
Module 6:

Solutions Part One

6-1



• 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.

Objectives
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• 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.

• Identify features of International Mail services.

• Recognize the process to properly accept customs forms.

Objectives
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Solutions
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We offer reliability, convenience, and smart pricing:

• Domestic Mail

• Extra Services

• Additional services

• International Mail



Domestic Mail

• Items sent within the United States, its territories and possessions.

- Army Post Offices (APOs)

- Fleet Post Offices (FPOs)

- Diplomatic Post Offices (DPOs)

- United Nations

• Shipping Services – USPS competitive products
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Domestic Mail Manual (DMM®)
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• Resource for policies, 

regulations, and procedures 

governing domestic mail 

services.

• Includes prices, restrictions, and 

standards for Extra Services 

and each class of mail.



Shipping Services

Products in which we are competitive with other delivery companies:

• Priority Mail Express®

• Priority Mail®

• USPS Ground Advantage – Retail®

• International Mail

• Parcel Return Service
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Priority Mail Express® (PME)
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• 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.



PME – Dimensional Weight
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Dimensional Weight: 

• Applies to PME addressed to Zones 1-9 with 

dimensions 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). 

• If the result is over 1728, divide by 166.

Adjustment for odd shaped items: 

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

• If the result is over 1728, divide by 166.

Length x Height x width ÷ 166

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

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



Nonstandard Fees
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• 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. A piece 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.



Priority Mail Express 1-Day Delivery

6-11

• Only available 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 notification to customers concerning package arrival status.



Priority Mail Express 2-Day Delivery
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• Must meet local acceptance time.

• Delivered by 6 p.m. on second delivery day.

• Items mailed after acceptance time delivered on third delivery day.

• Hold for Pickup (HFPU) Service – pickup by 6:00 p.m. next 

business day.

- Automated callback notification concerning package arrival status.

Local 

acceptance 

time



Priority Mail Express Military® Service
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• Available between U.S. and designated 

APO/FPO and DPOs.

• Expedited delivery service to and from U.S.



Priority Express Mail® Packaging
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• 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.usps.com/store.

• Priority Mail Express Flat-Rate envelopes and 

boxes eliminate weighing and calculating postage.

http://www.usps.com/store


Priority Mail Express Labels
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• 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.

• 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.



Priority Mail Express Labels
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• Signature Required box.

- Signature service must be selected for 

PME COD, or PME with additional insurance.

- PME HFPU – Receiving employee 

completes DESTINATION POST 

OFFICE section. X

73118 05/18/18

05/16/18 X

10:00
X

8 31.00DAO

31.00

1



Priority Mail Express Extra Services
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• Return Receipt.

• Additional Insurance.

• Collect on Delivery (COD).

• USPS Tracking® (no charge).



PME Commercial Base Pricing
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• 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.

• Discounts not offered on Extra Services such as 

Sunday and holiday delivery. P
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Priority Mail Express Scanning
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• Scan label immediately after selecting mail class.

• Scanned upon Arrival at Unit.

• Scanned upon Arrival at Pickup Point.

• Date Received information entered in Date 

and Time Received sections.

• Receiving employee enters initials.

• Scans trigger automatic notification to recipient.



Priority Mail Express Refunds
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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.



Priority Mail® (PM)
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• 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®.

• Retail 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.



PM Weight and Size Standards
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• No minimum weight.

• Maximum weight 70 pounds.

• Maximum 108 inches in combined 

length and girth.



PM Surcharges – Dimensional Weight
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Dimensional Weight: 

• 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). 

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

Adjustment for odd shaped items: 

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

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

Length x Height x width ÷ 166

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

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

Non-Standard Fees:
• 22 to 30 inches long.

• More than 30 inches long.

• More than 2 cubic feet.



Priority Mail Flat-Rate Prices
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• One price for postage regardless of weight (up to 70 lbs.) 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.

• Flat-rate boxes (small, medium, and large).

• Not subject to dimensional weight pricing.



PM Shipping Guidelines
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• Flat-rate Products:

- 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.



PM Commercial Pricing
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• 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.

Return address

123 Main St

Anytown, MO 63000

Commercial Price



In your group, list features and 

benefits of your assigned product:

• Priority Mail Express®

• Priority Mail®
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Premier Products



Priority Mail Express Features
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• 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.



Priority Mail Features
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• 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 

weight (up to 70 pounds).

• Extra Services available.



USPS Ground Advantage
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• 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.

• Items over 15.999 oz (rounded up to 1 pound) rates are by the pound rounded up. 

• Pricing based on weight and distance.



USPS Ground Advantage - Surcharges
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Dimensional 
Weight 

Price

• Parcels exceeding one cubic foot (1728 cubic 
inches) are charged based on the actual weight or 
the dimensional (DIM) weight, whichever is greater.

Oversized 
Price

• Pieces that exceed 108 inches, but not over 130 
inches in combined length and girth pay the 
Oversized price.

Nonstandard 
Length

• Parcel length exceeding:

‒ 22 inches, not greater than 30 inches add $4.00.

‒ 30 inches long add $7.00.

‒ 2 cubic feet add $15.00.



Product
Money Back 

Guarantee

Tracking 

Included

Insurance 

Included

Free 

Packaging

Flat-Rate 

Prices

Delivery 

Standard

Priority Mail 

Express

Priority Mail $100

USPS Ground 

Advantage -

Retail
$100

Comparison Chart
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X X

X

X

$100 X

X

X

X

1-2 days

1-3 days

2-5 days

(Not 

Guaranteed)



Parcel Return Service
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• Bulk parcel return product.

• Merchants receive returned 

merchandise from customers.

• Customers return merchandise without 

paying postage.



Mailing/Shipping RSS Workflow
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• Use RSS to complete mailing or shipping 

transaction. 

• Scan USPS ® packaging barcode.

- Automatically launches Mailing/Shipping workflow



Mailing and Shipping

6-35

• Place mailpiece on the scale.

• Ask HAZMAT question.

• Scan USPS packaging barcode.

- If not available, touch 

Mailing/Shipping button on the 

Home screen.

08/31/2019



Mailing and Shipping
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• Enter the destination ZIP Code

and press Enter.



Mailing/Shipping – Hazardous Material
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• Customer must answer 

HAZMAT question before 

proceeding.

• CDU displays question.

Mercury

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? 



Mailing and Shipping – Label Options
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Select Priority Mail Express ®

Label type: 

• Post Office to Addressee.

• Post Office to Post Office Hold for 

Pickup.
08/31/2019

$25.50 $25.50



Mailing/Shipping – Envelope Selection
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• Select envelope type.

$25.50

08/31/2019



Mailing/Shipping – PO Box Prompt
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• Inquire if destination is a 
PO Box .

• Click green check or 
red ‘x’ to continue.



Mailing and Shipping – Extra Services
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• RSS only shows Extra Services 
available for type of mail being 
processed. 

• Yellow highlights around service 
buttons indicate option is included. 08/31/2019

$25.50

$25.50

$2.80



Mailing and Shipping – Extra Services
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• indicates additional 
information about the 
service.

• To activate the icon, click 
Help.

$25.50

$25.50

08/31/2019

$2.80

06:00 PM



Mailing and Shipping – Scan Label
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• Scan the Priority Mail 
Express® shipping label.



Mailing/Shipping – Summary Screen
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• Enter affixed postage (if any).

• Verify information.

• Click Print Labels.

• Transaction is added to 

the Stack.

08/31/2019

$25.50

$26.40

$26.40



Mailing Shipping – Additional Services
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• After selecting the Print Labels 

button, mailing is added to the stack.

• To add additional services, return 

to the Home screen or select green 

check mark.

• Select Pay and End Visit to go to 

the Payment Screen.

03/31/2018

$25.50

$26.40

$26.40

$26.40

$26.40



Mailing/Shipping – Payment Screen
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• Select customer’s preferred 

payment option.

• Customer receipt will print.

• RSS returns to Home screen.

$26.40

$26.40



Manual Workflow
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1. Place the item on the Pitney Bowes® scale.

2. Ask the HAZMAT question.

3. Measure the item (or use templates) and enter the dimensions in the scale (as applicable).

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

Services, International).

5. Select: No Dim Entry, Dim Entry, Irreg. Shape (to enter dimensions of package), as applicable.

6. Enter ZIP Code .

7. Meter calculates postage for destination. Collect postage.

8. Run a meter strip on the meter and place it on the package.

9. 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.



• Two volunteers for each scenario.

6-48

Activity ‒ Shipping Services

AUG

31

2023



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.

• Free Matter for the Blind.

• Extra Services.

Mailing Services
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First-Class Mail® (FCM)
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• 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).

• FCM weighing over 13 ounces sent as Priority Mail®.

• One to five business days delivery standard.

• Forwarded free for up to 12 months.

• Returned free of charge if undeliverable.



Periodicals
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• 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.



USPS Marketing Mail®
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• 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.



Every Door Direct Mail® (EDDM®)
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• Targeted advertising.

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

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

• No permit required but must register.

• Simplified address.

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

- Identifies active households and businesses in chosen 

area to estimate postage.

- Customers bring appropriate documentation and facing 

slips to present with mailing.

Postal Customer

ABC Movers

1500 E Main Ave STE 201

Springfield VA 22162-1010

PSRT MKTG

ECRWSS

US Postage Paid

EDDM-Retail



Library Mail
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• Limited to books, sound recordings, academic theses, and 

certain other items.

• Items 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.

• Subject to inspection.



Media Mail®
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• 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®.

• Subject to inspection.



Bound Printed Matter
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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.



Free Matter for the Blind
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• 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.



Comparison Chart
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Product
Delivery 

Standard

Tracking 

Included

Insurance 

Included
Free Packaging Flat-Rate Prices Maximum Dimensions

Priority Mail Express 1-2 days Yes $100 Yes Yes
108 length and girth, 70 

pounds

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

pounds

USPS Ground 

Advantage - Retail
2-5 days Yes $100 No No

130 length and girth, 70 

pounds

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

pounds

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

pounds

Bound Printed Matter
None 

specified
No No No No

108 length and girth, 70 

pounds

Free Matter for the 

Blind

None 

specified
No No No No

108 length and girth, 70 

pounds



Zone Charts
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• Create ZIP Code matrix 

based on originating ZIP Code.

• Calculate prices.

• Identify appropriate distance 

code assigned to each 

origin and destination 

ZIP Code pairing.



Addressing
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• Address on side bearing postage.

• Ensure only one delivery address is displayed.

• Address includes all required elements:

- Recipient Name

- Delivery Address

- City, State, and ZIP Code

• Return address contains same elements as 

delivery address.

ABC Movers

1500 E Main Ave STE 201

Springfield VA 22162-1010

Ima Client

1224 W Elm

Lawton Ok 73501



Packaging
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• 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.



Preparation and Sealing
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• 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.

• You may not remove, cross out, or obliterate 

markings or labels on mailpiece.



Product Knowledge
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• 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.



Importance of Product Knowledge
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• 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.



Gaining Product Knowledge
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• USPS.com®

• Postal Explorer®

• Postal Bulletin

• Retail Digest

• Postal Pro

• Customer should feel 

special and appreciated.

• Dissatisfaction results in lost customers 

and revenue for USPS®.



Promoting Premier Products
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• Match customer’s shipping needs with USPS premium products and services:

- Priority Mail Express®.

- Priority Mail®.

• Priority Mail is as reliable as our competitor’s products.

• Other products that meet customer needs 

and increase revenue:

- Insured Mail.

- Post Office Boxes .



• 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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Counter Activity
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