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LOUISIANA DISTRICT GROWTH MANAGEMENT INFORMATION 
 
Please submit the following items as pdf. File to: latasha.l.lewis@usps.gov 

 SIGNED AGREEMENT – Pages 2 and 3 from this Information package  

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

 EQUIPMENT SPEC - samples included in this package 

 ELEVATIONS – with installation specs for mailrooms 
  
Delivery agreement communications are exclusively between developer/builder/owner and the Postal Service.  
It is considered privileged information.  
 
Vendors/Installers submitting the required documents for projects must include the builder, developer or 
owner on all email correspondence. 
 
The Postal Service does not have, work with, recommend nor is affiliated with any local vendors.  If a 
vendor/installer states they are contacting you on behalf of, with information provided by or with consent from 
the Postal Service please notify USPS immediately. 
 
Once review is complete you, as well as, Address Management Office and the local delivery Unit, will be 
notified that the delivery has been approved.  Delivery can begin once 10% occupancy has been reached. 
 
Please note these important facts: 

 Documents should be submitted for review and approval as soon as design is available.  It’s 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.  PO Box delivery or travel to local delivery unit to pick up mail would be available options for 
delivery) 

 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. 

 Ensure installation heights are visible and in compliance with Postal regulations.  Please refer to “Postal 
Installation” attachment for installation height limits. 

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

 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 

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

 All deliveries to include clubhouse, leasing offices, pro shops, guardhouse etc. are to be included in the 
centralized delivery location. 
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LOUISIANA DISTRICT AGREEMENT FOR NEW DELIVERIES, RENOVATIONS AND MAILBOX 
REPLACEMENTS 

 
NAME OF PROJECT __________________________________________________ 
 
ADDRESS OF PROJECT (with zip code):   
____________________________________________________________________  
 
Developer name______________________________________________________ 
 
Contact name and number_____________________________________________ 
 
Vendor/Installer Company Name, Contact and Email: 
____________________________________________________________________ 
 
This project is:  NEW CONSTRUCTION __________     RENOVATION/REPLACEMENT _________ 
 
Estimated: 1

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

 

Type of Project               # of Units                            Equipment Model #  
 
Residential        ____________                        ________________    
                 
Commercial/Retail    ____________                        ________________ 
 
For residential and commercial project, are the units in the project intended for sale or rental/lease? 
_____________________________________________________________________________________ 
 
For residential and commercial projects, what is the minimum rental/lease terms? 
(Week/month/year)_____________________________________________________________________ 
 
Are residential rental agreements/leases for the unit in its entirety or will unit be rented/leased by the 
bed/bedroom? (Unit/Bed)________________________________________________________________ 
 
Is the project, or will it become, liable for the Tourist Development Tax? (Y/N)_____________________ 
 
Is the project an investment property with option for sublet or use as a vacation rental for periods less than one 
year? (Y/N)______________________________________________________________________________ 
 
If yes, what is the minimum period it can be used for sublet or vacation rental? 
(# Days, weeks, months)__________________________________________________________________ 
 
For commercial properties, will the project include virtual offices/addresses, shared workspace, executive suites 
with on demand administrative services, day spaces? (Y/N)______ 
 
Is this project planned as off or on campus student Housing?  (Off/On)___________ 
 
For Senior Living facilities, how many units will be Senior Living, Memory Care, Assisted Living or full 
time/hospice care? Please indicate the quantity of each type of unit below 
Senior Living _________Memory Care _________Assisted Living ____________Full Time Care_________ 

 
(Continued on next page) 

 



 
 

3 
 

 
 
DEVELOPER / CONTRACTOR / OWNER RESPONSIBILITY IS AS FOLLOWS: 
 

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

 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_ 

 All initial keys and interior of the CBU will be labeled by the Postal Service according to Address Management 
approved diagrams.  

 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.   

 All deliveries to include clubhouse, leasing office, retail etc. are to be included in the centralized delivery location 

 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. 

 Vendors/Installers submitting the required documents for projects must include the builder, developer or owner on 

all email correspondence. 
 Fully disclose the intended use and occupancy terms of the project/property. 

Postal Operations Manual (POM) 631.81: In the event that an improper mode of delivery is approved the US 
Postal Service can, for up to 1 year from the date delivery begins/is established and after notifying the 
development, withdraw and correct mode of delivery. 
 

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

NAME _____________________________ NAME   ____________________________ 

EMAIL ____________________________ EMAIL   ____________________________ 

TELEPHONE # _____________________ TELEPHONE #  ____________________________ 

SIGNATURE _____________________ SIGNATURE ____________________________ 

DATE  _____________________ DATE  ____________________________ 

 

Sign and return page 2 and 3 with the required documentation as applicable to your project: SITE PLAN 

(Indicating proposed delivery location(s) and carrier parking), MAIL ROOM ELEVATIONS, EQUIPMENT SPECS, 

and INSTALLATION SPECS. 

 

*The Postal Service does not have, work with, recommend nor is affiliated with any local vendors.  If a vendor/installer states they are 

contacting you on behalf of, with information provided by or with consent from the Postal Service please notify USPS immediately. 
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Parcel Locker Information 
 
 

 
 


