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Hi, I’m James. 
Nice to meet you.
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In this scenario, you will help a new 
BRM customer.

As a BRM Clerk, it is important for you to 
know the benefits of BRM, the different 
types, how to calculate the break-even 
point for each of them, and how to help a 
customer set up a permit.

You need to know the requirements for 
BRM mailpieces and be able to answer 
common questions.
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Qualifiers
Basic 
BRM

High-
volume

BRM

Qualified 
BRM 

*(QBRM)

High-
volume
*QBRM

per-piece fee $.85 $.093 $.072 $.015

First-Class Mail Postage $.55 $.55 $.534 $.534

Paid by advance deposit account or by cash/check on delivery x

Advance deposit account required x x x

Annual Permit Fee $240 $240 * *

Annual Account Maintenance Fee (at each delivery unit) $725 $725 $725

Quarterly fee (for any consecutive 3-calendar-month period) $2460.

Postcards x x x x

Letters up to 2oz x x x x

Letters over 2oz x x

Flats x x

Parcels x x
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Qualifiers
Basic BRM High-

volum
e BRM

Qualifie
d BRM 
*(QBR

M)

High-
volum

e
*QBR

M

Per-piece fee $.85 $.093 $.072 $.015

First-Class Mail Postage $.55 $.55 $.534 $.534

Paid by advance deposit account or by cash/check on delivery x

Advance deposit account required x x x

Annual Permit Fee $240 $240 * *

Annual Account Maintenance Fee (at each delivery unit) $725 $725 $725

Quarterly fee (for any consecutive 3-calendar-month period) $2460.

Postcards x x x x

Letters up to 2oz x x x x

Letters over 2oz x x

Flats x x

Parcels x x

** Prices will vary.  Chart illustrates First-Class one-ounce mailpiece prices.
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Here is a chart that shows you the fees and break even points for each type of BRM.  You 
can access it in the Quick-Service Guide 507A located on Postal Explorer.
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Remember that the Postal Service updates and revises pricing and fees on a regular 
basis. You must look up and apply the current costs and fees when calculating 
BRM. Access the Price List (Notice 123) through Postal Explorer.
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Qualifiers
Basic 
BRM

HV BRM Basic 
QBRM

HV QBRM

per-piece fee $.85 $.093 $.072 $.015

First-Class Mail Postage $.55 $.55 $.534 $.534

Paid by advance deposit account or by cash/check on delivery x

Advance deposit account required x x x

Annual Permit Fee $240 $240 * *

Annual Account Maintenance Fee (at each delivery unit) $725 $725 $725

Quarterly fee (for any consecutive 3-calendar-month period) $2460.

Type Postage +

Per-
Piece 
Fees = X

Number of 
Returns = + Fees = Total cost 

Basic BRM .55 + .85 = $1.40 X 500 = $700.00 + $240.00 = $940.00

HV BRM .55 + .093 = .643 X 500 = $321.50 + $240.00
$725.00

= $1,286.50

QBRM .534 + .072 = .606 X 500 = $303.00 + $725.00 = $1,028.00

HV QBRM .534 + .015 = .549 X 500 = $274.50 + $725.00
$2,460.00 x 4

= $10,839.50
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Acceptable Identification 
Photo IDs (Primary forms of identification)
• U.S. Government ID.

̵ Valid driver’s license or state non-driver’s ID card.
̵ Armed forces, government, university, or recognized corporate ID 

card.
̵ Passport, passport card, alien registration card, or certificate of 

naturalization.
• Corporate ID.
• U.S. University ID.

Non-photo IDs (Secondary forms of identification)
• Lease, mortgage, or deed of trust.
• Voter or vehicle registration card.
• Home or vehicle insurance policy.
• Utility bill.
• Form I-94, Arrival and Departure Record.

Note: Social Security cards, credit cards, and birth certificates are not 
acceptable forms of ID.

For further information access the Domestic Mail Manual 608.10.0 in Postal 
Explorer.
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When filling out the form, in the Mailpiece Information section, if you have more than 
one mailpiece (one-ounce, two-ounce, etc.) in the same rate category (BRM, QBRM), you 
should note them on a single PS Form 6805.
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When referencing artwork for mailpieces, we are referring to what the 
customer returns. The customer can send whatever communication they 
wish, but the return envelope and any inserts that are included must meet  
USPS standards to receive discounted prices.  

The customer is responsible for ensuring that the final approved BRM 
envelope and any insert that will be returned, weigh the number of ounces 
documented on the PS Form 6805. In our case Emily’s cost comparison is 
based on a one-ounce mailpiece. 
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When you are talking with the MRC it is critical that you make note of and 
provide the customer with the:
• Customer Registration Identification (CRID)
• MSSC Ticket Number
• The MSSC Phone Number: 1-877-672-0007 (1-877-MRC-0007)
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When establishing an account, the BRM fees must be paid at a retail window 
through the Retail System Software or e1412 process before you can access 
the account further in PostalOne!.
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When paying fees, you must pay at the location where the BRM permit is 
held. Fees are assessed based on the permit’s issuance anniversary date. 

You can pay in advance for the next 12 months but only during the last 60 
days of the current service period. If you do so, the pricing is based on the 
current rates at time of payment.
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If you need to confirm that Emily has deposited funds, you can check in 
PostalOne! by searching her finance number for the Master Account or sub-
account. 

In this course Emily’s Master account number is 97700 and her sub-account 
number is 97701.
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Ink/Paper Colors and Type Styles:
Not all colors of paper and/or ink are compatible with automated
equipment, Contact an MDA for guidance
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The preferred format for the return address is to 
use all capital letters and no punctuation.
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For Basic and High-volume BRM, you have one ZIP + 4® for a business 
that can be used on all their mailpieces.  
• The ZIP + 4 cannot be altered or redirected. You cannot put in a 

Change of Address (COA) for BRM. 

For Basic QBRM and High-volume QBRM™, there is a unique ZIP + 4 for 
each weight of mailpiece the customer is sending: postcard, one-ounce, 
and two-ounce.
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Good! 
Next, please answer the following 
questions about key points from 
this scenario.
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Answer 
Key Answers: Feedback Correct:

A

That’s correct!

B

Feedback Try Again:

Try Again.

Feedback Incorrect:

C

That’s incorrect.

D

Question 1
All of the following are benefits of Business Reply Mail EXCEPT:

The Postal Service does not provide printed envelopes for BRM customers.  The 
MDA will assist the customer in creating approved mailpiece artwork for their 
envelopes, but USPS does not print them. 

The Postal Service does not provide printed envelopes for BRM customers.  The 
MDA will assist the customer in creating approved mailpiece artwork for their 
envelopes, but UPSP does not print them. 

As recipients reply, they indicate interest allowing for the 
creation of a targeted list for future mailings.

Easy of use for the recipient. They don’t have to find an 
envelope or stamps.

Much less expensive than returning a self-addressed 
stamped envelope or other return services. Permit holders 
only pay for mailpieces returned.

The Postal Service provides printed envelopes for Business 
Reply Mail customers.
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Answer 
Key Answers: Feedback Correct:

A

That’s correct!

B

Feedback Try Again:

Try Again.

Feedback Incorrect:

C

That’s incorrect.

D

Question 2
89

Which of the following exhibits the correct elements that are required for an approved Business Reply Mail envelope?

x That’s correct! This envelope has all 
the required elements.

That’s incorrect! This envelope is 
missing the FIM Marks.

That’s incorrect! This envelope is 
missing the BUSINESS REPLY MAIL 
legend.

That’s incorrect! This envelope has 
the IMb in the wrong place. It must 
be displayed in the lower left 
corner or directly above below the 
delivery address.

A.

B.

C.

D.



Great Job! You now know how to 
help a customer by explaining the 
types of BRM, showing them how 
to calculate the best BRM product 
for them, contacting the MSSC to 
get a customer set up with BRM.

You have shown the customer 
what is required on a BRM 
mailpiece and answering common 
questions.
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Select the X in the upper right corner to 
return to HERO and select the next scenario.
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Scenario 2: Regular and High-Volume 
Business Reply Mail

®®



As you work BRM mail, you 
will need to sort, weigh, and 
tabulate what you receive and 
then enter it into PostalOne! 
for invoicing.
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EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4301

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4301

Emily’s Animal Rescue

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4300
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EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4301

Emily’s Animal Rescue

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4300



Basic BRM and High-volume BRM have different pricing and fees, but the 
mail is processed the same way.  Emily’s account is Basic BRM.
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Emily’s Animal Rescue
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As you sort, pay attention to the mailpieces. To qualify as BRM, the 
mailpieces must have the legend, FIM, permit, address, and, if they have 
chosen to have a barcode, that it is the right type and in the right location.

If not, they do not qualify as BRM. Set those mailpieces aside and process as 
postage due. 
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EMILYS ANIMAL RESCUE
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Keep in mind that all mailings are different, you may have multiple mail types 
from a single customer in various ounce increments. 
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3801 S CENTRAL AVE
CCIERO IL  60804-4301
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EMILYS ANIMAL RESCUE
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It is a best practice to write down the count as you go so you do not lose 
your place. 

As a tip, when you have large numbers of mailpieces, you can bundle them 
together in groups of one hundred to make counting easier.
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Good! 
Next, please answer the following 
questions about key points from 
this scenario.

31



Answer 
Key Answers: Feedback Correct:

A

That’s correct!

B

Feedback Try Again:

Try Again.

Feedback Incorrect:

C

That’s incorrect.

D

Question 1
When sorting mailpieces, how do you process mailpieces that do not have the required BRM elements?

When you receive BRM that do not have the required elements, process them as 
postage due.

When you receive BRM that do not have the required elements, process them as 
postage due.

Add the mailpieces to the invoice count at the current rate 
and notify the customer.

Invoice them at the next higher rate of BRM.

No action is needed, provide the mailpieces to the customer.

Process them as postage due.
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Answer 
Key Answers: Feedback Correct:

A

That’s correct!

B

Feedback Try Again:

Try Again.

Feedback Incorrect:

C

That’s incorrect.

D

Question 2
What is the process for preparing the mail for invoicing in PostalOne!?

1. Sort by customer
2. Sort by mail type
3. Weigh the mailpieces
4. Sort by Weight
5. Count the mailpieces in each weight category

1. Sort by customer
2. Sort by mail type
3. Weigh the mailpieces
4. Sort by Weight
5. Count the mailpieces in each weight category

1. Sort by customer
2. Sort by mail type
3. Weigh the mailpieces
4. Sort by Weight
5. Count the mailpieces in each weight category

33

1. Weigh the mailpieces
2. Sort by Weight
3. Count the mailpieces in each weight category
4. Sort by customer
5. Sort by mail type

1. Sort by customer
2. Weigh the mailpieces
3. Sort by Weight
4. Count the mailpieces in each weight category 
5. Sort by mail type

1. Sort by mail type
2. Sort by customer
3. Weigh the mailpieces
4. Sort by Weight
5. Count the mailpieces in each weight category

X



Great!  You have successfully sorted, 
weighed, and tabulated BRM. 

In addition, you can now enter BRM 
information in PostalOne! to record 
received mailpieces on a customer 
account and print invoices.
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Scenario 3: Regular and High-Volume 
Qualified Business Reply MailTM

®®



As a Business Reply Mail Clerk, it is 
important to know how BRM and QBRM 
differ, how to calculate whether a customer 
needs a high-volume permit, how to assist 
them with changing a BRM permit from 
one type to another, how to invoice their 
mail, and how to read an End of Run(EOR) 
report.  

You also need to know how to handle 
insufficient funds, procedures for holding 
mail, and how to process pending 
transactions.









At this point, you will calculate the cost comparison for each of the four 
types of BRM for Emily. 

Remember to always use the Notice 123 costs and fees to calculate to 
ensure you are using the most current pricing. For a two-ounce mailpiece, 
look at the First-Class mail postage costs in the Notice 123 to determine 
the rate to charge.



Qualifiers
Basic 
BRM

High
Volume 

BRM

Qualified 
BRM 

*(QBRM)

High
Volume 
*QBRM

Annual Permit Fee $240 $240 * *

Annual Account Maintenance 
Fee (at each delivery unit) $725 $725 $725

Quarterly fee (for any 
consecutive 3-calendar-month 
period)

$2460.

Type Postage + Per-Piece = X
Return

s = + Fees = Total cost 

Basic BRM
One-ounce letter .55 + .85 = $1.40 X 1500 = $2,100.00 + $240.00

Annual fee = $3,115.00
Two-ounce letter .70 + .85 = $1.55 X 500 = $2,875.00 +

HV BRM

One-ounce letter .55 + .093 = .643 X 1500 = $964.50 + $240.00 Annual fee
$725.00 Annual Account Fee = $2,326.00

Two-ounce letter .70 + .093 = .793 X 500 = $396.20 +

QBRM

One-ounce letter .534 + .072 = .606 X 1500 = $909.00 +
$725.00 Annual Account Fee = $2,012.00

Two-ounce letter .684 + .075 = .756 X 500 = $378.00 +

HV QBRM

One-ounce letter .534 + .015 = .549 X 1500 = $823.50 +
$725.00 Annual Account Fee

$2,460.00 Annual fee x4 = $11,738.00Two-ounce letter .684 + .015 = .699 X 500 = $349.50 +











• ContentTitle



When updating an account, if the customer has an existing sub-account with 
funds in place, she can use available funds to pay for her fees. 

Or she can choose to deposit funds to cover the upcoming charges to her 
subaccount.  This includes annual maintenance fees and any quarterly fees, 
depending on the type of BRM.
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Remind Emily to check with her printer to ensure that they provide barcode 
serialization services.

If the customer is unable to secure unique, serialized barcodes, detailed 
tracking information will not be available.
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EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4301

Emily’s Animal Rescue

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4302Emily’s Animal Rescue

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4302

Emily’s Animal Rescue
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Emily’s Animal Rescue

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4302

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4301Emily’s Animal Rescue

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4302
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Emily’s Animal Rescue

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4302

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4301

Emily’s Animal Rescue

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4302

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4301

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4301

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4301

Emily’s Animal Rescue

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4302

Emily’s Animal Rescue

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4302

Emily’s Animal Rescue
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Emily’s Animal Rescue

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
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EMILY ANIMAL 
RESCUE85062-
48001

NLMBIN23
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Emily’s Animal Rescue

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
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3801 S CENTRAL AVE
CCIERO IL  60804-4301

Emily’s Animal Rescue
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Emily’s Animal Rescue

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4302

EMILY ANIMAL 
RESCUE85062-
48001

NLMBIN23

150 EMILY ANIMAL RESCUE DISP C#1300 FCM LTRS FRM DRX BC
89 EMILY ANIMAL RESCUE DISP C#1300 FCM LTRS FRM DRX BC

The bin used to sort the mail is listed on the tray label.  Correlate it with the 
report to determine the mail count.

EMILY ANIMAL 
RESCUE85062-48001

NLMBIN23
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Emily’s Animal Rescue
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150 EMILY ANIMAL RESCUE DISP C#1300 FCM LTRS FRM DRX BC
89 EMILY ANIMAL RESCUE DISP C#1300 FCM LTRS FRM DRX BC

You may be able to tell by looking at your stacks if one is significantly bigger 
than the other.  Otherwise, select the smaller stack and count it. The number 
should match one of the volume numbers on the report.  

By process of elimination, you know which is the one-ounce bin and which is 
the two-ounce bin.  Make a note of the bin assignments for the next time 
you invoice her mail.



29

Emily’s Animal Rescue

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4302

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4301

Emily’s Animal Rescue

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4302

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4301

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4301

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4301

Emily’s Animal Rescue

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4302

Emily’s Animal Rescue

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4302

Emily’s Animal Rescue

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4302

Emily’s Animal Rescue

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4302

EMILY ANIMAL 
RESCUE85062-
48001

NLMBIN23

150 EMILY ANIMAL RESCUE DISP C#1300 FCM LTRS FRM DRX BC
89 EMILY ANIMAL RESCUE DISP C#1300 FCM LTRS FRM DRX BC



30

Emily’s Animal Rescue

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4302

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4301

Emily’s Animal Rescue

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4302

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4301

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4301

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4301

Emily’s Animal Rescue

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4302

Emily’s Animal Rescue

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4302

Emily’s Animal Rescue

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4302

Emily’s Animal Rescue

EMILYS ANIMAL RESCUE
3801 S CENTRAL AVE
CCIERO IL  60804-4302

EMILY ANIMAL 
RESCUE85062-
48001

NLMBIN23

If you do not have an End of Run report, ask your Postmaster or supervisor to 
contact In-Plant Support at the plant that services your office.

If you can’t get an EOR report for this mail, use the manual process and sort, 
weight, and count the mail yourself.
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QBRM rates are only available for postcards, one-ounce, and two-ounce 
letter mailpieces.

When you are sorting Emily’s mail, if she has three-ounce letter mailpieces, 
flats, or packages, those mailpiece must be charged at the next lowest rate of 
service.  In this case, those mailpieces would be calculated at high-volume 
BRM rates. 
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You must wait until Emily deposits sufficient funds in her account to cover 
her current charges before releasing her mail.

Contact Emily to notify her of the status of her account via phone or email. 
Continue to contact the customer on a regular basis until resolved.  Log every 
attempt to contact the customer to ensure follow-up.

Unless the customer is actively communicating with the postal unit, inform 
the Postmaster or your supervisor when you have pending transactions for 
longer than 15 days after customer notification.  After 15 days, follow the 
escalation process outlined in the Field Accounting Procedures Handbook 101 
(F101) 17.7.
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The “BRM Pending Transaction” link in PostalOne! will be highlighted if there 
are pending transactions. 

It is important that you check the pending transaction list each business day 
and hold the mail until the account is paid. 

In some units, a  financial analysist conducts BRM audits of your practices to 
protect postal revenue and ensure compliance to postal policies.  Pending 
transactions are one of the items that are monitored. 













If a customer does not pay their annual QBRM fee on time, they run the risk 
of having their mail downgraded to a lower level of service/discount.  They 
have three days to bring their account current from the fee expiration. 

If they do not, they no longer qualify for the QBRM discount and all 
mailpieces from that point on are charged the postage and per-piece fee for 
Basic BRM. PostalOne! will gray out the options on the QBRM screen as a 
visual cue that this mail is no longer qualified for QBRM pricing.



Good! 
Next, please answer the following 
questions about key points from 
this scenario.
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Answer 
Key Answers: Feedback Correct:

A

That’s correct!

B

Feedback Try Again:

Try Again.

Feedback Incorrect:

C

That’s incorrect.

D

Question 1
What steps do you take when a customer has insufficient funds?

Invoice the mail, put the mail in a pending status, and hold the mail until the 
customer makes a deposit sufficient to cover the postage on the held mail.

Invoice the mail, put the mail in a pending status, and hold the mail until the 
customer makes a deposit sufficient to cover the postage on the held mail.

Invoice the mail, put the mail in a pending status, and hold 
the mail until the customer makes a deposit sufficient to 
cover the postage on the held mail.

Invoice the mail, release the mail to the customer, and notify 
the customer that funds are due to cover the previously 
accrued costs.

Invoice the mail, put the mail in a pending status, release the 
mail to the customer, and notify the Postmaster of the 
insufficient funds.

Do not invoice the mail and notify the Postmaster and the 
customer of insufficient funds.
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Answer 
Key Answers: Feedback Correct:

A

That’s correct!

B

Feedback Try Again:

Try Again.

Feedback Incorrect:

C

That’s incorrect.

D

Question 2
73

What do you charge a customer who has outstanding QBRM fees who has not paid them within three days?

If they do not, they no longer qualify for the QBRM discount and all mailpieces 
from that point on are charged the postage and per-piece fee for Basic BRM. 

If they do not, they no longer qualify for the QBRM discount and all mailpieces 
from that point on are charged the postage and per-piece fee for Basic BRM. 

Basic BRM.

First-Class Mail postage due.

High Volume BRM.

High-Volume QBRM.

X



Great Job! You now know how BRM 
and QBRM differ, how to calculate 
whether a customer needs High-
Volume permit, how to assist them 
with changing a BRM permit from one 
type to another, how to invoice their 
mail, and how to read an EOR report. 

You know how to handle insufficient 
funds, procedures for holding mail, 
and how to process pending 
transactions.
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Scenario 4:  Intelligent Mail 
barcode Accounting TM

®®



As you help customers with 
BRM, you will need to be able 
to respond to their changing 
business needs.

In this scenario, you will help 
Emily as she begins using 
IMbA with her mailings.









IMbA accounts can only be established with QBRM and High-volume QBRM 
mailings. 

Remember, QBRM is only available for postcards, one-ounce and two-ounce 
letters, so IMbA is only available for these as well.







Qualifiers
Basic 
BRM

High
Volume 

BRM

Qualified 
BRM 

*(QBRM)

High
Volume 
*QBRM

Annual Permit Fee $240 $240 * *

Annual Account Maintenance 
Fee (at each delivery unit) $725 $725 $725

Quarterly fee (for any 
consecutive 3-calendar-month 
period)

$2460.

Type Postage + Per-Piece = X Returns = + Fees = Total cost 

QBRM

One-ounce letter .534 + .072 = .606 X 75,000 = $45,450.00 +
$725.00 Annual Account Fee = $57,515.00

Two-ounce letter .684 + .072 = .756 X 15,000 = $11,340.00 +

HV QBRM

One-ounce letter .534 + .015 = .549 X 75,000 = $41,175.00 +
$725.00 Annual Account Fee

$2,460.00 Annual fee x2 = $56,580.00Two-ounce letter .684 + .015 = .699 X 15,000 = $10,485.00 +







Organizationally, as IMbA is implemented, QBRM and High-volume QBRM 
accounts that have serialized barcodes and that use the Enterprise 
Payment System (EPS), will be eligible for IMbA services.
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The MRC will contact the local in-plant support team to initiate sort plan and bin assignments 
for the mailpieces. Data will be monitored for two weeks prior to moving the customer to 
automated accounting through IMbA.  For these two weeks, process the mail manually.

Once the IMbA service is in place, you will see that IMbA is noted on the trays for Emily’s mail 
and in the PostalOne! transaction summary. On the transaction summary, the Clerk’s initials 
will read IMB. At that point, you can stop the manual process.
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When you are sampling, it is common for PostalOne! to require more 
samples from new customers to ensure they are in compliance with 
postal requirements. 





If the mailpieces sampled do not meet the QBRM/IMbA requirements, 
you must take action. 

If the mailpiece has an orange ID tag:
• The mail has been invoiced. 
• Do not charge the customer 

If the mailpiece does not have an orange ID tag:
• Manually sort, weigh, and rate the mailing.
• Invoice the customer at a downgraded rate, for QBRM and HV QBRM 

use HV BRM pricing.

Contact the customer to revise the mailpiece to comply with 
requirements. 
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Good! 
Next, please answer the following 
question about key points from 
this scenario.
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Answer 
Key Answers: Feedback Correct:

A

That’s correct!

B

Feedback Try Again:

Try Again.

Feedback Incorrect:

C

That’s incorrect.

D

Question 1
When processing IMbA, what steps do you take once you have signed into PostalOne! and searched the BRM Dashboard 
for the account?

1. Determine if a verification is due.  
2. If so, sample and verify the mail as prompted.
3. Print an invoice and attach it to the mail.

1. Determine if a verification is due.  
2. If so, sample and verify the mail as prompted.
3. Print an invoice and attach it to the mail.

1. Determine if a verification is due.  
2. If so, sample and verify the mail as prompted.
3. Print an invoice and attach it to the mail.

49

1. No verifications are due because the mail is IMbA.
2. Release the mail to the customer.
3. PostalOne! will invoice the customer through the 

Business Customer Gateway.

1. Determine if a verification is due.  
2. If so, sample and verify the mail as prompted.
3. PostalOne! will invoice the customer through the Business 

Customer Gateway.

1. Determine if a verification is due.  
2. If so, use the End of Run report to enter the mail count. 
3. Print an invoice and attach it to the mail.

x



Great job, you now know how 
to help customers with BRM, 
to respond to their changing 
business needs.

You learned how to help a 
customer with IMbA mailings 
and how to sample and verify 
them.
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Scenario 5: Closing an Account

®®



As you work with BRM, you 
will need to know how to 
close a customer account.

In this scenario you will learn 
how to check current funds, 
submit paperwork for 
processing an account closure, 
how to refund an account, and 
how to close it in PostalOne!.
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A customer account may also be closed due to non-payment of fees.
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Emily has an EPS account. There are two types of EPS account, Debit and 
trust.  If she has a debit account, you will not see any balance 
information.  

We are demonstrating the process for an EPS trust account. The process is 
similar for all trust accounts.
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Remember, you need to scan Emily’s letter and the signed form  and save 
them to the computer you are using to fill out the PS Form 3533 in order 
to attach the documents as required.
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Once the customer has left, close the account in PostalOne!.
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Emily has a master account and in-town sub-account. Both accounts are 
at the same location, so we will close the master account, which will close 
both at the same time.

If she had a master account and an out-of-town sub-account, they are in 
different locations:
• If she wanted to close her  entire account, you would close the master 

account. All out-of-town sub-accounts would close automatically.
• If she wanted to continue to use the master account for other mailing 

location, only close the out-of-town sub-account. 
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Good! 
Next, please answer the following 
questions about key points from 
this scenario.
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Answer 
Key Answers: Feedback Correct:

A

That’s correct!

B

Feedback Try Again:

Try Again.

Feedback Incorrect:

C

That’s incorrect.

D

Question 1
What supporting documentation is required form the customer to close an account and process a refund?

A PS Form 3533 , Application for Refund of Fees, Products, and Withdrawal of 
Customer Accounts  and a request to close the account written on company 
letterhead.

A PS Form 3533 , Application for Refund of Fees, Products, and Withdrawal of 
Customer Accounts  and a request to close the account written on company 
letterhead.

A PS Form 3533 , Application for Refund of Fees, Products, 
and Withdrawal of Customer Accounts  and a request to 
close the account written on company letterhead.

A PS Form 3533 , Application for Refund of Fees, Products, 
and Withdrawal of Customer Accounts.

A government-issued ID and verbal confirmation that the 
customer wishes to close the account.

A request to close the account written on company 
letterhead and a government-issued ID.
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Answer 
Key Answers: Feedback Correct:

A

That’s correct!

B

Feedback Try Again:

Try Again.

Feedback Incorrect:

C

That’s incorrect.

D

Question 2
83

A customer has a master account and an out-of-town sub-account in different locations. They no longer wish to mail 
with the Postal Service, what do you do?

Close the Master account, the sub-account will close automatically.

Close the Master account, the sub-account will close automatically.

Close the sub-account, the Master will close automatically.

Close the Master account, the sub-account will close 
automatically.

Change the permit status to inactive.

Close the Master Account and set the permit status to 
inactive.

x



Great Job! Now you know how 
to check a customer balance 
in Postal One!, how to fill out 
the PS Form 3533 and attach it 
and the request to close an 
account, and how to refund a 
customers’ funds.
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