Village of Bellevue Cluster Mailbox Unit
(CBU) Installation, Maintenance &
Repair Policy

The US Postal Service (USPS) has indicated that going forward, without exception, CBU’s will
be installed in every new subdivision with few deviations. Requests for exceptions will require
an appeal process that will be lengthy and not result in a timely decision.

This policy describes the construction and installation requirements for staff, design
engineers and developers. It will limit municipal exposure and liability, ensures proper ADA
installations and clarifies that subdivision lot owners are responsible for long term CBU
maintenance and replacement costs including the foundation pads. There are four major
policy parts:

Coordinate CBU installation/locations to be installed in subdivisions with USPS. Also
identify on the plat which lots are responsible for which CBU’s and add required long
term ownership and maintenance notes.

Developer will be responsible to design and construct safe accessible routes and install
the CBU and foundation pad as part of the subdivision construction process.
Developers will be responsible to order and install the CBU and distribute the keys to
the first-time subdivision residents only. After that it is up to the homeowners and Post
Office to manage keys.

All CBU installation costs will be added to municipal subdivision development costs, to
be paid by the developer.

USPS CBU Coordination

Many of the CBU coordination difficulties begin with the fact that neither USPS or
Developers are transportation designers or engineers. Additionally, they cannot act as
a Municipality to determine exactly what can be installed because they can’t issue right
of way use permits, nor approve designs for American Disability Act (ADA), crash,
safety and breakaway requirements. Also, because so many different municipalities
are involved, each may have a different policy.

There are five easy steps the Village should be following during a subdivision plat
review:
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O Assist the developer and surveyor. Engineers

design and municipalities permit everything in
the right of way, utilities, road, sewers etc. We
can easily assist planning and coordinate
appropriate  CBU locations that are ADA
complaint and safe. CBU location needs are
simple and outlined below. Creating a USPS plan
submittal is easy and if done correctly the first
time will be easy for USPS to approve it quickly.
0 Make a simple plan drawing like the one shown to the right (a large version is
also attached). This simple plan shows which lots will be served by which CBU.

Submit it to the post office and subdivision surveyor. USPS technically has 30
days to respond. Do it early and as soon as possible so as not to delay the
subdivision design or platting process. This example drawing is for a subdivision
that will be built in 2 phases, having 7 CBU locations. Each location will have
space for 2 CBU'’s, 1 parcel unit (for large packages) and space for 1 future CBU
just in case (or a newspaper distribution box?). There are many CBU options,
many units having 8 or more compartments, with 13 and 16 compartment units
being most applicable to new subdivisions. Two 13 or 16 compartment CBU’s
can accommodate from to 26 or 32 lots. The CBU’s will be installed on a 15’ wide
by 5’ deep concrete pad. Use only one model of CBU throughout the whole
subdivision.

O Ensure that the surveyor adds a ‘“general” CBU plat note to protect the
Municipality. This is like the standard note on all plats requiring “drainage
grading along lot lines”. It should be a general note as Municipalities have
nothing to do with enforcing restrictive covenants. However, the note could be
both a general note and a restrictive covenant. Bellevue’s current note,
endorsed by Brown County is as follows:

= Alllot owners associated with the designated CBU are joint owners of the
specified CBU structure and its foundation and are responsible for the

long-term maintenance and replacement. If the property owners do not
keep the CBU in a good-looking functional state, the municipality may
assess/charge the lot owners for the shared cost of repairs or

replacement.
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O Ensure the plat designates which lots are served by each CBU location.
= Bellevue needs to know exactly who is responsible
for the CBU’s if complaints are made or
maintenance is needed. See the details and notes to

the right as an example.

= Brown County (as a separate coordination
courtesy) currently plans to forward new plats to
USPS representatives (contact info below) as part
of their normal 20-day comment period. This does
not replace the required USPS coordination

R DETAIL #4 (CBU SERVES LOTS 4348, 50-68)
LOTET

14955 SF,
0,34 AC,

plan/agreement, see below, but might help

identify if a subdivision hasn’t planned for CBU’s.
0 Submit the CBU Coordination Agreement (see attached)
& Simple Plan drawing to the USPS contacts below by

email.

* The agreement looks complicated but realize the agreement just used
to:

e collect information about the proposed locations and particular
equipment to be installed for USPS to put on file, and

e it documents that CBU coordination occurred and installation
plan is approved.

e signing the agreement does not obligate developers to maintain
the CBU Box. See Agreement part 6c¢, responsibility transfers to
future homeowners.

* Fill out Agreement Part 1 describing the General Property information,
Parts 3 and 4 on Equipment Details. Circle “Property Agent” for the 3
responsible parties shown in Part 4. Have the municipality or developer
sign the agreement. Scan & email the agreement and simple plan
drawing to the appropriate area Postmaster and Lakeland District
Growth Coordinator listed below:

* Green Bay Postmaster — Brad Koenig

e Work: 920-498-7417 Cell: 920-540-3418

e Email: brad.j.koenig@usps.gov

= De Pere Postmaster — Donny Harju

e Phone: 920-336-4306 Direct: 920-336-4471

e Email: donny.r.harju@usps.gov

= Lakeland District Growth Coordinator — Deidre Scheerer

e Phone: 414-287-1869 Cell:

e Email: deidre.j.scheerer@usps.gov
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Engineering considerations in planning CBU locations in subdivisions

e (BU location guide: see USPS National Delivery Planning Standards Handbook PO-632.
(Construction details are in the next section)

(0]

Parking must be safe for residents & postal
employees.

Locate them on low volume, low speed side
streets that allow and provides for parking to
avoid construction of turn out lanes like that
shown to the right.

Don’t place CBU’s on County, arterial or collector

roadways that will have higher traffic volumes or

high speeds. Typically, these roads only have

travel lanes and narrow shoulders that are not adequate or safe to park on.
The roadway must have legal safe parking for users to stop and get out of cars.
If it doesn’t allow parking or the roadway only has travel lanes an entire parking
turnout lane must be added. Nobody will want to pay for a turn out lane and
municipalities won’t maintain or plow them.

Do not place CBU’s in a cul-de-sac bulb area due to congestion of driveways and
snow storage issues.

CBUs should be within 1 block from residences

Keep CBUs approx. 100’ or more from corners

CBU’s should be accessed from an ADA

sidewalk

Locate CBU’s to have a short postal driving

route travel distance

Ideal postal driving routes utilize right hand

turns

The Post office will provide for an optional extra

CBU parcel box to aid in parcel delivery’s

ltems that don’t fit into available

compartments will be placed at the doorstep

Bellevue will not allow the CBU’s to be placed

on Village owned property.
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CBU Accessible Routes (sidewalks and CBU foundation pad)

See the attached sample construction drawings for:
0 rural roads with ditches and no sidewalks, and
O urbanroads with and without sidewalks.
CBU’s aren’t crash or breakaway safe. CBU’s should be a minimum of 2 or more feet
clear of any curb as a clear zone and up to 6 feet away as a breakaway zone.
While the CBU may be placed on either side of the sidewalk. Bellevue does not want
CBU’s in the terrace due to possible CBU damage from =——————— el e e ___

snow plowing, to avoid breakaway requirements and clear ‘
—

distance issues.

Bellevue will require a right of way bump out behind the || LOW SPEED | LOW YOLUME
. . . . . . LOCAL ROAD 28° OR MORE
sidewalk so the CBU is still located in the public right of GuRa RAPS ONBOTH (PARKING ALLOWED, NO
SIDES OF ROAD AT CEUS | COUNTY ROADS)
way, see the drawing to the right. | |

A standard CBU slab depth is 5 feet and poured adjacent = ‘
to the sidewalk. 5 feet allows a 2’ offset to the front of the —

CBU, 1.5’ of CBU depth and 1.5’ clearance on the back of jd%':’i;_: - \
thecBU. SR

|
13 X 5 RIGHT OF WAY -

A standard CBU slab width measured along the sidewalk,  surourroruzroscaus

¥ OR GREATE|

LOT LINE

to accommodate 2 CBU’s, 1 extra parcel box and have 1

|

spare CBU space, is 4 spaces at 3’ each plus 1.5’ clear on each end, totals 15 feet. The
slab may be wider if a more centralized location is used and more CBU'’s are desired in
a location. Just add 3 feet for each additional CBU.

Each standard CBU right of way bump out depth is 5 feet and 1.5’ clear of each side of
the slab so 18 feet wide. Add 3’ each if you plan additional CBU’s

ADA type accessible routes, part of USPS National Delivery Planning Standards
Handbook PO-632

0 Standard sidewalk requirements: 5’ wide (4’ minimum), use curb ramps at
curbs, 1to 2% cross slope etc..

0 Don’t place CBU’s at the curb facing the street, as a curb is an ADA barrier and
is not acceptable.

0 Place CBU’s 15” or more off the sidewalk edge. Bellevue will use a 24" offset for
pedestrians and so there is generous space to plow snow with power
equipment. Bellevue has a sidewalk clearing ordinance to ensure that
homeowners are required to shovel the sidewalk/route.

0 (BU foundation pads are 8” thick and they must be level to the sidewalk. Make
them 5 feet wide to leave room around the sides and edges so lawnmowers
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and easily go around the edge without hitting the CBU box and eliminate lawn
trimming needs.

The Sidewalk and CBU foundation could be installed by the developer or the municipality can
do it as part of the subdivision work at the developer’s cost.

CBU Mailbox Unit Information

e Before the CBU is bolted down, call the post office to install the 2 Arrow USPS master door locks
in the CBU so it is locked.

e Also consider that it is probably important to make sure that CBU’s and their foundation pads
are installed before the first Builder shows up, so that home placement and driveways won’t
interfere with the CBU and pad later.

0 Make sure the product you order is USPS approved - F SERIES

0 Developer can pass the keys out as new homes are constructed.

0 When homeowners move, they are supposed to hand CBU mailbox keys to the new
homeowners.

0 If aresident loses their keys, they will have to call the post office and for a fee USPS will
install a new lock and provide a new set of
keys.

e Florence Manufacturing and Salsbury Industries
are the two primary manufacturers of USPS
approved cluster mailboxes in the United States.

The number of compartment slots and compartment slot sizes vary in each CBU type.

e All CBUs have the same outside overall dimensions: 30.5” wide
by 18” deep. They all have the same total height. The posts are
taller or shorter depending on how many compartments are
selected. Standard 3” tall compartment door sizes come in 8, 12,
and 16 unit configurations, while the larger 4-3/4” compartment
door size comes in a 13 unit configuration. CBU’s have two half
double doors on the front that the postal employee opens to
load the mail into. They also come with optional decorative

features and parcel box models for larger delivery items. R S —
0 The two most common CBU models that might be used :&: . ' ”
in a subdivision can be seen here and are approximately P e PEFEaTH .... 5- = -.ﬁ T
$1,400 each, Bellevue will work with developer to decide FETEITE [T FUSTAL] T e TR BT
which CBU will be the most appropriate for each ST LTI I T Bl n
subdivision. "“' IL.IIHTM:.I. .I.
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= Typelll—isa 16 compartment CBU that has
3” tall and 12” wide slots. Good for letters
and magazines but that’s about it. It has 2
lower parcel boxes built in the bottom and
1 outgoing mail slot. 2 CBU units will serve
up to 32 lots.

= Type IV —is a 13 compartment CBU that
has 4-3/4” tall and 12” wide slots. It has 1
lower parcel box built in the bottom and 1
outgoing mail slot. Smaller flexible Amazon
packages might fit in these larger slots but it only has one parcel box. 2
CBU units will serve up to 26 lots. In my opinion this is better but could
result in the need for one extra CBU location in a subdivision having the
same number of lots.

= You can rationalize why you would want a particular CBU for each
situation. There is no right or wrong answer and the post office doesn’t
really care which is used.

0 Bellevue is standardizing on the black color as we’ve been told the paint lasts
the longest.

0 Decorative features are optional, but Bellevue will not
require any additional decorative tops. Notice the
different tops and post covers. Decorative CBU’s are
about $500 more for each CBU. If you use USPS
provided parcel boxes don’t forget to purchase extra
decorative features as they don’t provide the
decorative top and post cover.

e How lot addresses & CBU door labels work:

0 Units come with either labels or engraved numbers on each mailbox compartment door.

0 Typically, up to 5 digits can be on each label or engraved.

0 Actual street addresses are not typically used on each tenant mailbox box door for various
reasons.

0 InBellevue, each CBU location will have a ROW bump out location number shown on the
plat and a detail showing which lot numbers that are
served, see CBU bump out location #4 to the right.
Typically, 2 CBU’s will be at each bump out location
serving 26 to 32 lots. If you have any duplexes, town
houses or condo lots remember to plan for that.
Apartments should have their own on-site CBU units.

0 Example CBU door numbering method could be as
follows: The first label number would be 4 for CBU
bump out location #4. The second number, as normally
there are 2 CBUs are at each location, would be either 1

R DETAIL #4 (CBU SERVES LOTS 43-49, 50-68)
T d TOT &7
. 14958 SF,
0,34 AC,

caq?5237W 138 55"

LO
1361
urEEw 03
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or 2. The last two digits would be the CBU compartment number, say 1 —13 or 1 - 16, so
the the first CBU unit would have compartment numbers as 411, 412, 413...... through
4116, the second CBU unit at the same location would be 421, 422, 423 ......... through
4216. The numbers on the compartment doors can be labeled with decals or be engraved.
Bellevue will not have any requirements on which numbers or labeling method is used.

0 Once the platis recorded and a street address is given for each subdivision lot. Use a strip
label maker to label the floor of each compartment inside the CBU unit with the street
name & address of the home so the delivery person will know which slot to put mail in
when they open the front double doors. Then label each key with the CBU door unit
number and the street address of the home. The keys will then need to be held by the
post office or developer and distributed as necessary.

0 When ordering, Color Select BLACK, Use/Locks Select USPS use WITHOUT Postmaster
Lock (USPS installs them for free), Anchor Bolts Select Include Expansion Anchor Bolts for

a pre poured concrete slab, Compartment Door Identification Select Custom Door
Engraving it should be free, Enter the CBU custom numbering as determined by the
subdivision plan.

Extra USPS provided parcel boxes

e  USPS Postmasters in Brown County will optionally provide one extra 2 or 4 unit parcel box for
larger parcels. It has the same dimensions as regular CBU’s. An extra parcel box is not required.

e As part of the coordination process they will order and pay for the extra parcel box if desired and
match the color. USPS has a contract with Salsbury for CBU’s. There are several licensed &
authorized CBU manufacturers and they should all be built exactly the same like Salsbury,
Florence etc..

e If the developer would like decorative features on their CBU’s like a top or bottom, order
additional parts for the USPS provided parcel unit to match as USPS will not provide for decorative
features.

e Parcel Keys work like this: When the postal delivery person places a parcel in a parcel box the key
to the parcel box is placed in the mail slot of the resident intended to receive the package. When
the resident obtains the key from their mail slot, they open the appropriately labeled parcel locker
to retrieve their parcel and the special parcel lock traps and holds the key for the postal delivery
person to be used again.
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