workhours can be obtained from the
manager, Finance. Information concerning the cost per trip can he
obtained from the serving Distribution Networks for contract service or
the local transportation and networks manager. Questions regarding
Postat Service vehicle service (PVS) should be directed to the local
manager, Distribution Networks.,

d.  Total expense. Multiply the total number of workhours against the
hourly cost for each operation, or the number of trips against the cost
per trip to determine the iotal expense.

Calculating Total Expense

Subtract the sum of the costs in part one from the sum ¢f the costs in part
two. Enter this number in the appropriate Total Expense space on page 8. If
the number is:

L Negative, the proposed plant load passes the detailed cost
analysis and the cost analysis process is compiete.

L Positive, the proposed piant load operation fails the detailed cost
analysis test. Proceed to part three of page 6.

Section L.-3, Mail Processing Capacity

if Step B, Detailed Cost Analysis, shows a net benefit to the Postal Service,
the application will be approved. However, if Step B does not show a net
benefit to the Postal Service, and the movemant is within an inter-district
area, the local manager, Transportation and Networks, will be directed 1o
complete section L-3, Mai! Processing Capacity. Section -3 is applicable
only if the minimum volume and maximum mileage criteria are not met, and
the detailed cost analysis does not show a net benefit to the Postal Service.

PS Form 3815, Page 7

Page 7 is a continuation of page 6 and it provides blanks for the names,
titles, phone numbers, and dates of action of the individuals reviewing the
application. Page 7 provides check blocks for approving or disapproving the
application and a space to note the rationale for each decision. In the case of
an appeal, the area vice president signs this page with his or her appeal
decision. '
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PS Form 3815, Pages 8 and 9

Pages 8 and 9 cortain the formal terms of the plant load agreement and
specify particular expectations in the agreement between the mailer and the
U.S. Postal Service. Specific names, lccations, and special features of the
agreement are detaiied on these two pages, which should be completed by
the mailer when he or she submits the application.

PS Form 3815, Page 10

Page 10 provides space for additional names, addresses, and sighatures.

3-2 Completing PS Form 8015

Ogctober 2002

3-2.1

3-2.2

3-2.3

PS Form 8015, Plant-Load Vehicle Log {see Appendix F), provides an
organized format for recording the movement of vehicles (e.qg., rail vans,
highway trailers) serving a mailer’s plant in support of plant load operations.

PS Form 8015 Use

PGS Form 8015 provides the Postal Service with documentation for resolving
detention and demurrage disputes. When used in combination with PS Form
5186, Mail Movement Routing Instructions, PS Form 8015 allows Postal
Service management to trace plant loads from the mailer’s plant to the
destination processing center. This log can also be used 1o determine the
status of a vehicle that has been requested but fails to arrive, and it may be
used to demonstrate, historically, the length of time neaded to load individual
vehicles.

Note: This form may be maintained either in hard copy or in an electronic
format. If this form is created and maintained electronically, steps must be
taken to ensure that all elements listed on it are present.

Maintaining PS Form 8015

Postal Service perscnnel assigned to coordinate plant load operations and
documentation at the mailer’s ptant are also responsibie for maintaining PS
Form 8015. However, if verification is authorized at a Postal Service facility,
the business mail entry unit is responsible for maintaining PS Form 8015,

Completing PS Form 8015

The following must appear at the top of the log:
- Name of the processing plant serving the originating Post Office.
- Name of the originating Post Office serving the mailer’s plant.
n Accounting period and fiscal year.

The body of the tog must contain the following:

L] Vehicle number. Record the trailer or vehicle number as it
appears on the vehicle.
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" Destination. List the final destination.

= Inbound transportation code listed at the boftom of the page. Note
in the column the method that was used 1o deliver the vehicle
{e.q., highway contract route, Postal Service vehicle service).

» Route number. List the route number and, if available, the trip
number.

= Qutbound transportation code listed at the betfom of the page.
Note in the column the method that was used to dispatch the
vehicle.

- Unit number. List either the sequence number {1, 2,3 .. ) orx of
vy number (2/7, 3/7, 4/7 . . .} of a multi-vehicle mailing.

Arrival/Loading/Call:

| Arrival. Record the date and time that the vehicle arrived at the
plant.

= Loading. Recoerd the ioad start date and time, and the date and
time the load was compieted.

» Call. Record the date and time that the responsible transportation
dispatch person for the Postal Service was contacted to pick up
the plant-loaded mailing.

Detention Approved:

Enter 7Y™ if the authorized transportation representative for the Postal Service
has approved detention of the vehicle. Enter “N” if the authorized
transportation representative for the Postal Service has not approved
detention for the vehicle.

Comments:

Enter any information that pertains to the movement of this plant-load maiting
or vehicle. If a vehicle was detained, expiain why. If there is damage to the
vehicle, list the particulars, detailing the incident.

3-3 Completing PS Form 8017

22

PS Form 8017, Expedited Plant-Load Shipment Clearance (see Appendix B},
proves to the destination Postal Service facility that the mailing being
presented by the mailer or mailer's agent was verified and paid for at the
place of origin. Under an expedited plant load shipment authorization, the
Postal Service receives and verifies postage payment for mailabie matter at
the mailer’s plant, after which the maller transporis the shipment (at the
mailer's expense) to a destination Postal Service facility. The originating Post
Office serving the mailer’s plant verifies the mailing for classification, rate
eligibly, preparation, and presort. Expedited ptant load mailings do not gualify
for destination entry discount postage rates.
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Using PS Form 8017

Subiect to Demestic Mail Manual D020, mailers must be authorized to
transport an expedited plant load. Mailers must prepare a written request to
the Postal Service official who authorized the plant load and indicate each
destination to which the mailing will be transported. The maiter must
complete PS Form 8026, Expedited Shipment Agreement for Plant Load
Mailings. This agreement requires concurrence by both the mailer and the
Postal Service. An expedited plant load shipment does not become the
possession or custody of the Postal Service untif it is accepted as mail at a
destination Postal Service facility. The maller acknowledges that he or she
has no claim or right to a refund under this agreement,

Mailers must contact each Postal Service facility where the expedited plant
load shipment is to be deposited to arrange and obtain approval for a time
and location to deposit the shipment. Expedited plant ioad shipments must
not be entered into the Drop Shipment Appointment System (DSAS).

Instructions for Mailers

Mailers must submit PS Form 8017 {or an approved facsimile) for each
expedited plant-loaded shipment. The originating verifying Post Office must
sign and round stamp the original PS Form 8017.

Completing PS Form 8017

The Maller Information section of PS Form 8017 requests pertinent
infarmation concerning the maiter and provides a description of the mail {o be
deposited at the destination Postal Service faciiity.

- in itens 2 and 3, Mailer's Contact Name and Phone Number,
report the name and telephone numbers of the mailer's contact
who is familiar with the subject mailing and may resolve problems
possibly arising at the destination office.

= Initem 9, Number of Containers by Type, report the number of
containers to be presented fo the destination Post Office. if a
mailing consists of a combination ¢f palletized and non-palletized
mail, report the number of containers for each.

L ltem 10, Comments, can be used to show important supplemental
information concerning the mailer or the expedited plant load. For
example, you may want to include sequence numbers for postage
statements or manifests, or annotate special instructions for the
destination office.

L ltem 24, Destination Office, show the city and state name as it
appears in the applicable labeling tist from the Domestic Mail
Manual Module L. The physical address of the facility may also
be shown. If the mailing will be deposited at a bulk mail center,
show the destination bulk mail center with the address, city, and
state as they appear in the applicable labeling list from the
Domestic Mail Manual Module L.
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Submitting Mailing and PS Form 8017 to
Destination Postal Service facility

The mailer or mailer's agent must present the original PS Form 8017. An
official signature and reund stamp of the originating Post Office must be
affixed with the shipment when presenting it for acceptance to the destination
Postal Service facility, as noted in item 24. Submit a second copy if you
require documentation signed by the entry office for your records.

The mailing must be configured as it is reported in item 9 when it is presented
to the destination office and it must match the information on PS Form 8017.
The mailing must not be reconfigured in containers after verification at point
of origin. This ensures that the entry Post Office is abie to reconcile the
information on PS Form 8017 with the mailing.

Instructions for the Post Office of Origin (Office at
Which Expedited Plant Load Shipment Is Verified)

Ensure the mailer has completed ali reguired items in the Mailer Information
section and in #em 24, After verifying that all information is correct, complete
the section provided for Origin Post Office. The origin Post Office will sign,
round stamp, and return the original form to the mailer. if requested, provide
a photocopy for the mailer’s records.

Instructions for the Destination Post Office

Obtain PS5 Form 8017 from the mailer or mailer's agent and verify that your
office is the correct destination as listed in item 24,

Check the form to ensure that it is completely filled in, signed, and round
stamped by the origin Post Office. Check the integrity of the mail joad to be
sure that it is safe for unloading. Compare the shipment with the form for
ctass, number of containers, and precessing category.

Note any load condition frregularities using item 31.

i PS Form 8017 is properly completed and the information matches the mail,
accept the shipment. Complete items 25 to 31 in section titled, Destination
FPost Offica.

The completed PS Forrm 8017 is to be retained in your files for one year. If
the mailer or mailer's agent has presented 2 copies, the Destination section
on the second copy must be completed and returned 1o the mailer or mailer’s
agent.

H the mali is visibly damaged or if the shipment does not match the
information stated on PS Form 8017, the mail will not be accepted and the
origin office must be contacted to resolve the situation. Use ifems 19a and b,
20, and 21a and b to contact the origin office before accepting the mail.
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3-4 Completing PS Form 8026

Subject to Domestic Mail Manual D020, mailers must enter into an authorized
expedited plant load shipment agreement with the Postal Service before
transporting an expedited plant ioad.

PS Form 8026, Expedited Shipment Agreement for Plant-Load Mailings (see
Appendix C), is an agreement for the verification of mail at the maiier’s plant
before it is deposited in and accepted at a Postal Service facility for mailing. it
is not a contract for the transportation of mail. While postage is paid for and
calculated from the Post Office verifying the mail, an expedited plant load
shipment mailing does not enter the possession or custody of the Postal
Service until it is accepted as mail at a destination Postal Service facility.

3-41 Using PS Form 8026

The mailer and the originating office Postal Service representative are jointly
responsibie for compieting PS Form 8026.

The top of PS Form 8026 includes summary information detailing the mailer,
the mailer’s agent, title of mailing or publication, plant location, and the name
of the origin Post Office. The effective dates and the date of agreement may
be filled in, but they do not become effective until the block far USPS Area
Office Distribution Networks Concurrence (s completed and an offictal
signature is affixed.

The mailer must complete the block, Mailer Concurrence, and sign the
agreement before presenting it to the local Postal Service representative. The
local Postal Service representative is then responsibie for forwarding the form
and any recommendations that may provide additional information to the area
manager, Distribution Networks.

The area manager, Distribution Networks, will complete the section USPS
Area Office Distribution Networks Concurrence and forward a copy to the
mailer within 5 business days as documentation.

3-42 Terms

The term for an expedited plant load shipment agreement may be for a single
mailing or may be expanded to cover a loenger period of time to accommodate
a number of shipments under a single mailing. If an expedited plant load
shipment is used for other than a single one-time mailing, the plant load
agreement between the Postal Service and the mailer must be medified to
specify the mailing(s) to be expedited and the destination Postal Service
facilities where the shipments will be deposited.
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4 Administering Plant Load
Agreements

4-1 Authorized Approving Postal Officials

411 Intra-District Plant Load

The district manager, Customer Services and Sales, administers applications
for intra-district plant loads.

212 Inter-District Area Plant Load

The area manager, Distribution Networks, with the assistance of the district
managet, Customer Services and Sales, administers applications for
inter-district plant loads.

4-2 Approving Plant Load Applications

a21 Plant Load Application Approval — Intra-District
The district manager, Customer Service and Sales, approves an application
for an intra-district plant load if the following criteria are met:

- The mail for plant loading is scheduled to bypass handling at one
or more Postal Service facilities.

u The plant ioad demonstrates a net cost-savings for the Postal
Service.

n Transportation eguipment is available (see 4-3.2.1).

After the district manager, Customer Service and Sales, approves the
appiication to plant load, the district manager or a designee must notify the
mailer in writing within 5 working days from the date of the approval decision.

+22 Plant Load Application Approval — Inter-District

The district manager, Customer Service and Sales, recornmends approval
and forwards the application for inter-district plant load to the area manager,
Distribution Netwerks, for final approval if the following criteria are met;
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n The mail for plant loading is scheduled to bypass handling at one
or more Postal Service facilities.

" The plant load demonstrates a net cost-savings for the Postal
Service,

L] Transportation equipment is available.

After the manager, Distribution Networks, approves the application to plant
load, he or she or a designee must notify the mailer in writing within 5
working days from the date of the approval decision,

Effective Date

The effective date ic begin the plant load cperation is established at the time
of authorization. The start date is agreed upon after coordinating schedules
between the mailer, the plant manager, processing and distribution
center/facility, the district manager, Customer Service and Sales, and the
area manager, Distribution Networks, Once the plant load is authorized and
the mailer has entered into the agreement, plant load operations are to
commeance at the mailer’s plant no later than 60 days from the date of
authorization,

Failure to Meet Requirements

The local postmaster of the Post Office serving the mailer’s plant is
responsible for monitoring plant load operations and must notify the district
plant ioad committee If at any time a mailer fails o meet the terms in the piant
load agreement. The district plant load committee then must reevaluate the
plant load authorization.

4-3 Plant Load Responsibilities

28

4-3.1

4-3.11

Each district manager, Customer Service and Sales, must establish a
cross-functional district plant load commitiee to review plant foad applications
and address plant load issues within the district.

Action by District Manager, Customer Service and
Sales

Intra-District Plant Load

After a decision is made congerning the disposition of the application, the
district manager, Customer Service and Sales, forwards a copy to the area
manager, Distribution Networks, as information only.

Note: The area Distribution Networks will cocrdinate highway contract route
transportation with the district.
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4-4 Notifying

4-31.2

4-3.2

4-3.2.1

4-3.2.2

inter-District Plant Load

After a decision is made concerning the approval of the application, the
district manager, Customer Service and Sales, forwards a copy to the area
manager, Distribution Networks, with recommendation for approvat.

Action by Area Manager, Distribution Networks

Intra-District Plant Load

The area manager, Distribution Networks, reviews information copies of
intra-district plant load applications autherized by district managers,
Customer Service and Sales, to monitor compliance with Postal Service
standards. Noncompiiance with Postal Service standards must be brought to
the attention of the district manager who approved the application.

Inter-District Plant Load

The area manager, Distribution Networks, serving the area in which the
mailer’s facility is located approves an application for an inter-cistrict plant
load if it meets the requirements stated in PS Form 3815. The authorizing
manager must notify the destination area manager and manager, Distribution
Networks, of the approval in writing.

Mailer of Action

QOctober 2002

4-4.1

4-4.2

Each official responsibie for acting on an apptication must do so within 5
business days of receipt. The district manager, Customer Service and Sales,
must promptly notify the mailer in writing of the final action taken. if the
application is denied, the district manager must notify the mailer, specifying
the reasons for the denial and informing the mailer of the right to appeai the
denial.

Appeal Rights

Applicants have appeat rights. Applicants must be notified by letter of their
rights and the procedures to appeal a decision. If an application for plant load
is denied and it is subsequently determined that the denial is due to errors in
the original application, the mailer may appeal to the authorizing official in
writing. The authorizing official may require the mailer to complete a new
application ¢r submit the corrected information in writing as an addendum to
the original. The mailer may also appeal to and work with the authorizing
officials to correct any deficiency and thus justify reconsideration and/or
approval of the plant load application within applicable standards and
guidelines.

Appeal to Higher Authority

If the area manager, Distribution Networks, or district manager, Customer
Service and Sales, denies the application, the maiter may appeal in writing
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through his or her local postmaster to the vice president, Area Operaticons, for
the area office in which the maller’s plant is located. A mailer may alsc
appeal a decision of a field manager revoking an existing piant load
agreement. Such an appeal must be filed with the postmaster within 10
business days of the date of the mailer’s receipt of the notice of denial. The
mailer must specify in the appeal the reasons why the application shouid be
approved. The postmaster sends the file and ali pertinent information relating
to the respective appeal o the vice president, Area Operations, for review.
The decision of the vice president, Area Cperations, must be in writing and
must be promptly transmitted to the mailer and the field manager. The
deciston of the vice president, Area Operations, is final and hinding.

Commencement of Operations

The application is approved if it meets all the requirements and passes the
tests for either intra-district or inter-district area plant loads listed on PS Form
3815, If the application is approved and the mailer wants plant load
operations, the mailer must enter into a plant [oad agreement with the Postal
Service. Piant load operations may begin as specified in the agreement once
the application is approved and the mailer enters into the agreement.

4-5 Plant Load Roles

30

4-5.1

4-5.1.1

4-5.1.2

4-51.3

l.ocal Postmaster

The local postmaster must establish a detached mail unit at an authorized
mailer's ptant. The local postmaster is responsible for staffing and workhours
required at the detached mail unit and serves as advisor on local plant load
matters. The postmaster must ensure that all personnel assigned to a
mailer’s plant are trained in the policies and procedures pertaining to mail
verification, acceptance, classification, and transportation management.

Collecting Revenue

The local postmaster is ultimately responsible for ensuring that the maiter
properly prepares plant-loaded mail and for collecting all postage and fees
prior to accepting plant load mailings,

Ensuring Observation

The local postmaster must ensure that detached mail unit perscennet observe
the loading of piant load vehicles and monitor plant load operations. If, at any
time, a mailer fails to meet the requirements set forth in the Domestic Maif
Manual, the provisions of PS Form 3815, or the guidelines in this handbook,
the postmaster must promptly notify the mailer to correct the deficiency.

Reporting Mailer Deficiencies

If a maiter fails to correct a deficiency and to meet the requirements outlined
in plant load standards and policy for 2 consecutive Postal Service
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4-51.4

4-5.2

4-5.2.1

4-522

accounting periads, or for a shorter period if stipulated in the mailer's PS
Form 3815 plant load agreement, the postmaster must promptly notify the
piant manager, processing and distribution center/facility, and district
manager, Customer Services and Sales. The plant load authorization must
then be reevaluated. Postmasters must document cases in which there are
recurring problems with a mailer’s complying with plant ioad standards,

Continued Deficiency

If the mailer has been notified in writing and continues tc have occasionat
difficulty and fails to remedy the problems to meet plant load requirements,
the postmaster must present copies of the documentation and a summary of
findings to the plant manager, processing and distribution center/facility, and
district manager, Customer Service and Sales. If the managers substantiate
the findings, the district manager, Customer Service and Sales, notifies the
mailer that permanent corrections must be made within 30 days. If permanent
carrections are not made within 30 days, the district manager, Customer
Service and Sales, must take action immediately to terminate the mailer’s
plant load authorization.

District Manager, Customer Services and Sales

The district manager, Customer Service and Sales, is the plant load
application and operations coordinator within the district. This responsibility
entails coordinating, managing, and expediting the approval of PS Form 3815
within the district and maintaining all original approval documents, files, and
mailer records of district mailers and their plants in a plant load file. The
district manager, Customer Service and Sales, is also responsible for
providing copies of documents to all concerned parties as necessary, If
cantract transportation is involved, the district manager must coordinate the
transportation and logistical functions with the area office of Distribution
Networks, It is strongly recommended that the district manager, Customer
Service and Sales, establish a district plant load team or committee
composed of a cross section of Postal Service employees with different
functional responsibilities to address piant load issues within the district.

Approval Recommendation

The district manager, Customer Service and Sales, reviews all plant load
appiications and recommends approval if they meet the requirements sst
forth in PS Form 3815 Part 1, Minimum Volume and Maximum Mifeage, Part
2, Cost Savings Analysis, or, Part 3, Mail Processing Capacity.

Notification to Destination

The district manager, Customer Service and Sales, is responsibie for
notifying the destination district manager, Customer Service and Sales, and
each destination processing and distribution center/facility and area manager,
Distribution Networks, in writing or by electronic maill of new plant load
authorizations. Notification to the destination districts should include the
name and location of the authorized plant load mailer and any information
known about the products to he mailed, the frequency of mailing, and
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destination mail processing facilities and Post Offices. Identify mailings that
wilt be plant-loaded to destination Postal Service facilities on a routine
scheduie, such as weekly, bi-weekly, or monthly.

As necessary, the district manager, Customer Service and Sales, is
responsible for notifying destinations of specific intra- and inter-district
mailings by piant load notifications. The district manager, Customer Service
and Sales, must notify the area office as necessary to report changes in
staffing and workhours resulting from plant load authorizations and
terminations.

Application File

The district manager, Customer Service and Sales, maintains each original
plant load application and other eriginal documentation. Copies of approved
applications are to be distributed appropriately to managers within Customer
Service and Sales (such as sales and business mall eniry and the area
manager, customer support), the rates and classification service center(s),
and the serving area manager, Distribution Networks.

Manager, Sales/Customer Service Support and
Sales

The manager, Sales/Customer Service Suppart and Sales, must ensure that
{(a) piant load operaticns are included in sales and service objectives and (b)
account representatives and managers of business mail entry coordinate
plant load marketing efforts with processing and distribution centers/facilities
and the serving area Distribution Networks.

Account Representative

Account management entails researching customer account needs. Account
representatives are the account managers for all majer accounts within their
district. As such, they promote plant load operations where they appear
feasible and enhance service in the interests of the Posial Service and the
mailer. Account representatives work with field processing and distribution
personnel to determine if conversion of an account to plant load can be cost
effective to the Postal Service.

The marketing of products and services, including plant load, must be
coordinated through the account representatives. Under the consultative
account management sales and service team approach, the account
representative who manages the account, in conjunction with the manager,
Business Mail Entry, must coordinate the mailer’s need for technical
assistance.

Manager, Finance, Customer Service District

The manager, Finance, provides information and guidance o managers
responsible for authorizing plant load operations. If requested, the manager
helps determine the cost of planned plant load operations. It is the manager’s
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4-5.6

4-5.6.1

4-5.6.2

4-5.6.3

responsibility to ensure that the financial impact to the Posta! Service is a
deciding factor in providing plant load service.

Area Manager, Distribution Networks

The area manager, Distribution Networks, authorizes transporiation services
in support of plant load mailing requests when it is determined that the
plant-loaded mailing results in a benefit to the Postal Service. For authorized
plant loads, area managers, Distribution Networks, must provide
transportation equipment that accommodates the mailing and satisfies the
service commitment of the Postal Service. The area manager, Distribution
Networks, may not authorize transportation services in support of a
plant-loaded mailing that cannot be determined to benefit the Postal Service
of in cases in which the required amount of transportation equipment to serve
the plant load is unavaiiabie.

The area manager, Distribution Networks, must acquire additional
transportation equipment # possibie, and justify a cost benefit. The area
manager, Distribution Networks, recommends action on a plant load
application by completing section L, Plant Load Cost Analysis, number 4,
Action, of PS Form 3815.

The Distribution Networks office is respansible for providing the information
necessary for completing part H, Plant Load Authorization Worksheet, step 3,
Determining Percent of Vehicle Capacity, and the date in part M.

Recommendation and Notification

The area manager, Distribution Networks, reviews and verifies completed
parts of PS Form 3815 for accuracy within the scope of the Distribution
Networks expertise. When an item correction affects the outcome of the
application process, Distribution Networks will make the correction and return
the plant load reguest form back to the prior approving office for further
evaluation. When the correction does not affect the outcome of the
application process, Distribution Networks will make the correction, initial it,
and proceed with the approval process. After reviewing, Distribution
Networks notifies the origin postmaster and the processing and distribution
center/ffacility of its evaluation and decisions and forwards the originai
completed application to the district manager, Customer Service and Sales.

Administrative QOfficial

The area manager, Distribution Networks, must designate an administrative
official responsible for transportation contracts for ptant-loaded mailings. Far
information regarding the responsibilities of administrative officials for
highway contracts, refer to Handbock PO-501, Highway Contract Houte
Administration.

Delay in Authorization

When the reason for not authorizing plant load operaticns is the unavailability
of contract transportation or equipment, Distribution Networks must document
its attempt to obtain the necessary transportation and equipment. If
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Distribution Networks cannot obtain a commitment for transportation support,
they will forward copies of the decumentation supporting its claim to the
gistrict manager, Customer Service and Sales, with either a recommendation
for denial or an alternative solution. Distribution Networks must act on the
application within 5 business days from receipt.

Plant Load Notifications

A piant load nofification is a broadcast advising destination offices of the
actual or planned dispatch of plant load mail volumes. Distribution Networks
must provide a plard load notification to destination offices, in writing or by
electronic mail.

Notifications for specific dispatches are not necessary when dispatches are
recorded In fransportation and logistics operations information systems such
as the Transporiation Information Management and Evaluation System
(FIMES} or the Rail Management Information System (RMIS). This
natification must include information about plant-lcaded mailings such as
origin plant name and location; title of mailing; mail class or makeup; unit
number; unit weight; planned dispatch, destination, and arrival dates;
vehicle contents; reguested in-home date; and routing for individual
inter-district mailings. Distribution Networks may delegate responsibility for
issuing plant load netifications to a processing and distribution center/facility,
a detached mail unit, or other local office if the office agrees.

Distribution Networks is responsible for overseeing plant load notifications at
these sites. The district manager, Customer Service and Sales, decides
whether plant load notifications are applicable to destination offices receiving
intra-district plant load mailings. Notification for intra-district mailings, whether
written or verbai, is the responsibility of the district.
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5 Ppilant Load Actions

5-1 Reasons for Plant Load Application Disapproval
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5-1.2

Plant load applications may be disapproved for several reasons, some of
which include the following:

a. Information provided by the maiter does not fulfill the requirements set
forth in PS Form 3815, section |, inter-Service Area Plant-L.ocads
Request, or section J, Intra-Service Area FPlant Loads Request.

.  The mailer does not qualify under the Cost Analysis Matrix, section K,
Plant-load Authorization Worksheet, in PS Form 3815.

C. The area manager, Distribution Networks, at the area office determines
that transportation eguipment is not available or is incompatible with the
mailer’s physical plant.

d.  The district manager, Customer Service and Sales, cannot
accommeodate the verification functions at the mailer’'s plant.

Notice to the Mailer

When the district manager, Customer Service and Sales, disapproves a plant
load application, he or she will notify the mailar in writing within five working
days from the date of the decision.

The plant manager, processing and distribution center/facility, must act on all
applications within 5 business days of receipt. If the plant manager,
processing and distribution centerffacility, disapproves an application, he or
she must notify the mailer in writing of the decision, specifying the reason for
disapprovat and informing the mailer of his or her appeal rights. The plant
manager, processing and distribution center/facility, will send copies of this
correspondence to the initiating local postmaster; the area manager,
Distribution Networks; and the district manager, Customer Service and
Sales.

Revocation

A postmaster; district manager; facility manager; area manager, Distribution
Networks; or other Postal Service manager initiates revocation of the plant
load agreement, to include suspension of plant load operations, any time the
mailer fails to meet the requirements of the Domestic Mail Manual, the plant
load agreement, or this handbook. A Postal Service manager initiates
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revocation of a plant load agreement by notifying the district manager,
Customer Service and Sales, in writing, of the mailer's deficiencies and
recommending action.

Plant Closings

Mailers must notify the Postal Service in advance of plant closings. Any time
a mailer notifies the U.S. Postal Service that a plant load operation is to be
closed, the corresponding plant load agreement is revoked and plant ioad
operations are terminated to coincide with the date of the plant closing. i the
Postal Service was not notified and subsequently becomes aware that a
mailer has closed a plant load operation, the Postal Service will immediately
revoke the mailer's plant load agreement for the closed plant and terminate
any outstanding provisions for piant load aperations at the affected areas.

When a mailer has multiple piants included in a single plant load agreement
and repeatedly fails 1o notify the Postal Service in advance of plant closings
covered by the agreement, the Postal Service may suspend the mailer’s piant
load agreement. Suspension would include all of the mailer’s plants in the
agreement until such time that the Postal Service is assured the mailer will
provide proper notification. The Postal Service manager receiving nctification
from a mailer of a plant closing must promptly notify the district manager,
Customer Service and Sales, and the area manager, Distribution Networks,
of the service area of the mailet’'s plant, and coordinate any necessary action.

Changes in Ownership

Mailers are required to notify the Postal Service in advance of changes in
ownership. Whenever a mailler notifies the Postal Service that a plant load
operation is changing ownership and the legai obligations of the PS Form
3815 holder are affected, the corresponding PS Form 3815 is invalid. A new
PS Form 3815 must be execuied with the new owner to coincide with the
date of the change in ownership. If the Postal Service is not notified and
subsequently becomes aware of a change in ownership of a plant lpad
operation, the district manager, Customer Service and Sales, must work with
the processing and distribution center/facility serving the mailer’s plant and
review for compliance with the Domestic Mail Manual and this handbook. The
current owner must enter into a separate PS Form 3815 with the Postai
Service within 30 days o continue operations with plant load privileges. The
plant manager, processing and distribution center/facility must promptly notify
the district manager, Customer Service and Sales, and the Distribution
Networks office of any changes in ownership of authorized plant load mailers
within the service area of the district and coordinate any necessary action.

Notification

Before revoking a mailer's PS Form 3815 and suspending plant load
operations, the district manager, Customer Service and Sales, must notify the
mailer in writing of the discrepancy, the need for corrective action, and, based
on the severity of the discrepancy, an appropriate period of time in which the
mailer must correct the deficiency. If the mailer fails to correct the deficiency
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5-1.6

within the time allotted, the manager, Customer Service and Sales,
immediately rescinds the mailer’s plant load authorization, suspends the
mailer's plant load operations, and notifies the mailer of the appeai rights and
procedures provided for in this handbook.

Reinstatement

The district manager, Customer Service and Sales, may reinstate the mailer’'s
plant load privileges pravided the mailer’s plant load operations are reviewed
to ensure that the deficiency has been corrected and that reinstated plant
load operations comply with the Domestic Mail Manual, the plant load
agreement, and this handbook. The district manager, Customer Service and
Sales, may be directed to reinstate plant load privileges for a maiter upon
netification from the vice president, Area Operations, or a designee, that a
maiter’s appeal is sustained,

5-2 Termination of Plant Load Agreement

October 2002

5-2.1

5-2.2

The Postal Service may terminate a plant load agreement whenever a mailer
receives notice that a final appeal is denied and that the agreement will be
terminated, or whenever the mailer fails to do any of the following:

a. Remit payment within 30 calendar days of receiving a bill for
reimbursable nonpostal services {untess an appeal is pending a
decision}.

b.  File an initial appeal within 30 calendar days of a request to remit
payment for reimbursabie nonpostal services.

c. Remit payment within 15 calendar days of receipt of the administrative
office’s initial decision,

d.  File a final appeal within the specified time limit,

Note: For a full description of the collections process and the role of
the administrative office, see 6-5.

Action by Administrative Office

The administrative office must notify the mailer that action is being taken to
terminate the plant load agreement because he or she failed to remit
payment, file a timely appeal, or the appeal was denied at a higher level. The
administrative office must notify the district manager, Customer Service and
Sales, promptly, in writing that actions to terminate the agreement have been
intiated. The administrative office will assemble and forward documentation
and/or evidence, along with recommendations, 1o the district manager,
Customer Service and Sales.

Action on Administrative Office Recommendation

The district manager, Customer Service and Sales, wili review the information
provided by the administrative office recommending the termination of the
plant load agreement. If the claim has not been appealed to the vice
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president, Area Operations, the district manager, Customer Service and
Sales, will work with the mailer’s account representative and the
administrative office {o initiate action to terminate the maiter's plant load
agreement within 2 weeks,

Notice to Postal Service Officials Concerning
Termination
Upon nofification of a decision to terminate a plant load agreement, the

district manager, Customer Service and Sales, will in turn notify the following
individuals of the effective date of termination in writing:

u Qrigin postmaster.
L Area manager, Distribution Networks.
L Manager, processing and distribution center/faciiity.
» Manager, rates and classification service center.
The district manager, Customer Service and Sales, must coordinate the

termination action within 2 weeks of the decision with all offices involved
making sure to involve the mailer’'s account representative,

Notification to Mailer

The district manager, Customer Service and Sales, must notify the mailer in
writing of the effective date of termination of plant load operations and aiso
must advise the mailer of reapplication procedures. The leiter must be sent
by certified mail with a return receipt requested to provide documentation that
the mailer received it.

Reapplication

Mailers whose plant load operations are terminated for nonpayment of
non-Postal Service charges may reapply for plant load operations only after
payment or settlement of the ciaim has been resolved.

5-3 Plant Load Agreements — PS Form 3815 Appeal

38

Rights

531 Appeal Rights

When the mailer has been notified in writing that the application has been
denied, he or she may formally request that the decision be reconsidered.

If an application for plant load is denied and it is determined that the denial is
due to errors in the original application, the mailer may petition the
authorizing official in writing and expiain the error. The authorizing official may
require the mailer to compiete a new application or submit the corrected
information as an addendum to the original appiication.
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5-3.1.1

The mailer may also appeal to the authorizing officials with corrected
deficiencies that may justify reconsideration and/or approval of the plant load
application within applicable standards and guidetines.

i the plant manager, processing and distribution centerfacility, or district
manager, Customer Service and Sales, denies the application a second time,
the mailer may appeal 1o higher Posial Service management, as discussed
below,

Appeal to Higher Postal Service Management

When a mailer has been notified in writing that the application is denied, he
or she may petition the vice president, Area Operations, or a designee for the
area in which the mailer’s plant is located. Mailers may appeal decisions
made by field managers to revoke existing plant load agreements. These
appeais must be fited in writing with the vice president, Area Operations, or a
designee within 10 business days from the mailer's receipt of the notice of
denial. The mailer must specify in the appeal reasens why the application
should be approved.

When the vice president, Area Operations, or a designee receives an appeal
from a mailer whose application was denied by the field manager, the vice
president, Area Operations, or a designee must assign it a docket number,
The vice president, Area Operations, or a designee directs the field manager
to transmit the file and all pertinent infermation relating to the respective
appeal for review. The vice president, Area Operations, or a designee must
oromptly transmit his or her decision to the mailer and the field manager in
writing. The decision of the vice president, Area Operations, ar designee is
final.
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6-1 Transportation Strategies

October 2002

6-1.1

Distribution Networks Office

No single transportation mode is considered best for plant loads. The
Distribution Networks office in the area where the mall originates decides
which mode to use. The Distribution Networks office schedules transportation
by selecting the most efficient and least costly modes meeting the service
objectives for the class of mail being plant-toaded.

Manager, Distribution Networks

The manager of the Distribution Networks office for the area in which the
originating Postal Service facility serving the mailer’s plant is located is
responsible for the following:

a.  Coordinating inter-district transportation with the corresponding
Distribution Networks office in the receiving area.

b. Reviewing and completing plant load applications forwarded to the area
office.

. Planning the transportaticn mode and equipment to be used and
establishing a start date for plant load operations.

d. Establishing and maintaining records concerning costs, equipment, and
justification for the approval or disapproval of all plant lead applications.

e.  Administering the transportation contract serving the mailer's plant and
determining the charges the mailer must pay for contract
transportation-related costs.

1, Determining the continued eligibility for and compliance of mailers with
approved plant load agreements, as appropriate.

g.  Heviewing approved plant load operaticns to ensure that the benefits
originally derived from the plant foad authorization continue and that the
operations conform to applicable transportation regulations and poficy.

Note: The manager, Transportation and Networks, at the origin
processing and distribution center coordinates transportation changes
for inter-cistrict area plant load operations.
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Holding or Delaying Vehicle Dispatch

In general, uniess it is deemed unsafe, vehicles should not be held or
delayed for dispatch without prior arrangement. The Postal Service wili not
hold, store, or otherwise delay the dispatch of plant load mail released to the
Postal Service except as otherwise specifically provided in a plant load
agreement with the mailer. Moreover, the Postal Service will not instruct its
transportation contractor to hold, store, or otherwise delay the transportation
of plant load mait or allow a contractor to tgke such instructions from a mailer.

Delay Caused by the Mailer

When vehicles are held or delayed as a resuit of an action by the mailer, the
Postal Service imposes a detention charge {see 6-4.1). Mailers providing at
least 24 hours of advance notice ¢ detain vehicles are allowed 24 hours of

free time with no detention charge.

Service Failure

The Postal Service tries to achieve the established delivery commitments as
listed in the Domestic Mail Manual. When planned and agreed to in advance
on PS Form 3815, Plant-Load Authorization Application, Worksheet, and
Agreement, the Postal Service will target the requeasted in-home delivery
dates for the mailer. However, the Postal Service assumes no responsibility if
a mailing fails to meet a planned in-home delivery date, especially if the
mailer held or delayed dispatch of the mailing.

Documentation

Postal Service detached mail unit (DMU) employees are responsible for
maintaining logs pertaining to a mailer's use of postal-furnished
transportation and equipment, DMU clerks document whether a mailer may
be liable for delay, detention, bobtailing (traveling without a trailer),
deadheading (traveling with an empty trafler), or waiting/holding costs. DMU
clerks should use Appendix D, identification of Vehicle and Drayage Cosis,
as a template for presenting this information. DMU clerks may be called on to
present evidence and documentation to Distribution Networks or an
administrative official designated to collect payment from the mailer. The
Distribution Networks or administrative office {see 6-5.2) is responsible for
determining the actual charges to be billed to the mailer.

RMIS Form 5186, Mail Movement Routing
Instructions

When possible, use the Rail Management Information System (RMIS) RS
function to generate RMIS Form 5186, Mail Movement Routing Instructions,
or to obtain a hard copy of PS Form 5186 from the serving Distribution
Networks office. Record vehicles dispatched via rail transportation into RMIS
directly, through the Transportation Information Management Evaluation
System, or according to the procedures established by the bulk mail center
manager in coordination with Distribution Netwarks. Handbook PQ-505, Rail
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6-1.8

Management Information System Quick Reference Guide, contains further
information regarding the use of RMIS.

Relocation of Vehicles

The Postal Service does not relocate vehicles, nor does the Postal Service
instruct its contractors to relocate vehicles at a mailer’s plant. The mailer
may, however, arrange with a Postal Service contractor to provide vehicle
relocation services outside of the contractor’s Postal Service contract
obligations and under obligation to the mailer. The mailer pays the contractor
directly for this service.

6-2 Vehicle Makeup

Octaber 2002

6-2.1

6-2.2

6-2.3

Determination of Vehicle Makeup Requirements

The makeup requirement for plant load vehicies is determined by the
destination of the mailings accepted by the Postal Service at the mailer’s
plant. When possible, mailers shouid combine mailings in vehicles as a
means of preparing the finest depth of sort.

Intra-District Plant Loads

Intra-district plant-loaded vehicles must;
a.  Fill 50 percent or more of a vehicle by weight or cube.

b. Be scheduled o travel 150 miles or tess in one direction from the
mailer’s plant to a destination Postal Service facility.

C. Bypass mail handiing at the local origin Post Office or other local
acceptance facility.

d. Have a destination within the origin service area of the mail processing
facility serving the mailer’s plant.

e. Be approved by the district manager, Customer Service and Sales, as
cost effective for the Postal Service.

Inter-District Plant Loads

Irer-district area plant-ioaded vehicles must:
a. Fill 60 percent or more of the vehicle by weight or cube.

b.  Be scheduled to travel 275 miles or less in one direction from the
mailer’s plant to a destination Postal Service facility.

c. Bypass mail handling at the loca! origin Post Office or at least one cther
acceptance facility.

d.  Have a destination Postal Service facility outside the district of the mail
processing facility serving the mailer’s plant.

e. Be approved by the area manager, Distribution Networks, as cost
effective for the Postal Service.
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s24 Single Mailing

Mailers must prepare inter-district area plant-loaded vehicles containing a
single malling in accordance with the Postal Operations Manual, (POM),
section 327 and the foliowing requirements for the proper class, destination,
and type of mail.

6-2.41 First-Class Mail and Periodicals

a,

When there is encugh mait addressed to the same sectional center
facility service area to fitt 60 percent or more of a vehicle’s capacity by
weight or by cube, the maiter must prepare a direct vehicle for that
sectional center facility.

When, after preparing all possible sectional center facility vehicles,
there is enough mail addressed to the same area distribution center to
fitt 60 percent or more of a vehicle’s capacity by weight or by cube, the
mailer must prepare a direct vehicle for that area distribution center.

The Postal Service transports all mail remaining after the preparation
requirements above are met using appropriate transportation to the
Postal Service facility selected by the Distribution Networks office.

The mailer agrees to withhold all mail for local processing and to
comply with local instructions for loading and dispatching of mail in
accordance with instructions from the local manager, Transportation
and Networks.

8-24.2 Standard Mail and Package Services

a.

44

When there is enough mail addressed to the same sectional center
taciity service area to fill 60 percent or more of a vehicle's capacity by
weight or by cube, the mailer must prepare a direct vehicle far that
sectional center facility,

When, after preparing all possible sectionat center facility vehicies there
is enough mail addressed to the same busk mail center or auxitiary
service facility service area to fill 60 percent or more of a vehicle’'s
capacity by weight or by cube, the mailer must prepare a direct vehicle
for that bulk mai center or auxiliary service facility,

All mail remaining after the above preparation reguirements are met is
transported by the Postal Service using appropriate transportation, to
the Postat Service facility selected by the area Distribution Networks
office.

The mailer agrees to withhold all mail for local processing and to
comply with instructions from the local manager, Transportation and
Networks, for loading and dispatching mail.
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625 Vehicles Containing Two or More Mailings

6-2.51

6-2.5.2

Originating Vehicles

Two or more mailings that separately have insufficient volumes to warrant
preparation of destination vehicles may be combined to make up an origin
vehicle,

Destination Vehicle

If 2 or mare mailings separately have insufficient volume to require
destination vehicle preparation, maiters may combine them according to the
preparation requirements described in the following sections.

a.

If the collective volume addressed to the same sectional center facility,
area distribution center, or automated area distribution center is enough
to fill the vehicle by weight or cube, mailers must prepare destination
vehicles with the appropriate class of mail to the sectional center
facility, area distribution center, or autormated area distribution center.

If 2 or more mailings that separately have insufficient volume to il 680
percent or more of a vehicie's capacity (by weight or by cube), mailers
must combine them to make up a single destination vehicle.

If 2 or more mailings separately have insufficient volume to require
destination vehicle preparation, matlers must combine them in
accordarnce with the following preparation requirements:

{1)  Henough mail (a minimum of 28,000 pounds and/or 2,000 cubic
feet) is addressed to the same area distribution center service
area, the mailer must prepare a direct vehicle for the area
distribution center.

{2) 1f enough mail to fill 60 percent or more of a vehicle’s capacity by
weight or by cube (a minimum of 28,000 pounds and/or 2,000
cubic feet) is addressed to the same bulk mail center or auxiliary
service facility service area, the mailer must prepare a direct
vehicle for that bulk mail center or auxiliary service facility.

(3) In addition, the mailer will withhold ail mail for local processing to
comply with instructions from the local manager, Transportation
and Networks, for leading and dispatching of mail,

(4} if all of the above preparation requirements have been met, the
Postal Service will transport remaining mail to the Postal Service
facility selected by the Distribution Networks office.

Note: if, when authorized, there is enough mail for the same airmail
center destination to fill 80 percent or more of a vehicle by weight or by
cube, mailers may prepare vehicies from their own plant directly to the
airmail center and bypass the local processing and distribution
center/facility.

45



6-3

Plant Loading Authorization and Procedures Guidelines

6-3 Transportation Equipment and Vehicle Use

46

6-3.1

6-3.2

6-3.3

Highway Mode of Transportation

Transportation supporting plant load operations may be furnished by Postal
Service vehicle service (PVS) or under a Postal Service transportation
contract, provided the poticies below are followed:

a.  Alltransportation furnished by PVS must operate under the provisions
of national labor union agreements and meet the requirements of the
POM.

b.  Alltransponriation coniracted to support plant load operations must be
procured according to the regulations in the Postal Service Purchasing
Manual, and Handbook PO-513, Mail Transportation Procurement
Handbook. Transportation provided under contract must operate within
the terms, conditions, specifications, schedules, and frequencies in the
contract established between the coniracting officer and the
transportation contractor.

. Transportation provided under contract must operate within policy set
by the headquarters manager, Nationa! Mail Transportation Purchasing,
for the respective method of transportation and the designated
contracting officer.

Defective Vehicles

Vehicles that have been assigned to Postal Service control but fail to meet
minimum safety standards are not to be accepted unless authorized by an
official representative of the area Distribution Networks cffice; the iocal
manager, Transportation and Networks; or the PVS supervisor. If such
vehicles are accepted, the authorized accepting official arranges for the
necessary improvements to make the vehicle roadworthy.

I a problem is discovered after a vehicle is loaded, repairs must be made
prior o dispatch. Every attempt should be made to repair the vehicle so as
not to delay the shipment. If suitable repairs cannot be made within
acceptable time limits, transfer the shipment inic an acceptable vehicle. In
the event that the driver is unsure of rcadworthiness, obtain guidance from
the origin Distribution Networks office or PVS supervisor.

Contract Route Equipment Problems

Problems with highway contract route, railroad-furnished, or postal-provided
equipment must be documented and reported immediately to the origin area
Distribution Networks office for resolution. With guidance from this office,
implement alternatives and solutions to effectively resolve the plant load
eguipment problem,

Handbook PO-512



Plant Loading Authorization and Procedures Guidelines 6-4.1

6-3.4

PVS Equipment

Problems with PVS equipment should be documented and reported to the
PVS dispatch office, the driver, and the manager responsible for PVS
operations and/or the local manager, Transportation and Networks.

Note: Under exceptional circumstances, such as dispatching a
roadworthy vehicle to a repair facility (e.g., wall/roof repairs), the PVS
dispatcher; the local manager, Transportation and Networks; or the
area manager, Distribution Networks, may authorize dispatch of
vehicles not meeting the requirements of this section.

6-4 Charges for Nonpostal Transportation Services

October 2002

6-4.1

The Postal Service charges plant load mailers for nonpostal transportation
services when these charges are incurred because of the mailer.

These services include, but are not limited to, the following:

a. Detention of vehicles furnished by the Pastal Service or is agenis.

b.  Bobtailing and deadheading.

¢.  Waiting or hoiding.
Note: The Postal Service does not charge for nonpostal transportation
services initiated by the Postal Service, nor does it charge for users

charges related to moving raiiroad vehicles beyond the commercial
zone of a railrcad terminus.

Detention

The Postal Service charges plant load mailers for the detention of vehicles
furnished by the Postal Service when the detention is initiated by the mailer
and any of the following apply:
" The mailer detains vehicles langer than the time period necessary
{0 load them (generally, a maximum of 4 hours fo bed load).

n The matler does not submit a timely request to detain vehicles
(requests must be submitied at least 24 hours before the
requested date and time of the vehicle’s arrival).

" The mailer detains vehicles ionger than the 24-hour or extended
free time period agreed to in the advance request.

Mailers wishing to detain vehicles may enter into agreements directly with
transportation carriers; however, the Postal Service assumes no
responsibility in these agresments. Mailers that are parties to these
agreements must load vehicles according to dispatch and routing instructions
issued by the Distribution Networks office serving the mailer’s plant. Mailers
failing to follow these instructions are liable to the Postal Service for any
excess cost incurred by the Postal Service as a result.
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Advance Requests to Detain Vehicles

Although detention of vehicles is generally applicable only to rail trailers, the
Postal Service may make highway trailers available i limited instances.
Distribution Networks must authorize requests to detain highway contract
trailers.

Plant load mailers wishing to detain vehicles longer than the time necessary
ta load them (generally a maximum of 4 hours te bed load) must make their
request to the Postal Service at least 24 hours before the requested date and
time of the vehicle’s arrival at the plant. The mailer must agree to pay the
Postal Service for detaining vehicles. The Postal Service must approve the
request before the vehicles are sent to the matlier's plant. As noted below,
mailers detaining vehicles with advance notification and approval are allowed
a free time period before the accrual of any detention charges.

Free Time Period

Mailers that have obtained advance approval to detain a vehicle are allowed
a free time period before accrual of detention charges. Mailers are allowed 24
hours from the date and time the vehicle arrives at the mailer’s plant or the
date and time the mailer reguests the vehicle to arrive — whichever is later.
Saturdays, Sundays, and postal-observed holidays are granted in addition tc
the 24 hours.

For example, if a vehicle arrives at 5:00 p.m. Friday, the free time period
would end at 5:00 p.m. on Mcnday, or 5:00 p.m. on Tuesday, if Monday is a
holiday. When a {ransportation contract includes free time in excess of 24
hours, the Postal Service will not charge the mailer for the additional hours.
However, the mailer is liable for charges occurring after the extended free
fime period expires.

Calculating Detention Charges

Subject to 6-4.1.2, the Postal Service calculates charges differently for each
mode of surface transporiation: highway, rail, cormmon fleet, and Postal
Service vehicle service.

a.  Highway transportation — Calculate the charge for each highway
transportation vehicle by multiplying the actual daily contract use cost of
the vehicle to the Postal Service by the number of detention periods.

b.  Rail transportation — Calculate the charge for each rail transportation
vehicie by multiplying the daily demurrage — or the detention charge
payable by the Postal Service to the rail transportation contractor
furnishing the vehicle — by the number of detention periods.

. Common fleet vehicles — Calculate the charge for each common fleet
vehicle by muitiplying the daily contract cost by the number of detention
periods.

d.  Postal Service Vehicle Service — Calculate the charge for PVS
vehicles by determining a like rate for the market area in which the
mailer is located and multiplying this number by the number of
detention periads.
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October 2002

6-4.2

6-4.2.1

8-4.3

6-4.3.1

6-4.4

5-4.41

6-4.4.2

6-4.4.3

Bobtailing and Deadheading

The Postal Service charges plant load maiters for a scheduled bobtail
{traveling without an attached trailer} and/or deadhead {fraveling with an
attached empty trailer) when the mailer initiates the bobtail or deadhead and:

a.  The bobtail or deadhead is in addition to the one round trip per vehicle
allowed free-of-charge.

b. Mailers request detention of vehicles, and this results in an expense to
the Postal Service for positioning vehicles for preloading at the mailer’s
plant.

Note: The mailer providing a return load does not gliminate the excess
transportation cost of spotting the trailer.

Calculating Bobtailing and Deadheading Charges

Refer to the contract betwaen the Postal Service and the mailer for bobtailing
and deadheading charges.

Waiting and Holding

The Postal Service charges plant load mailers for waiting or holding when
this action is initiated by the mailer. Waiting and holding occurs when the
mailer detains a shipment even though a Posial Service driver is available at
the mailer’s plant.

Calculating Waiting/Holding Charges

Refer to the contract between the Postal Service and the mailer for
waiting/holding charges.

Other Charges

In addition to the fees described above, the Postal Service also charges plant
load mailers for actions including, but not limited to, those outlined in this
section.

Equipment Damage

The Postal Service charges mailers for damage to Postal Service-furnishad
equipment caused by the mailer or the mailer's employees or agents.

Misuse

The Postal Service charges mailers when a vehicle is returned to a rail ramp
other than the owning railroad’s origin ramp because a mailer did not follow
Postal Service instructions for loading a railroad-owned vehicte.

Administrative Fee for Postal Service-Furnished Vehicles

Mailers obtaining vehicles by their own means and under use agreements
separate from the Postal Service use agreements are charged an
administrative fee if the vehicles are tendered to the Postal Service as mait

48



6-4.4.4

68-4.4.4

Plant Loading Authorization and Procedures Guidelines

for rail transpertation. The Postal Service may waive collection of this fee in
certain circumstances or for particular types of vehicles (see Management

Instruction PO-540-1999-1, Traller Repositioning Program, dated February
13, 1999).

Excess Transportation Cost for Postal Service-Furnished
Vehicles

When mailers independently obtain and load fransportation vehicles and
subsequently tender them to the Posiat Service for rall transportation, they
are liable for any higher difference in line haut rate charged to the Postal
Service, The rall contractor charges a higher rate because the vehicle is
considered a Postal Service-furnished vehicle under the terms of the
governing rail transportation contract. The charge is equal 1o the Postal
Service-fumnished rate minus the rail-furnished rate.

6-5 Collection of Payments for Nonpostal Transportation

50

Services

6-5.1

6-5.2

Post Offices and Managers, Transportation and
Networks, at Processing and Distribution Centers

Post Gffices are responsible for forwarding information related to nenpostal
transportation charges (except PVS charges) to the administrative office in a
timely manner. See 6-4 for a description of the charges and how to calculate
them.

The managers, Transporiation and Networks, at processing and distribution
centers are responsible for obtaining PVS transportation charges to be billed
to a maiter and forwarding this information to the administrative office. See
6-4.1.3.d for information on how to calculate PVS charges.

Administrative Office

The administrative office is responsible far coordinating collection of
payments for nonpostal transportation services. The administrative office is
usually the area Distribution Networks office, but Distribution Networks may
delegate this responsibility to the serving field office (processing and
distribution center/facility or customer service facility). The administrative
office’s responsibiiities include the following:

a. Preparing P8 Forms 1902, Justification for Billing Accounts Receivable.
b.  Tracking accounts receivable to ensure payment has been received.

c. Reconciling differences and disputes between the Postal Service and
mailers.

d. Reconciling differences between accounts receivable and payments
with the 8t. Louis Accounting Service Center {ASC).
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6-5.2.2
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e. Maintaining files appropriate to the collection of payments for nonpostal
transportation services.

When Distribution: Networks delegates administrative office responsibility, it
must provide the office with ali applicable contract transportation cost
information used in the billing process and cost information updates, as
necessary.

Record Keeping

The administrative office must keep a record of hillings to, collections from,
and correspondence with each mailer incurring nonpostal transportation
charges. The administrative office must include customer, accounts
receivable, and/or invoice numbers an all correspondence and direct mailers
to include these numbers on their correspondence and payments.

Biliing
The administrative office initiates billing as follows:

a.  Determine the total amount to be bilied to the mailer (see 6-4) using
information provided by Post Offices and the managers, Transporation
and Networks, at the processing and distribution centers,

b. Fill in PS Form 1902, Include the complete name, address, and tax
identification number (TiN) of the maiier (debtor); the amount of debt:
the Post Office or processing and distribution center name and finance
number that incurred the expense; and the appropriate account code
to debit or credit on billing. For example, credit account 53148 for a rail
trailer detention invaice. The finance numbers and account codes
identified on PS Form 1902 must be the same as those originally
charged by the Post Office or processing and distribution center
incurring the expense.

Information included on PS Form 1902 and in accounts receivable must
be itemized to the maximum extent possible to enable a mailer to
readily identify charges. If necessary, attach additional documentation
to PS Form 1802,

C. Compile supporting documentation as follows:
(1)  Alst of charges sub-totaled by type (see section 6-4)

(2y  Correspandence from the field offices stating charges incurred
and amounts.

d. Submit the original PS Form 1902 and a copy of the supporting
documentation to the St. Louis ASC at:

ST LOUIS INFORMATION SYSTEMS SERVICE CENTER
ACCOUNTING SERVICE CENTER TRANSPORTATION
US POSTAL SERVICE

PG BOX 80191

ST LOUIS MO 83180-9191

e. Notity the originating postmaster and the originating district manager,
Customer Service and Sales, via e-mail that you are submitting PS
Form 1802 for a given mailer {provide name) to the St. Louis ASC.

51



6-5.2.3

52

6-5.2.3

6-5.2.4

6-3.3

Plant Loading Authorization and Procedures Guidelines

f. Send a copy of the form, supporting documentation, and the

instructions below to the maiier. This provides the mailer additionat time
to reconcile the billed amount against the mailer's records. Include
these instructions:

(1) Coniact the administrative office regarding discrepancies.

(2) Do not send payment to the administrative office. Wait until the
maiter receives an invoice 1o remit payment and then send
payment to the following address:

USPS DISBURSING OFFICER
ACCOUNTING SERVICE CENTER
PO BOX 21888

EAGAN MN 55121-0888

Make checks payable to the U.S. Postal Service.

(3) Include the customer, accounts receivable, and, where
applicable, the invoice number on correspondence and
payments,

Payments Sent to the Administrative Office in Error

lf a mailer sends payment directly to the administrative office in error, the
administrative office indicates the receivable number on the mailer’'s payment
and forwards the payment to the Eagan ASC disbursing officer at the address
below with a copy of PS Form 1803, Invoice and Statement, if available:

USPS DISBURSING OFFICER

ACCOUNTING SERVICE CENTER

PO BOX 21888

EAGAN MN 55121-0888

Mailer inquiries

Administrative offices should supply the following information in response to
mailer inquiries:

a.  Make checks payable to the U.S. Postal Service.

b.  Mail checks to the following address:

USPS DISBURSING OFFICER
ACCOUNTING SERVICE CENTER
PO BOX 21888

EAGAN MN 55121-0888

St. Louis ASC

The St. l.ouis ASC creates an accounts receivable record in the Postal
Service accounting system. It alsc sends out weekly invoices, monthly
summary statements, and follows up on delinquent payments.
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6-5.3.1

6-5.4

Delinquent Accounts

The St. Louis ACS follows the following steps for delinguent accounts:

a,  Typically, mailers must remit payment within 30 calendars days of
receiving an invoice.

b, Accounts not paid within this timeframe are considered delinquent and
an automated dunning letter is sent to the debtor.

c. Accounts that remain unpaid for an additionat 30 days are sent a
second dunning letter.

d.  Atthis point, the account is flagged to be turned over to an external
coliection agency.

e.  Accounts are referred to a collection agency for 6 months.

f. Accounts that are returned from the collection agency with an
outstanding balance exceeding $99 are forwarded to the Treasury

Offset Program {TOPS} 1o be offset against funds that may be due the
debtor.

Failure to Remit Payment

Mailers failing to remit payment within 30 calendar days of receiving an
invoice for a nonpostal transportation service, or that fail to file an appeal, are
suibject to finance charges, termination of their piant load agreement, and to
the process in 6-5.3.1.

6-6 Nonpostal Transportation Charges — Mailer Appeal
Procedures

October 2002

B-6.1

6-6.2

Mailers disagreeing with nonpostal transporiation charges have the right to
appeal. Mailers must appeal to the issuing administrative office within 14
calendar days of receipt of the invoice in dispute.

Mailer Letter of Appeal

To initiate an appeal, mailers must submit a letter of appeal with at least the
following information:

a.  The reasons why the mailer finds the assessment erroneous.

b A discussion of the remedy and relief being sought through the appeai.
C. A copy of the assessment.

d Documentation and evidence to rebut the agsessment.

Administrative Response to Appeal

The administrative office reviews the appeal, investigates the evidence, and
decides whether to amend the charges,

The administrative office has 21 calendar days from receipt of the mailer’s
appeat to notify the mailer of s decision.
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The administrative office should make every reasonable attempt 1o resolve
discrepancies locally. if after thorough review and attempts to resolve the
discrepancies locally the appeal is still denied, the administrative office
naotifies the mailer in writing by certified mail with return receipt requested,
The respanse must include the following information:

a.  The reason(s) for denial.

b. Notice that payment is due within 15 calendar days from the date of the
mailer’s receipt of the certified letter and notice that faflure to comply
may result in termination of the mailer's plant lpad agreement,

¢.  Notice that the denial of the appeal and any subsequent decision to
terminate for nonpayment may be appealed, in writing, to the
appropriate vice president, Area Operations, within 15 calendar days
from the date the mailer receives the administrative office’s decision.

d. Contact information for the appropriate vice president.
e, A statement of further appiicable time limits as follows:

(1) Hthe mailer appeais the adminisirative office’s decision, the
administrative office has 15 calendar days fo review the mailer’s
appeal and forward its recommendations to the vice president,
Area Operations.

{2) The vice presideni, Area Operaticns, has 21 calendar days to
review the mailer’s appeal and administrative office
recommendations.

(3y Hthe vice president, Area Operations, rejects the appeal, the
mailer has 15 calendar days to remit payment or else the
outstanding balance will be referred to the Treasury Offset
Program to be offset against funds that may be due the mailer.

Final Appeal

A mailer disagreeing with an administrative office’s decision on its appeal
may make a final appeal directly to the vice president, Area Operations.
Mailers must make their appeal in writing within 15 calendar days from the
date they receive the administrative office’s decision.

Appeals to the vice president, Area Operations, must inciude the following:

a. Copies of all prior correspondence referencing the claim.

b. Documentation stating why the mailer disagrees with the administrative
office’s decision and highlighting any new information.

The mailer must concurrently provide the originating administrative office a
copy of the appeal sent to the vice president.

Final Appeal Review and Decision

The vice president, Area Operations, or designee, notifies the administrative
office that an appeal has been received and requests documentation, if
necessary. The administrative office reviews the appeal package and, within
15 calendar days after receiving the appeal package from the mailer,
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forwards copies of the documentation to the vice president, Area Operations,
or designee, with a statement cf the office’s findings, actions, and
recommendations. The administrative office must fully respond to each
specific issue in the mailer’s appeal. The vice president, Area Operations, or
designee, coordinates with the district manager, Customer Service and
Sales, revigws the package, and makes a final written decision on the appeal
within 21 calendar days after receiving the information from all parties.

Notification to Mailer of Final Decision

The vice president, Area Operations, or designee, must provide copies of the
decision to the acministrative office and to the district manager, Customer
Service and Sales, who coordinates collection and/or termination of the plant
load agreement if the appeal is denied. The district manager, Customer
Service and Sates, must notify the mailer of the decision in writing. If the
appeal is denied in whole or in part, the letter must notify the mailer that it has
15 calendar days from receipt of the decision to remit payment or else the
outstanding batance will be referred to the Treasury Offset Program to be
offset against funds that may be due the mailer.
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Plant Loading Authorization and Procedures Guidelines

United States Postl Serviee™
Plant-Load Authorization Application,
Worksheet, and Agreement Maiter: Conpieie Fage 1

¥
A. Mailer/Plant Information :
2. Recuested Start-Up Date

The malier reteres Ihis compiated o o the el rostmaster, The railer completes & rew Fom 3335 1 Retuest Date
at least once every 4 yasss, of more frecguenily whsn recuestes by the Postal Sendce. This form ass!

e sigried by the maifer & the e of application. and signad by the Posial Sendca, if apmoved. When

requester tythe m&e« the -x:slmsw tialy compieles apprgriste sectons of s fom

3a. Compary Mame 3, TIN { Tax icntTioation Aambert, " 4 Nam of Contect

5. Adkbess (Mo, Sreal, AptiBle No, Oy, State Z2IF + 4} & Conted’s Tite

7. Tekahona (induda Aree Coc)

& o bl b Mumber of Sialls £ Ovartaad 9, Houws of Operation
Dexds Eximnsion
b, Clgarance
oL (Fappicaldsl . e
0. Dperation Days (Lhack applicatic box) 1. Parmit Nags) Authorized fAdacl wj 12 15 optivensl procedure
L TR R SR 1 Iy pu gy ot
- Sonday Tugsday Trursday Satu- . B, G carerlly ez
Monday . Wednesday Fridey e . S Yes o ork
13 Dons Mailer have scales? 1430 YES, Siats Maxirmam Capadity 15, 4f YES, &e scales toor scales?
i Yas B

Yus P

B. Clags of Mail and Payment Method for Plant-Load

N First-Dlass™ Stawlerd Peiatie g Fird- Class® Siendard: Packege
Peytmont Mehod M Perodclt o) Sepegws, | pen Mehod Mt PErodicalS g Servicns
Pfamnaeleéswsms . . Manifest ?l{lEl!i"Kj ayf;ia’n
2 Femtimﬂt . ()mra%f?e\d Fostage Pavn‘em
3, Cficial Mal 7. Qtrer {Episin
4. Meter
C. Mait Profile -
1. Typedst of Mall (Check one or ore boses) 2 Frequency of Malling (Chack o or siore Bowsst % Methods) of Maiting (Chedk phe G fere Boes)
Letter Sing C lweguilar ¥ Caily D OngeTimg i Vs T Bat Losded
Flat Siza Parcoiz T ey P Otrer YL Sads | Cther
Machinable Parcets (utsides " beehiy fExplainl; © PalisisPale Baes il
Whesfed Comlalners

0. Vehicle/Destination information
1. Destingtion of Vehides Transporting Mail {Check zpplicable hoxes)
lidra-Dastrict {oheck bafow) Inter-Distnet (Chack beiowd

Logad SCRPDCADR i BMCGASFADG  Cther SMCIASHADE i Ofher PSOFPED0

2. Cormmenis {Lse separate Sheet, ¥ nevessany)

E. Anplication Submigsion

1 s undersiocd et {F this sppicalion s spproved, all appicabie postal neguations petaining 10 plant keading, revenus pyolection, srgior opfional rocacurs rrust e
whasrved, ASC, approval 15 oitional o e avallabifity of souipment W ranspon ral from ihe mallers plant. Combined mailings requive sach madler o complits,
sin. arsd attach & separate page 1 from PS Forn 3815, Doescribe the defads intem 3. Lise s sbparate shest if nobessary.

NOTE: A carplete desciption of Plant-Luat Gparstions can be found in Sections D020 ang MOT4 of the Dorstic Aol Mamuad D0,

Narre (aiar Represenfative) Tithe Teheshore Mo e sewcode; Do

P Form 3818, February 5000 Page 1 0f 1G5
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F. Procassing Steps )

1. Baller compinies and signs page 1. Maier compietes aress of the Plart-Load Agreerment (pp. 8 2 5, and Signs agrearmant o pans 10,
2. The lotal postmaster reviews form, completas pages 2 thiough 4 and frrwards to Bistrict,
3 The Manager, Business Mail Enlny st the Distric reviewas ardt signs page 4,

3. The local manager, Transportation and Mebaorks Systerms (TANS), reviews application, cormpfeles costmail processing capaclty analysis (pagss 5 anc ) #
appropeate. Distric ManagesPestaster racommends action and skys page 7 forsards to B Avea Dissribuiion Mebaorks (DM} office.

5 Tre Avea Disribadion Networks, reviews appfication, cormgieles page 3, pad M., recommends aclion, signs poge 7, and returs form to District.

8. Ihapprived, the postmaster completes and signs 1his agreement o page 10 of this foim and the District Manager completes snd signs on page 10.0f this form,

~

Qistricd nelifies envalter of decision n witing. Sea Pastal Oparations Manual (POM 327 and mikes disitbution 1 sl parties,

G. Verification and Acceptance of Plant-Load Mailings . : )
T be compieted by the local postrraster perforing $he revenue protection procedures. Conaurrence by the Manager, Business Mol Entry is required

Please cherk =5 appficable:;

For plart oad oailings to he accepted ot e misdiar's plant.
Thes postraastar and maler vl determing the hours s days of e ancatance.
Trained busingss redl sniry staff will be availabls to venfy and acoert these meslings.

Fox yraifngs (0 be dencsiled at the Susiness Mall Entry Unlt kaoated at

The pesstraster o aiier will detentine the days and hours of mall acceptance.
Trained business mad entry staffwil be available to verfy and acoent these refings.

Maifings snlered under ihe terms of tis agreement wili e verified and atcepled in acoerdance With e standard business mial acoapience procedures ouined in
Handnook DMA09, Business Mail Acoptancs Handbook, Meadings must be prepared In atcordance with the appdiceble standards In the Domesiic Ml Ml o
fritperational Mg Manues!

PS5 Fomn 3871 5, Febnsary 2002 Fege 2of 10
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H, Plant-Load Authorization Worksheet {Use separete sheet ¥ nscessary

1. Volume Data/Per Average Mailing {Jorpitled by {ocal Fostmasier)

{Use current and hdure volunse i the proposed plarmi-ioad operaticns)

Irfernmation supplied by the maller incicates that, at a minimum, the volisme of mail to be presemted for plant-load transportation is as follows:

a A Mroar of {Tm, ) E?@m}
i Trays
i, Sacks
itl. Paliete/Palict Boxes
iv. Wheeled Containers
. Bundies (adioaad
. Parosls fhritfioacisd
W Sutic
. inier Murrizar of (?ﬁzs} (i;;;:ﬁm‘eﬁej
. _
e TTTTmmmimemmioeimi s

. Pallels/Polist Bowes
iv. Wheeled Cordalners
i Parcels (brickipadsd)

% Mileage from Majter's Piant to Destination Postal Facility {Comysted by Local Poslrrastar}

NOTE: wisage is detemmined by rofarnng In cument Mausehald Gotos Muvers Guide or compuer-boasad milsage sppsiostion. 8 unable o provids milsage,
cortact D for agsistance,

" vlter's Plant Location arg 20 + 4
b, Destication Pusiel Faciity Lucation's) and 510 + 4(s)
o Mieagé fFrom ftern 1 mf;‘en.?;?} o o
o, By-Passed Facilty:Fackites e ore of o)
" i Agsociabe Cifice
i Origin SCRPDORDE
T, Crigin BVG
ADG, .
v Detinalion BVG

i, Destingtion SCFPDCPOF

3. Determining Percent of Vehicle Capacity (Compiated by Arep [

A Typa of vehide 1 be wwed (2.4, 45 il
. Weight Sapaciy of Vebick (o0, 48000 s
o Qe Capadiiy of Vehidde feg, 3200cu )
<. Based on percert of koad and distance oriteris
i Iim:r1!mmm su;,;.#»ed try the eadar o
H esalify for: ) . )
il pEnace area plant load operations hased on;
4. Conments oo capealy calsuiations)

P oo 3815, Febnuany 2002 (Page 307 10

October 2002



Plant Loading Authorization and Procedures Guidelines

1, inter-District Area Plant-Load Reguest (Complated by Loes! Postraaster)

Inter-District Flani-Lowds are vehicle movernenis from the mailer's mant 1o a mall procsssing faciity ouside the service area of the maller’s plan, Hangiting 2t the iocat
st office o kaoal accspancs faciity gnd al least one processing faclity is bypassed. (See page 1 Ren 7))

Irter-District Plant-Leads will te granted # the maier can satisty one requirerrent from both the snimum vohame and madmum mileage ook amns and espipment is
available. If unabie 10 meel these requirerants. the kool TANS ranaier will perform Prant-Load cost analysis o will deternme thal e volurrs of plantloaded mad
axcaeds the mal protessing capacty of the local onigin postal taoility.

Minimur Yolume Maxhum Mileage
1. Current and frure volurme of mall plant-losded is a leas! 28,000 b, sndir 3. #lilzage Form the maifer's plant fo the destination postal facity is 278 miles o
2000 aubi feet. Volumeds L paundsioutic feet, fzss arwd the plant-ioad bypasses orgin SCEPDOPDF antt at jeast one ADC,
if ¥es, goto mumber 3 BN, or ASF.
H No. o o number 2 it Yes, provide mileage
2 Mailings of han of more malers kecated in the same sendce arsa are i 1f by, e b rarmier .
cormbingd fo meel mirkrdm vellime requirements. <. Miteage fromailer's plant 1o the destination postat fadility 15 190 mees or less
1 Yas, golo murber 5 and the piart oad bypasses only the ongin SCRPDCFOE,
1Mo, docat VANG manager completes pages 5 amd 6, . HYam, provide mileage

H b, bocal TANS marmger complales pages 5 and 6.

Total real velume by wegh! or oube s
Mailer's nameis), locations, and volumes {w
cormibined ars:

florpibe) e

J. infra-District Area Plant-Load Request

Intre-Diisirict Plant-Loads are vehick movaments fom meller's plant to a postal faciity that as the post office of the maller's plact wiltan its service area. Handiing at
the lotat post office o lecal acceptance facility & typassed. infra-District Plant-Loatis vl be granted i the maier can satisly one requirernent fror both the minimum
volume andd resirnum mitssge columes and eouipment is avallabie. (See page 7. item D7), f unabis to meet tese reguraments, the focal TANS mangger will cerform
FlantLoad oost analysis,

Minimrem Volunie Maximurm Miteage
3, Gistarce fom maller's plant 1o destination postal tadiily s 150 mites of ess.
. Current and fullre volume of mail (o be plant foaded s alleast 250K bs. #Yes, narme of destination posial facity and milsage:
andion 180 abee fest . Volume is | pounds/oulic feet
If Yas, go o menber 3 if N, tacal TANS mammager cormpietes fages 5 and 6.

H b, gl nuer 2.
2. Combined plar 10ads of twe o mere maiars ocaisd in1ha Sanme seving area
and verifind at the malles’s plant mest minitans volure ragiirements
U # Yas, Gotpnumber 3
" ¥ No, tocsl TANS menager comgletes pages 5 and 6

Testad il volure by weight oy cebels e
Tdoitar's naave{s), looations, and volirmes {weigh or aube} 1o be combined are;

 KSignatures ]

sosmaser i
& Prinksd Mo ©. Adrfress

n. Offon

) o o o o ke Recomrrand Approvai .. Recorrmend Disappeoval
2, Signaiure f. Tefeprne q. Tzt

IO kot e cos

aSignature b.Friried Nara £, Teiaphane "¢ Date
ING: it s i

5 Fomn 381 8, Fatruary 2002 (Page 4 of 10
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L. Plant-Load Cost Analysls (Complered by Loval TANS Manager) .

NOTE. Cost analysis must Cly be based on mai i be ansported by postal fumished ransportalion. Piant-verified rhop shisrment and colfection mai must a0t be
inchused in this caloulation,

Insiructions.

1 — Review the Application

Cordirm accuracy of maller's 9ata for fye of Serces required and rescive discropennies. Check appropriate box

" Mirirum elume and e milage oiena ane e, and squipiment is avalizble or can be oftainad, {if i i frue, spprove sppiiceiion and oiampete Seclion
S Action onr Faga T

' Diriterin are not meh. (1 (76 s e, procesd 10 Sediion 2—-Cost Analysis }

2 — Complete Qost Analysis

Step A — Watrix
Do present nd fufure volures axceed 60 percant of velicls capaciy? es Mo
# Mo, go 1o S BeLetalert Cost slysis (Pags 8.

i Yes, Tefer I ine marix ek,

The folowing reatix surnmanizes a costavokiancs aralysis that demonsirates a ret oost savings for he Postal Service. Using the inforration corfireed in Sedion 1,
atove, deferming 1be pervend of vehicle capacity, type of service fintra- or Infer-) aewd facilities by-passad,

s the miaage of the propesed plart load less than the rewimum pentissitie miteage in the matrix? Yes M

i Yes, approve apptioation and complate Sedtion 4--Aation (Fage 71

It o, go to- Step B—Detaled Cost Analysis (Pags 8.

WNOTE: Detated st analysis ciiers must be applied to highway transporation plant-oads only, Rad movernents need not be reviewed wnder tetalled cost analvsis,

Cost Effective Plant-Loads for Movements Less than Indicated Mileage

£ Farcant of Load 8% 0% ik : 9Fh U0,

" Wi Aes 150 175 2600 : 228 260

| inter.[Istrict Avea Maximuen Ales
T By-Passing SCEPOCIPDF pics 175 2 a5 250
ASF and BIAC g R 380 375 425

P& Forn 3815, Februsry 2002 Page Sof 10!
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Step B-—Detalied Cogt Avalvsis

Legal TANS manager compialas this section with ths assistancs of local Finance an inFlant Suppod, if Step B---Detaiad Jast Analysis shows 2 net bengit
o the Pogtal Bervice, approve the appiication and complete Section 4--Action Page 7). 1f Step S-Detaied Cosl Analysis does ot show a net bensfit to

the Postal Service, and the mavernent is inter-Sistriat ares. go te Section 3~-Mall Processing Canecly (biow).

Tota Expense

Full Yeor Wérkhinrs M. of Frips it ey Howr of Trip
Clark S
Maitharmier s
=
&
”: Veicie
= Detver
. - T
=
% HCRCosts
S S
- 3

e B
-

o = . -
.

PR % 7 .w;g%
-

A £ T &
_______ -
Wanharcer e ﬁ;{@
. e :
ehicle .

glme . R e
5  Dver
:
E Postal Equipment
£
E soroous
o

Verifitation Travel

Chfzer

Teads

Total Expense (e t Tolad sublracied fom flem 2 ot
egative rurber shows sodngs; positive numbar shows Joss)

LE B T A T )

#

3~hait Processnn Capacly

This part is applicable anly iF
- The v vGiume and masimum milsege orferia are not met, and
- The oeialied cost analvais does not show a ned henglit 1o e Posial Service.

The vohama of el to be plant-leaded averages
This vedume of mall

_ s, per day.
2. Wl result in the volume of mait proosssed by the local origin sostal faciity (0 excend 18 mell processing Capecity.
o Yes T £ Yos, approve arydioation st ge o Perd d—tion pags 7}

B Can he peessed by the ocad oritgn postal aciity.
Yo Mo {if Yas, deny appiivation and go fo Pard dewiclion pege 7.§

B Formn 384 5, Fabruary 2002 (Fage 57 10)
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G Ligt indhitsis) responsible for conduding Plant-Laat Gost Analysis aod Matt Processing Capecity Anslysis

. v Talaphons No.
Name Titie S R SO Date
Cosrrrenis
Ge-ATiion:
N . . . Agpaonat
Ciifice Prinfed Name Signature ped .
ignat {ate Sig : o

Local T Manager :

Digirict Manager, | Plantload - N | o

torer Senice it Distric

Pant-Lead
irdra-Cistict
Aeea DN ' e
IR PP PP PP e L —
Marsager bnter-District %ﬂg@f . I %ﬁ%&%@
. Plart-losd . ) ?yf‘:@ - m%-?;‘?é“ém‘k
Coxrpreris: List reasonis) for ApprovalDisepgcoval (Lise separale Sheat, I necessery. Brler yur Reme, felendone rurmber, aud office pame fesLireg chsapprovel )
Printed Mame Slgnatize

Beric Sustain Sany
Area VP, Operationg :

25 Form 3815, February 2002 Poge 7 6f 19)

October 2002
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M. Plant-Load A

'[;g).

i Nama}

{Firm Address)
fereinafer roferred 1 as mader, hershy agroes o conply with the temms
and conditions Tor plant-losd cperations frovided Yy the Unlied States
Postal Sendca, The Poslal Servioe agrees s provide the malier glantioad
opsratinns n aosordance with Darmestie Mad Marwed [T D20 ang
MOT4 and this Agresmeant, as foiows:

4. Location of Plants

The maler operaies & plal(s) st the Bliowing loralion(s) af which piant
o] aperations are eudhorzed by the Postal Service i atoordarse wih
DR ratpirsrmerts:

{Fant Losatrnt

{Stregt Address)

Frant waa{m}

(Sm%» LMW}

{Fant Location}

(Bireet Addross

2. Loading Faciities

The el aoress 10 [rovide sdequate rofl andion ik dock
acutErrodstions reedad 10 ad the vohuee of mall it tenders to ine Postal
Servioe daily.

3, Hotifization to Postat Service of Plantosd Movaments
A Maller agraes o notify the Puslal Service, a0
{ Fetepione numben)

focaton) {ffoe Pors)

At mast | howsidays i advance of each plant ioad movernent
Notfication st indude e Iofiowrg: (1) Me mexdnwen e of
vehicles the meiler wif icad sach day (3] the destination of e vebicies I
be dispalched sach day awd () whelter the maller Wi detain any
vehickes i acoordance with S D020,

b Maber agrees 10 notiy the Postat Servios, at

ecsie] {ofeptoee ey (Office Fowrst
atisast | hows i advancs of each plankioad mevemernt siresdy
scheduded which is to be carcelied, o nolify the Postal Service in adverce
oar e atteched Bsting by destinationfoontract mte sumber and the
Postal Service representativeitielephone number, Maler 15 Hable lo e

greement (Complefed by Mailer, Locel Poglmaster, and Area DI,

Fosla) Service for any cost aasociated with the canellation of schedided
dispetoles a5 a resull of thes maiter's faiiure to nolify the Postal Sendoe per
thiss ciase,

. Maller agrées to rotify the Postal Serdcs at least 30 days in advance of
arvy planned Sosing, of thangs indwrrship, of any maiter's plant(sj
authorized plant-load sanvice,

4 Acceptance and Vesification (Girole [ or ]

a. Postal Service erployoe(s] Wi accept and venly mail &t the mallers
plant. The maler agrees 1w provide adequale scaleds) io aliow mal to e
veighawverifien for pestane votficalion pupames. The maler agrees fo
wiovide secure and sulfident spacs to the Postal Sevice i o dean, sale
KON within visw of the loading ansa which provices for the sefs keeping of
documends, seals, facerds and ol postel equipment and various
documentalion neteined by the Poslal Service. Losal postrasior wil ersure
mailer compliangs with Postal Dperations Manual (ROM) ared HBE PO-342,
Flant Loathing Avitvrdzation and Frocedres Guiceiines.

b. The meller plortoaded rmalt wid be veriied & 3 postal faclly in acoorcanee
with the DMV The mailer agrees 1 oad the fransportation vehicls and place a
riacerd spplied by the Postal Service in the vehicle indicating ihat veriication
of the il & required. The mader may aiso be requirtd 1o place a placard,
supplied by the Postal Service, on the cutside door of the vehitie, indicating
el verfication of ihemall 18 required.

3. Loading of Transportation Vehicle

a. The maller agrees 1o losd each irarsponation vehicks sunplied by the Postal
Sarvicg in sxartance with the requaements set forh in the DYV, For maj
warified undor Section 46 abovs, afler the gl has been verilied and accepled
by Posted Service employee(s). i malisr vl plani-load the vehiced(s) wder
Fostil Senvica observation.  The medler is responsibie for ensuring proper
weight dishibution of the mall kaded anto the vohicis, ensuring the vehicla's
legal weAgR Revet 18 not exceedind and, i reouired, ensuring propa biccking and
Facing fo revent damage to the mail o equipment, or injury to Postal Sandce
srrployess,

o The malier arees o sequence the inading of Tanspovision vehices, aredor
thewr contents, if racquestes by e Postal Service

¢ if e maller nadde more than ong mling on & single Fansporistion vehide,
the maler pgrees o Sl the required postage slelements and related
reagvontagion, and, ¥ recuostod by the Postal Service, 1o physically separate
each mailing. I a ralling 18 loaded on mos By one vehide, e eailer
agrees to Lanish the Postal Service with & posiage staterrent ientifying the
auiandity and tolal weight of mal loaded on aach vehicle for each maiing o
waing segment. Al applicsbie postage stalemenis ard refated documentation
rrust be provided (6 the Postat Servics in a fimely ranner o allow processing
hefore the scheduted dispaith of the mallingsivehicias,

4. The maller agrees o load each rensportation vehicle within ___ holes
after the vehitie avives & the malfer's plant,  This appliss to ive Dading of
vehicles and doas it apply to a dropand-pick vehicle operation urisss
cthenwise slated in this Agreement.

55 Fomn 3845, #émsar\; 02, EP«%}e. Hof ke
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M. Plant-Load Agreement (Continueg)

€. The mallet apees 16 raimiou se the Postal Service for the cost of
damages o postal furnished eguiprnant caused by the mailer or the
mader's employess o agents.

f. The maier agrees to prepare destination vehides as applicaia in
ateordance with DV 3074,

g The mailer agrees to withhold all all for local processing and comply
with focat instructions for loading and dispalch of mall in accordance wilk
Hangbook #0512, Fiart {oading Authonizaion and Frocedires
Guicefines.

&, Payment of Postage [Circle all that appiy}

a. The mades uses permt inprint indicials) and agrees to maintain
sufficiant funds on deposit ko pay B each plant-load mailing at tha time of
maing. I sufficient furds are it on deposit, the Postat Sendce will not
actept meil o, of dispaich loaded vehicles from, the mailer's plant untit
suficient unds are depositad,

b. The mailer agrees to pay postage by the use of precanceled stamps o
postaga moter [0 il that is to be plant-oaed.

o The maller is a federal agency or contracior for 3 faderat agency and
uses panalty rai indicials) in accordance with the DM, tn additon to
offer appiicable DA requirernents, the mailer agraes 10 IGlow ihe
requrermants in DM EOGG, including, if approprate, prepaning PS Form
302G, Fosiage Statement--fenalty Ferrrst imprnt.

7. Service Commitment and Vehicle Dispatch

The Postal Servoe will make every effort to meet the service stardsards for
the dass or type of mall plant-loaded o the delivery dade raquested by the
maiier, where feasible,  Howewer, the Postel Service wilh nt honor 2
mader's equest © expadiie a maling S0 a8 to defiver plantloadent sl
o 40 the senvice standard for e dass o type of mal The Posial
Service makes no guaraniee, expressed or implied, that it wilt deiver plant-
ioacted masl by the sanvice standard o requested delivery date.

8. Rgimbursement for Nonpostal Services

The malier agrees o rerianss the Postal Service for fumushing nonposial
saxvices, indludng defention of vehicles, bobtading, ceadheading and
weadingdholding, where such senvices are caused by the acdion o inagiion
of the rrailer, a3 sel foah in DM DD20. Whenever possitie. the additienst
eests will be identified to the mailer in advance of the malling.  (See
Appendix D of Handbook PO-512 Flant Loading Authoization and
Procedures  Guideines, for an tdentification of vehitle and Drayage
Caste—Fant Loadt form, which can be usad fr s purpose )

9. Mail Transport Equigsmant

& The Postal Service will supply verious types of kait Transport Bguénment
(ATE) for use ot the mafler's plant for plant-iosd operstions,

b. The egquipmeet types authorized are indicated on the atached
“Customer Supply Profte and Schodule” The maller is sot authorized the
use of any equipment not indicated or approved on the profiie. (Ses
Apperdlix £ of Handbook PO-512, Pant Loading Authorzation andd
Froceturss Guidslines, for a sarmple Custormer Supply Frofile and
Scheduie fom.

« The master will repont MTE invenionies 10 pastal personnel on a
basls. Furrish this information to

{daily, weekly. roniféy

{narne, ifie}

fermail addoss)
numher |
{postal faisity)
vig feheck el waitten nofificaion - lelephong
emait o fax

. The mailer must retum axapment which is defective o surplus, Malior s to
return s suinment o the Postal Servica at {theck one):

{pastal faciity
o reteT i At the maier’s plant and transpord it by
preamanged lransportation.

& Misuse of Mall Transport Equiprent is a oime as defined under Section
1707 of Thie 18 of the Uinitled States Code. The maller must exarcise proper
care of all postal equiprment at the malier's facifties.

T. The maler must update changes in tustormer profiles as recessary, through
tha malter's incal pasimaster o designee, who wifl advise the Area Mail
Franspont Equipment {MTE) Coordinator, The mailer agrees to report any
seas0nsl OF emergency needs 1o the ool postmaster,

3. The Postal Service will attempt o supply the equiprment requested by the
myiler. Based on curert supplies af the time of request, and at the time of
need, # iray be necessary for the Postal Service to substitiie ancther
equipmant (ype {o satisfy the mailer's seouirernent. Such replacerment will be
ovayed 10 the mailer as scon as possible.

. The Postat Sorviee raserves the right 1o inspect the maler’s operations to
arsrs that the miller s properly using and reporting MTE inventories, of io
ersurs that other applicable procedires are being followed,

10, Amendment
Tris Agreerrent may he amended &l any Sme by rufusl agreement of the
parties. However, no amengiment can contradict the rovisions of the Divid,

1. Termination {Cormpieted by DN

8. The Postal Service may terminate thie Agresment by giving 10 days written
addics o the maiier, ¥ the maler's planiload operafion faiis 1o md the
raquiremants of DM Sections 5020 and MOT4 for:

{chedk onel:

b consesutive postal dooounting penods: or

{oaysimorghis)

b Tre Postal Sarvice may terminate this Agresrment if the mailer falls to L
the tenms of s Agreerrent

o The mailer may terminate this Agresment By ghving the Postal Senvce 30
<hays wailten niice.

12. Effective Date & Commencement of Operations (loapieted by Oh)
This Agreernent is effective when signed by both parties. Plart-cad operations
wili commence o R 315 1= .

13. Term of Agreement {Conpleted by Of)
Tris Agreerant expies on

S Fonm 3815, Febeoary 2002, (Page 9 of 10

October 2002
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Plant Loading Authorization and Procedures Guidelines

HN. Acceptance for the United States Postal Service

1. Maene of Postal Facllty Serving Maller's Plart

2. Address ) ' T, Phone (inciuecks are el

4 Postraster's Printed Narre ' ‘5. Signature o & Date

7 Lestrict Serving halers Plant

1¢. District Manager Mame ) o 11 Signakre ’ 12. Date

0. Acceptance for the Mailer

2 Addess ’ ) 3. Phone ik ared codel

4 Contact Mare st Titie 5. Signatire ' 76 Date

Crigined ~ Loeal postersstes
Copy - Maler
Copy 2- Local TANS
Copy 2 - District Manager BME
Copsy 4 - District Manager 0S8
Copy & - Avaa ON

P Frem 3818, Febnmry 2002, (Page W ad 1)

Handbook PO-512
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PS Form 8017, Expedited Plant-Load
Shipment Clearance

October 2002
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Plant Loading Authorization and Procedures Guidelines

United States Postal Service
Expedited Plant-Load Shipment Clearance

Sea Instructions on Reverse

1. Mailers Name 2. Mailer's Contact Name

. Qrigin Plant Lacation (City, Siste, Zif4) 5. Tota Geoss Weight of Shipment

. Class of Mai

v With frays

8. Comments

Fisi-Class™Priority Mait o Nemes ‘ ) )
Paciags Service Letters Avoration Compatible .

= . N

o Fenodicals .

-;;; Grastard Mal Fiats Hachinabls Parcels

ars £ il

£

b

£ g, Number of Containers by Type

% Fafiets ant! Pallet Boxes: Mee-Palitized Containers:

&

B with pkgs. or bundies . wilh sacks _ bundles

2 with parcais teays

13 Maitsr's Contact Telephone

frreguiar Parceis

Honmachinable Parcals

sasks
. partels

1%, Drigin Post (hce (City, State, and JIP+d) 172. Namae of USPS Empioyee

176, Employes's Telephone

facility, write "BMC" a5 veelf)

250, USPS Receiving Employee’s Name 23, USPS Recelving Employee’s Signature

24. Date of Armival 25, Time of Arrival ""30. Scan the barcode ypon reciept

26. Date of Dé}iar&ure' ) 27. Time of Beparture

Destination Post Otfice

Pallets Too Tali{T} 2 Load Unsate (G}
Broken Patiats (i3} L Qwarweight Palists (O}
Packages 9a BMC Pallats Not Machinabie (W)
Separations Do Not Mateh 8017s (P} 1 Courtesy Pailets {

. Gontainer Counts Do Hot Match 8017s {7}

. Othar [Descrbe i "Comments” section 30}

Varifying Mall

P e
= 12 Veritiad a1 ) (20, Date {Rownd] Starmng
g DU (Maffer's plant] | BMEU or Post Office 18. Slgnature of Verifring
[ Employes
§ 13, Permit Humber 14. Pastage Paymen! Method
s {Exvapt for Pericdicats)

: R it & T OMIBIEE e e e e e
:f L E Tormelt - Stamped | Met - 19a. Contaet's Name (if other than
g 115, Total Pieces verfying smmployes)
]
3 16 Total Weight of Malting 1gh. Bantact’s Telaphone
=9
£
g} 26 mmgn‘s ............
i L LG
=]

22 Destination Office (ily, siais, J1014. 1f miah will ke srtered a1 5 BMG 29, Comments

PE Form 801 7, June 2002 (Page 7 of 2) This form on Intranet 3t blus. USps.com

QOctober 2002
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Plant Loading Autherization and Procedures Guidelines

Definitions and Features s . . . Ce
Form 8017 proves o the destination postal faciily thal the maliing being prasentad by the malier o mallar's agent was verified and paid for at arigin. Under an
axpadited plant foad shipment clearance, e USPS vedfies and recelves postage payment for mailable matter & the mader's plant, after which the mailer
transponts e shipment {at the mader's expense) 1o & destination posta facilty. The nrgin post ofice sering the mailers plart will verify the mailing for
classification, rate eligitsiity, preparation, and presort. Expadited plant load mailings do not gualify for destination entry dispoun postage rabes.

Subiect to Domestic Mail Manuat (DM} DE2C, & mailar must be sulharized to transport an expedited slant-{cad. The maler must wepare 3 writien reguest 1p
the postal official who authorized tha plant pad and indicale each deslination o which the mading will be ransported. The Expedited Plant Load Shipment
Agresmant, S Forrs 8026, moust be completed. This sgreement requires conzurrencs by bolh the mailer and Postal Sendee. An expedited piant-load shipment

dos 6ot betome he prssession oF custody of the Postal Service until it is acueded as mail @t a destination postal tacity. The mailer acknowiedges that it has
1w chaim o Aghl to 3 refund creatad by this agresmant.

The maiier must contact each postal facity whore the expedited plant foad shipmant is to be deposited i arrange and obtain approval for a tme and location
o deposil the shipment. 4n expedited plant joad shiproen is niot entered info the Drap Shiprment Appolatmenat System {DSAS),

Instructions for Mailer T e o
Wb gach expediled plant-loaded shipment, the mailar must submit g Form 8017 {or approved facsimila) completad as described Below. The onigingl Form
8017 must be sigred and round stamped by the onign verfying post office.

Completing Form 8017 e e - e
The "Maiter information” secton (items 1 through 1) ientifies the mail preparer and provides a description of Bz mail to be depositad &t the destination poatat
facility isted In Bem 22, The mailsr mest complete alf fiems in the "Maler Information” section.

- i dtem B, report the mad as cenfigured for verification and as it wilt be presentedt fo the destination ofice {for sxamgle, if frays are on pallets, show the
numbar of paliels wilh irays]. M a mailing consista of & combination of palleized and non-patietized mall, report each sagmeni correctly in this am.

=+ Indlems 2 and &, report the name and telehone number of 8 madier cortacl who is familizr vt the subjest mading and who oan rasolve predlems dat may
arise =t the destination office.

+ initem 10, you may show other mailer information {for example, sequenae number for o postage statement, manitest, or Form 5017),

+ I item 22, shoey the dily and state name as it appears in ihe applicabis labeling list from DM Module L. The physical address of the facity may also be
shown. If ihe malling will ba dapostiad at a BMC, show the designation "BMU” with the city end state as they appesr in the spplicable labefing #st from DM
dodule L. The physical address of the BMC may atso be shown,

presented for poceptante B the destination postal fackity shuwn i dem 22, Submil & second copy if you want one signed by the entry office and ronaned for
your recivds.

Tae mailing presented e the deslination sffice must be copligured as reported under Herm % and must meteh the other information on Form 2017 as validaisd
by the origtin post oIRce (varllying offise). The malling must nnt be reconfigured in contamers after venfication at orgin, This ensures thal e ardry office & able
1o resansiie e informEton of He Form 017 with the mafling being presented for asceptance, For example, mall verifiad and raponed a8 son-palietized sacks
of feays {rather than as satks of rays prepared on palistal st be prosented to the eniry post offic in the sams conflguration,

instructions for Post Office of Origin (Office Where Expedited Plant-Load Shipment Is Varified)
Be sure the mailer has completed 2l raguired items in the “Mailer Infasmation” section and item 22, After verifying ihal =i information is comact, complels the
"Crigin Pogt Olice” section. Sign, round stamp thig form, and retlen original form 1o mailer. Make copies if retuired.

desiination office undar item 22,

Chack that the farm is completed. signed, and round starmped by the ofigin post office.

Chack the fatagrity of the mall load lo be sure that # s sale 1o unload. Note any load condition iregulanities under item 28,
Compars the shipment with the form for dass, runber of containers, snd processing calsgory,

If the Farm 8017 i properly compleled and the formation on it matches he mal, Uien accept the shipment. Compiets the "Destination” section fems 23a
through 30} jegibly. Retain the completed Fonn 80M7 in your Bles for 1 year. If the maller or maller's agent has prosented two soples, thon compicte the
"Destination” saclion on the second copy end raturn il o the malier or maller's agent who presented it 1o y:, i the mail is visibly damaged, § the shipment
doss ot match the information on the Form 8017, or i the entry facility on the Forrr 8047 & not your taciity, then do not accept the rmail untif ihe discrepancy is
resolved.

* Yo may need 10 noHly your supenvisor of the problemis).

+ Esther you of your supeeviscr may nesd 10 contact the origin post office (see tems 1Takbor 19 a & 6} 10 rescive the distrepancy.

PS Form BO17, June 2002 (Page ¥ of 2}

Handbook PO-512
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PS Form 8026, Expedited Shipment
Agreement for Plant-Load Mailings

Cctober 2002
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Plant l.oading Authorization and Procedures Guidelines

United Slates Postal Service

Expedited Shipment Agreement for Plant-Load Mailings

Maiting Agent ial Camer

Titie of Mailing or Publivation (# appioable) o T Plat Location

Origin Post Office ) o Effective Dates (Mo Doy, Year} 7 Dateof Agrapment
Stort Date End Date ., Day. Year)

Subject to Domestic Mal Manual {DMM) DO20, the above named mailing agent, acting on #ls own behalf or as agent for the
mail owner namad above, and the United States Postal Service hereby agree as follows:

1. Subject to the procedures and conditions set forth below, the Postal Service will verify mail, titled as namead above,
al the plant named above, and will accept the expedited plant-load shipmenl mail that the mailer deposits at the
postal facilities listad on the reverse of this agresment.

2. Postage wil be calculated from and paid for at the post office performing the verification of the mail at the Mailer's
plant before the matll leaves the plant.

3. The mailer agrees that postage will not be refunded for any fajiure by the Postal Service to provide service that is
caused in whole or In parl by any event that gocurs before the mail is deposited in and accepted at a postal facifity,
excepl in accordance with DMM refund standards. The mailer acknowledges that it has no ciabm or right 1o a refund
created by this agreement,

4. The mailer agrees that all vehicles into which expedited plant-load shipment mall s loaded for ransportation 1 a
posial faciily for mailing will be loaded under the observation of Postal Service persannel in accordance with DMM
DG20 and MO74.

The mailer must submit Form 8017, Expedited Flant-Load Spipment Clearance, for sach destination. The posta
employes who verifies and accepts the shipment al the mailer's facility must sign and round stamp Form 8017 The
postal employee who receives the shipment at the destination postal facility must also sign Form B017 when the
mait is deposited for maiiing.

w

8. This agresment is effactive for the dates jisted above, but not to excesd two YRATS.

7. The Postal Service may terminate this agreement upon notice of not less than 24 hours. The mailer may terminale
this agreement upon written nolice of not less than 15 days.

8. This agreemant is for the verification of mail at the mailer's plant before it is deposited at a postal faciity for maiing.
itis not 2 contrast for the transportation of mail. Although postage is paid for and calculated from the post office
verifying the mail, expedited plant-load shipment mail doss not enter the possession or custody of the Postat
Service untl itis accepted for mailing at a destination postal faciity,

Company Name (Same a8 above! Address (Mo, B8 AptiSte, Mo, Ciy. Stale, ZIP + 4}
]
1 L .
% By {Signatura}
£
w3
QU 3
EE e e
S8 Printed Name Title Phone {Use arsa cods)
Origin Post (ffice Representaive Adtress (Mo, sb. aptisie, ro. oy, slate, fP+ 4}
@ g
-]
5 Qoo i
55 By (Signalure}
o
3
gé
g < Prirtad Nama Phone (Use arga coda)
Ao
& DN Marager Signature Bzte Address (No., st aptiste. no., oy, slale, 282+ dj
&
e.e
2es
L0 T :
@ w Prmed Nams
3 o o
a .= :
e o L T . ;
DOQ e Tha DN must copy s agrotment bafare raiuming ito the districh, Phone {Use area o)

B Form 8026, June 2007 (Fagy Y of Originai - Origin Post Office
Copy - Distrct & Area Distnbution Netwarks

October 2002
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Plant L.oading Authorization and Procedures Guidelines

List of Postal Facilities Tor Deposit {See ierm 1 on the front of this form)

Pg form 8026, Juase 2002 {Fage 2 of 23
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Identification of Vehicle and Drayage Costs,
Plant Load
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Plant Loading Autharization and Procedures Guidetines

( IDENTIFICATION OF VEHICLE AND DRAYAGE COSTS
| PLANT LOAD

DATE OF PREPARATION: / /

MAILER NAME:

MAILER ADDRESS:

1. NUMBER OF VEHICLES REQUIRED:

2. APPROXIMATE HOLDING TIME REQUIRED:

3. TYPE(S) OF VEHICLES (rail, highway contractor, feased):
4. COST OF VEHICLE PER DAY:

5. DRAYAGE COST (above normal mail drayage/bobtail):

6. COST OF EXCESS LOADING TIME AT PLANT:

7. MAILER TO NOTIFY POSTAL REPRESENTATIVE:
Name
AT BEFORE MOVEMENT
Phone Number Hours

8. MAILING {name and class/subclass}:

§. RELEASE DATE:

10. STAGING SITE {when applicable}:

NOTE: MAILER IS RESPONSIBLE FOR ANY DAMAGE TO VEHICLE(S) AND/OR DEPREDATION
OF CONTENTS WHILE THE VEHICLE IS IN THE MAILER’S CONTROL OR CUSTODY,

-
OUR COMPANY ACKNOWLEDGES THE COSTS WHICH MAY BE INCURRED RELATIVE \
TO THE DESCRIBED MAILING,

MAILER REPRESENTATIVE NAME:

MAILER REPRESENTATIVE SIGNATURE: DATE:

TITLE:

ON MANAGER NAME:

DN MANAGER SIGNATURE: DATE:

ADDRESS:

Cctober 2002
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Appendix E

Customer Profile and Supply Plan Mail
Transport Equipment

Qctober 2002
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Appendix F

PS Form 8015, Plant-Load Vehicle Log

Octeber 2002

85



86

Plant Loading Authorization and Procedures Guidelines

This page intentionally left blank

Handbook F(G-512



.8

<00¢ 4240120

ZOOT WY “GLEY Huod Bd
SRR
e R gt 1 N UEARY = 3 FRIRT ERUOY AR N S a0
{Oppam A} peatiiy Lo = WA LANERIS, 8 AL G v 1 SR BN, VD IS = o S GO DB P T e
e sy B Bac iy e EXTT e e B OFO Ly ama
) B . apedss FICIINT L : R E F.£2 '3 m ERH APRAMTIBE
FEHRIEG pT E5NED Lofi] P ALY ap 12 % &g & S T:.:w.\mnu Syngas
SRR ey Suipeoy : : E = E
. Bom siv1ysa peo-ueld
A PR oot 1eC UL P BOAISG IBISOH G

SOUIBPINGD SDINPB0GIY PUB LUOHEZHOLINY BUIPEOT JUB|4



216-0Od Jaeogpuey

Yuelq Yo Ajjeuonusiul abed sy g

SSUIBRING S3NPA0N0I4 Pue uogezuoyIiny Bupeo weld

88



Appendix G

PS Form 1902, Justification for Billing
Accounts Receivable

Qctober 2002
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Plant Loading Authorization and Procedures Guidelines

UNITED STATES »
B 7osTAL SERVICE Justification for Billing Accounts Receivable

Dale Prepared From: {Prepering office dentification)

Ton fChesk propar Box)

7] PANASC I BLARC

. Mame of Deplor 2. Employes's BN 3. Amecunt of Debt

Address of Dabtor {f deblor was or s & postal employes, stele, alse postal installaion and smployee’s payrofl nurmber)

£

Ln

Citamstances of Dett [Duescribe nature of dedl Supply snough detell so thal dedtor will sot need o request further fformation)

§. Whan Siling I3 for a Revenus a. Faost Office Name . Cost Center «. Finaacs No. |4 Sub- s CAG|L FAG
Hem, or is & Reduttion of 9 igsation
Fast Office Expense:;

7. if Diebt Is for an Overpayment,  [a. Tata or Paaod Whea k. Bangral Ledyer Expanse ¢ Name of Accountable Cerdifying or
or Erroraous or inproper Pay- Cryarpaymant Was Mada, Account Na. Diistursing Qfiner

metit Siva:

1 certify trat { have offcially determined that this debl fs dus the U8, Posta) Serdos,

[Tyt or pard name)

(Signature of postal officlal or employes) {Talephone Mo j
For Accounting Service Center Use Only
AL 13450 ANT13465 AT 13470 NG 2R MG 22723 MG 22240 ARG 22242
Uit on
gildng AL 13150 A 22Atd A w0 MG A Credit o Sollecion A0
Cragion | 1G HC A X invaice No. foits Date EY.
aiting

78 Form 1902, September 1884

October 2002 91
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