
Module 6: 

Solutions - Part Three

6-1



Additional Services

USPS participates in public service and government programs:

• Accept passport applications.

• Sell bird stamps.

• Provide Selective Service Registration forms.

• Change-of-Address orders (online or at Post Office).

• Premium Forwarding Service®.

• Temporary Forwarding Service.

• Hold Mail Service.
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Passport Applications
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• Accepted in designated Post Offices.

• USPS has authority to accept passport applications.

• U.S. Passport issued to citizens or nationals of U.S.

• Passport bearer entitled to protection and benefits 

of country when abroad.

• USPS® does not approve or process applications.

• Role is to accept application and validate photo and 

documentation submitted.

• Passport Acceptance training provided.



Duck Stamps
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• Migratory Bird Hunting and Conservation Stamps required by federal law to hunt 

migratory birds (ducks, geese).

• Convenient purchase location.

• Not used as postage, nonredeemable, all sales are final.

• Highly collectible stamps.

• New stamp issued annually, only for sale 

from July 1 through March 1.

• Unsold duck stamps should be returned to 

their unit reserve stock.



Selective Service
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Selective Service registration:

- Names and addresses of men aged 18-25.

- Used in national emergency when expansion of 

Armed Forces is required.

- Individuals complete and mail forms without 

USPS® assistance.



Burial Flags
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• American flag presented at Veterans funerals gifted to the family.

• Department of Veterans Affairs issues burial flags when requested.

• No time limit for request.

• One flag issued per deceased veteran.



Change of Address (COA)
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• Records of permanent change-of-address orders kept for 18 

months.

‒ Months 1-12 piece is forwarded.

‒ Months 13-18 new address provided mail returned to sender.

• Used for forwarding and address correction.

• Change-of-address order from general delivery to permanent local 

address, without time limit, kept for six months.

• Change-of-address order to other than a permanent local address 

kept for 30 days.

• Extended Mail Forwarding available for purchase in 6-,12-, or 18-

month increments.



COA Submission Options
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• Submitted online www.usps.com®.

• Customer provides email address and valid credit card 

(MC®, VISA®, AmEx®).

• Billing address must reflect new address.

• Customer may print form, at no cost, and then mail the order.

• Free Official Change of Address Kit, Pub 75 – Mover’s Guide 

kept at counter and provided free.

• Information cards via www.usps.com located in lobby displays.

http://www.usps.com/
http://www.usps.com/


COA Form Completion
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Temporary Forwarding
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• Mail forwarded up to six months, with 

additional renewal up to six months.

• Begin and end dates must be on COA.

• PS Form 3546, Official Change/Correction to 

Mail Forwarding Change of Address Order –

Postal Generated Form, to modify or correct 

existing COA.

- Must be completed by SSA.

- Can be completed at www.usps.com®.

http://WWW.usps.com


Premium Forwarding Service® (PFS)
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• Three PFS options:

- PFS-Residential: primary address mail shipped to temporary address.

- PFS-Commercial: business PO Boxes or business street addresses 
dispatched to a new address.

- PFS-Local: residential/individual and business/organization PO box
holders mail addressed to PO Box delivered to street address.

• Residential and certain PO Box customers may have all mail 

reshipped or rerouted to temporary address.

- Weekly Priority Mail shipment.

- PFS Fee for service.

• Available for period between two weeks and one year.

• Separate from piece-by-piece forwarding service (COA).



Authorization to Hold Mail
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• Can request up to 14 calendar days in advance 

via usps.com, retail counter, or calling 1-800-ASK-USPS. 

• Forms kept 18 months.

• Hold automatically cancelled when mail is picked up 

Delivery resumes next delivery day.

- Valid photo ID required to pick up mail.

- Written request may be made authorizing a third party to pick up mail.

• Carrier can deliver on specified date, or customer pick up at end of hold.

• Holds requested in excess of 30 days, suggest free forwarding service.

• Complete PS Form 8076, Authorization to Hold Mail (3-30 days).

http://www.usps.com/


Firm Holdout
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• Customers who regularly receive 50 letters or more on 1st delivery trip (or news 

agent or publisher’s representative) may pick up mail at PO.

• Complete PS Form 3801, Standing Delivery Order, (must include signature of 

those authorized to pick up mail).

• No fee and may cancel at any time.

• Postmaster must approve.

• May pick up mail where and when 

specified by Postmaster.

• Postmaster may cancel if mail not 

retrieved for 10 consecutive days 

without Hold order, one year wait to restore service if cancelled.



Caller Service
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• Individual/Business needing more pickup times 

than Firm Holdout and/or have more mail each 

day than largest PO Box will hold.

• Fees based upon a minimum of six months and 

facility fee group.

• If customer has 5 boxes and needs another 

separation, must have phantom/caller # fee.

• No keys are provided.

• Reserve numbers available for future use (part 

of master Caller Service number to reserve for 

future use).



General Delivery
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• Available at designated offices for transients and individuals waiting 

for PO Boxes .

• For mail pickup, verify customer’s ID.

• Mail held for 30 days.

• Applicants must complete PS Form 1527.



Informed Delivery® 101
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Informed Delivery
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• Innovative feature that allows 

eligible residential and PO Box

consumers to see digital preview 

of their mailpieces and packages.

• Optional and Free.

• Majority of ZIP Codes eligible .

• Visit InformedDelivery.usps.com

for additional information.

How do I sign up?

STEP 1: Visit informeddelivery.usps.com 
and select “Sign Up for Free.”

STEP 2: Go to personal account on usps.com, 
sign in, or create an account.

STEP 3: Follow on-screen instructions:

•Verify eligible address and ZIP Code. 

•Complete identity verification process 
(online, or in-person at select Post 
Office locations).

STEP 4: Congratulations! You signed up. Try 
Informed Delivery mobile app to 
access the feature on-the-go!



Package Intercept Service
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• Can be used for all domestic mailpieces that have a tracking barcode except 

USPS Marketing Mail and Periodicals.

• Not available for international, APO/FPO/DPO destinations, mailpieces addressed 

to Commercial Receiving Agency, or that require customs form.

• Customers make their request at www.usps.com®.

• Payment of applicable postage and fees charged at time of intercept when 

possible or collected from recipient as postage due upon delivery.

http://www.usps.com/


Authorization to Hold Mail:

• Two volunteers, one to role-play the 

SSA and one the customer.

• Class serves as observers.

Counter Activity
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