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UNITED STATES
F POSTAL SERVICE

May 22, 2017
Mr. Brian J. Wagner Certified Mail Tracking Number:

President 70161370000230147198
National Association of Postal Supervisor) -

1727 King Street

Alexandria, Virginia 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service intends to pilot a Passport Appointment
Scheduler (PAS). The scheduler is intended to provide customers, through a web-based
system, the ability to schedule, view, and cancel passport appointments for a first-time
passport application.

During the pilot, the PAS will be used for scheduling appointments at the sixteen locations
identified as part of the passport center strategy. Notification of this strategy was provided
by letter dated April 13,

The pilot offices will be provided a tablet which will be used to assist walk-in customers in
scheduling an appointment through the PAS. Additionally, the daily passport appoiniment
schedule will be available through the MyPO application. The pilot is anticipated to begin in
June. ‘

Enclosed is the following information:

April 13 notification on passport center strategy
Retail Stand-Up Talk

Training

Internal Fact Sheet

If you have any questions about this matter, please contact Shannon Richardson at
extension 5842,

{
Manager
Contract Administration (APVVL)

Enclosures

475 L'ENFANT PLaza SW
WasHINGTON DC 20260-4101 (CA2017-252)
WAL LUSPS.COM
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LABOR RELATIONS

UNITED STATES

POSTAL SERVICE

Aprit 13, 2017

Sincerely,

Mr. Brian J. Wagner Certifled Maill Tracking Number:
President 7016 1370 0002 3014 5826
Natlonat Association of Postal Supervisors

1727 King Street

Alexandria, Virginla 22314-2753

Dear Brian:

As a mater of general interest, the Postal Service is planning to implement a passport center
strategy. The strategy plans to leverage existing retail facliities where there are opporiunities
for revenue growth with passport acceptance.

The Intent of this Inftiative is to evaluate the petential for cresting a national passport center
model within existing retail facilities and provide recommendations regarding implemeritation.

Beginning in June, the Postal Service plans to implement this strategy in four Areas. Each
Area will have a lead passport office with three associated safellite offices. The lead office
will primarily offer walk-in passpott services, with possible appointments during the last hour
the retall window is open, The'satellite offices will provide passport services by appointment
only during the current retail hours,

Enclosed is a list of lsad offices with associatad satellite offices,

If you have any questions about this matter, piease contaet Shannon Richardson at
extension 5842,

Manager
Contract Administration (APWL)

Enclosure

475 LIEnFANT. Praza SW -
WagtiNeToN DO 20260-4 1801 _ {CAZI17-180)
WHW.USPE.OOM




j UNITED STATES
.~ | POSTAL SERVICE +

Retail Stand-Up Talk

May 11, 2017

Passport Appointment Scheduler (PAS)
Customer Friendly Experience

As the demand for passport services continues to grow across the country, customers
are expecting more_digital and_innovative ways when scheduling their appointments

with the USPS. The Passport Appointment Scheduler (PAS) will provide customers with
the ability to book their passport appointments either online or through their mobile
device.

PAS is initially being tested at 16 sites across the country. The effectiveness and the
benefits of the tool for both customers and the Postal Service alike will be closely
measured. Your office will be a part of that test, so it will be especially important for you
to know how PAS works when creating customer awareness and answering their
guestions.

With PAS, if a customer should come to your office for a passport — and they do not
have an appointment — you will still want to make every effort to schedule them for the
next appointment opening. However, you can also give them the option of making an
on-the-spot appointment through PAS by using your office tablet.

PAS will give offices the capability of printing out a daily appointment schedule through
the MyPO Application. This will give offices a better picture of how many customers
have scheduled a passport appointment on any given day so resources can be staffed
accordingly. -

You will receive training on the Passport Appointment Scheduler and other job aids that
will assist you in serving your customers as they begin to use the tool. Thank you for
your support of PAS and dedication to the Postal Servicel!
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USPS® Passport Appointment Scheduler Pilot

Internal Fact Sheet

New Passport Appointment Scheduler Pilot:

The U.S5. Postal Service® processes millions of passport
applications each year through both walk-ins and appointments.
In an effort to provide the convenience of scheduling passport
appointments onling, we are pleased to announce that the
Passport Appointment Scheduler (PAS) pilot will be available in
16 Post Office™ {ocations in the U.S. (see list) in Summer 2017,

The Passport Appointment Scheduler pilot will offer customers the
ability to schedule, view and cancel appointments for a first-time
passport application at their local Post Office™. Customers will
also receive email nofifications throughout the appcintment
process and be provided a dedicated Help Desk phone number
and Emalil address to contact for assistance, if needed.

Coming Soon fo 16 Post Office Locations!

Rarticipating Piior Post Office Locations:

Mount Prospect (Mount Prospect, iLi/Buffale Grove (Buffols
Grove, ILjfDeerfietd (Deerfield, 1)) boke Zurich {Lake Zurich,
fi)/fHicksville [Hicksvitte, NY)/Toms River [Toms River,

A fSyosset [Syosset, WY}/ Bohenin (Behemia, NY)/ Rockville
Lentre (Rockville Centre, N¥)/Lakehst (Loketrst,

B/ Rumson {Rvmson, WY Belmar [Belmar. NI/ Lock Raven
{Towson, MDY Hmmpden Rolard Park; (Baltimors, MDY} \ount
Washington fBaftimore, WD)/ Raspeburg {Boitimore, MDY

Can customers make a same-day appointment?

No. Customers will not be able to make same day appointments
through the online Passport Appointment Scheduler. However, they

the pilot:

How do customers schedule a passport
appointment using the new Passport
Appointment Scheduler?

Customers serviced by Post Offices participating in the pilot will
receive notification in the mail (see above) with instructions on
how to access the tool. An Email notification will also be sent to
USPS.com customers who are opted in for notifications.

How long will a passport appointment take?

A typical passport appointment should take approximately 10 fo

15 minutes, if a passport photo is taken. Family appointments add

15 minutes for each family member scheduled. For instance, a 4-
_person family appointment will take 60 minutes.

What will happen if a customer is late to their
appointment?

If a customer is more than 5 minutes late to a scheduled
appointment, the appointment may be forfeited or given to
another customer reguesting passporl services. Customers
shoutd make an effort to be 10 minutes early for their scheduled
appointment.

Can a family appointment be scheduled?

Yes. Family appointments are available for up to 5 additional
individuals in one appointment (6 individuals in total).

may call the Passport Appointment Pilot Help Desk Support Team at
(202)-268-7900 to help find a Post Office in their vicinity that accepts
walk-in passport services.

What do customers need to bring to their
appointment?

Customers should access the Department of State website at
travel.state.gov/iconfent/passportsien/passporisiforms.htmi to obtain
the DS-11, Application For a U.S. Passport form. Here are a list of
items customers need for the appointment:

v Complete and print Form DS-11: Application For a U.S.

Passport

Proof of U.S. Citizenship, definition found on Form DS-11.

Proof of Identity, definition found on Form DS-11.

Bring Photocopies of U.S. Citizenship and Identification

Document(s).

Appropriate form of payment, prices, and acceptable

forms of payment for fees can be found on the

Department of State website at

travel state.gov/content/passports/en/passports/information

ffees. himl. Please note: Debit and credit cards are not an

appropriate form of payment for the Department of State

application fee.

v Appropriate Passport Photo. Nole: Passport phofos can
be taken at USPS pifot localions for a fee.

AR NE NN

Will customers be able to change the time and/or
location of an existing appointment?

No. For the pilot, customers will not be able to make those
carrections to existing appointments. They will have to cancel their
existing appointment first and then make another appointment.

Will customers be able to schedule an
appointment online at alf Post Office locations?

No. Online scheduling will only be available at select locations;
however, customers are still able to call their local Post Office for an
appointment if that office provides passport services by appointment
only.
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