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Module 6:

Solutions Part One




Objectives

Offer product and/or service solutions to provide the best value
to our customers.

Promote premier products and services; specifically, Priority
Mail Express®, Priority Mail®, Insured Mail, and PO Boxes™.

Describe Extra Services and educate customers on their
features.

Define additional services, including passport application
acceptance, Migratory Bird Hunting and Conservation Stamps,
Selective Service, and Change-of-Address.

Detail services such as Temporary Forwarding, Authorization to
Hold Mail, General Delivery, Firm Holdout, and Caller Service.

Discuss procedures for domestic and international mail claims.
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Objectives

Describe Money Order features and procedures.
Comply with Bank Secrecy Act (BSA) procedures.

Discuss actions to perform an inquiry for lost or stolen
Money Orders.

Follow procedures for cashing a Money Order.
Explain the features of Sure Money®.

List the features of Gift Cards.

|dentify features of International Mail services.

Recognize the process to properly accept customs forms.
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Soelutiens

We offer reliability, convenience, and smart pricing:

Domestic Mall

Extra Services

Additional services

International Mall
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Domestic Maila

* [tems sent within the United States, its territories and possessions.

Army Post Offices (APOS)

Fleet Post Offices (FPOs)

Diplomatic Post Offices (DPOSs)

United Nations

« Shipping Services — USPS competitive products
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Demestic Mall;

« Resource for policies,
regulations, and procedures
governing domestic mail
services.

* Includes prices, restrictions, and
standards for Extra Services
and each class of mall.

Domestic Mail Manual

100 Retail Mail =

200 Commercial Mail ~

500 Additional Mailing Services

600 Basic Standards for All Mailing
Services v

700 Special Standards ~

Index and Appendices ~

Help ~

Mailing Standards of the United States Postal Service Updated 1-22-23

Domestic Mail Manual
Summary of Changes
Quick Service Guide

RETAIL MAILING SERVICES

100 Retail Letters, Cards, Flats, and Parcels
101 Physical Standards
102 Elements on the Face of a Mailpiece
110 Priority Mail Express
120 Priority Mail
130 First-Class Mail
140 Every Door Direct Mail - Retail (EDDM-Retail)
150 USPS Retail Ground
170 Media Mail and Library Mail

Related Link:
A Customer's Guide to Mailing

COMMERCIAL MAILING SERVICES

200 Commercial Letters, Cards, Flats, and Parcels
201 Physical Standards
202 Elements on the Face of a Mailpiece
203 Basic Postage Statement, Documentation, and
Preparation Standards
204 Barcoding Standards
207 Periodicals
210 Priority Mail Express
220 Priority Mail
230 First-Class Mail
240 USPS Marketing Mail
250 Parcel Select
260 Bound Printed Matter
270 Media Mail and Library Mail
280 First-Class Package Service

GENERAL INFORMATION
500 Additional Mailing Services
503 Extra Services
505 Return Services
507 Mailer Services
508 Recipient Services
509 Other Services
600 Basic Standards for All Mailing Services
601 Mailability
602 Addressing
604 Postage Payment Methods and Refunds
607 Mailer Compliance and Appeals of Classification
Decisions
608 Postal Information and Resources
609 Filing Indemnity Claims for Loss or Damage
700 Special Standards
703 Nonprofit USPS Marketing Mail and Other Unique
Eligibility
705 Advanced Preparation and Special Postage Payment
Systems
709 Negotiated Service Agreements

Index and Appendices
Index
Forms Glossary
Price List (Notice 123)




ShIPPING; SENVICES

Products in which we are competitive with other delivery companies:

* Priority Mail Express®

* Priority Mail® =
« USPS Ground Advantage — Retail® | . CEET;
= T —
» International Mail = = - ax
« Parcel Return Service T F
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Rriority: Mail'Express® (PME)

Guaranteed (Refund) 1-Day or 2-Day delivery, 365 days per year.

Max weight: 70 pounds.

Max length and girth: 108 inches.

Includes:

Free insurance (up to $100) and USPS Tracking® service.

Free packaging.

No extra charge for Saturday delivery.

Sunday and holiday guaranteed delivery available for additional fee.

Subject to Dimensional Weight Pricing and Nonstandard Fees.
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PME — Dimensienal Weight

Dimensional Weight: Length x Height x width + 166

* Applies to PME addressed to Zones 1-9 with
dimensions exceeding one cubic foot.

+ Aligns postage to reflect transportation and operational costs.

Length

Rectangular items:

« Multiply length by height by width (H x L x W).

[Length x Height x width x .785 ] + 166

 |f the result is over 1728, divide by 166.

Adjustment for odd shaped items: (s

« Multiply H x L x W. Multiply the result by .785.

e

k=
= 18-1147

« |f the result is over 1728, divide by 166.

USPS-provided Priority Mail Express packaging is not subject to dimensional weight pricing.

) _
S
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INenstandard =ees

 Additional fees for packages exceeding a nonstandard dimension or cubic measurement.
Applies to:

- Retail, Commercial, and NSA competitive Domestic products including Priority Mail Express,
Priority Mail, USPS Ground Advantage - Retail, and Parcel Select/Parcel Select Lightweight.

» Fees are for parcels that require additional handling due to dimensional/cubic measurement.

» Except for Flat Rate packaging, a domestic mailpiece is subject to a nonstandard fee as follows:
a. A piece measures more than 22 inches up to 30 inches long.
b. A piece measures more than 30 inches long.
c. Apiece measures more than 2 cubic feet (3,456 cubic inches).

d. A piece may be subject to both a length and a cube nonstandard fee.

—— | '— Fio




Rricrity:Mail'Express 1-Day Delivery

« Only avallable at designated facilities and destinations.

Delivered by 6 p.m. next delivery day.

Items mailed after acceptance time delivered on second delivery day.

Addressee notified if delivery is not made.

Hold for Pickup (HFPU) Service — pickup by 6 p.m. next business day.

- Automated callback naotification to customers concerning package arrival status.
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Prierity:Mail'Express 2-Day Delivery

« Must meet local acceptance time.

 Delivered by 6 p.m. on second delivery day. . Local
3 acceptance

* Items mailed after acceptance time delivered on third delivery day. § time

 Hold for Pickup (HFPU) Service — pickup by 6:00 p.m. next
business day.

- Automated callback notification concerning package arrival status.
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Priority Mail Express Military® Service

 Avallable between U.S. and designated
APO/FPO and DPOs.

» Expedited delivery service to and from U.S.

I 6-13



Priority. Express Mail® Packaging:

* Free PME envelopes and boxes available.

« Used for Priority Express Mail only.

« USPS-produced PME legal and padded Flat-Rate Envelopes available only at
WWW.USpPS.com/store.

 Priority Mail Express Flat-Rate envelopes and I
boxes eliminate weighing and calculating postage. | = ™

PO ’Hul’ o) RITY
o=y @ PRGN
e \J EXPRESS
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http://www.usps.com/store

Prierity: Mail
il

 Available at Post Office™, generated online,

or at Self-Service Kiosks.

 Label 11-B, Post Office to Addressee for
shipments delivered to recipient’s address.

< | PRIORITY
Lz W

J 8b2 3b2 275

|~ SIOHATURE REGUIED e The moser must chock e “Sigputare Raaed” bou £ s mader |

« PME Label 11-HFPU, Hold for
Pick Up, mail held for pickup at
destination on label.

« Customer completes required
sections.

« Complete ORIGIN POSTAL
SERVICE ONLY section.

UNITED STATES PRIORITY
POSTAL SERVICE » EXPRESS“’

HldFor Pcp L g

ca 300- 2~
Hold For Pickup
‘Domestic Use Only

2-Customer Copy

T
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Prierity: Mail

CUSTOMER USE ONLY

* Signature Required box. unrepsmares | PRIGRITY
7 ! it || TRTTTOTNAY

- Signature service must be selected for
PME COD, or PME with additional insurance.

PAYMENT BY ACCOUNT (if applicabie)

- PME HFPU — Receiving employee e : i
completes DESTINATION POST dmmmas e e

g s s
O F F I C E SeCtI O n ORIGIN (POSTAL SERVICE USE ONLY) S i
. 3 1-Day X 2-pay O wmilitary
PO ZIP Code Scheduled Delivery Date Pastage e .
(MM/DDIYY)
DESTINATION: Post Office 73118 05/18/18 |° 31.00
Date Accepted (MM/DD/YY) | Scheduled Delivery Time Insurance Fee COD Fee o :.,,
O 10:30 AM 9( 3:00 PM rroves Sgnanra
05/16/18 |2 i2noon $ $ o
Time Accepted 10:30 AM Delivery Fee Return Receipt Fee Live Animal e 7000-02:000-0006
AM Transportation Fee
10:00 =™ |9 $ $

Special Handling/Fragile Sunday/Holiday Premium Fee

Weight O Flat Rate | Acceptance Employee Initials

8. 1.. | PAO $ 31.00

DELIVERY (POSTAL SERVICE USE ONLY)
Delivery Attempt (MM/DD/YY) Employee Signature
O AM
a PM

Total Postage and Fees

Delivery Attempt (MMDD/YY) | Time Employee Signature
o AM
o PM

LABEL 11-B JULY 2018 PSN 7690-02-000-9996
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Prierity: Mail

= Complete items 1, 2, and 3. A::Signature

® Print your name and address on the reverse X Q Agent
20 that we can return the card to you. -
® Attach this card to the back of the mailpiece, B2 Diacabed L Fuect plary i Dan LDy
or on the front if space permits.
1. Article Addressed 10; D. Is dolivery acdress differant from item 17 L) Yos
W YES, ontor dolivery addross below: [ No

Return Receipt. SAMPLE

1307 0590 0000 0001 2k33
United States Postal Service”

INSURED MAIL - DOMESTIC ONLY

9590 9401 0000 5071 0200 24

Additional Insurance. i ——a "

PS Form 3811, April 2015 PSN U.S. Postal Service® Over $500
1 INSURED MAIL RECEIPT

=S
=
S
=
5 DS <} 1307 0590 0000 DOOY 2k33
- Fd 3 'g -4 ol 2 2 claim for damage oe foss of cantents. the aricl, container, and packaging must bs presented
° 5 S G
o S =}
] =l = 5 5
¢ . il N s e el
= = e Vs Hore
I = s Mo L
- =
B = ) SHh3 s Y EMPLOYEE - Remove Copies 1 & 2 at Time of Delivery
= | _ . . ) b make ail copies legible.
b~} JNOmet imnd AS: Nol: or PO Bw o shown below If the customer pays by:
[ ) =2 i St TS ¥ | CASH or pin debit card and |CASH (inch
= o |masar is an EFT participant MO foo or foes,

P5 Form 3013-p, Aprl 201 N Of COMMSNTE Orvy).

USPS Tracking® (no charge).

8
-3
USPS TRACKING # -3
&
<DeiheryCantmatioolunbec: ! [Date Payment Sent 1o Maller  |MO Numberis)
g {
= H
s i F o016 7530-02- ’ 3 S
Electronic Rate Approved # 699320 ] PS Form 3816, January 2016 PSN 7530-02-000-9062 Copy 1 - Delivery Unit
11. DO NOT aflw the recipient (addressee or agent) to examine the contents before payment. 3. If payment is by check, enter check number abave.
2. DO NOT doliver this articie untid payment is collected. 4. Have customer sign PS Form 3849,
@ Follow proper scanning procedures for COD delivery and clearance,

e B '_ 6-17




PME Commercial Base Pricing

« PME high volume shippers may be eligible for pricing incentives.

- Approved shipping services include:
 Click-N-Ship®.
« USPS Corporate Account (USPSCA).

* Federal Agency Account.

« Postage Evidencing System like Endicia®, Stamps.com®,
Pitney-Bowes®, EasyPost®, or eBay.

* Incentives apply to postage only.

e Discounts not offered on Extra Services such as
Sunday and holiday delivery.

PriorityMailExpres
ComBasePrice

(] @‘I:

SRR PTTNE Y BOWT S

—.A b "-‘_
Sy ANPAE 02 1R .
Rl R 49E 0002098613  JAN29 2010
: BErk © MAILED FROM ZIP CODE 06484
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Prionty - MailllExpress Scanning

« Scan label immediately after selecting mail class.

e Scanned upon Arrival at Unit.
« Scanned upon Arrival at Pickup Point.

 Date Received information entered in Date
and Time Recelved sections.

* Recelving employee enters initials.

« Scans trigger automatic notification to recipient.

AN

DESTINATION: Post Office

O30 Reccived Time Received

(ML DOTY) O am
Clem

Employoe Initials

PICKED UP BY ADDRESSEE

Date Picked Up Time Picked Up

A TOYY) Oau
Clem

Empioyee Initials

DELIVERY (POSTAL SERVICE USE ONLY)

Delivery Attempt (MM/DD/YY) Time Employee Signature
a AMm
a PM

Delivery Attempt (MMIDDVYYY) | Time Employee Signature
o AM
o PM

LABEL 11-B JULY 2018 PSN 7690-02-000-9996
==
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No refund for delays caused by:

Proper detention for law enforcement purposes.
Any strike or work stoppage.

Late deposit of article by customer.

If article must be forwarded.

If article is returned to sender.

Delivery address incorrect or incorrect ZIP Code.
If flights used for transportation are delayed or cancelled.
Government actions.

War.

Insurrection.

Civil Disturbance.

Substantial breakdown of USPS network.

Acts of God.




Prierity: Mail®(RM)

* Premier product used to send mailable documents, gifts, merchandise,
large/thick envelopes, tubes, or packages.

Expedited 1, 2, or 3-day service depending on destination.

No extra fee for residential delivery, extended area delivery,
additional handling, address correction, missing or incorrect
account numbers.

Free USPS Tracking®.

« Retall prices based on weight and zone, charged per pound.

- Fractions of a pound are rounded up to next whole pound.

» Retail, Commercial Base, and Commercial Plus shipments
include $100 insurance.

>—— |/
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PMAWeIght'and Size Standards

* No minimum weight.

« Maximum weight 70 pounds.

 Maximum 108 inches in combined
length and girth.
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PM Surchangess= Dimensional Weight

Dimensional Weight:
Length x Height x width + 166

» Applies to PM addressed to Zones 1-9 with any dimension exceeding one
cubic foot.

« Aligns postage to reflect transportation and operational costs.

Rectangular items:

* Multiply length by height by width (H x L x W).

Length

« If the result is more than 1728, divide by 166.

Adjustment for odd shaped items: [Length x Height x width x .785 ] + 166

* Multiply H x L x W. Multiply the result by .785.

« If the result is more than 1728, divide by 166.

Non-Standard Fees: \
« 22to 30 inches long.
* More than 30 inches long.

« More than 2 cubic feet.

USPS-provided Priority Ma/l packagmg is not subject to dimensional weight pricing.

.
S
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Prionty:MailfElat-Rate Prices

* One price for postage regardless of weight (up to 70 Ibs.) and domestic destination.
 Flat-Rate envelopes and boxes available at no cost.
« Only USPS-produced flat-rate envelopes and boxes eligible for flat-rate prices.

* 6 sizes of flat-rate envelopes.

£ 00000
Wm

WD T R e

- Flat-rate boxes (small, medium, and large). o, | "

PRIORITY ‘U‘
SMAIL -

* Not subject to dimensional weight pricing.
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PMISHIppIng Guidelines

* Flat-rate Products:

= USPSCOM’

Any amount of material — up to 70 pounds.

Container flap must close within normal folds.

Tape may not enlarge opening.

Container not reconstructed in any way.

« Supplies may be ordered via www.usps.com.

* Click-N-Ship ® to pay postage and print
labels online.

« Customers may use their own packaging or ReadyPost ® supplies.

« Must be labeled using official Priority Mail® labels and tape.

6-25



PMICommercial Pricing

« High-volume shippers.

« Approved shipping services include:
- Click-N-Ship®.

- Postage Evidencing System (Endicia®, Stamps.com ®,
EasyPost ®, Pitney-Bowes ®, eBay).

* Price incentives apply to postage only.

US POSTAGE AND FEES PAID
* SAMPLE *

Cmmri Pe
1 [5.h % R ML
'ﬂ ~VOID - DO NOT MAIL™ B

| LA Gy Rt e R

endicia com 071v00894259

USPS PRIORITY MAIL™

Return address 0022
123 Main St
Anytown, MO 63000

SHIP Clara R. Colvin
TO: 4381 Coal Road
Philadelphia, PA 19140-5852

USPS TRACKING #

ke B ST senvice Powered By: gendlcta A

9405 5102 0088 3310 4636 37

= v
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Premier Products

In your group, list features and
benefits of your assigned product:

 Priority Mail Express®

 Priority Mail®
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Prionty - Mail'Express Features

« Used for documents, gifts, and merchandise.
« Nationwide delivery within 1 to 3 days in most locations.
» Guaranteed EOD delivery 365 days a year.
» Fast and affordable.

 Free tracking and $100 insurance.

* Free shipping supplies. |

« Domestic can weigh up to 70 pounds.

i T | 6-28




Priority-MailfFEeatures

 Delivery to every address in the U.S. including P.O. Boxes™ and APO/FPO within
3 days in most locations.

« Saturday and residential deliveries at no extra cost.

Includes USPS Tracking® and $100 insurance coverage when purchased at retail.

Signature Confirmation™ | insurance, and additional services available for
all PM shipping.

Flat-Rate boxes and envelopes ship for same price no matter —
. PRIORITY
weight (up to 70 pounds). i E il

Extra Services available.

== '_ 6-29




« Combined length and girth may not exceed 130 inches.
« USPS Tracking® and $100 of insurance are included in price.
« Estimated delivery times are two to five business days.
* Not sealed against postal inspection.

« Maximum weight 70 pounds.

 Eligible for LOR (Limited Overland Routes)
for Alaska destinations.

« Must bear a delivery and return address.
* [tems over 15.999 oz (rounded up to 1 pound) rates are by the pound rounded up.

 Pricing based on weight and distance.




USPS GroundsAdvantage - Surcharjg

Dimensional » Parcels exceeding one cubic foot (1728 cubic

Weight inches) are charged based on the actual weight or
Price the dimensional (DIM) weight, whichever is greater.

Oversized e Pieces that exceed 108 inches, but not over 130
Inches in combined length and girth pay the

Price Oversized price.

« Parcel length exceeding:
Nonstandard — 22 inches, not greater than 30 inches add $4.00.
Length — 30 inches long add $7.00.
— 2 cubic feet add $15.00.




comparisen €nart

Money Back Tracking

Product Guarantee Included

Priority Mail
Express X X

Priority Mail X

USPS Ground
Advantage - X
REE

Insurance
Included

$100

$100

$100

Free
Packaging

Flat-Rate
Prices

Delivery
Standard

1-2 days

1-3 days

2-5 days
(Not
Guaranteed)



Parcel ReturnEService

» Bulk parcel return product.

 Merchants receive returned
merchandise from customers.

 Customers return merchandise without
paying postage.

John Smith
901 D ST SW STE 101

WASHINGTON DC 20024-2198

NO POSTAGE
NECESSARY IF
MAILED IN THE

UNITED STATES

PARCEL RETURN SERVICE

ABC RETURNS INC PERMIT NO. 77998

NDC ZIP - USPS PARCEL RETURN SVC

420 56999 9158 0268 3733 1000 0010 14
—

II 56999

AGENT / CLIENT NAME
PARCEL RETURN SERVICE

X01
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Mailing/Shipping RSS Workflow:

« Use RSS to complete mailing or shipping
transaction.

« Scan USPS ® packaging barcode.

- Automatically launches Mailing/Shipping workflow

6-34



Mailing and

* Place mailpiece on the scale.
« Ask HAZMAT guestion.

« Scan USPS packaging barcode.

- If not available, touch
Mailing/Shipping button on the
Home screen.

> UNITEDSTATES

-
POSTAL SERVICE

Mailing / Shipping
Scan USPS packaging barcode, PS Form
3849 barcode or select an option below

-

Mailing / Shipping Key Item Code

Money Orders / Services PO Boxes / Caller Services

- m I :
Sell DMO More Renew Box/Svc.

Other Transactions

- :
Customer Pickup

Admin Functions

F8 F9 F10 F
[a] S
L
Logout Standby Zero Scale More

Mode: Full Windows Service (FWS)

Y i

DATE:
08/31/2019

Time:
9:18 AM

USER:
NCRRA1

Stock Unit:
CLERK14
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Mailing and

Desktop Home

 Enter the destination ZIP Code™

POSTAL SERVICE

and press Enter.

Mailing 0 Lb 05.00 Oz

Enter ZIP Code for domestic destination. For international
mailing, select a country, “List Countries" or "Enter Country

Enter 5-Digit ZIP Code Name" for more international destinations.

Chi

[EEE

Enter Country Nam
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I\/IaiIing/Ship/p/' g — Hazardous Maters

e Customer must answer
HAZMAT question before
proceeding.

« CDU displays guestion.

= UNITEDSTATES
/‘ POSTAL SERVICE

Hazardous Material
-

The following question is being
displayed on the CDU:

Do any of the items the customer is
mailing include anything liquid, fragile,
perishable, or potentially hazardous such
as lithium batteries, perfume, mercury, or
aerosols?

Awaiting customer selection.......

DDIDDONEDOEEDDO0G |

r ‘.'-In
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Select Priority Mail Express ® > g
Label type:

 Post Office to Addressee.

e Post Office to Post Office Hold for Startat $25.50
Pickup. 20

Start at $25.50

2.Day

DATE:
08/31/2019
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Mailing/Shipp

« Select envelope type.

U -

Envelope Selectiony

Desktop Home

UNITED STATES
POSTAL SERVICE

LOUDON, TN 37774 <\

lLb
-Oz

DATE:
08/31/2019

USER:
SSA01

Stock Unit:
CLERKO1

639



* Inquire if destination is a
PO Box™.,

PO Box Destination

Is destination a PO Box?

 Click green check or
red ‘X’ to continue.

e
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Mailing and

 RSS only shows Extra Services
available for type of mail being
processed.

* Yellow highlights around service

buttons indicate option is included.

= UNITED STATES
/‘ POSTAL SERVICE

Scheduled Delivery

10/25/13 03:00 PM

Cutoff Time: 05:00 PM

Curr. Time: 8:44 AM

Rate: $25.50

T-hl $25.50
B

6

/

DATE:

'08/31/2019
USER:
SSA01

Stock Unit:
CLERKO1
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° 0 Indicates additional e
iInformation about the S
service.

* To activate the icon, click >
H e I p . 100.00 include: 1;’.8;""( i 0.00 DATE:
Scheduled Delivery oy | ] m 08/31/2019
1072513 03:00 PM - © || TPriority Mail Express™ | :
Cutoff Time: 06:00 PM ::::’a?:‘:; l:;‘:'.: .
Cun'. ﬂm.: e:“ m Return Recej m.mh‘ndl‘. or I“m’
2.80 of value. Maximum
Rate: $25.50 insurance is $5000.00.
(%)
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Mailing and

Desktop _ Home

e Scan the Priority Mall
Express® shipping label.

= Processing mail item 1 of 1.

Flat Rate
Touch to accept the Scan or type barcode from Label 11-B or
value entered. 7 11-F

Alphanumeric Keypad
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 Enter affixed postage (if any).
 Verify information.
 Click Print Labels.

 Transaction Is added to
the Stack.

= UNITEDSTATES
/‘ POSTAL SERVICE

Domestic Zone: 4

-
& PMEXpPOAFR

Rate:
Fee:

Total

'Payment Details

Mailing/Shipping — Summary Screeny,

$25.50

$26.40

'$26.40

r ‘.'-In



 After selecting the Print Labels =
button, mailing is added to the stack. —

Domestic Zone: 4

« To add additional services, return
to the Home screen or select green
check mark.

Rste: $25.50

» Select Pay and End Visit to go to o
the Payment Screen.

$26.40




» Select customer’s preferred
payment option.

e Customer receipt will print.

e RSS returns to Home screen.

= UNITEDSTATES °
= POSTAL SERVICE

Take Payment

$26.40
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Manual\Workilew

-

Place the item on the Pithey Bowes® scale.
Ask the HAZMAT question.
Measure the item (or use templates) and enter the dimensions in the scale (as applicable).

Select the class of mail (Options are USPS Ground Advantage, PM Express, Priority, Package
Services, International).

Select: No Dim Entry, Dim Entry, Irreg. Shape (to enter dimensions of package), as applicable.
Enter ZIP Code ™,

Meter calculates postage for destination. Collect postage.
Run a meter strip on the meter and place it on the package.

Write a receipt using PS Form 3544, provide customer copy,
and thank customer.

10. Mark transaction on manual PS Form 1412.
11. Use Mobile Delivery Device (MDD) to scan item as accepted.
12. Place item in the proper separation for dispatch.

o —= =
= W
N . .

W e

© 0 N O O

4

6-47



Activity — Shipping Services

 Two volunteers for each scenario.

| Simulated Retail Unit Scenario Checklist

Scenario 1 Scenario 2 Scenario 3 Scenario 4
I 3 - t -
O smile O smile [ smile [ smile
[J Eye Contact ] Eye Contact Eye Contact ] Eye Contact
[J Pleasant O Pleasant Pleasant ] Pleasant
- = )
O HAZMAT O HAZMAT HAZMAT O HAZMAT
[ Priority Mail ] Priority Mail Priority Mail O Priority Mail
Express Express Express Express
[ Priority Mail O Priority Mail Priority Mail [ Priority Mail
] when do you [J When do you When do you O when do you
want your item want your item want your item want your item
to arrive? to arrive? to arrive? to arrive?
Form 3544 L _ ; : )
[ completed 0 completed [J completed [J completed
forms forms forms forms
Post Office Receipt for Money
[Post Office Station Unit 1D
. |Main office No. 00
Amount (Write out in words) Amount
Twenty dollars and "/, $ 20.00
For AIC te 0—“;
stamps @—%
Received From (Show address only when receipt is mailed) ‘.g AUG @_,“
: 5 31 |
2 s
"".‘,P 2023 !
@e”—'gas°
| Permit Number or SSN
Postmaster (By)}
Joe Clerk
PS Form 3544, January 1995 Original Thank you

N 6-48



Mailing SErVICes

Products with no competition from other delivery companies:
 First-Class Mail®.
« Periodicals.
« USPS Marketing Mail®.
 Library Mail (sub-class of Package Services).
« Media Mail ® (sub-class of Package Services).
« Bound Printed Matter. e
 Free Matter for the Blind. L[
» Extra Services. e TR
N .




First-Class Mail® (FCM)

« Handwritten/typewritten personal correspondence (letters, bills, statements of
account, postcards, Business Reply Mail®) must be mailed as First-Class Mail®,
Priority Mail®, or Priority Mail Express®.

Protected against postal inspection.

Postage is determined by weight (in ounces).

i

FCM weighing over 13 ounces sent as Priority Mail®.

¥ b"‘ v gy

One to five business days delivery standard. mw.% A
Forwarded free for up to 12 months. | |
R |

Returned free of charge if undeliverable.

== '_ 6-50




Periodicals

 Authorized publications such as magazines
and newspapers whose primary purpose is
transmitting information.

« Must be published at least four times a year, at
a stated frequency, from a known office of
publication, and be formed of printed sheets.
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USPS Marketing Mail®

* Printed matter, flyers, advertising, newsletters, catalogs, and small packages.
« Customers must perform some of the work the USPS ® would otherwise do.

« Mailers must have at least 200 pieces or 50 pounds of pieces per mailing.

* Single piece must weigh less than 16 ounces.

« Must pay annual presort fee at each facility where they enter mail.

« Accepted at Business Mail Entry Unit (BMEU) only.

=t T | 6-52




Every Door Direct Mail® (EDDM®)

1500 E Main Ave STE201 | EGRwss paid

Targ ete d ad Ve rtl S I n g . Springfield VA 22162-1010 Eooviresi

5,000 or less flat-sized mailpieces serviced by a single Post Office ™.

Payment by cash, check, debit card, or full-pay meter indicia.

Postal Customer

No permit required but must register.

Simplified address.

» Online tool to select mailing routes by neighborhood, e
ZIP Code™, city, or target area around business. e

- ldentifies active households and businesses in chosen - R e

area to estimate postage. | i -

T at%

- Customers bring appropriate documentation and facing - NN e

slips to present with mailing. g e a2,
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Cibrany: Mails =

Limited to books, sound recordings, academic theses, and
certain other items.

ltems must be sent to, from, or between educational
organizations, museums, and other qualified organizations.

Maximum weight is 70 pounds.

Maximum combined length and girth 108 inches.

» Lower size/weight standards for mail addressed to certain —
APOs and FPOs. (/) —....0

e Subject to inspection. —_—
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Media Mail®

 Limited to books, sound recordings, recorded video tapes, printed music, recorded
computer-readable media, such as CDs, DVDs, and certain other items.

« Cannot contain advertising except for incidental announcements of books.

No piece may weigh more than 70 pounds.

Combined length and girth may not exceed 108 inches.

Lower size/weight standards apply to mail
addressed to certain APOs and FPOs.

Free USPS Tracking®.

e Subject to inspection.
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Weigh no more than 15 pounds.

Consist of advertising, promotional, directory, or editorial material (or any combination of
such material).

Be securely bound by permanent fastenings such as staples, spiral binding, glue, or
stitching. Loose-leaf binders and similar fastenings are not considered permanent.

Consist of sheets of which at least 90% are imprinted by
any process other than handwriting or typewriting with
words, letters, characters, figures, or images

(or any combination of them).

Not have the nature of personal correspondence.

Not be stationery, such as pads of blank printed forms.
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Free Matter forthe Blind
,.// \\-

Free service for qualifying items if mailed by or for the use of blind or other persons who cannot
read conventionally printed materials due to a physical handicap.

 Limited to reading matter in braille, sound reproductions, material to
produce reading matter, musical scores, or sound reproductions, braille |
writers and other materials for the use of blind or physically impaired people. [

« Letters allowed only if in braille or in 14-point or larger sight saving type.

- No handwritten letters.
« Cannot contain advertising.

* Must be marked “Free Matter for the Blind or Handicapped” in the upper
right corner of the address side.

« Domestic shipments only; subject to inspection.

 Insurance is the only extra service allowed and the fee must be paid by
the sender.

. \ 6-57
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COMpPanse

Delivery Tracking Insurance . : . . .
Standard Included Included Free Packaging Flat-Rate Prices Maximum Dimensions

1-2 days Yes $100 Yes Yes 108 length and girth, 70
pounds

1-3 days Yes $100 Yes Yes 108 length and girth, 70
pounds

USPS Ground 130 length and girth, 70
2-5 days Yes $100 No No pounds

2-8 days Yes No No No 108 length and girth, 70
pounds

2-8 days Yes No NO No 108 length and girth, 70
pounds

108 length and girth, 70

Bound Printed Matter NO'.”.e No No No No pounds
specified
\ 108 length and girth, 70
Free Matter for the one
ounds
Blind specified No e No No P




one Charts

e Create ZIP Code™ matrix EUSPSCOM" Domestic Zone Chart
11 1 Effective Date: June 1, 2017
based on originating ZIP Code. e e
Get Zone Chart ~ Get Zone for ZIP Code Pair
° C I I t . Enter a 3-digits ZIP Code 201
a‘ C u a‘ e p rl CeS " [] Display as an EXCEL Formated Table
The first 3-digits of your destination ZIP Code determine the zone.
. . . * Indicates ZIP Code range within the same NDC as the origin ZIP Code
° I d e ntlfy ap p ro p rl ate d IStan Ce + Indicates ZIP Code range has 5-Digit Exceptions
ZIP Code Zone ZIP Code Zone ZIP Code Zone ZIP Code Zone
. 005 3 245 2 510—513 6 730731 6
code assig ned to each R e w5 : T
010—012 3 254 1= 515—516 6 743754 6
. - . - 013—059 4 255266 3 520528 5 755756 5
O rl g I n an d d eStI n atl O n 060—076 3 267268 1= 530—532 5 757770 6
077 2 270286 3 534535 5 772784 6
Z I P C d 1V 078079 3 287296 4 537551 5 785 7
O e p a-l rl n g . 080—087 2 297 3 553—564 5 786—795 6
088—098 3 298312 4 565—567 6 797816 7
100—119 3 313317 5 570—577 6 820828 7
120—123 4 318319 4 580—588 6 829838 8
124—127 3 320342 5 590—597 7 840844 s
128—129 4 344 5 598—599 8 845847 7
130—154 3 346347 5 600—611 4 850—853 8
155 2 349352 5 612616 5 855857 8
156 3 354—369 5 617—619 4 8593860 s
157—159 2 370—374 4 620 5 863—3864 8
160—165 3 375 5 622623 5 865 7
166 2 376379 4 624 4 870871 7
167 3 380—383 5 625—-631 5 873880 7
168—179 2 384385 4 633—641 5 881—882 6
180188 3 386398 5 644—658 5 883—885 7
189199 2 399410 4 660—662 5 889891 8
200212 1= 411—412 3 664—668 5 893895 8
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Addressin g * &

« Address on side bearing postage.

* Ensure only one delivery address is displayed. T T T

Ima Client N
* Address includes all required elements: p Eoe i

FIRST CLASS MAIL

- Recipient Name

- Delivery Address

- City, State, and ZIP Code™

1500 E Main Ave STE 201
Springfield VA 22162-1010

 Return address contains same elements as
delivery address.

p
p
& ABC Movers
p
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Packaging .

« Mailpieces must withstand normal transit and handling without:

Breakage or deterioration of content.

Package breakage.

Injury to USPS ® employees.

Damage to other mail.
« Cushion fragile items.

« Package so contents do not shift.

* Brace and cushion heavy items.
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Preparation and Sealing

« Tape box opening and reinforce all seams with 2-inch wide
clear or brown packaging tape, reinforced packaging
tape, or paper tape.

* Do not use cord, string, twine, masking or cellophane tape.

» Boxes originally containing hazardous materials like bleach,
household cleaners, and alcohol must have all original markings and labels
on the box removed or completely obliterated by the customer.

* YOou may not remove, cross out, or obliterate
markings or labels on mailpiece.
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Product qu Jed\ge

.

* Knowledge strengthens communication skills, boosts enthusiasm, and assists

In overcoming concerns.

 Improves customer satisfaction and
drives repeat business.

* Improves customer interaction and
ability to provide mailing solution.

* Provides world-class customer
experience, increases revenue,
and aids your ability to provide customer education.

» Ensures loyal, satisfied, returning customers.

PRIORITY
*MAIL »

EXPRESS

r ‘.'-In
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Importance of:Rroduct Knowledge™sy

« Customers choose us for dependability, trustworthiness, and knowledge.

Stay current and informed - new products and services.

Become a solutions specialist.

Resources include Postal Bulletin and usps.com®.

Build loyal customers and accomplish
Retail mission.

4
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Gaining Pro

—

duct Knowledge

.

« USPS.com®

« Postal Explorer®
 Postal Bulletin
 Retall Digest

» Postal Pro™

» Customer should feel

special and appreciated.

PE Tools ~ Publications ~ Business Soll

Domestic Mail

Domestic Mail Manual (DMM) HTML | PDF

DMM Subject Index HTML | PDF

DMM Summary of Changes HTML | PDF

Quick Service Guides (PUB 95) HTML | PDF

Customer Support Rulings HTML

Postal Addressing Standards (PUB 28) HTML | PDF

Nonprofit USPS Marketing Mail Eligibility (PUB 417) HTML | PDF
Hazardous, Restricted, and Perishable Mail (PUB 52) HTML | PDF
A Customer's Guide to Mailing (DMM 100) HTML | PDF

B Get Adobe Acrobat

= USPSCOM" Postal Explorer

Q Search

International Mail

International Mail Manual (IMM) HTML | PDF

IMM Subject Index HTML | PDF ReTAL DIGEST

Inform. Engage. Achieve.

unITED STATES
POSTAL SERVICE «

Individual Country Listings HTML | PDF

June 13, 2017 Weekly Messages from Retail & Customer Service Operations

Country Price Groups and Weight Limits HTML | PDF

B sure to share/distribute a copy of this week's Retail Digest to all retail associates!

Prices

Fiscal Year (FY) 2017 National Retail Performance Update ...

Action Required

= Cycle Count Notice — Week 4 — Asset Management

+ Upcoming Automatic Push Distributon — Andrew Wyeth - Stamp Services
— Sharks - Stamp Services

Price List (Notice 123) HTML | PDF
Distribuson
Need to Know —— e —
*  Gift Card Customer Awareness Campaign — Week 2 Winners - Retal Marketing
. I ) Appli Later this Spring| — Retail Operations

As Information

* Dissatisfaction results in lost customers
and revenue for USPS®,

UNITED STATES
POSTAL SERVICE.

Postal Bulletin 2017

The officia

Issue 2247/
6-

+ June 2017 Stamp Availabiity Overview - Stamp Services
. A Catalyst for Tech Support Scams- Corparate Informatin Securty Office

Contact Us!

About

Fiscal Year (FY) 2017 National Retail Performance Update

Wait Time in Line*
Retail Revenue’

Franr

2

FY 2017 GOAL:
93.90%

I source of updates to Postal Service policies and 915 00 S0 s (v3)

Issue 22468
5-25-17

Month.to-Date
$317,694972
-9.05% to Plan

Year.to-Date
$9.444,187233
22% to Plan

Quarter ¥
(Year-to-Date}
9259%

Quarter 2
(Year-to-Date)
87.03%

Quarter 2

0 Issue 22469
6-8-17 (Year.10Date)

2.35 min. (avg)

versus
928% 10 SPLY* | -3.17%to SPLY 248 (SPLY)

HANOLED WITH CARE Prevent Heat Stress.
—

90.76% (SPLY) | 85.85% (SPLY)

Bntat Brvaruse data Boough Aume 8. 2017

Q3 Pontal Quarter (Apet 1 - June 30}
455LY- Same Parod Last Year

PDF HTML PDF HTML PDF HTML PDF PDF HTML PDF HTML PDF HTML
Issue 22463 Issue 22462 Issue 22461 Issue 22460 Issue 22459 Issue 22458
3-16-17 3-2-17 2-16-17 2-2-17 1-19-17 1-5-17
WORKING SAFELY
N COLD WERTHER

W Cperiate
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Promoting Premier Products

« Match customer’s shipping needs with USPS premium products and services:

- Priority Mail Express®. B S e
- Priority Mail®. PRLs ::J;ﬁ::
* Priority Mail is as reliable as our competitor’'s products. === e

« Other products that meet customer needs
and increase revenue:

DDDDDDDDDDDDDDDDDDDD

eeeeeeeeeeeeeeeeeeeeeeeee

- |nsured M a|| INSURED MAIL DOMESTIC ONLY

ettt /VSURED MAIL - “'DOMESTIC ONLY

WY ||l| I

- Post Office Boxes™,

=r
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Counter Activity

* Two volunteers will role-play in each of the four
scenarios (total of eight).

« All other participants will serve as observers.
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