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Mr. Brian J. Wagner Certified Mail Tracking Number:
President 7019 2280 0001 7461 3506
National Association of Postal Supervisors

1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service is updating the Retail Systems Software (RSS)
for Priority Express Mail cremated remains transactions.

Beginning March 10, when Cremated Remains Expedited Packaging Universal Product Code
(UPC) barcode is scanned on the RSS, the Cremated Remains icon will automatically be
selected on the Extra Services screen.

Enclosed for review are a Changes to Cremated Remains Retail Systems Software Workflow
Standard Operating Procedure (SOP) and a Cremated Remains Retail Systems Software
Workflow Service Talk for Retail Employees.

Please contact April Cutchember at 240-321-4768 if there are any questions.

Sincerely,

Shannon R. Richardson
(A) Manager
Contract Administration (APWU)

Enclosures

475 L'ENFanT PLaza SW
WasHingToN DC 20260-4100
WWW.USPS.COM

(CA2021-79)
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POSTAL SERVICE . Standard Operating Procedure (SOP)

Changes to Cremated Remains Retail Systems Software Workflow

March 10, 2021 Retail Systems Software (RSS) will update the workflow for Priority Mail
Express so that when a Cremated Remains Expedited Packaging Supply Universal Product
Code (UPC) barcode is scanned, the Cremated Remains icon on the Extra Services screen
will automatically be selected. RSS will limit the available Extra Services to Insurance and
Return Receipt, and customers will still have the option to indicate if they would like Signature
Requested or Signature Waived when Cremated Remains is selected.
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1. Place the Priority Mail Express Cremated Remains box on the scale, scan Expedited
Packaging Universal Product Code (UPC) barcode.
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Standard Operating Procedure (SOP)

2. Enter destination ZIP Code.
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Standard Operating Procedure (SOP)

3. Customer will be prompted to answer the Hazardous Material question on the Customer

Display Unit (CDU).

Deskiop __Home
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Delete Del

Hazardous Material

Do any of your articles contain
anything liquid, fragile,
perishable, or potentially
hazardous such as lithium
batteries, perfume or mercury?

¢Alguno de sus articulos contiene
algo liquido, o es fragil,
perecedero, o potencialmente
peligroso como baterias de litio,
perfume o mercurio?
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4. Select Continue.

Desktop Home

UNITED STATES
s POSTAL SERVICE .

3% FOWE AT BY AP

-
PM Exp
Tame:
T e 1:39 PM
i DATE
S AT e . 10/9/2019 :
| | Loss Guar Only TN : UsER I
‘ ALYl ; RSSCLERK1 i
| Stock Unil:
[ § Cutolf Time: Unavail | CLERK22
Curr. Time: 1.9 PM .
Hate: §25.80
Fee: $0.00
Total §25.80

0.00 o,

CONFIDENTIAL
FOR INTERNAL USE ONLY



UNITED STATES
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5. Customer will be prompted to review and answer the Privacy Act Statement question on
the Customer Display Unit (CDU).
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/! POSTAL SERVICE
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Review with the customer:

Privacy Act Statement: Your information will be used to provide mail or package
delivery services and provide information about the status of mailings. Collection is
authorized by 39 USC 401, 403, and 404. Providing your information is voluntary, but
if not provided, we may be unable to process and fulfill your request. We do not
disclose your information to third parties without your consent, except to facilitate
the transaction, to act on your behalf or request, or as legally required. This
includes the following limited circumstances: to a congressional office on your
behalf; to financial agencies and entities for financial matters and transactions; to
US Postal Service auditors; to labor organizations as required by law; to
government agencies when necessary in connection with decisions by the
requesting agency or by the Postal Service; to entities for law enforcement
purposes, as required by law or incident to legal proceedings; and for customer
service purposes to contractors and other entities aiding us to fulfill a function or
provide products and services. For more information regarding our privacy policies
visit www.usps.com/privacypalicy.
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6. RSS will prompt the Retail Associate (RA) to enter the recipient’s first name, last name and
business name (if applicable).
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Recipient’s First Name

Recipient’s Name and/or Business Name

< Enter recipient's First Name (max. 11
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Touch to accept the
value entered.

© Enter recipient's Last Name (max. 20
characters)

© Enter recipient's Business Name (max. 34
characters)
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7. RSS will prompt (RA) to enter Delivery Address information.
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. UNITED STATES
/! POSTAL SERVICE.

Enter Delivery Street Name:

Enter Delivery address

@ Stafford, VA 22556

| Street Address |

Touch to accept the
value entered.

+ Enter primary street number
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8. Customer is asked to verify the Delivery Address information on the Customer Display Unit
(CDU).

Desktop Home
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Verify address

The following question is being
displayed on the CDU:

Verify delivery address information:

45 BEECH DR
STAFFORD, VA 22556

Awaiting customer selection.......
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UNITED STATES Standard Operating Procedure (SOP)

POSTAL SERVICE -

9. (RA) will then enter the recipient’s phone number. If the mailer does not know the
recipient’s phone number, they may provide their own instead.
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10. RSS will prompt the (RA) to enter the Sender’s first name, last name and business name
(if applicable).
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11. RSS will prompt (RA) to enter Sender’s Address information.
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Enter Sender's Street Name:

Enter Sender's address

@ Charleston, SC 29407
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Touch to acceptthe
value entered.

+ Enter primary street number
Enter up to 10 numbers or letters
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= Enter first letter or number of street name
Enter only 1 letter or number D
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POSTAL SERVICE Standard Operating Procedure (SOP)

12. Customer is asked to verify Sender’s Address information on the Customer Display Unit
(CDU).

Desktop 7 Home
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Verify sender's address

Verify sender's address information:

10 TOWN CREEK DR
CHARLESTON, SC 29407

Select Yes to continue.
Select No to reenter the sender's
address again.
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POSTAL SERVICE

13. RA will then enter the Sender’s phone number.

Desktop Home
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Sender's phone number

= Enter sender's phone number
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Sender's phone number

(889) 698-8585

1 2 3

—n——— | g ——————T T e em———r—

4 6

P e e ——— | gppo———rr—

74 9

CONFIDENTIAL
FOR INTERNAL USE ONLY



UNITED STATES
POSTAL SERVICE -

Standard Operating Procedure (SOP)

14. Select Postage Printed, then select Take Payment.
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15.Once all the required information has been entered, a 4" x 6” Priority Mail Express label will
be printed for the Cremated Remains shipment. The 4" x 6" label includes specific
Cremated Remains human readable text above the barcode to assist postal employees to
identify the shipments, as shown below.

16.RSS will not prompt for scanning the barcode on Priority Mail Express (PME) labels (Labels
11-B and 11-F) when Cremated Remains is selected; if the mailpiece already has a PME
Label 11-B or 11-F affixed, the RA should place the 4” x 6” label over the existing label.

i KL STATES. Retail
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POSTAL SERVICE - Service Talk

Changes to Cremated Remains Retail Systems Software Workflow
Service Talk for Retail Employees

March 10, 2021 Retail Systems Software (RSS) workflow will be updated for Priority Mail
Express so that when a Cremated Remains Universal Product Code (UPC) barcode is
scanned, the Cremated Remains icon on the Extra Services screen is automatically selected.
RSS will limit the available Extra Services to Insurance and Return Receipt. Customers will still
have the option to indicate if they would like Signature Requested or Signature Waived when
Cremated Remains is selected.
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Scan UPC Barcode

Please ensure to scan the UPC barcode for each Cremated Remains transaction when
customer utilizes our branded Priority Mail Cremated Remain Box.
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