
 
LOUISIANA DISTRICT 
GROWTH MANAGEMENT 

 

 
 

 

Builders Association/Project Developers/Builders 

 

During the development stage of a new subdivision, it is the responsibility of the 

developer and/or builder to pay the costs necessary to bring streets, sidewalks, 

water, phone, gas, and electric service into a new development. Like utility 

companies, the Postal Service is a service-based organization. We provide the 

service of mail delivery; however, we do not provide the mail receptacle. 

 

It is the policy of the U.S. Postal Service that mail delivery to all new 

developments are centralized delivery using centralized box units (CBU). In the 

Louisiana District, as in other parts of the country, it is the responsibility of the 

customer (developers and builders) to provide the necessary mail receptacle 

equipment (Mail Receptacles and Slabs). 

 

The authority for this is from the Postal Operations Manual (POM). Section 632, 

Mail Receptacles, states that, 

 
Appropriate mail receptacles must be provided for the receipt of mail. The type of mail receptacle depends on 

the mode of delivery in place. Purchase, installation, and maintenance of mail receptacles are the responsibility of the 

customer. 

 

The POM also advises that appropriate locations for installation be verified and 

approved by the Postal Service and local government. 

 

To facilitate the most cost-effective delivery of mail into the 21st century, I am 

committed to assisting all customers, both large developers and individual 

customers, with references for the purchase, installation, and maintenance of 

authorized mail receptacle equipment. 

 

An address plat must be submitted for Postal approval to establish the Mode of 

Delivery for a new development or an apartment complex prior to beginning 

construction, please contact the U.S. Postal Service Representative in your area. 

 

Sincerely, 

 
LaTasha L. Lewis 
 

 

 

750 FLORIDA ST, RM 255  
BATON ROUGE, LA  70801-9321 
OFFICE: 225-339-1025 
mailto:delivery.growth@usps.gov 
https://about.usps.com/what-we-are-doing/current-initiatives/delivery-growth-management/welcome.htm 

 
 

mailto:delivery.growth@usps.gov
https://about.usps.com/what-we-are-doing/current-initiatives/delivery-growth-management/welcome.htm


LOUISIANA DISTRICT GROWTH MANAGEMENT INFORMATION 
 
 
Please submit the following items to: Louisiana District Growth Management 
 

 SIGNED AGREEMENT – with contact information to include email 

 SITE PLAN – indicating where the centralized delivery or mailroom/kiosk is located 

 EQUIPMENT SPECS – samples included in this package 

 ELEVATIONS – with installation specs for mailrooms 
 
PDF format is preferred. 
 
Once review is complete, you as well as, the Address Management Office and the local 
Delivery Unit will be notified that the delivery has been approved and can begin once 10% 
occupancy has been reached. 
 
 
Please not these important facts: 
 

 Documents should be submitted for review and approval as soon as design is 
available. It is easier for the development to correct a compliance issue prior to 
construction/development.  Delivery will not begin until the approvals are in 
place. (If delivery is not approved, residents/tenants would not be able to receive 
mail at the proposed address. A PO Box or travel to the local delivery unit to pick 
up mail would be possible alternatives). 

 In addition to USPS approval, developer must meet City/State/Federal ADA 
requirements for all concrete slab/structure access to delivery boxes. As these 
requirements may vary by city, the Postal Service’s review and approval is for 
compliance to Postal regulations only. 

 Ensure installation heights are visible and in compliance with Postal regulations. 

 One parcel locker is required for every 10 planned deliveries. “Parcel Concierge”, 
Parcel Pending”, onsite concierge service, or package rooms do not satisfy the 
1:10 parcel locker requirement. Parcel lockers must be in the same location as 
the mail delivery. 

 If there will be controlled access to the delivery area, a “Key Keeper” or “Lock 
Box” which accepts a Postal Arrow Key must be installed at the entry point. For 
security reasons, the key/fob/card must remain in a lock box on the customer 
property. 

 Delivery is expected to ground level as this normally is the most efficient and 
convenient location for carrier access. 

 
 
If you have any questions regarding the attached information, please email your questions to:  

 

Louisiana District Growth Management 
Latasha.l.lewis@usps.gov 

 
 
 
 
 

mailto:latasha.l.lewis@usps.gov
mailto:latasha.l.lewis@usps.gov
mailto:Latasha.l.lewis@usps.gov


LOUISIANA DISTRICT GROWTH 
STANDARD OPERATING PROCEDURES 

 
 

 LA District Agreements: 
o Residential 
o Commercial 

 Letters 
o Developers, Project Managers, Owner 

 Samples 

o Mailroom Elevation 
o Site plan with mailroom indicated 
o Apartment/Condo elevations 
o Mail Kiosk elevations 
o 4C Recessed specs with installation 

requirements 
o CBU/Cluster Box Unit specifications 

 CBU 
o Available sizes 
o CBU information 

 Parcel Locker Delivery Information 

 STD 4C Model – Authorized/Approved as of 
2006 
o Quick Reference Guide 

 Installation and ADA (Americans with 
Disabilities Act) 

 Carrier Access Control Options 
  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

PLEASE COMPLETE HIGHLIGHTED AREAS 

NAME OF PROJECT _______________________________  DATE _________   
ADDRESS OF PROJECT _______________________________     
POST OFFICE/ZIPCODE _______________________________  
DEVELOPER__________________________________________  Contact ____________________ 
 
This project is:  NEW CONSTRUCTION ___       RENOVATION ___ 
Estimated 1

ST
 Occupancy Date: ________ 10% Occupancy: ________ Completion: _______ 

Information regarding centralized delivery equipment options is available on request. 
 
Type of Project              Deliveries          Equipment-Type #  Quantity 
Apartment/condo/hi-rise complex   ______      _________________                 ________ 
Assisted Living ______              _________________                 ________ 
Single Family/Townhouse               ______              _________________                 ________ 
Other _________________           ______ _________________                 ________    
 

 DEVELOPER / CONTRACTOR / OWNER RESPONSIBILITY IS AS FOLLOWS: 

 Equipment type, location and installation of all receptacles must be approved by  Louisiana District Growth 
Coordinator  

 In addition to USPS approval, developer must meet City/State/Federal ADA requirements for all concrete 
slab/structure access to delivery boxes.  As these requirements may vary by city, the Postal service review 

and approval is for compliance to Postal requirements only. 
 Centralized Delivery Equipment and Concrete Slabs are to be installed / maintained by the Developer or its 

designee.  Purchase, installation and maintenance of delivery equipment are the responsibility of the 
customer. (POM 632.11) 

 Keys issued to residents by Developer or its designee (After initial issue, resident/lost or stolen keys are to 
be requested from the business management office.)  Locks changed by:  Developer _x___ Management 
Office _x__ USPS (if available in your area)__x_ 

 The interior of the CBU will be labeled by the Postal Service according to Address Management approved 

diagrams.  

 Letter of introduction and instruction “how to use the CBU and Parcel Lockers”. :  
 One parcel locker is required for every 10 planned deliveries.  “Parcel Concierge”, “Parcel Pending”, onsite 

concierge service or package rooms do not satisfy the 1:10 parcel locker requirement.  Parcel lockers must 
be in the same location as the mail delivery.   

 If there will be controlled access to the delivery area, a “Key Keeper” or “Lock Box” which accepts Postal 
Arrow Key must be installed at the entry point.  For security reasons the key/fob/card must remain in a lock 
box on the customer property 

 The approved mode of delivery cannot be changed arbitrarily. Mode of delivery must be retained 
absent an agreement otherwise.  

 

By signing below, I acknowledge I Understand the options and responsibilities for 
receiving mail delivery service 

 
POSTAL SERVICE REPRESENTATIVE          PROPERTY DEVELOPER / MGR / OWNER     

NAME ____________________________   NAME ______________________________ 

TITLE ____________________________           TITLE ______________________________                         

TELEPHONE # _____________________         TELEPHONE #_______________________ 

EMAIL ____________________________         EMAIL ______________________________ 

SIGNATURE_______________________         SIGNATURE_________________________ 

DATE_____________________________          DATE_______________________________ 

 

*Required documentation as applicable to your project: SITE PLAN (Indicating proposed delivery location(s) and carrier parking), MAIL 

ROOM ELEVATIONS, EQUIPMENT SPECS, INSTALLATION SPECS. 

 

 

  

 

LOUISIANA DISTRICT MODE OF DELIVERY 
AGREEMENT FOR NEW DEVELOPMENTS 

Residential Homeowners 

mailto:latasha.l.lewis@usps.gov
mailto:latasha.l.lewis@usps.gov


 
 
 
 
 
 

PLEASE COMPLETE HIGHLIGHTED AREAS 
 

NAME OF PROJECT _______________________________ 
ADDRESS OF PROJECT  _________________________.____________ DATE _______________   
POST OFFICE/ZIPCODE _____________________________PROPOSED ROUTE #___________ 
DEVELOPER:________________________________ Contact _____________________________ 
 
This project is:  NEW CONSTRUCTION ___       RENOVATION _______________ 
Estimated: 1

ST
 Occupancy Date: ________ 10% Occupancy: ________ Completion: _______ 

Information regarding centralized delivery equipment is available on request. 
 
Type of Project              Deliveries         Equipment-Type / #  
Office Bldg. (__Floors)        ______      ___________________________ 
Shopping Mall                   ______        ___________________________ 
Strip Mall                            ______                ___________________________  
Other _____________ ______ ___________________________   
                
DEVELOPER / CONTRACTOR / OWNER RESPONSIBILITY IS AS FOLLOWS: 

 Equipment type, location and installation of all receptacles must be approved by  Louisiana District Growth 
Coordinator  

 In addition to USPS approval, developer must meet City/State/Federal ADA requirements for all concrete 
slab/structure access to delivery boxes.  As these requirements may vary by city, the Postal service review 

and approval is for compliance to Postal requirements only. 
 Centralized Delivery Equipment and Concrete Slabs are to be installed / maintained by the Developer or its 

designee.  Purchase, installation and maintenance of delivery equipment are the responsibility of the 
customer. (POM 632.11) 

 Keys issued to residents by Developer or its designee (After initial issue, resident/lost or stolen keys are to 
be requested from the business management office.) 

 Locks changed by:  Developer _x___ Management Office _x__ USPS (if available in your area)__x_ 

 The interior of the CBU will be labeled by the Postal Service according to Address Management approved 

diagrams.  

 Letter of introduction and instruction “how to use the CBU and Parcel Lockers”. :  
 One parcel locker is required for every 10 planned deliveries.  “Parcel Concierge”, “Parcel Pending”, onsite 

concierge service or package rooms do not satisfy the 1:10 parcel locker requirement.  Parcel lockers must 
be in the same location as the mail delivery.   

 If there will be controlled access to the delivery area a “Key Keeper” or “Lock Box” which accepts Postal 
Arrow Key must be installed at the entry point to secure the key/fob/card.  For security reasons these items 
must remain on the customer property.   

 

By signing below, I acknowledge I Understand the options and responsibilities for 
receiving mail delivery service. 
 
USPS GROWTH COORDINATOR                                  PROPERTY DEVELOPER/MGR/OWNER     

NAME  ____________________ NAME  ______________________ 

TITLE  ____________________ TITLE   ______________________ 

EMAIL  ____________________ EMAIL  ______________________ 

TELEPHONE # ____________________ TELEPHONE # ______________________ 

SIGNATURE ____________________ SIGNATURE ______________________ 

DATE  ____________________ DATE  ______________________ 

 
Required documentation as applicable to your project: SITE PLAN (Indicating proposed delivery location(s) and carrier parking), MAIL 

ROOM ELEVATIONS, EQUIPMENT SPECS, INSTALLATION SPECS. 

 

 

 

 

 

LOUISIANA DISTRICT MODE OF DELIVERY 
AGREEMENT FOR NEW DEVELOPMENTS 

Business / Commercial / Mixed Use 
 

mailto:latasha.l.lewis@usps.gov
mailto:latasha.l.lewis@usps.gov


LOUISIANA DISTRICT  

701 LOYOLA AVENUE  

NEW ORLEANS LA  70113-9321 
 

  

 
In April of 2012 (updated in Postal Bulletin # 22334) the USPS revised regulations to clarify options for 
delivery and to provide the USPS greater autonomy in determining how deliveries are added to the Postal 
Service network.  While curbline and sidewalk delivery remain viable and are approved modes of delivery, 
the USPS will determine how and when to approve these modes of delivery consistent with existing Postal 
Operations Manual (POM) regulations regarding in-growth and both establishment and extension of 
delivery.   
 
At a minimum, the USPS will work with builders and developers to determine what the best mode of 
delivery is for the area prior to establishing or extending delivery service.   This will include review of site 
plans and consideration of lot size and locations of housing relative to existing delivery infrastructure and to 
customer travel.  The USPS recognizes the interest builders have in controlling site plans, and just as with 
other public services, the USPS will work to meet the requests and requirements of the builders and local 
planning administrators.  However, as a national agency, the USPS reserves the right to establish delivery 
in the most consistent and cost effective means viable to meet our federal mandate of providing a free form 
of service that best meets the need to establish and maintain a safe, reliable and efficient national Postal 
Service.  Centralized delivery is the most cost effective and efficient mode of delivery.  Not only is it 
an efficient form of delivery, but also provides important benefits to your residents: 
 

 Mail security – Mail theft is a real concern.  Residents would not need to stay home all day or 
watch for the carrier when they are expecting checks or other important documents. 

 Convenience – Packages too large for the curbside box would require the resident to make a trip to 
the post office to pick it up.  Central delivery boxes come with parcel lockers of varying sizes to 
accommodate your community needs. 

 Safety – An overflowing mailbox could be a sign that the residents are away.  Central Delivery 
Boxes can safely hold several days’ mail.  If the resident will be away for an extended length of time 
the carrier can hold mail at the post office for up to 30 days. 
 

Given the current financial state of the United States Postal Service and the established postal policy 
regarding this matter (which is specifically addressed in the Postal Operations Manual changes of April 
2012), centralized delivery is the approved mode of delivery. 
 
Delivery will begin in newly developed areas only upon approval from a responsible USPS representative 
and only to locations and equipment approved by the USPS.  Street delivery may be withheld until such 
time as an approved site location (s) is agreed upon and the required delivery equipment is put in place.   
 
If you need assistance determining locations for the central delivery boxes, please feel free to contact the 
local manager at the delivery post office or myself.  Once the location for the central delivery boxes is 
determined, please forward a copy of the site plan with the proposed site indicated for this office’s approval.   
 
The Postal Service remains committed to being a world class communication company and provider of hard 
copy product and communication in the 21

st
 century. 

 
Regards, 
 
 
Louisiana District 
Growth Coordinator 
225-339-1025 
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SAMPLE MAILROOM ELEVATION                      
 

Please ensure installation heights are visible 
and in compliance with Postal Regulations. 



 
 
 
SAMPLE SITE PLAN WITH MAILROOM 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
SAMPLE SITE PLAN WITH DELIVERY POINTS INDICATED 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
SAMPLE APARTMENT/CONDO ELEVATION 
 
 
 
     
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
SAMPLE MAIL KIOSK ELEVATION 
 
 
 
 
 

Please note:  In addition to USPS approval, developer 
must meet City/State/Federal ADA requirements for all 
concrete slab/structure access to delivery boxes. As 
these requirements may vary by city, the Postal 
service review and approval is for compliance to 

Postal requirements only. 



 
 


