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Facility Operating Plan

What Is an operating plan?

1-2BMC



>

Facility Operating Plan

An operating plan is a structured
document outlining mail processes to
be performed, and target times to be
met, to enable an office to achieve its
service standards.
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Facility Operating Plan

What Is the purpose of an
operating plan?
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Facility Operating Plan

The Mail Processing Operating Plan is
designed to provide postal
management with uniform methods of
operation and documentation of
processes and target times.
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Facility Operating Plan

@ Review and Approval

@ Responsible Officials

@ Service Standards and Facility Data
@ In-Plant Operating Parameters

-

ntra-BMC/ASF Transportation
Dispatches (DOV)

@ Inter-BMC/ASF Transportation
Dispatches
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@ Planned Start Time - The time at which
an operation should normally be
started given expected average
volumes of mail. This time should be
established when a crew or significant
number of employees are assigned to
a given mail processing operation.

Facility Operating Plan
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@ Critical Entry Time (CET) - The latest
time committed mails (outgoing or
Incoming) must be available to an
operation Iif that mail is to complete the
operation by Iits planned clearance
time. In terms of transportation, critical
entry time is the time the vehicle must
arrive at the gate to meet the service
commitment of the mail it contains.

Facility Operating Plan
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@ Clearance Time (CT) - The latest time
committed mail is planned to complete
an operation if that mail is to meet the
CET for the next required operation or
Its planned dispatch of value. The
facility clearance time Is the seal time
of the trailer at the outbound docks.

Facility Operating Plan
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@ Dispatch of Value (DOV) - The |atest
designated dispatch for a class of mail
that will make service standards.

Facility Operating Plan
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@ Bulk Mail processing activities can
generally be classified with two major

categories:

+ Originating T The processing and
dispatching of mail originating within a
service area.

+ Destinating i The processing and

dispatching of mail that will be delivered
writing a facilityos se
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» The Facility Operating Plan establishes
minimum requirements to comply with
service standards.

» The Facility Operating Plan is the source
document for:
¢ Planned Start Time
e Critical Entry Time (CET)
@ Clearance Time (CT)
e Dispatch of Value (DOV)

Unit 1 Facility Operating Plan i Key Points
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Unit 1 Facility Operating Plan T Key Points (continued)

» Thetwo major categories of BMC
Processing are:

e Originating
o Destinating
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Color Codes

Delivery Day Color
Monday Blue
Tuesday Orange
Wednesday Green
Thursday Violet
Friday Yellow
Saturday Pink
Sunday White
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Color Codes

One-Day Clearance Matrix

Receipt Day

Saturday
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday

Color

White
Blue
Orange
Green
Violet
Yellow
Pink

Clearance Day

Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
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Codes i Key Points

» All Standard Mail color coding must

coincic
Postal
» [heco

e with the arrival of mail on
property.

or code Is not changed from

entry to dispatch.

» Memorandum dated April 6, 1995,
establishes criteria for current color

coding

policy for Standard Mail.
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Inbound Docks

Inbound Docks I
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Inbound Docks

@ System Components - Unloaders
Enclosure

Frame or bucket

Hydraulics

Bucket

Conveyor transit chute(s)

Control panel

Operatoros panel
Light status Bar

¢ ¢ ¢ ¢ 4+ 4+ 4+ 4
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Inbound Docks

@ Control Panel Buttons |
+ E-Stop - Stops the =
Loader functions in an
emergency. The
operator should only use
this button in an
emergency.
+ Power On - Starts the
operation of the Loader.
+ Motor Run - This green o
light will be on when the
hydraulic motor has @
power applied for ©
hydraulic operation and ©

ItS motor is running.
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Inbound Docks

@ Control Panel Buttons

(continued)
+ Start - This button activates

the unloading cycle.

Stop - This button stops the
Loader without dropping
preset.

Reset - Resets the Unloaders
functions and the Unloaders
green reset light will be
IHluminated.

Blanks(4) - These buttons are
left as a local option and can
be used as required.
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Inbound Docks

@ Unloader Operating Cycle

+ Stage 1 - The lower clamps will move out
to clamp the bottom of the container.

+ Stage 2 - The middle clamps will position
themselves to clamp the containers
around the center.

+ Stage 3 - The upper clamps will position
themselves to clamp the top of the
containers when needed.
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Inbound Docks

@ Unloader Operating Cycle (continued)

+ Stage 4 - The Unloader will begin to lift
from the O degree position (flat to the
floor).

+ Stage 5 - The Unloader will continue to lift
until it reaches a 140 degree angle. Once
the Unloader has completely emptied, the
bucket will automatically return to the O
degree position.
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Status Lights

GRN RED ORN WHT BLU
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» Safety Is very important due to the
potentially dangerous nature of the
Inbound docks.

» Inbound Docks Is comprised of
several extendible-type conveyors
feeding Into processing systems.

» Proper use of control selection
switches ensures induction of mail
In the appropriate processing
system.
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Unit 3 Inbound Docks i Key Points (continued)

» BMEU Is critical for revenue
protection

» IMHS allows mail to be
containerized within the BMC
network.

» A reduction of work-hours/required
personnel was realized with the
Implementation of IMHS.

» Work-hours will be reduced with
Implementation of IMHS.
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@ Common guidelines dealing with
hazardous materials are listed below:

+ Always be alert for labeling. Labels can
Indicate the presence of hazardous
materials and what precautions to take.

+ If ahazardous article is leaking or broken,
follow the emergency guidelines of spills
and leaks.

+ Never leave hazardous materials
unattended.

Hazardous Materials
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uniTED STATES Hazardous Materials (Guidelines continued)

+ Do not throw, drop or slide articles that
are believed to contain hazardous

materials.

+ Separate the following materials during
transport and storage:

o Corrosives

o Flammable solids
o Oxidizers

o Organic peroxides
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Hazardous Materials (Guidelines continued)

+ Store hazardous materials in an isolated
area.

+ Separate and store radioactive materials at
least ten feet apart.

+ Transport hazardous materials in reliable
carts. Place hazardous articles on the top
center of a cart and secure before moving.
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Q@ Spill Steps

+ 1. You must immediately isolate the area
and restrict entry. Stay upwind or away
from any vapors.

+ 2. You must contact the designated
hazardous material spill team.

+ 3. Everyone must avoid inhalation. Do
not touch material or walk into area of
vaporized or spilled materials.

Hazardous Materials
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@ Spl” StepS (continued)

+ 4. The spill control team will proceed to
the spill site after donning special
protective equipment.

+ 5. Remove injured or contaminated
people; move victim(s) to fresh air; wash
exposed body parts; call emergency
medical care.

Hazardous Materials
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@ Spl” StepS (continued)

+ 6. Leakers will be placed in special
chemical resistant sacks that will be
placed near a fume hood with the fan
activated, if one is available.

+ (. The hazardous material will then be
placed in OSHA-approved containers and
taken to a pre-designated outside
hazardous materials area. A waste
disposal company will take care of the
material from this point.

Hazardous Materials
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Unit 4 Hazardous Materials T Key Points

» Publication 52 provides guidance on
handling hazardous materials.

» Treat all spills as potentially
hazardous until the material is
safely identified.

» Supervisory personnel must be
knowledgeable of the facility

procedures for handling hazardous
material.
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Mail Transport Equipment

@ Areas of concern when utilizing
equipment include:

+ Safety
+ Productivity
+ Energy Conservation
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Mail Transport Equipment

o Safety Procedures

¢t ¢ ¢ ¢ ¢ <4

Loading Containers

Unloading Containers

Braces for Hinged Doors

Handling Defective Equipment
Connecting Containers to Tow Conveyor

Removing Containers from Tow
Conveyor

Pull ropes for emergency Tow Conveyor
stop
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» Orange Tag (PS Form 4707) defective
equipment and remove it from the
workroom floor.

» Examine all empty equipment
Immediately to make sure it is not
defective and to also make sure that no
mail was left in It.

» Containerization is viewed as a means of
Increasing operational efficiency,
reducing the incidence of damage to the
mail and reducing employee injuries.

Unit 5 Mail Transport Equipment i Key Points
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Mail Flow Control

@ The CCR contains the following:

+ Primary Control Console
+ Secondary Control Console
+ Tow Conveyor Control Console
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Unit 6 Mail Flow Control i Key Points

» Communication between the control
room and floor operations iIs the
key to success.

» Mechanization of the BMC is
dependent on the process control
system.
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Non-Machinable Outsides
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‘] Non-Machinable Outsides

@ Non-machinable outsides (NMO) are
mail that due to size, shape, weight or
contents, Is unsuitable for processing
through mechanized parcel or sack

systems.
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Non-Machinable Outsides

@ NMOs are processed in one of the
following ways:

+ Through a manual basic sort
+ Through a manyweald 0&sroirntg
+ By amechanized sorter
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Non-Machinable Outsides

@ Typical machine configuration
Includes the following:

¢t ¢ 4 4

keying stations

roller tables for area separations
roller tables for world separations
roller tables for recycled volumes
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Non-Machinable Outsides

Q Safety

+ Do ndimb over conveyor belts or roller
tables.

+ Do know where emergency stops are located.

+ Do proper handling procedures (bend knees;
keep back straight; keep load close to body;
lift with legs and arms, not the back).

+ Do nthrow mail across a belt/table to a
container.

+ Do naverload containers.
+ Do ask for assistance if needed.
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Unit 7 Non-Machinable Outsides 1 Key Points

» Non-machinable outsides (NMOs)
are parcels unsuitable for
processing through the mechanized
primary or sack systems.

» The oldest NMOs are worked first to
provide the best service to the
customer.
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Sack Sorter Machines
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o System Components

Sack Sorter Machines

+ Conveyor Belts

+ Over-and-Under Tipping Tray Conveyor
System

+ Carousel Tray Conveyor System
+ Sack Induction Slide
+ Sack Induction Stations
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Unit 8 Sack Sorter Machines 1 Key Points

» Over-and-under or carousel tray
system.

#» Induction slides provide a ready-
access storage area for continuous
keying.

» Sacks can either be keyed or
scanned.

» Computer controlled sortation.
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Sack Shakeout
(SSO)
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Sack
Shakeout
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@ Automatic Shakeout Components:

Sack Shakeout Operation

+ Sack Slide

+ Meter Rollers

+ Clamp Conveyors
+ Shaker Bar

+ Control Panel
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Unit 9 Sack Shakeout Operation 7 Key Points

» Sack Shakeout can be either manual
or automatic.

» Sack Shakeout Is the process of
emptying sacks of parcels for
Induction into the Parcel Processing
System.
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