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Mr. Brian J. Wagner FAXED

President

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 revising PS Form 8076, Authorization to Hold
Mail.

The main change on the form is encouraging customers to place their mail on hold online at
USPS.com or through the USPS mobile app. The form now includes sections for customers to
provide their email address and phone number in the event that the Postal Service needs to
contact customers regarding their requests.

Additionally, the front of the form features simplified addressing to “Your Local Post Office” with a
clear line for the city, state and ZIP Code. Customers will still be able to place their mail on hold
with the new form by giving it to their carrier, placing it in a collection box, or bringing it to their
local Post Office.

The implementation of the revised PS Form 8076 is scheduled to begin October 1 on a rolling
basis. Offices can continue to use the current version of the form until their supply is exhausted
and will receive revised forms as they place their standard re-order for the forms.

There will not be an automatic push of these forms.

Enclosed is a copy of the draft Service Talk and copies of both the current version of the PS Form
8076, Authorization to Hold Mail and the revised version.

Please contact Bruce Nicholson at extension 7773 if you have questions concerning this matter.

Sincerely,

ghon

Alan S. Moore
Manager
Labor Relations Policies and Programs

Enclosures

475 L'ENFANT PLaza SW
WasHinaTon DC 20260-4101
WWW.USPS.COM
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Updated PS Form 8076, Authorization to Hold Mail
Service Talk For Retail and Delivery Employees

PS Form 8076, Authorization to Hold Mail, will be updated in October 2019. The updated form
encourages customers to file their hold requests online via USPS.com or by using the USPS Mobile
app. The form now includes sections for customers to provide their email address and phone number,
in case the local Post Office needs to contact the customer regarding their request. Additionally, the
front of the form features simplified addressing to “Your Local Post Office” with a clear line for City,
State, and ZIP Code.

Encouraging our customers to file their hold mail requests online is beneficial because it allows
customers to make changes to or cancel their hold through the online application. Additionally, online
Hold Mail requests create a notification in MyPO and provide data on the number of hold mail requests.

Offices should exhaust their current inventory of existing forms. The updated form will be mailed
out the next time the office orders the forms. Clerks and carriers will process the new Hold Mail forms
the same way they have been processing the previous forms.

Below are images of the updated form.
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Additional options
for scheduling USPS
Hold Mail™ requests:

1.
Visit usps.com and create
an account

2.

=

Download the
USPS Mobile’ app

Service Talk

First-Class Mail
Postage & Fees Paig
USPS

Permit No, G-10

YOUR LOCAL POST OFFICE™

Print City, State, and ZIP Code™ on the line above.

Authorization to Hold Mail

We can hold your mail for a minimum of
3 days, but for no more than 30 days.

Instructions: Complete this form. Then, do one of the following:
(1) Give to your carrier; place in a collection box; place in your mailbox

(must complete the reverse side).

(2) Present to an employee at your local Post Office™,

Name(s)"

“The Postal Service' will hold mail for all residents at the
address provided.

Select one of the following:

O A. 1 will pick up all accumulated mail from my local Post Office,

D B. Please dediver all accumulated mail and resume normal
delivery on the ending date shown below.

Address (number, street, apt./suite number, city, state, ZIP+4)

Start Date (MM/DO/YYYY)

Phone Number (include area code)

End Date (nol to exceed 30 days from start date) (MM/DD/YYYY)

Email Address

FOR POST OFFICE USE ONLY

Customer Signature

Resume Delivery of Mail
up accumulated mail. (MM/DD/YYYY)

Date Recelved

Clerk Bin Number (if applicabie)
Carrier Route Number

D Customer has picked By

PS Form 8076, October 2019
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