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With an eHective date of October 5, 1998, the Postal Service published its new 
Community relations policy: Expansion, Relocation, Construction of New Post 
Offices. The rule , which adds a new section 241.4 to 39 CFR, was published in 
the September 2, 1998, edition of the Federal Register. This is a major policy 
change that will have a long· term impact on the way the Postal Service acquires 
new or expanded facilities. 

Major procedural changes place greater emphasis on facility expansion before 
consideration is given to relocation or, finally, new construction. There are also 
lengthened time periods between various stages of the project process and a 
requirement to attend at least one public meeting. A major addition is an appeal 
process for the community and local officials to voice objections to decisions. 
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NEW COMMUNITY RELATIONS 
POLICY & PROCEDURES 
Expansion, Relocation, Construction of New Post Offices 

Purpose 
These enhanced procedures of our Community 
Relations rule assure increased opportunities for 
local officials and communities that may be impacted 
by certain facility projects to express their views con-
cerning a project and have them considered prior to 
any final decision. Paramount in any facility action, as 
described below, is that our first consideration will be 
expansion, second is relocation to another existing 
building, and last, is new construction. 

Applicability 
The following procedura l action steps conform to our 
new rule entitled Expansion, Relocation, Construction 
of New Post Offices (Effective 10-5-98). It is applica-
ble to aU customer service facilities whenever the 
project is for expansion, relocation to another existing 
building, or new construction (owned or leased). 
A customer service facility is defined as a facility that 
mainly offers services to the general public such as 
counter service, postal boxes, and other general 
retail services typically associated with a main post 
office, downtown finance unit, station, branch, and so 
forth. 

Exemption to Procedures 
Procedures are not applicable to the following proj-
ects and situations: 
• Non-Customer Service FaCility - meaning a facility 

used mainly as a processing and distribution cen-
ter, air mail facility, carrier annex, or any other 
type facility or space not offering retail customer 
services. 

• Emergency Space - defined as space acquired as 
a result of earthquakes, floods, fire, lease termina-
tions, safety factors , environmental causes, or 
other factors that would force an immediate relo-
cation from an existing facility. (See SPECIAL 
NOTE) 

• Temporary Space · defined as space used for 
spec'al events, holidays, overflow business, and 
so forth. (See SPECIAL NOTE) 
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• Repairs and Alterations - projects that do not 
expand the footprint of the space such as painting, 
repairs, replacement, or upgrade of the facility or 
its eqUipment, paving, striping, or other repairs to 
the parking areas, and landscaping. 

SPECIAL NOTE: Emergency or temporary space is 
limited to a maximum of 180 days. Any additional 
time periods of up to 180 days each must be 
approved by the Vice President, Facilities. If it is later 
decided to convert emergency or temporary space 
into a permanent situation, these procedures will be 
applicable in the conversion. 

Project Examples 
The following hypothetical situations are offered to 
give the FSO an idea of other unique projects where 
these procedures will apply: 
• Facility in a strip center and FSO is tasked to 

lease additional interior workroom area from the 
adjoining vacant space. Using best judgment, it is 
not unreasonable to allow a local Postmaster to 
conduct the public hearing on usmaUn expansion 
or known, presumably non-controversial projects 
such as this one. postmaster should officially 
seek a postponement of the project if it becomes 
controversial. 

• Expansion of a parking lot to provide additional 
maneuvering area and/or more parking. Again, 
this may also be a type of project the local post-
master could handle. Again, If the project should 
become controversial, the public meeting discus-
sion should be officially postponed and returned 
for further handling by the FSO. 

• Consolidation of carriers or a relocation of the 
carrier function to a new Carrier Annex jf the 
remaining retail space wI!! be moved to another 
location. (Procedures do not apply if there is no 
change in location of the existing retail space.) 

• Creation of a new customer service facility in an 
area not previously represented by a postal facility. 

Public Meeting 
It is now mandatory to attend or conduct at least one 
public hearing so that the project can be openly 
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FACILITY PROJECT FLOWCHART 
District prepares community contact •• Copy of community contact •• GR notifies appropriate 

letter and forwaros to FSO with letter to CRe & GR members of COll9ress 
request for Real Estate action .... .... I CAC drafts press release .... .... .... 

FSO makes appointment to meet •• District askS CAG to issue 
local officialS, dales letter and advises dated news release. 

CRG & GR 01 meeting date CRG sends copy to RES, .... district, postmaster, and GR .... .... 
FSO & district representative meet ..1 Advise lessor of meeting 

local officialS and leave dated 

=. community contact letter. 
Schedules project for public meeting ... 

'1:1 ... 
I Attend PUblic meeting(Sj 

=. .... 
-= .... ... .... FSO evaluates - comments and decides •• 1 I •• hOw project will proceed Expansion CAG coosulu with 

distrlC1 on Issuance of (expansIOn or alternate news release =. .... quarters/new site) 

-= .... 
CO .... ... 

Mvertlsemenl for ..1 Copy to CAG and GR I •• CRG consults with 
alternate Quarters/new site district on Issuance of .... news release .... 

Site review 
committee meeting ..... .... 

Send IGN letter of ranked Sites and =. adviSe locaJ officials of all sites ... 
'1:1 
CO 

•• 1 Copy 10 CAe and GR I •• CD Site selected GR notffies appropriate .... members 01 congress .... .... .... 
=. ...- .... ... I RES notifies local offICials Postmaster iSsues all '1:1 
CO ..... subsequent news releases ... witI1 CAe guidance .... 

I Pro]ect proceeC1s 
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described to the community and local officials. There 
are three options in attending or conducting a public 
hearing: 
1. At the time of meeting with local officials, request 

that the project be placed on the town meeting 
agenda for presentation and discussion. 

2. If a town meeting is not planned within the next 
SO days, or the seat of local government is quite 
distant from the community, the Postal Service 
may arrange its own local public meeting as a 
convenience to the community. 

3. If there is no local building or location (church, 
school , grange hall , post office, etc.) in which to 
conduct a postal meeting, the FSO may distribute 
notification cards to all affected customers seek-
ing comments to the project. This option is only 
available with the specific prior approval of the 
Vice President, Facilities. 

Time Periods 
There are new and quite specific time periods in the 
policy and procedure that must be followed without 
exception. These time periods are as follows: 
• Minimum 7-day waiting period for initial meeting 

or hearing after meeting with local officials and 
advertising the time, date and location of the 
meeting. 

• Minimum 15-day period after the public meeting 
(or the last public meeting if more than one is 
scheduled) to take into account the views 
expressed by the community members and offi-
cials before deciding whether to consider (or 
reconsider) expansion or to advertise for existing 
buildings and sites. Notify local officials in writing 
of decision and post a copy of the letter at the 
local post office. 

• Minimum wait before advertising for exist-
ing building and sites (Such advertisement will be 
for sites and existing buildings and the preferred 
area will include the downtown area). 

• Minimum SO-day wait after sending IGN Jetter and 
advising local officials of sites before any decision 
is made to select a specific site. 

• Minimum 30-day wait after advising local officials 
of selected site. 

Appeals Process 
There are three decision points in the process as 
shown on the flowchart on page 3. 

• 

Local officials may appeal at any of the three points 
and the community may appeal at two paints in the 
process as shown: 
• Decision to expand or advertise. - Local officials & 

community. 
• Decision of Site Review Committee meeting. -

Local officials & community 
• Decision to select a specific site. - Local oHicials. 
Final appeal for local officials and the community at 
any decision point is to the Vice President, Facilities. 

Planning, Zoning, Building Codes 
The new policy is to comply with local planning and 
zoning requirements and building codes so long as 
doing so is consistent with prudent business prac-
tices and unique postal requirements. Please read 
Part 241.4.7f of the policy very carefully. The point 
here is to seek a working relationship with local offi-
cials and avoid the big govemment image that may 
result from using confrontational phrases such as 
"USPS only voluntarily complies' or 'USPS has sov-
ereign immunity". Look for ways to comply rather 
than ways to avoid local requirements. Never hesitate 
to contact field counsel for consultation on these mat-
ters. 

The following action steps coincide with 
the Facility Project Flowchart on page 3. 
District prepares community contact letter and 
forwards to FSO with request for real estate 
action. 
For the FSO, this is the start of the facility project. It 
can be a request for expansion, relocation , or new 
construction (NCUNCO). The District should also for-
ward a copy of the undated Community Contact 
Letter to the Area CRC who, in tum, forwards it to the 
appropriate Government Relations representative. 
Check with the District representative and confirm 
that they will forward the letters. In some situations, 
this action can be an FSO responsibility. 
FSO makes appontment to meet local officials, 
dates community contact letter, and advises CRC 
& GR of meeting date. 
FSO schedules an appointment to meet local officials 
in conjunction with the District representative. Once 
that date is known, FSO will advise CRC & GR of 
meeting date and District representative should 
request CRG to issue its press release, as appropri-
ate. Again, depending on the Area or District wishes, 
FSO may make ali or a portion of these arrange-

Community Relations Regulations 



ments with CRC. The point is that close coordination 
between the FSO. Distnct. and CRC at the beginning 
of the project is cntical in gauging the community's 
sensitivity to the project and the future role the 
Distnc!. CRC or GR will play later as events unfold. 
FSO & District representatives meet local officials 
and leave dated community contact letter. 
Schedule project for public meeting. 
This meeting is important to establish that the USPS 
plans to work in partnership as part of the infrastruc· 
ture of the community and as a good neighbor to the 
general public served by the facility. Advise local offi-
cials that we would like to be on a future town meet· 
ing agenda so we can further describe to the general 
public the process for decision making in the project. 
Stress that we are looking at all options to enhance 
operations either by expansion of the existing facility, 
relocation to another building or lastly, new construc· 
tion. Solicit local officials for any ideas, comments, or 
support for the project, but advise them that no deci· 
sian on options to meet expansion needs will be 
made until after the public meeting and review of the 
feedback we receive at and after the meeting. 
Wait a minimum of 7 days before attending or con· 
ducting a public hearing. This should provide suffi-
cient time to place a public advertisement and have 
the Postmaster post a notice of the hearing at the 
local post office. Also, advise the lessor by letter of 
the date and time for the public hearing. 
AHel1ld public meeting(s). 
If the project appears controversial, you may want to 
include the CRC representative at the meeting. 
Otherwise, you and the District representative should 
be at all public meetings to describe the need for 
more space and the contemplated project (expan-
sion, relocation, new construction; in that order) and 
to answer operational and real estate questions. Also, 
if it is known at this time that expansion is simply not 
possible (lessor reclaiming facility at end of lease 
term, street·bound facility, no adjacent land, etc), you 
should be prepared to explain why expansion is ruled 
out as an alternative. 
It is important to advise at the meeting that USPS will 
wait at least 15 days before deciding whether to con-
sider/ reconsider expansion or to advertise for build· 
ings and sites, and that a letter will be sent to local 
officials, advising of that decision, with a copy posted 
at the local post office. Any comments that the public 
wishes to make on the project should be addressed 
to the FSO. It is essential to explain that once local 
officials and the general public are advised of the 

final decision, anyone may appeal the decision to the 
FSO with a final appeal to the Vice President. 
Facilities. 
Suggestion: Depending on ci rcumstances, it is a 
good idea to ask the town to adopt a resolution in 
support of the project or at least to obtain a copy of 
the town minutes reflecting the reception given the 
Postal Service's presentation. 
FSO evalutes comments and decides how project 
will proceed. (Expansion or Alternate Quarters! 
new Site) 
This section is pretty much self-explanatory. If expan-
sion is possible consult with District & CAe for nec· 
essary news release, as appropriate, advise local 
officials in writing of the decision and post a copy at 
the post office. The project may proceed as a normal 
expansion project without further delay or appeal. 
If an advertisement for buildings and sites is the final 
decision, wait a minimum of 30 days for any com· 
ments or appeals from the community. Evaluate com-
ments and proceed as appropriate. 
Advertisement for Alternate Quarters/new sites. 
Advertise for buildings and sites in accordance with. 
existing postal procedures. Be sure to include the 
downtown area of the existing facility in the preferred 
area. Send a copy of the advertisement to CRC and, 
as necessary, to GR. 
Site Review Committee Meeting. 
Self-explanatory and in accordance with existing pro-
cedures. 
Send IGN letter of ranked sites and advise local 
officals of all sites. 
Send the standard IGN letter of all ranked sites. Also 
advise local officials by letter of ranked sites with a 
short explanation of why other sites were not select· 
ed and post a copy of the lener at the local post 
office. Wait a minimum of 30 days before taking irrev· 
ocable action to select a specific site. With the IGN 
notification period, this time period is automatically 
expanded to 60 days (90 days in the National Capital 
Region). 
Procedures can become somewhat awkward at this 
stage. Let's suppose there is only one site. 
Obviously, you don't want to lose any negotiating 
leverage if. for example, the site is not controlled at a 
reasonable price. You may delay notifying local offi-
cials and the public until due diligence is completed 
or it is comfortable to divulge its location. At that 
point, it is possible to move forward in the process 
and notify local officials under SITE SELECTED and 
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RES NOTIFIES LOCAL OFFICIALS categories. Be 
sure to copy CRC & GR with the selectee site. 
In another example, suppose we plan to occupy 
existing space in a building that is currently a busi-
ness run by the owner with 15 employees. It is the 
only site available and the owner plans to close the 
business and lease the space to the Postal Service. 
Owner may reeuesl that the location not be divulgee 
for fear of upsetting the employees at the wrong time. 
Ordinarily, the location would be identified to local 
officials without exception. Such situations must be 
handled tactlully and on a case by case basis. You 
may wish to seek counsel's advice before proceed-
ing. In accordance with policy. at some pOint the site 
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must be identified prior to any irrevocable commit-
ment to acquire it. 
Site selected. 
Sell-explanatory. 
RES notifies local officials. 
Once a final site is identified, advise local officials in 

writing of the location and ask for any comments 
regarding the choice within the next 30 days. Take no 
action to acquirellease the final site until this 30-day 
time period has expired. 
Project proceeds. 
Community Relations procedures are now completed. 
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The Postal Service adopts the following amendment to 
U.S. Title 39 CFR Part 241. 

Part 241-[AMENDED) 
1. The aulhority citation for 39 CFR part 241 contin -

ues to read as follows: 
Authority: 39 U.S.C. 401. 

2. Effective October 5, 1998, 39 CFR part 241 is 
amended by revising § 241.4, to read as follows: 

§ 24-1.4 Expansion, relocation, and construc-
tion 1111 post offices. 
(a) Application_ 
(I)This section applies when the USPS contem-

plates anyone of the following projects with 
respect to a customer service facility: expansion. 
relocation to another existing building, or new 
construction, except when the project is to meet 
an emergency requirement or for temporary use. 
Emergency situations include. but are not limited 
to, earthquakes, floods, fire , lease te rminations, 
safety factors, environmental causes, or any other 
actions that would force an immediate relocation 
from an existing facility. Temporary re location of 
sp-ace is used or, but not limited to, holidays, spe-
cial events, or for overilow business. Use of 
emergency and temporary space will be limited to 
180 days in duration. Any addit ional incremental 
tilTle periods of up to 180 days each must be 
approved by the Vice President, Facilities. 

(2) Th is section does not apply when the project 
under consideration is limited to repair and alter-
ations, such as-

(i) Painting; 
(ii) Repairs ; 
(iii) Replacement or upgrade of structural or 

functional elements of a postal building or its 
equipment; 

(iv) Paving, striping, or other repair of parking 
areas; 

( ) Landscaping. 

(b) Purpose_ 
The purpose of the procedures required by this sec-
tion is to assure increased opportunities for members 
of the communities who may be affected by certain 
USPS facility projects along with local off icials, to 

convey their views concerning the contemplated proj-
ect and have them considered prior to any final deci-
sion to expand, relocate to another existing building, 
or construct a new building that is owned or leased. 

(c) Expansion, re location, new construction . 
When a need is identified that will require the expan-
sion, relocation , or new construction of a customer 
service facility, postal representatives responsible for 
the project will take the following steps in accordance 
with the time schedule shown: 
(1) Personally visit one or more of the highest rank-

ing local public officials (generally individuals 
holding elective office). During the visit , the postal 
representatives will-

(i) Identify the need and fully describe the proj-
ect that is under consideration to meet it, 
explain the process by which the Postal 
Service will solicit and consider input from 
the affected community, and solicit a work-
ing partnership with the community officials 
for the success of the project. 
(ii) Emphasize that in meeting a need for 
increased space, the first priority is to 
expand the existing facility; the second pri-
ority is to fi nd an existing building in the 
same area as the current facility; and the 
third option is to build on a new site; all 
within the downtown area, if possible. 
(iii) Ask that the Postal Service presentation 
of the project be placed on the regular agen-
da of a public meeting of hearing. If no such 
meeting is planned within the next 60 days 
or the agenda of a planned meeting cannot 
accommodate the project, the USPS will 
schedule its own public hearing concerning 
the project, and will advertise the meeting or 
hearing in a local general circulation news-
paper. 

(iv) Give the local officials a letter describing the 
intended project . 

(2) Notify the lessor of the affected facility of the proj-
ect, in writing. 

(3) Send an initial news release to local communica-
tions media. 
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(4) 
(i) Post in the public lobby of the affected post 

offices a copy of the letter given to local offi-
cials, or the news release, or, space permit-
ting, both. If such information is available at 
the time, include in the posting a public 
notice of the date, time, and location of a 
public meeting or hearing at least 7 days 
prior to the meeting or hearing. 

(ii) Except as provided in this paragraph, 
attend, or conduct, one or more public hear-
ings to describe the project to the communi-
ty, invite questions, solicit written comment, 
and describe the process by which commu-
nity input will be considered. If it is believed 
at the time that the existing facility is not 
able to be expanded or that expansion is 
impracticable, disclose that fact and the rea-
sons supporting that belief. If, during the 
public meting or hearing process, a new 
development should occur to allow for an 
expansion of the existing facility, the Postal 
Service will make a good faith effort in pur· 
suing this alternative. Under exceptional cir-
cumstances that would prevent postal repre-
sentatives from attending a public meeting 
or conducting a postal hearing on the 
planned project within a reasonable time, 
and subject to approval of the Vice 
President, Facilities, the Postal Service may 
distribute a notification card to all affected 
customers, seeking their comments or other 
feedback. An example of exceptional cir-
cumstances would be a project in a sparsely 
populated area remole from the seat of local 
government or any forum where a postal 
conducted meeting could be held. 

(iii) At any public meeting or hearing, advise 
local officials and the community of their 
appeal rights and the process by which an 
appeal can be made. Information provided 
must include time limitations and an address 
for the appeal. 

(5) Review comments and notify local officials of 
decision. Not less than 15 days after the date of 
the most recent public meeting, or after receipt of 
notification cards, make a decision that takes into 
account community input and is consistent with 
postal objectives (e.g., expansion, relocation to 
another build ing, or construction of a newly 
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owned or leased facility), and notify local officials 
in writing . This notification must include informa-
tion on the availability and terms of review under 
paragraph (c)(6) of this section. At the same time 
post a copy of the notification leHer in the local ' 
post office for the community. Take no action on 
the decision for at least 30 days following notifica-
tion of local officials and the community. 

(6) Within the time period identified in paragraph (c)(5) 
of this section, any person may request in writing 
that the decision be reviewed by the Vice 
President, Facilities, at Postal Service 
Headquarters. No particular format is required tor 
requesting review, but the request must be in writ· 
ing and identify the post office or location affected; 
and should identify the decision objected to, and 
state the reasons for the objection. The Vice 
President, Facilities, will obtain the views of the 
decision maker, review relevant parts of the project 
file, and if necessary request more information from 
the appellant. Upon review of the facts, the 
Facilities Vice PreSident, or a representative, will 
issue a written determination, if poSSible, within 15 
days. In no event will the Postal Service take action 
on the decision being reviewed until 15 days follow-
ing issuance of the final review determination. If the 
determination on review is to set aside the deci-
sion, the project process will retum to the public 
hearing stage of paragraph (c)(4) of this section. 

(7) Advertise for sites and existing buildings, in 
accordance with existing postal procedures. 

(d) Discontinuance o f post offices; historic 
preservation. 
(1) It is the policy of the Postal Service, by virtue of 

Board of Governors Resolution No. 82-7, to com-
ply with Section 106 of the general provisions of 
the National Historic Preservation Act 16 U.S.C. 
470, et seq., Executive Order 12072, and 
Executive Order 13006. Therefore, any facility 
project that will have an effect on cultural 
resources will be undertaken in accordance with 
that policy. 

(2) Any action involving the clOSing or other discon-
tinuance of a post office shall be undertaken only 
in accordance with 39 U.S.C. 404(b) and 39 CFR 
243.1. In the event a facility action is subject to 
both this section, and either the NHPA or the post 
office discontinuance requirements, all comment 
periods and other public participation matters 
shall be govemed by those statutes. 
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(e) Site selection. 
(1) Wh en the decision is to advertise lor sites and 

existing buildings, and after such sites have been 
identified, advise local officials in writing of all con-
tending sites, and with respect to all sites not 
selected, provide an explanation. This notice will 
advise local officials, and the community, that no 
decision to select a site will be made for a mini-
mum of 30 days, and that comments or discus-
sions of all sites are solicited. Post a copy of this 
letter in the lobby of the affected post office for 
public notice. 

(2)Once a specific site is then selected, notily local 
officials in writing of the selection decision. 

(3) Take no final action to acquire or lease the select-
ed site for 30 days following the notification in 
paragraph (e)(2) 01 this section. 

(I) Planning, zoning, building codes. 
In carrying out customer service facilities projects, it is 
the policy of the Postal Service to comply with local 
planning and zoning requirements and building codes 
consistent with prudent business practices and 
unique postal requirements. In order to promote a 
partnorship with local officials and assure confor· 
mance with local building codes, plans and drawings 
will bn sent to the appropriate building department or 
other officials for review. Where payment of fees is 
normally required of private entities, the Postal 
Service will give local public officials written notice of 
any timely, written objections or recommendations 
that it does not plan to adopt or implement. 

(g) Continuing communication. 
During construction, whether renovation or new can· 
struclion, the postmaster should keep local officials 
and the community informed via lette rs and news 
releases. The postmaster and other postal officials 
should plan, conduc,t and invite the community and 
local officials to any "grand opening,n as appropriate. 

Stan ley F. Mires 
Chiel Counsel, Legislative. 
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Community Relations Regulations 
Standardized Letters 

Since the Community Relations regulations (CRR) 
became effective last October, we have seen a drop 
in the number of real estate conflicts with local com-
munities. In a continuing effort to make it easier for 
Facilities employees to complete the CAR proce-
dures, we have created a set of standard letters to be 
sent to local officials at particular pOints in the 
process. 
We expect all Real Estate specialists to use these 
letters in the form provided, and to make changes 
only to the correct addressee (Mayor, City Manager, 
Supervisor, etc.) or the project-specific data as indi-
cated. The bold print in each form letter indicates 
where such additions are to be made. Five of the 
enclosed standard letters (#1, 2 , 2A, 3, & 4) are to be 
used in the CRR process beginning after the manda· 
tory public meeting has taken place. The sixth letter 
enclosed is for responding to any letters received as 
part of the CRR appeals procedure. A description of 
each is as follows: 

' 0 

#1 STANDARD LETTER (EXPANSION) -
Fifteen days after the public meeting, the Postal 
Service may make its decision whether to 
expand, relocate, or construct a new facility. If the 
decision is expansion of the existing facility, this 
letter is sent to the ranking local official. The proj· 
ect can then proceed without further CRR require· 
ments. 
"Public meeting" may be correct unless it is called 
a "town meet ing" or some other te rm particular to 
the locale. Date is obvious. 
Any town should be changed to reflect the actual 
facil ity name, i.e., if it's called the Norris station or 
branch, call it the uNorris Station, in (not 
necessary to include state name). 
Bolel print beginning with by Uobtaining adjacent 
property [or) by expanding the existing space," 
should be modified to briefly, but clearly, describe 
how the facility will be expanded. 
SELECT APPROPR IATE OFFICE is the local 
office or department that the FSO will work with 
as plans and drawings are prepared. It lets the 
mayor know the Postal Service will continue to 
keep the town apprised of the expansion project. 
#2 STANDARD LETTER, (RELOCATION - NEW 
CONSTRUCTION) - Mer the public meeting, 
use this leiter if the decision is to relocate rather 

than expand. The explanation as to why expan· 
sion is not possible should be brief but must be 
stated clearly. Since this letter is also sent to the 
Postmaster to post on the bulletin board for a 30· 
day period, it is important that it be limited to one 
page in length. Postmaster should be shown as a 
ucc" on the letter. It lets the mayor know the com· 
munity is also beihg advised. The letter a lso can· 
lains a notice of appeal rights and tells the reader 
how to make an appeal. CCR requires a 
turnaround for responses to appeals. An interim 
response is acceptable but the letter should iden-
tify by what date the respondent can expect a 
final reply. 
#2A STANDARD LETTER (RELOCATION -
SPLIT OPERATION WITH RETENTION OF 
RETAIL UNIT) - Use this letter when the existing 
location is to be retained but the carrier function 
will be relocated to another building or a new car· 
rier annex will be constructed. Also, note that this 
letter is only one page long and advises the post-
master to post the Jetter for 30 days as required 
in the CRR. 
#3 STANDARD LETTER - (FOR USE AFTER 
SITES ARE REVIEWED AND RANKED) - This 
letter is pretty much self·exp[anatory. You may 
revise it slightly if advertisement was for a split 
operation that used #2A Standard Letter. Aga in, 
the letter is limited to one page in length and asks 
the postmaster to post it for 30 days. 
On the second page of the letter, list the ranked 
sites and provide a brief summary of the reasons 
for the non·selection of each site in that group. 
The format for this listing is at the FSO's discre-
tion. 
SPECIAL NOTE: The flowchart for community 
relations compliance process provided to you last 
fall shows a 60·day timeframe while the CRR is 
for 30 days. This is not in error. These standard 
letters will use the CRR timeframe (30 days) but 
the flowchart time period (60 days) follows our 
normal 60·day timeframe for the IGN letter. 
#4 STANDARD LETTER (FINAL SITE SELEC-
TION) - This letter is addressed to the local offi· 
cial and advises which site has been selected for 
the new facility. Note that the postmaster must be 
sent a copy of the letter, but the postmaster is not 
required to post it. 

Community Relations Regulations 



\ 
I 

\ 
I 

FORMAT FOR RESPONSE TO APPEAL LET-
TERS - An appeal may be made by either local 
officials or members of the community at the fol -
lowing decision pOints in the CRR: 
1. decision to advertise 
2. when sites have been identified 
3. final site selection 

The first two opportunities are available both to local 
officials and to the community at large. The third 
opportunity for appeal is available only to local offi-
cials. The FSO, as a representative of the Vice 
President. Facilities, will respond 10 aU appeal letters. 
Please use the enclosed sample format. Make certain 
the to the Facilities Vice President is shown at 
the bottom of ali letters. and forward copies of each 
letter to my office. 
Kindly ensure all Real Estate Specialists receive a 
copy of this memo for their individual use. I will expect 
full compliance in the use of these standard letters. If 
you have any questions, contact John Sorenson at 
(703) 526-2782. 
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1 STANDARD LEDER 
for use after the public meeting 
(EXPANSION) 
(Date - 15 days after public meeting) ---------------------------------------------------------------
(Date) 

The Honorable J . Q. Public 
Mayor, City of Anytown 
PO Box 123 
Anytown, USA 12345-0123 

Dear Mayor Public: 

This is a follow up to the recent (public meeting'), held on (date), regarding postal 
plans to expand operations at the (Anytown) Post Office. Postal regulations require 
that we keep your office advised as we consider expansion or relocation of the present 
office. 

Based on current information available, we believe that the existing location can be 
retained and enlarged to meet our future operational requirements (SELECT ONE OR 
BOTH - by obtaining adjacent property at a reasonable price, or by expanding the 
existing space). As plans and drawings are prepared, we will seek the assistance of 
your (SELECT APPROPRIATE OFFICE - planning & zoning department, planning 
department, building department, etc.) for continued input on this important project. 

Please contact me at (1231456-7890) if you have any questions. 

Sincerely, 

(RES) 
cc: 
bcc: 

, 

Postmaster 
District Manager 
Corporate Relations 
(others as necessary) 
as applicable to state 

Community Relations Regulations 



i! STANDARD LEITER 
for use after the public meeting 
(RELOCATION - NEW CONSTRUCTION) 
(Date - 15 days after public meeting) ---------------------------------------------------------------
(Date) 

The Honorable J. Q. Public 
Mayor, City of Anytown 
PO Box 123 
Anytown, USA 12345-0123 

Dear Mayor Public: 

This is a follow up to the recent (public meeting') held on (date), regarding postal plans 
to expand operations at the (Anytown) Post Office. Postal regulations require that we 
keep your office and the local community advised as we consider expansion or reloca-
tion of the present office. 
Due to a lack of (available land adjacent to the existing facility/available space to 
reconfigure the interior of the facility), the existing location cannot be expanded to meet 
future operational requirements. Therefore, this altemative must be eliminated from fur-
ther consideration. In the near future, we plan to advertise for both an existing building 
and a site to construct a new facility. If we find that an existing building is not suitable, 
then we will construct a new facility. 
In compliance with existing postal regulations, your office or any member of the com-
munity may object to this decision within the next 30 days. Your letter should be direct-
ed to Vice President, Facilities, and addressed to my attention at the address shown in 
this letter. A response will be provided within 15 days. 

Sincerely, 

(RES) 
cc: 

bcc: 

• 

Postmaster - NOTICE - please date stamp and post in public lobby for 30 days 
then retum to me. 
District Manager 
Corporate Relations 
(others as necessary) 
as applicable to state 

13 
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2a STANDARD LEDER 
for use after the public meeting 
(RELOCATION - SPLIT OPERATION WITH RETENTION OF RETAIL UNIT) 
(Date - 15 days after public meeting) 

(Date) 

The Honorable J.Q. Public 
Mayor, City of Anytown 
PO Box 123 
Anytown, USA 12345-01 23 

Dear Mayor Public: 

This is a follow up to the recent (public meeting") held on (date), regarding postal plans 
to expand operations at the (Anytown) Post Office. Postal regulations require that we 
keep your office and the local community advised as we consider expansion or reloca-
tion of the present office. 

Based on current information avai lable, we believe the existing location can be 
retained as the customer and retai l service facility if it is possible to move the carrier 
operations out of this facili ty and to another location. In the near future, we plan to 
advertise for both an existing building and a site to construct a new carrier facility. If we 
cannot find an existing building that is suitable, then we will construct a new facility. 

In compliance with existing postal regulations, your office or any member of the com-
munity, may appeal this decision within the next 30 days. Your letter should be directed 
to Vice PreSident, Facilities, and addressed to my attention at the address shown in 
this letter. A response will be provided within 15 days. 

Sincerely, 

(RES) 
cc: Postmaster - NOTICE - please date stamp and post in public lobby for 30 

days then return to me. 
bcc: District Manager 

Corporate Relations 
(others as necessary) 
as applicable to state 

Community Relations Regulations 



3 STANDARD LEDER 
for use after sites are reviewed and ranked 

(Date) 

The Honorable J. Q. Public 
Mayor, City of Anytown 
PO Box 123 
Anytown, USA 12345-0123 

Dear Mayor Public: 

In my last letter dated (date), I advised that the Postal Service planned to advertise for 
existing buildings and sites that could serve as the new (Anytown) Post Office (or 
Carrier Annex, if #2A letter is used). 

Based on the results of the advertisement, the enclosed list of properties was reviewed 
by our Site Review Committee as possible locations. This list also includes properties 
looked at and rejected for various reasons as noted. The listing of possible sites is not 
in any particular order. 

In compliance with postal regulations, any member of the community or your office, 
may offer written comments on any of these properties within the next 30 days. Letters 
should be directed to Vice President, Faci lities, and addressed to my attention at the 
address shown in this letter. A response will be provided within 15 days. 

Sincerely, 

(RES) 
Enclosure 
cc: Postmaster - NOTICE - Please date stamp and post in public lobby for 30 days 

then return to me. 
bcc: District Manager 

Corporate Relations 
(others as necessary) 
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(3 Sample Letter - continued) ---------------------------------------------------------------
SITES CURRENTLY UNDER REVIEW 

1. 
2. 
3. 
4. 
5. 

SITES REJECTED FROM FURTHER REVIEW 

1. 
Reason for rejection 

2. 
Reason for rejection 

3. 
Reason for rejection 

4. 
Reason for rejection 

5. 
Reason for rejection 

Community Relations Regulations 



4 STANDARD LEDER 
final site selection 
(RELOCATION - NEW CONSTRUCTION) 
(Date - 30 days after site review letter) ---------------------------------------------------------------
(Date) 

The Honorable J. Q. Public 
Mayor, City of Anytown 
PO Box 123 
Anytown, USA 12345-0123 

Dear Mayor Public: 

This is written as a follow up to my previous letter dated (date) concerning selection of 
a new location for the new (Anytown) Posl Office. 

After reviewing other si1es, the Postal Service has decided to select the property locat-
ed at (Location). We believe this new site will provide the community with an upgraded, 
modern facility that offers a safe working environment for our employees and a level of 
service expected by our customers. 

As provided in postal regulations, your office may offer comments to the selected loca-
tion within the next 30 days. Comments should be directed to Vice President, Facilities, 
and addressed to my attention at the address shown in this letter. A response will be 
provided within 15 days. 

Sincerely, 

(RES) 

cc: Postmaster 
bcc: District Manager 

Corporate Relations 
(others as necessary) 

11 



LEDER FORMAT 
for use in responding to appeal letters 

(Date - within 15 days of incoming letter) 

(Date) 

The Honorable J . Q. Public 
Mayor, City of Anytown 
PO Box 123 
Anytown, USA 12345-6789 

(or) Mr. (or) Ms. L. Brown 
101 Main St. 
Anytown, USA 12345-0123 

Dear Mayor Public:(or)Dear Mr. (or) Ms. Brown: 

I have been asked by Vice President, Facilities, to respond to the issues raised in your 
recent letter concerning the Anytown Post Office. 

(Your response to the issues.) 

Thank you for taking the time to address this important project. Please call me or 
(Project Manager) at (phone) if you have any questions. 

Sincerely, 

FSO Manager 

cc: Vice President, Facilities 
(others as appropriate) 

18 Community Relations Regulations 



FACILITIES SERVICE OFFICES 
Facilities 
4301 Wilson Boulevard, Suite 300 
Arlington, VA 22203-1861 
FAX: (703) 526-2701 

Facilities Headquarters Field Units 

Manta Facilities Service Office 

Chicago Facilities Service Office 

Columbia Facilities Service Office 

Dallas Facilities Service Office 

DC Metro Service Office 

Denver Facilities Service Office 

Greensboro Facilities Service Office 

Kansas City Facilities Service Office 

Wemphis Facilities Service Office 

New York Facilities Service Offi ce 

Pacific Facilities Service Office 

Windsor Facilities Service Office 

(770) 454-0640 
FAX: (770) 454-0608 

(312) 669-5933 
FAX: (312) 669-5959 

(410) 997-6247 
FAX: (410) 997-6260 

(214) 819-7250 
FAX: (214) 819-7201 

(41 0) 884-181 2 
FAX: (410) 884-1850 

(303) 220-6510 
FAX: (303) 220-6552 

(336) 665-2800 
FAX: (336) 665-2865 

(913) 261-2400 
FAX: (913) 831-4202 

(901) 747-7330 
FAX: (901) 747-7444 

(201) 714-5424 
FAX: (201) 217-1109 

(650) 615-7227 
FAX: (650) 615-7218 

(860) 285-7170 
FAX: (860) 285-1287 

19 
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