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Social Security Administration Checks “Payment Cycling”

In June 1997, the Social Security Administration (SSA)
will begin mailing monthly SSA checks on a “cycled” basis for
all new recipients.

The new payment cycling procedure establishes three
additional delivery dates for SSA checks on the second,
third, and fourth Wednesday of each month. This new
procedure does not affect those recipients who currently re-
ceive their SSA checks on the third day of the month, nor
those recipients who currently receive their Supplemental
Security Income (SSI) checks on the first day of the month.

All cycled SSA checks will be released to the Postal Ser-
vice for all ZIP Codes in the United States from the Depart-
ment of the Treasury Financial Management Service
Regional Financial Center in Philadelphia, PA. The face of
the envelope will display the exact month, day , and year
of requested delivery , as indicated in the example below.

SSA checks destinating to addresses located in 3-day
delivery zones will be entered into the mailstream on the
Friday prior to the requested Wednesday delivery date. SSA
checks destinating to addresses in 1-day and 2-day delivery
zones will be entered into the mailstream on the Monday
prior to the requested Wednesday delivery date. In the event

there is a federal holiday on any day between Friday and
Wednesday, the entry schedule will move forward one day
(to the preceding day). Should a federal holiday fall on a
Wednesday, the requested delivery date will move to the pre-
ceding Tuesday.

Initially, there will be minimal impact on delivery units, as
the initial weekly volume of SSA checks to be mailed using
this new payment cycling procedure is estimated to be be-
tween 2,000 and 20,000 pieces nationwide. As future appli-
cants are approved for benefits, the volume of SSA checks
sent out under this procedure will increase accordingly. Ini-
tially, there may not be sufficient ZIP Code volume density to
qualify or warrant presorting the address file; however, as the
file grows, the SSA checks will be presorted as soon as there
is sufficient density volume.

All delivery units should alert delivery personnel of this
change to ensure that all SSA checks are delivered in accor-
dance with requested delivery dates as reflected on the face
of the envelope.

Postal employees should direct all customer inquiries for
additional information to the Social Security Administration.
Customers may call SSA toll-free at 800-772-1213.

DEPARTMENT OF THE TREASURY
FINANCIAL MANAGEMENT SER VICE
REGIONAL FINANCIAL CENTER

P.O. BOX 7407

REQUESTED DELIVERY DATE

(MONTH)  (DAY)  (YEAR)

FIRST-CLASS
POSTAGE AND FEES PAID
DEPARTMENT OF THE
TREASURY

PHILADELPHIA, PENNSYL VANIA 19101-7407

OFFICIAL BUSINESS
PENALTY FOR PRIVATE USE $300

(NOT TO SCALE)

PERMIT NO. G-4

—Delivery Policies and Programs, Operations Support, 5-22-97
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Administrative Services

Revision to PS Form 1770, Hazardous Materials Incident Report

A revised PS Form 1770, Hazardous Materials Incident
Report (April 1997), is available from the material distribution
centers (MDCs). The form is used to report significant spills
and leaks of hazardous materials from mailed items.
(For other hazardous materials spills see Management
Instruction AS-550-96-8, Procedures for Reporting
Releases of Hazardous and Regulated Substances to the
Environment.) Only those incidents that result in employee
exposure or injury, or significant disruption to operations,
need be reported.

This revised edition incorporates:

1. The addition of an area under “Location” to indicate the
specific operation where the incident occurred.

2. The “Mail Type” block has been updated.

3. A space to record the accident number (from PS Form
1769).

4, The “Hazard Classes” and codes have been revised
to mirror DOT/IATA hazard classes.

Offices may order the revised edition from the MDCs us-
ing PS Form 7380, MDC Supply Requisition, or through
TTOE using NSN 7530-02-000-7376. There is no quick pick
number assigned to this form. Destroy all previous editions of
PS Form 1770 upon receipt of the revised form.

—Safety and Risk Management,
Human Resources, 5-22-97

Rapid Equipment Deployment Items

Some field sites are ordering available Rapid Equipment
Deployment Inventory (REDI) items directly from manufac-
turers instead of ordering from the material distribution cen-
ters (MDCs). Higher prices are being paid when the MDCs
are not used. For example, records indicate that recent pur-
chases of 29 PSIN 1224, City Carrier Satchel Carts, by field
sites have been made at a cost $8,379.10. These items cost
$7,334.97 when purchased by the Postal Service and
stocked in the REDI program. This resulted in an unneces-
sary expenditure by field sites of $1,044.13. If multiplied by
the various items that are purchased nationwide, on a yearly
basis, they can add up to some major costs that could have

been avoided. We all have a responsibility to control costs.
Purchasing and Materials buys in large volume to reduce
costs for the Postal Service. We are constantly looking at the
marketplace to ensure that we are getting the best prices.

The REDI program is at an all time high for item availability
and customer service level. Field sites are encouraged to
use this program to ensure that they are getting the best val-
ue when considering equipment purchases.

—Purchasing and Materials, 5-22-97

F3 Fill Software

Effective August 15, 1997, the Postal Service will end
support for the DOS version of F3 Fill software and will stop
distributing, updating, and maintaining DOS forms. Support
will continue for F3 Fill for Windows and Windows F3 forms.

Please note that vardata files created in the DOS version
of F3 can be used by the Windows version.

—Corporate Information Systems,
Information Systems, 5-22-97



PosTAaL BULLETIN 21946 (5-22-97)

PAGE 5

New Release of F3 Fill Forms

An updated batch of F3 Fill forms has been released.
These forms are used with F3 Fill for Windows (version
1.54E) and F3 Fill for DOS (version 1.54). This release in-
cludes both new and revised forms. All obsolete forms have
been removed from this batch.

F3 Fill is the corporate standard for the automation of
postal forms. The software enables users to complete auto-
mated postal forms on their computers. These intelligent
forms perform functions such as calculating, routing, gener-

ating pop-up lists, and providing help screens.

The Postal Service has a corporate license for F3 Fill soft-
ware (DOS and Windows). This includes a right to copy and
distribute to all USPS employees and contractors for USPS
business purposes.

Obtain copies of the forms and/or F3 Fill software from the
following sources:

® Intranet

(USPS Blue Web Server):

http://fcsc.usps.gov/lanpub/F3Fill.htm.

m General Technology Inc.: 800-989-5484 (request F3
Fill forms for May 1997).

®m Field employees: Contact your local IS manager.
® HQ employees: Call the Help Desk: 202-268-5588.

m F3 Software only:

Customer Support, Field

Computing Service Center: 800-877-7435 (option 5,
option 0) — Y. Order forms from General Technology
Inc. (see above).

Available Forms (May 1997)

The above sources also have the following related
documents:

m FORMLIST.TXT: List of current automated forms,

including file date and size.

® FORMCHG.DOC: Summary of form changes,

including official updates, revisions, new forms,
obsolete forms, outdated forms, and software tips.

® INSTALLW.DOC: Software installation instructions for

standalone users of F3 Fill for Windows.

m INSTALLD.DOC: Software installation instructions for

standalone users of F3 Fill for DOS.

m F3FILLD.DOC: Instructions for updating Windows

form files.

®m F3FILLM.DOC: Instructions for updating DOS form

files.

To request that a form be automated or to request en-
hancements to an existing automated form:

m Send an email to F3 FILL FORM REQUEST.

m Leave a voice message with your form request on

202-268-4096.

The following forms are available in the May 1997 produc-
tion batch. This current list of production forms can be found
in the FORMLIST.DOC file dated 4-27-97. Before using
these forms, please review FORMCHG.DOC (dated
4-18-97) for a summary of form changes and software tips.

Form Number | Form Name F3C Datel F3C Size BFF Date?2 | BFF Size
BUCKSLIP Routing Slip 4/17/96 19990 4/17/96 10632
PS 144 Prior Federal Civilian and Military Service Statement 4/23/97 254790 4/14/97 158561
PS 150 Postmaster Workload Information 7122196 72623 7122196 54889
PS 337 Clearance Record for Separated Employee 1/17/97 68315 1/17/97 46875
PS 571 Discrepancy of $100 or More in Financial 10/24/96 74839 10/24/96 42377
Responsibility
PS 800B Money Order Post Audit Request 4/26/96 26394 4/24/96 17396
PS 928 Materiel Inventory Change 3/2/94 30937 3/2/94 20285
PS 969 Materiel Recycling and Disposal 7/19/96 91804 7/19/96 64934
PS 990 Vacancy Announcement 6/14/94 9459 6/14/94 5978
PS 991 Application for Promotion or Assignment 4/11/97 101418 4/11/97 71720
PS 991-M Application for Management Associate Position 3/7/94 181791 3/7/194 128185
PS 991-REQ | Requirements Page of PS 991 7/22/96 39761 6/27/96 36698
PS 1011 Travel Advance Request and Itinerary Schedule 9/28/95 43208 9/28/95 26534
PS 1012 Travel Voucher 4/15/97 189989 4/15/97 104783
PS 1012-A Travel Voucher — Continuation Sheet 4/15/97 123969 4/15/97 71773
PS 1129 Cashier Reimbursement Voucher and/or 1/22/97 46545 1/22/97 30641
Accountability Report
PS 1164 Claim for Reimbursement 4/15/97 180868 4/15/97 106566
PS 1221 Advanced Sick Leave Authorization 10/16/93 18166 10/16/96 9811
PS 1231 Board of Governors/Officers Expense Report 9/28/95 96860 10/5/95 66065
PS 1261 Non-Transactor Report 4/17/97 88803 4/2/97 56004
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Form Number | Form Name F3C Datel F3C Size BFF Date2 | BFF Size
PS 1345 Request for Service Award Certificate/Letter 3/8/94 33193 3/3/94 19069
PS 1357 Request for Computer Access 7/30/96 135628 7/30/96 100819
PS 1360 Information Systems Security Incident Report 4/16/97 50744 4/16/97 33850
PS 1476 PSDS EMR Items Transcript 2/14/96 438043 2/13/96 204305
PS 1510 Mail/Loss Rifling Report 3/27/97 87466 3/27/97 73661
PS 1555 Statement of Account (CAGs A-L) 10/9/96 313006 10/9/96 277020
PS 1564-A Delivery Instructions 7/22/96 83925 7/19/96 60296
PS 1567 Requisition for Rubber and Steel Stamps Only 4/24/96 27019 4/24/96 18107
PS 1576 Requisition for Duplicating Service 10/2/96 51249 10/2/96 24088
PS 1590 Supplies and Equipment Receipt 6/20/94 135037 3/4/94 14085
PS 1627 General Purpose Ruled Form 4/18/96 69046 4/18/96 81192
PS 1723 Assignment Order 9/28/95 59163 10/3/95 33420
PS 1727 Award Recommendation/Authorization 9/28/95 27678 10/3/95 17921
PS 1770 Hazardous Materials Incident Report 3/1/96 61739 3/1/96 38839
PS 1782 Training Request and Authorization 4/25/96 48105 4/25/96 32577
PS 1783 On-the-Job Safety Review/Analysis 6/20/94 95031 3/4/94 98613
PS 1796-A Quialifications Rating Sheet for Senior Qualified 4/8/97 182066 4/8/97 90685
Positions
PS 1796-B Qualifications Rating Sheet for Best Qualified 4/16/97 174512 4/16/97 148561
Positions
PS 1902 Justification For Billing Accounts Receivable 1/24/96 43263 1/24/96 23244
PS 2013 Sensitive Security Clearance Processing Request 7/18/96 37112 7/18/96 22424
PS 2025 Contract Personnel Questionnaire 7/26/96 120629 7/26/96 85128
PS 2106 Adjudication — Tort Claims 3/21/96 152847 3/21/96 42703
PS 2181 Authorization and Release 7/22/96 16556 7/22/96 10908
PS 2181-C Authorization and Release — Background 7122196 15728 7122196 14636
Investigation
PS 2198 Accident Report — Tort Claim 6/20/94 45291 3/4/94 25582
PS 2240 Pay, Leave, or Other Hours Adjustment Request 10/23/96 118075 10/23/96 65924
PS 2432 Individual Training Progress Report 3/18/97 165564 3/18/97 89110
PS 2487 Requisition for Test Materials 2/12/97 31182 2/12/97 20139
PS 2548 Individual Training Record 4/11/96 28113 4/11/96 22768
PS 2550 Interview Notice 10/7/96 36277 10/7/96 22557
PS 2608 Grievance Summary — Step 1 10/16/96 31910 10/16/96 17718
PS 2609 Grievance Summary — Step 2 9/28/95 43175 7/17/95 24358
PS 2610 Grievance Summary — Step 3 3/3/94 166616 3/4/94 11178
PS 2629 Free Trial Test Agreement 5/17/96 17719 5/17/96 10850
PS 2805 Military Deposit Worksheet 4/23/96 105712 4/29/96 39015
PS 3037 Telecommunications Service Request 2/13/96 39850 2/13/96 31919
PS 3239 Payroll Deduction Authorization to Liquidate Postal 1/21/97 40724 1/21/97 28914
Service Indebtedness
PS 3533 Application and Voucher for Refund of Postage Fees 10/22/96 87572 10/22/96 65489
PS 3621-A Renewal Notice for Annual Fee(s) 4/16/97 36113 4/9/97 25722
PS 3749 Irregularities in the Preparation of Mail Matter 10/24/96 106265 10/24/96 57763
PS 3823 Packaging Improvement Notice 10/17/96 53455 10/17/96 31942
PS 3970-T Donated Leave Transfer 4/8/97 28673 4/8/97 15324
PS 3971 Request For or Notification of Absence 10/26/95 94592 10/26/95 55062
PS 4314-C Consumer Service Card 4/24/96 57571 4/24/96 29267
PS 4508 Vehicle Maintenance Facility Inventory Order 9/28/95 92557 10/5/95 51943
PS 4533 MVS Schedule 3/9/94 102213 3/8/94 49486
PS 4541 Order-Invoice for Vehicle Repair 7117196 78574 7117196 39800
PS 4583 Physical Fitness Inquiry for Motor Vehicle Operators 3/9/94 112878 3/9/94 36676
PS 4587 Request to Repair, Replace, or Dispose of Postal- 4/23/96 82583 4/23/96 44053

Owned Vehicle
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Form Number | Form Name F3C Datel F3C Size BFF Date? | BFF Size
PS 4595 Sale Purchase Agreement 3/9/94 80559 3/9/94 28963
PS 4777 Maintenance Checklist 9/28/95 241256 9/6/95 186927
PS 4805 Maintenance Work Record Sheet 4/23/96 107780 4/23/96 59994
PS 4872 Claim for Subsistence Expenses — Temporary 1/13/97 277500 1/13/97 175207
Quarters
PS 4983 Postal Key and Lock Requisition 7122/96 31882 7/22/96 23085
PS 4984 Repair Parts Requisition 3/9/94 75218 3/9/94 30066
PS 5560 Team Project Planning Worksheet 4/22/97 225213 4/18/97 159087
PS 5637 Express Mail Corporate Account/Custom Designed 1/22/96 106898 1/22/96 71404
Agreement
PS 5900 Hiring Worksheet 10/22/96 86298 10/22/96 91995
PS 6075 Status of Employee Benefits 4/1/97 35118 4/1/97 18254
PS 7366 Funded Procurement Request 9/28/95 49185 10/5/95 34705
PS 7380 Supply Center Requisition 10/2/96 53723 10/2/96 31264
PS 7381 Requisition for Supplies, Services, or Equipment 4/12/96 101128 11/15/96 108298
PS 8006 Uniform Allowance Code Sheet (For Regular, 7122196 32761 7122196 17969
Contract, or Work Clothes Program)
PS 8038 Employee Statement to Recover Back Pay 1/3/97 109747 1/3/97 72267
PS 8039 Back Pay Decision/Settlement Worksheet 1/23/97 472076 1/23/97 294878
PS 8059 Request for Relocation Management Firm (RFM) 1/23/96 24966 1/23/96 15703
Service
PS 8139-A Telephone Requirements — Large Systems 2/28/96 499844 2/28/96 330211
(13-5,000 instruments)
PS 8139-B Telephone Requirements — Small Systems (2-12 3/1/96 299017 3/1/96 189385
instruments)
8139PG1 Attachment to PS 8139-A 3/4/96 194782 3/4/96 131552
PS 8179-C Individual Development Plan 4/24/96 38115 4/24/96 32648
PS 8181 Project Service Agreement (PSA) 9/28/95 71681 10/2/95 55684
PS 8187 Hazardous and Regulated Substance Release 1/22/97 139523 1/22/97 79727
Notification
PS 8192 FEDSTRIP/Address Activity Code Request 4/29/96 57291 4/25/96 34586
PS 8194 Record of Environmental Consideration 1/7197 85800 1/7/97 12814
PS 8195 Operational Environmental Checklist 1/21/97 94826 1/21/97 73406
PS 8203 Order/Solicitation/Offer/Award 4/17/97 88595 4/17/97 55671

1 F3C = form files for use in DOS version of F3 Fill.
2 BFF = form files for use in Windows version of F3 Fill.

Database Files (Windows Only)

DBF Name DBF Date DBF Size
PS7381 5-13-96 5954

Deleted Forms

PS 2152 Prohibitory Order
PS 2153 Complaint

Obsolete Forms
PS 5938 Promotion Report

—Corporate Information Services, Information Systems, 5-22-97
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Domestic Mail

DMM NorTice

Special Services Reform: Implementation Standards

Effective June 8, 1997, Domestic Mail Manual (DMM)
D910, D920, D930.1.0, R000.3.0, R900, S010.2.0,
S$500.1.0, S500.3.0, and S930 are amended to present the
standards and fees adopted by the Postal Service to imple-
ment the Decision of the Governors of the United States
Postal Service on the Recommended Decision of the Postal
Rate Commission on Special Services Fees and Classifica-
tions, Docket No. MC96-3. These changes take effect at
12:01 a.m., Sunday, June 8, 1997. The final rule announcing
these changes was published in the Federal Register on
May 12, 1997 (62 FR 26086-26098).

Minor conforming amendments, also effective June 8,
1997, are made to DMM A010.1.2, A910.1.5, A910.3.2,
A910.5.2, C022.3.0, C031.3.2, CO031.5.6, C100.2.0,
C600.2.2, E020.2.3, E030.2.6, E060.9.0, E110.3.0,
E612.4.1, E620.2.0, E630.3.1, F010.3.0, F010.4.5,
F010.5.1, F020.3.0, F030.5.3, GO011.1.5, G013.2.1,
P014.1.0, PO014.2.0, PO021.3.1, P021.4.0, P022.2.2,
P023.1.0, P023.3.1, P030.4.0, P030.5.4, P100.2.1,
R100.1.1, S070.1.0, S911.1.1, S911.2.0, S912.1.2,
S912.2.5, S913.1.0, S915.1.0, S917.1.0, and S917.2.2. All
these amendments will appear in DMM Issue 52 (scheduled
for release on July 1, 1997).

These amendments affect only the fees for, and certain
attributes of, the following special services:

m Post office box service.

m Caller service.

m Certified mail.

m [nsurance (insured mail and Express Malil).
= Parcel airlift.

m Postal cards.

®m Registered mail.

® Return receipt.

m Return receipt for merchandise.

m  Special delivery.

Regulatory History

On June 7, 1996, pursuant to its authority under 39 U.S.C.
3621, et seq., the Postal Service filed with the Postal Rate
Commission (PRC) a request for a recommended decision
on several special service reform proposals. The PRC des-
ignated the filing as Docket No. MC96-3. The PRC published
a notice of the filing, with a description of the Postal Service’s
proposals, on June 21, 1996, in the Federal
Register (61 FR 31968-31979).

Pursuant to 39 U.S.C. 3624, on April 2, 1997, the PRC is-
sued its Recommended Decision on the Postal Service’s
Request to the Governors of the Postal Service. The PRC’s
Recommended Decision made revisions to some of the re-
structuring of the post office box fees requested by the Postal
Service.

In other areas, the PRC’s Recommended Decision gen-
erally followed the requests made by the Postal Service to
increase the fee for certified mail, merge the two options for
return receipt service, merge the two options for return re-
ceipt for merchandise, increase the maximum available in-
demnity for insured mail to $5,000, add optional insurance
for Express Mail and refine the current available indemnity
structure, simplify the fee schedule for registered mail, and
eliminate special delivery.

Although the PRC did not recommend a fee for postal
cards (renamed stamped cards), it did suggest that the Post-
al Service remove costs unique to stamped cards from total
postal and postcard subclass costs to support any proposed
fee in addition to the face value of the cards.

Based on extensive analysis of the PRC's
Recommended Decision and deliberation as to its conse-
guences to the Postal Service and its customers, and pur-
suant to 39 U.S.C. 3625, the Governors acted on the PRC’s
recommendations on May 5, 1997.

The Governors determined to approve the PRC's recom-
mendations, and the Board of Governors set an implementa-
tion date of June 8, 1997, for those rate and classification
changes to take effect.

Using new data and analysis obtained since the last om-
nibus rate case, the Postal Service, with its filing, sought the
reform of several special services to improve customer satis-
faction and to account for cost and customer demand.
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Post Office Box Service

The Postal Service establishes new fee groups and ad-
justs certain post office box fees to recover a greater propor-
tion of cost. The changes to post office box service and fees
pursue the policy of providing each customer with one form
of free delivery.

In a post office that does not provide carrier delivery, the
final rule eliminates box fees for customers of that post office
who are ineligible for any form of carrier delivery (from any
post office). Fees are also eliminated for box customers who
are ineligible for carrier service at delivery offices, except for
those customers who reside in the immediate vicinity of the
office. These latter customers will be afforded continued ac-
cess to general delivery service.

Caller Service

The Postal Service extends caller service to Group D post
offices (formerly categorized as Group Il offices) for those
customers, especially commercial mailers, who desire this
service. The Group D caller service fee is set at the Group C
(formerly categorized as Group IC) annual rate of $450. The
fees for Groups A, B, and C do not change from the current
fees.

Certified Mail

The Postal Service raises the certified mail fee from $1.10
to $1.35 to align its price more appropriately with the cost of
providing this service.

Insured Mail and Insured Express Mail

The Postal Service increases from $600 to $5,000 the
maximum indemnity available for insured mail. It should be
noted that the handling of insured mail is not changed and
the distinction is maintained between “unnumbered insured
mail” (i.e., mail insured for $50 or less) and “numbered in-
sured mail” (i.e., mail insured for more than $50).

The Postal Service increases from $500 to $5,000 the
maximum indemnity for merchandise sent by Express Mail.
This increase to $5,000 will enable the Postal Service to
compete more effectively in the parcel market for higher val-
ue items such as electronic and computer equipment.

Several other reforms and clarifications are made to de-
scribe payable and nonpayable claims. In addition, for nego-
tiable items, currency, or bullion, mailed as Express Mail, the
maximum indemnity is $15.

Concurrently, the indemnity for Express Mail document
reconstruction is reduced from $50,000 to $500 per piece
and $500,000 to $5,000 per occurrence in response to in-
dustry changes from exclusive reliance on paper documents
to the growing use of electronically generated documents
that can be reconstructed easily. Indemnity will be paid ac-
cording to value for items valued at $15 or less.

Parcel Airlift

The Postal Service increases from $25 to $50 the mini-
mum insurance amount required on a parcel airlift (PAL)
package if return receipt or restricted delivery service is
requested.

Registered Mail

The Postal Service simplifies the registered mail fee
schedule by eliminating the uninsured schedule for declared
values of more than $100 for the reasons that most mailers of
registered mail want insurance and the dual fee schedules
differ by less than $1 in the lower ranges to no more than
$2.70 in the topmost range of coverage.

The elimination of two parallel fee schedules also con-
forms to the overall Postal Service goal of simplifying its ser-
vices and products for consumers. The maximum insurance
coverage for registered mail service remains at the current
limit of $25,000.

Return Receipt Services

The Postal Service changes return receipt service and re-
turn receipt for merchandise service as follows:

m For return receipt service, the two basic service
offerings are merged and made into one service
offering, available for a fee of $1.10 (the current fee for
the service showing to whom, signature, and date
delivered).

m For return receipt for merchandise service, the two
basic service offerings are also merged and made into
one service, available for a fee of $1.20 (the current
fee for showing to whom, signature, and date
delivered).

The two enhanced services include the address of deliv-
ery if different from the address on the mailpiece. Also, a
classification change for return receipt for merchandise lim-
its the availability of service in the First-Class Mail classifica-
tion structure to Priority Mail. In addition, a clarification
specifies the subclasses of Standard Mail for which return
receipt for merchandise service is currently available. Those
subclasses are Single-Piece Standard Mail, Parcel Post,
Bound Printed Matter, Special Standard Mail, and Library
Mail.
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Special Delivery Service

The Postal Service eliminates domestic special delivery
service because the demand for it has virtually disappeared.
Consumers who request expedited delivery service most
frequently use Priority Mail or Express Mail.

A 2-pound Priority Mail package costs only $3, compared
with $12.95 for the same Priority Mail package sent as spe-
cial delivery ($3 postage plus $9.95 special delivery fee). A
2-pound Express Mail Post Office to Addressee package
costs $15.00. Express Mail, unlike special delivery service
and Priority Mail, includes a delivery guarantee and insur-
ance at no additional charge.

Stamped Cards

The Postal Service renames postal cards as stamped
cards. Unlike stamped envelopes, stamped cards will con-
tinue to be sold at no additional charge above their face value
of postage. The designation stamped cards emphasizes the
similar nature of this stationery item with stamped
envelopes.

Domestic Mail Manual (DMM)
A Addressing
AO00 Basic Addressing

A010 General Addressing Standards

[In 1.2d, replace “postal cards” with “stamped cards”; no
other change to text.]

* * * * *

A900  Customer Support

A910  Mailing List Services

[in 1.5, 3.2, and 5.2, replace “postal card[s]” with “stamped
card[s]"; no other change to text.]

* * * * *

C Characteristics and Content

C000  General Information

* * * * *

C020 Restricted or Nonmailable Articles and
Substances

* * * * *

C022 Perishables

[In 3.1f, remove “special delivery or”; in 3.7, remove “special
delivery or”; no other change to text.]

* * * * *

C030  Nonmailable Written, Printed, and Graphic
Matter

C031  Written, Printed, and Graphic Matter
Generally

[In 3.2 and 5.6, replace “postal card” with “stamped card or
postcard”; no other change to text.]

* * * * *

C100 First-Class Mail

[In 2.1, 2.3, and 2.9, replace “postal card[s]” with “stamped
card[s]”; no other change to text.]

* * * * *

C600 Standard Mail
[In 2.2, remove “special delivery or”; no other change to text.]

* * * * *
D Deposit, Collection, and Delivery
* * * * *

D900  Other Delivery Services
D910 Post Office Box Service

1.0 BASIC INFORMATION

[Amend 1.0 by revising 1.1, by removing current 1.7; by
redesignating current 1.6 as 1.7; and by adding new 1.6 to
read as follows:]

1.1 Purpose

Post office box service is a premium service offered for a fee
to any customer requiring more than free carrier delivery or
general delivery and for no fee to certain customers who are
not eligible for carrier delivery. The service allows a customer
to obtain mail during the hours the box lobby is open. Post
office box service does not include alternate means of deliv-
ery established to replace, simplify, or extend carrier delivery
service. A postmaster and a box customer may not make
any agreement that contravenes the regulations on post of-
fice box service or its fees.

* * * * *

1.6 Box Availability

When no box of the appropriate size is available, an applica-
tion for box service may be handled, at the postmaster’s dis-
cretion, in any one or more of the following ways: by referring
the customer to another postal facility with available capac-
ity; by placing the customer’s name on a waiting list for box
service; by providing general delivery service until an ap-
propriate size box becomes available; by offering a smaller
or larger box at its fee; or by offering caller service.

* * * * *
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2.0 SERVICE

[Amend 2.0 by revising 2.2 and 2.3 and adding new 2.4 to
read as follows:]

* * * * *

2.2 Transferring Service

Post office box service may be transferred, without payment
of an additional fee, to any box of the same size and fee
group at a different facility of the same post office. To transfer
service, the box customer must submit a new application ei-
ther to the facility where service is currently provided or to the
facility where service is desired. A box customer may trans-
fer service no more than once in any semiannual payment
period and must submit a completed Form 3575 or Form
3575-WWW at the time of transfer.

2.3 Minor

Post office box service may be provided to a minor (a person
under 18 years of age) unless the minor’s parent or guardian
submits a written objection to the appropriate postmaster.

2.4 Proof of Physical Address

An applicant for post office box service or a current box cus-
tomer seeking renewal must identify his or her physical ad-
dress (i.e., an individual’s residence or a business’s location)
to the postmaster of the office where service is sought or pro-
vided. If the postmaster cannot confirm the physical ad-
dress, the applicant or box customer must provide proof of
the physical address (e.g., a utility bill, current lease, mort-
gage, deed of trust, a driver’s license, or voter registration
card). A business with multiple locations may, on providing
appropriate evidence, use any one or more of such loca-
tion(s) as its physical address.

3.0 CONDITIONS OF USE
[Amend 3.0 by revising 3.2, 3.3, and 3.7 to read as follows:]

* * * * *

3.2 Updating

When any information required to be provided by the box
customer on Form 1093 changes, the customer must notify
the post office of such changes.

3.3 Mail Only

Only mail and official USPS notices may be placed into a
post office box.

* * * * *

3.7 Forwarding

A post office box may not be used when the primary purpose
is, through change-of-address orders, to have the USPS for-
ward or transfer mail to another address free of charge.

* * * * *

[Revise 4.0 to read as follows:]
4.0 BASIS OF FEES AND PAYMENT

4.1 General

Post office box fees are based on the size of box provided
and the fee group of the administering facility as identified
in 5.0.

4.2 Box Size

Box sizes are standardized and the fees for boxes increase
with box size. The following chart describes approximate
box capacities and frontal dimensions.

Box Capacity Width and Height
Size (Cubic Inches) (Linear Inches)

1 Under 296 3by5.5

2 296 through 499 5by 5.5

3 500 through 999 11 by 5.5

4 1,000 through 1,999 11 by 11

5 2,000 or more 22.5by 12
4.3 Definitions of Facilities for Fee Groups

All facilities administered by a single independent post office
(including any classified or contract station or branch, com-
munity post office, or detached post office box unit) belong to
the same fee group as that post office and use a single fee
schedule, except as provided in 5.3. Additionally, the type of
carrier delivery service available at any one facility adminis-
tered by a post office determines the fee group applicable to
all of that post office’s facilities, as provided in 5.1. All box
locations administered by a single mail processing facility
belong to the same fee group as identified in 5.2 and use a
single fee schedule, except as provided in 5.3.

4.4 Fee Changes

A change in post office box service fees can arise from a gen-
eral fee change, an administrative change in carrier service,
a change in definitions in 4.3, or a change in facility group-
ings in 5.0. Any change in post office box service fees takes
effect on the date of the action that caused the change un-
less an official announcement specifies another date. If a
post office box service fee is increased, no customer must
pay at the new rate until the end of the period already paid,
and no retroactive adjustment is to be made for a payment
received before the date of the change.

4.5 Payment

All fees are for a semiannual (6-month) period, and must be
paid in advance for no less than one but no more than two
semiannual periods, except as provided under 4.7, 4.8, and
4.11. Fees may be paid using cash, credit or debit card, or
check or money order payable to the postmaster. A mailed
payment must be received by the postmaster on or before
the due date.
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4.6 Payment Period

Except under 4.8, the beginning date for a box fee payment
period is determined by the approval date of the application.
The period begins on the first day of either the same month if
the application is approved on or before the 15th of the
month, or the next month if approved after the 15th of the
month. After that, box fees for service renewal may be paid
any time during the last 30 days of the service period, but no
later than the last day of the service period.

4.7 U.S. Agencies

Federal agencies whose payment period coincides with the
federal fiscal year may pay their box fees during the first
quarter rather than in advance.

4.8 Exception for Group D and E Offices

Postmasters at Group D and Group E offices with fewer than
500 post office boxes may set April 1 and October 1 as the
beginning of payment periods for box customers in their of-
fices. Payment periods beginning other than April 1 or
October 1 are brought into alignment with these respective
dates by adjusting fees as follows:

a. New service, one-sixth of the semiannual fee is
charged for each remaining month between the beginning of
the new payment period and the next April 1 or October 1.

b. Existing service, one-sixth of the semiannual fee is
charged for each remaining month between the end of all
currently paid periods and the next April 1 or October 1.

C. Next one or two semiannual payment periods, an
adjustment may be accepted in addition to fees.

4.9 Change of Payment Period

Except for customers at post offices subject to 4.8, a box cus-
tomer of record may change the payment period by submit-
ting a new application noting the month to be used as the
start of the revised payment period. The date selected must
be before the end of the current payment period. The unused
fee for the period being discontinued may be refunded under
6.0, and the fee for the new payment period must be fully paid
in advance. A change of payment period date may not be
used to circumvent a change in box fees.

4.10 Academic Institutions

The USPS does not set or collect fees for boxes owned by an
academic institution if the boxes are separate from desig-
nated USPS areas and serviced by employees or agents of
the institution.

4.11 Adjusting Fees

In postal facilities primarily serving academic institutions or
their students, box fees may be adjusted to fit the semester
schedules, using the matrix below. Charges are rounded up
to the next multiple of $0.10. No refund is made for discontin-
ued service when a box is obtained under this standard.

Service Period

95 days or less

96 to 140 days

141 to 190 days
191 to 230 days
231 to 270 days
271 days to full year

Adjusted Fee

1/2 semiannual fee
3/4 semiannual fee
Full semiannual fee
1-1/4 semiannual fee
1-1/2 semiannual fee
2 semiannual fees

[Add new 5.0 and redesignate current 5.0 through 7.0 as 6.0
through 8.0, respectively.]

5.0 FEE GROUP ASSIGNMENTS

5.1 Post Offices

For purposes of fee group assignment, and as defined in 4.3,
a post office includes all subordinate facilities or units
administered by that post office, such as classified stations,
classified branches, and contractor-operated facilities. Addi-
tionally, the type of carrier delivery service available at any
one facility administered by a post office determines the fee
group applicable to all facilities of that post office as follows:

a. Post Office With City Delivery. A post office that
provides city carrier delivery at any of its administered facili-
ties applies Group C fees, except as provided in 5.3. A cus-
tomer whose physical residence or business location is
within the geographic delivery ZIP Code boundaries
administered by that city delivery post office, who is ineligible
for any form of carrier delivery service from that post office
and who does not receive carrier delivery via an out-of-
bounds delivery receptacle, may obtain one box of the small-
est available size (i.e., the smallest box currently vacant) at
the Group E fee (no fee). Boxes at Group E fees are also
available as provided under 5.1c.

b. Post Office With Only Rural or Highway Contract
Carrier Delivery. A post office that does not provide city carri-
er delivery but provides only rural carrier or highway contract
carrier delivery at any of its administered facilities applies
Group D fees, except as provided in 5.3, with two exceptions:
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(1) A customer whose physical residence or business
location is within the geographic delivery ZIP Code bound-
aries administered by that non-city delivery post office, who
is ineligible for any form of carrier delivery service, who does
not receive carrier delivery via an out-of-bounds delivery re-
ceptacle, and who resides outside the immediate vicinity of
the post office as specified in Postal Operations Manual 653,
may obtain one box of the smallest available size (i.e., the
smallest box currently vacant) at the Group E fee (no fee).
Boxes at Group E fees are also available as provided under
5.1c.

(2) A customer whose ineligibility for carrier service
arises from residing in the immediate vicinity of the post of-
fice as specified in Postal Operations Manual 653 is afforded
continued access to general delivery service.

C. Post Office Without Any Carrier Delivery. A post of-
fice that does not provide any form of carrier delivery (i.e., a
nondelivery post office) exists within the geographic delivery
ZIP Code boundaries of another post office. A nondelivery
post office applies Group D fees or Group E fees (no fees),
based on the box customer’s physical residence or business
location relative to the geographic boundaries of the post of-
fice containing the nondelivery office, as follows:

(1) If the box customer’s physical residence or busi-
ness location is within the geographic delivery ZIP Code
boundaries of the post office containing the nondelivery of-
fice, and the customer is eligible for carrier delivery service, a
box at the nondelivery office is provided at the Group D fee. If
the customer is not eligible for carrier delivery service and
does not receive carrier delivery via an out-of-bounds deliv-
ery receptacle, a box of any size at the nondelivery office or
the smallest vacant box at the containing delivery office is
provided at the Group E fee (no fee).

(2) If the box customer’s physical residence or busi-
ness location is outside the geographic delivery ZIP Code
boundaries of the post office containing the nondelivery of-
fice, a box is provided at the Group D fee.

d. Single-Point Delivery. Eligibility for Group E fees does
not extend to individual tenants, contractors, employees, or
other individuals receiving or eligible to receive single-point
delivery such as delivery to a hotel, college, military installa-
tion, or transient trailer park.

5.2 Mail Processing Facilities

Mail processing facilities with post office boxes and not un-
der the administration of a post office apply Group C fees to
post office boxes, except as provided in 5.3.

5.3 Facilities Assigned Location-Based Box Fees

The facilities defined by the ZIP Codes in Exhibit 5.3 consti-
tute exceptions to the fee groupings described in 5.1 and 5.2.
Group A or B fees apply as identified.

Facilities Assigned Location-Based Box Fees
Exhibit 5.3

ZIP Codes
10001-10299

02113, 02115, 02117,
02128, 02134, 02135,
02139, 02140, 02142,
02146, 02158-02162,
02164-02168, 02178,
02179, 02181, 02205,
02214-02216, 02218,
02238

10301-10399
11101-11199
11201-11299

Group |Location
A New York, NY
B Boston, MA

Staten Island, NY
Long Island City, NY
Brooklyn, NY
Queens (Flushing), NY 11301-11399
Queens (Jamaica), NY 11401-11499
Queens (Far Rockaway), NY | 11601-11699

Philadelphia, PA 19101-19104, 19105,
19107

20004-20009, 20013,
20026, 20033, 20035,
20036, 20037, 20038,
20043, 20044, 20050,

Washington, DC

20056

Bethesda, MD 20813, 20824, 20825,
20827

Arlington, VA 22202, 22209, 22210,
22216

McLean, VA 22103

Chicago, IL 60606, 60610, 60611,

60654, 60664, 60680,
60681, 60684, 60690

90019, 90024, 90025,
90034, 90035, 90048,
90049, 90064, 90067,
90069

90210-90212
90401-90405

94101, 94107, 94108,
94126, 94133, 94147,
94159, 94164

96801-96815, 96830

Los Angeles, CA

Beverly Hills, CA
Santa Monica, CA
San Francisco, CA

Honolulu, HI

[Revise redesignated 6.0 to read as follows:]
6.0 FEE REFUND

6.1 Calculation

When post office box service is terminated or surrendered,
the unused portion of the fee may be refunded as follows. For
the current semiannual payment period, if service is discon-
tinued any time within the first 3 months of the payment peri-
od, one-half the fee is refunded; if discontinued after the third
month of the payment period, none of the fee is refunded.
The entire fee is refunded for any semiannual payment peri-
od that begins after the termination or surrender date.
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6.2 Discontinued Postal Facility

When a postal facility is discontinued or relocated, a box cus-
tomer at that facility may obtain a refund of unused box fees if
box service at that location is discontinued and additional
travel of 1/4 mile or more (from the physical address on the
customer’s Form 1093) is required to obtain equivalent ser-
vice. For this purpose, one-sixth of a semiannual fee is re-
funded for each month left in the payment period. The refund
is computed from the first day of that month (if the effective
date of the facility discontinuance is on or before the 15th of
the month) or from the first day of the next month (if the effec-
tive date is after the 15th of the month).

7.0 KEYS
[No change to redesignated 7.0.]
[Revise redesignated 8.0 to read as follows:]

8.0 SERVICE REFUSAL OR TERMINATION

8.1 Refusal

A postmaster may refuse to approve post office box service
if: the applicant submits a falsified or incomplete application
for box service; within the 2 years immediately before sub-
mitting the application, the applicant physically abused a box
or violated a standard on the care or use of a box; or there is
substantial reason to believe that the box is to be used for ac-
tivities as described in 3.6 or 3.7.

8.2 Termination

A postmaster may terminate post office box service, includ-
ing that of a customer paying a Group E fee, if the box cus-
tomer or its representative falsifies the application for the
box; physically abuses the box; refuses to update informa-
tion on the box application; violates any standard on the care
or use of the box; conducts himself or herself in a violent,
threatening, or otherwise abusive manner on postal prem-
ises; or uses it for any unlawful activity as described in 3.6.
The customer is notified of the postmaster’s determination to
refuse or terminate service and of the appeal procedures for
that determination.

8.3 Customer Appeal

The applicant or box customer may file a petition appealing
the postmaster’s determination to refuse or terminate ser-
vice within 20 calendar days after notice, as specified in the
postmaster’s determination and 39 CFR 958. The filing of a
petition prevents the postmaster’s determination from taking
effect and transfers the case to the USPS Judicial Officer.
The Administrative Law Judge’s or the Judicial Officer’s de-
cision under 39 CFR 958 constitutes the final USPS
decision.

8.4 Surrendered Box

A post office box is deemed surrendered if the box customer
submits a permanent change-of-address order, refuses or
fails to pay the appropriate fees by the due date, or submits a
written notice to discontinue service. A box is not considered
surrendered if the box customer dies or disappears before
the end of the period for which the box is issued, the box cus-
tomer submits a temporary change-of-address order, or any
person other than the box customer submits a change-of-
address order for mail going to the box.

D920  Caller Service
[Revise 1.0 to read as follows:]

1.0 BASIC INFORMATION

1.1 Purpose

Caller service is a premium service available for a fee to any
customer requiring more than free carrier service or the larg-
est installed box size, or to any customer who is required to
use caller service by standard. The service allows a custom-
er to pick up mail at a post office call window or loading dock
when the office is open. Caller service does not include gen-
eral delivery service. A customer may obtain caller service
for receiving the mail of a client, subject to D042. A postmas-
ter and a caller may not make any agreement that contra-
venes the regulations on caller service or its fees.

1.2 Caller

A caller is the person signing the application as an individual,
or the organization represented by the individual signing the
application.

1.3 Service Types

Destination caller service is caller service provided at the
postal facility to which the caller’s mail is addressed. Origin
caller service (accelerated reply mail) is described in 7.0.

1.4 Caller Service Number

Except for origin caller service, the customer (including a
customer using a post office box number) is assigned a caller
service number before caller service may begin. A caller
number is assigned for each separation used. Except under
1.5, mail addressed to a caller service customer must in-
clude “Post Office Box” or “PO BOX” followed by the as-
signed number in the mailing address immediately above the
city, state, and ZIP Code. A caller of record may reserve call-
er numbers for future use. The postmaster determines the
reserved numbers and may restrict this service.

15 Exemption

A postmaster may exempt any customer continuously re-
ceiving firm holdout service since July 3, 1994, from the stan-
dard in 1.4 that correspondents must use the assigned post
office box (caller service) number in the address.
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1.6 Restriction

The USPS may restrict caller service if such service ad-
versely affects postal operations.

1.7 Required Use

Subject to D910, when mail for a customer’s post office
box(es) exceeds the capacity of the box(es) on 12 of any 20
consecutive business days (excluding Saturdays, Sundays,
and national holidays), or when the customer seeks multiple
caller service separations, the postmaster can require the
customer to use caller service, change to a larger box, or use
one or more additional boxes (subject to availability) to which
mail will be addressed. A customer required to use caller ser-
vice because of the mail volume received may, once per
semiannual payment period, make a written request to the
postmaster for a new determination of whether current mail
volume requires continued use of caller service.

1.8 U.S. Agencies and Schools

Federal agencies and the various schools and departments
within educational institutions are considered separate cus-
tomers for 1.7.

1.9 Eligible Customers
Caller service may be provided to the following:

a. A new customer planning to receive an incoming
volume of mail that cannot fit into the largest available post
office box.

b. A customer wanting a post office box when a box is
unavailable, and the postmaster determines that such ser-
vice does not adversely affect postal operations.

C. A customer formerly receiving firm holdout service.
[Revise 2.0 to read as follows:]

2.0 SERVICE

2.1 Application

To apply for caller service, the applicant must complete all
relevant spaces on Form 1093 and submit it to any postal fa-
cility that provides public window service. The facility need
not be the one where destination caller service is desired. An
incomplete or falsified application is sufficient reason to deny
or discontinue service. An application is not considered ap-
proved until the USPS verifies the applicant’s identity.

2.2 Transferring Service

Caller service may be transferred, without payment of an
additional fee, to a different facility of the same post office if
that facility has caller service. To transfer service, the caller
must submit a new application either to the facility where ser-
vice is currently provided or to the facility where service is de-
sired. A caller may transfer service no more than once in any
semiannual payment period and must submit a completed
Form 3575 or Form 3575-WWW at the time of transfer.

2.3 Minor

Caller service may be provided to a minor (a person under 18
years of age) unless the minor’s parent or guardian submits
a written objection to the postmaster.

[Revise 3.0 to read as follows:]
3.0 CONDITIONS OF USE

3.1 Mail Receipt

An individual caller or organization may receive mail properly
addressed to the caller number. Mail addressed only to a
caller number is delivered to the caller so long as no improp-
er or unlawful business is conducted. A caller who, as a regu-
lar practice, wants to call for mail at a postal facility more than
once in any 24-hour period must obtain the postmaster’s ap-
proval of the pickup schedule.

3.2 Updating

When any information required to be provided by the caller
on Form 1093 changes, the caller must notify the post office
of such changes.

3.3 Unlawful Activity

Caller service may not be used for, or in connection with, a
scheme or enterprise that violates any federal, state, or local
law; breaches an agreement between the caller and a feder-
al, state, or local agency for the caller to discontinue a speci-
fied activity; or violates or attempts to evade any order of a
court or administrative body.

3.4 Forwarding

A caller number may not be used when the primary purpose
is, through change-of-address orders, to have the USPS for-
ward or transfer mail to another address free of charge.

[Revise 4.0 to read as follows:]
4.0 BASIS OF FEES AND PAYMENT

4.1 Basic Caller Fee

The caller service fee groups are shown in Exhibit 4.1 and
are charged per semiannual (6-month) period. The fee must
be paid for each caller number or separation used, with two
exceptions:

a. If a caller uses many caller numbers, but receives
only a bulk delivery of mail not separated to those numbers
either because this mail is sorted to the customer’s unique
5-digit ZIP Code or because sortation is made by caller name
or other identification, the basic caller fee is charged only for
each separation actually made. The reserved number fee is
charged for each of the caller numbers to which mail re-
ceived by the caller is addressed.
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b. Caller service is available in box fee Group D post
offices on the same basis and fee as Group C offices. The
one exception is when a box service applicant is provided a
single caller service separation instead of a box because of a
shortage of available boxes (see D910), in which case the
fee charged is the fee for the largest installed box rather than
the fee for caller service.

Caller Service Groups

Exhibit 4.1

Group | Location ZIP Codes

A New York, NY 10001-10299

B Boston, MA 02113, 02115, 02117,

Staten Island, NY

02128, 02134, 02135,
02139, 02140, 02142,
02146, 02158-02162,
02164-02168, 02178,
02179, 02181, 02205,
02214-02216, 02218,
02238

10301-10399

Long Island City, NY

11101-11199

Brooklyn, NY

11201-11299

Queens (Flushing), NY
Queens (Jamaica), NY

11301-11399
11401-11499

Queens (Far Rockaway), NY

11601-11699

Philadelphia, PA

19101-19104, 19105,
19107

Washington, DC

20004-20009, 20013,
20026, 20033, 20035,
20036, 20037, 20038,
20043, 20044, 20050,
20056

Bethesda, MD

20813, 20824, 20825,
20827

Arlington, VA 22202, 22209, 22210,
22216

McLean, VA 22103

Chicago, IL 60606, 60610, 60611,

Los Angeles, CA

60654, 60664, 60680,
60681, 60684, 60690

90019, 90024, 90025,
90034, 90035, 90048,
90049, 90064, 90067,
90069

Beverly Hills, CA
Santa Monica, CA

90210-90212
90401-90405

San Francisco, CA

94101, 94107, 94108,
94126, 94133, 94147,
94159, 94164

Honolulu, HI 96801-96815, 96830
C All post offices with city delivery and all nondelivery

mail processing facilities not listed in Group A or B.
D All post offices with no city delivery but with only rural

or highway contract delivery and not listed in Group A

or B.

4.2 Reserved Number

The required fee is charged per calendar year or any part of
such a calendar year for each number reserved by a
customer.

4.3 Fee Changes

A change in caller service fees can arise from a general fee
change, a change in customer eligibility under 4.1b, or a
change in facility groupings in 4.1. Any change in caller ser-
vice fees takes effect on the date of the action that caused
the change unless an official announcement specifies anoth-
er date. If a caller service fee is increased, no customer must
pay at the new rate until the end of the period already paid,
and no retroactive adjustment is to be made for a payment
received before the date of the change.

4.4 Box Number

If a caller uses a physical post office box to obtain a caller
number, the applicable fees for both post office box service
and caller service must be paid.

4.5 Payment

Caller fees are charged for a semiannual (6-month) period
and must be paid in advance for no less than one but no more
than two semiannual periods. Fees may be paid using cash,
credit or debit card, or check or money order payable to the
postmaster. A mailed payment must be received by the post-
master on or before the due date.

4.6 Payment Period

Except under 4.8, the beginning date for a caller fee payment
period is determined by the approval date of the application.
The period begins on the first day of either the same month if
the application is approved on or before the 15th of the
month, or the next month if approved after the 15th of the
month. After that, caller fees for renewal of service may be
paid any time during the last 30 days of the service period,
but no later than the last day of the service period.

4.7 Change of Payment Period

A caller of record may change the payment period by submit-
ting a new application noting the month to be used as the
start of the revised payment period. The date selected must
be before the end of the current payment period. The unused
fee for the period being discontinued may be refunded under
5.0, and the fee for the new payment period must be fully paid
in advance. A change of payment period date may not be
used to circumvent a change in caller service fees.
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4.8 Exception for Group D Offices

Postmasters at Group D offices with fewer than 500 post of-
fice boxes may set April 1 and October 1 as the beginning of
payment periods for caller service customers in their offices.
Payment periods beginning other than April 1 or October 1
are brought into alignment with these respective dates by ad-
justing fees as follows:

a. New service, one-sixth of the semiannual fee is
charged for each remaining month between the beginning of
the new payment period and the next April 1 or October 1.

b. Existing service, one-sixth of the semiannual fee is
charged for each remaining month between the end of all
currently paid periods and the next April 1 or October 1.

C. Next one or two semiannual payment periods, an
adjustment may be accepted in addition to fees.

[Revise 5.0 to read as follows:]
5.0 FEE REFUND

5.1 Discontinued Number

When a destination caller service number is discontinued or
surrendered, the unused portion of the fee for that number
may be refunded. The entire fee is refunded for any semi-
annual payment period after that in which the service is dis-
continued. For the current semiannual payment period, if
service is discontinued any time within the first 3 months of
the payment period, one-half the fee is refunded; if discontin-
ued after the third month of the payment period, none of the
fee is refunded.

5.2 Discontinued Postal Facility

When a postal facility is discontinued or relocated, a caller
service customer at that facility may obtain a refund of un-
used caller service fees if caller service at that location is dis-
continued and additional travel of 1/4 mile or more (from the
physical address on the caller’s Form 1093) is required to
obtain equivalent service. For this purpose, one-sixth of a
semiannual fee is refunded for each month left in the pay-
ment period. The refund is computed from the first day of that
montbh (if the effective date of the facility discontinuance is on
or before the 15th of the month) or from the first day of the
next month (if the effective date is after the 15th of the
month).

[Revise 6.0 to read as follows:]
6.0 SERVICE REFUSAL OR TERMINATION
6.1 Refusal

A postmaster may refuse to approve caller service if the ap-
plicant submits a falsified or incomplete application for caller
service; within the 2 years immediately before submitting the
application, the applicant violated a standard on the use of
the service; or there is substantial reason to believe that the
service is to be used for activities described in 3.3 or 3.4.

6.2 Termination

A postmaster may terminate caller service if the caller or its
representative falsifies the application for the service; re-
fuses to update information on the application; violates any
standard on the use of the service; conducts himself or her-
self in a violent, threatening, or otherwise abusive manner on
postal premises; or uses it for any unlawful activity as de-
scribed in 3.3. The caller is notified of the postmaster’s deter-
mination to refuse or terminate service and of the appeal
procedures to that determination.

6.3 Customer Appeal

The applicant or caller may file a petition opposing the post-
master’s determination to refuse or terminate service within
20 calendar days after notice, as specified in the postmas-
ter's determination and 39 CFR 958. The filing of a petition
prevents the postmaster’s determination from taking effect
and transfers the case to the USPS Judicial Officer. The
Administrative Law Judge’s or Judicial Officer’s decision un-
der 39 CFR 958 constitutes the final USPS decision.

6.4 Surrendered Service

Caller service is deemed surrendered if the caller submits a
permanent change-of-address order, fails or refuses to pay
the appropriate fees by the due date, or submits a written no-
tice to discontinue service.

* * * * *

D930  General Delivery and Firm Holdout

1.0 GENERAL DELIVERY
[Amend 1.0 by revising 1.1 and 1.2 to read as follows:]

1.1 Purpose

General delivery is intended primarily as a temporary means
of delivery:

a. For transients and customers not permanently
located.

b. For customers who want post office box service
when boxes are unavailable.

C. For customers whose eligibility for carrier delivery
is restricted by Postal Operations Manual 653.
1.2 Service Restrictions

General delivery is available at only one facility under the ad-
ministration of a multifacility post office. A postmaster may
refuse or restrict general delivery:

a. To a customer who is unable to present suitable
identification.

b. To a customer whose mail volume or service level

(e.g., mail accumulation) cannot reasonably be
accommodated.
* * * * *
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E Eligibility
EO00  Special Eligibility Standards

* * * * *

E020 Department of State Mail
[In 2.3, remove “special delivery”; no other change to text.]

E030 Mail Sent by U.S. Armed Forces

[In 2.6, remove the second sentence; no other change to
text.]

* * * * *

E060  Official Mail (Penalty)

[In 9.2 and 9.6d, replace “postal card[s]’ with “stamped
card[s]"; no other change to text.]

* * * * *

E100 First-Class Mail

E110 Basic Standards

[In 3.1, 3.2, and 3.2a, replace “postal card[s]” with “stamped
card[s]"; no other change to text.]

* * * * *

E600 Standard Mail
E610 Basic Standards

* * * * *

E612  Additional Standards for Standard Mail (A)

[In 4.1, remove “special delivery” in the third sentence; no
other change to text.]

* * * * *

E620  Nonautomation Nonpresort Rates

[In 2.2d, remove “special delivery”; in 2.5 introductory text,
remove “special delivery or”; no other change to text.]
E630 Nonautomation Presort Rates

[In 3.1, remove “special delivery” in the last sentence; no
other change to text.]

* * * * *
F Forwarding and Related Services

FO00 Basic Services

F010 Basic Information

[In 3.0a, remove “special delivery”; in 4.5, remove 4.5¢c and
redesignate current 4.5d and 4.5e as 4.5c and 4.5d, respec-
tively; in 5.1, replace “postal cards” with “stamped cards”; no
other change to text.]

F020  Forwarding

[In 3.3, replace “postal cards” with “stamped cards”; in 3.7,
remove the second sentence; no other change to text.]

F030 Address Correction, Address Change,
FASTforward SM and Return Services

[In 5.3, replace “postal cards” with “stamped cards”; no other

change to text.]

G General Information

G000 The USPS and Mailing Standards

G010 Basic Business Information

G011 Post Offices and Postal Services

[Amend Exhibit 1.5 by replacing the seventh column heading
“Special Delivery” with “Express Mail”; replacing “Holiday
schedule” with “Holiday”; and by adding under “Definition of
Terms,” “Holiday—Service determined by national, area,
and/or district guidelines”; no other change to text.]

G013 Trademarks and Copyrights

[In 2.1, replace “postal cards” with “stamped cards”; no other
change to text.]

* * * * *

P Postage and Payment Methods
P0O00  Basic Information

P010 General Standards

* * * * *

P014  Refunds and Exchanges

1.0 STAMP EXCHANGES
[In 1.5, 1.6, 1.6¢, 1.6d, 1.8b, 1.8¢c, and 1.8d, replace “postal
card[s]” with “stamped card[s]”; no other change to text.]

2.0 POSTAGE AND FEES REFUNDS

* * * * *

2.4 Full Refund
[In 2.4f, remove “special delivery,”; no other change to text.]

* * * * *

2.7 Unallowable Refunds
[Amend 2.7 by revising 2.7b to read as follows:]
Refunds are not made for the following:

* * * * *

b. Collect on delivery (COD), Express Mail insurance,
insured, and registered fees after the USPS accepts the ar-
ticle, even if the article is later withdrawn from the mail.

* * * * *
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P020 Postage Stamps and Stationery

P021  Stamped Stationery

[In 3.1, revise the heading to read “Stamped Card” and re-
place “P[p]ostal cards” with “S[s]tamped cards”; in 4.0, re-
place “postal cards” with “stamped cards (formerly called
postal cards)”; no other change to text.]

P022  Adhesive Stamps

[In 2.2d, replace “postal cards” with “stamped cards”; no
other change to text.]

P023  Precanceled Stamps

[In 1.1 and 1.3, replace “P[p]ostal cards” with “S[s]tamped
cards”; in 3.1, replace “postal cards” with “stamped cards”;
no other change to text.]

P030 Postage Meters and Meter Stamps

[In 4.8, remove “special delivery,”; in 4.10, remove “or special
delivery mail,”; in 5.4b, remove “special delivery mail or”; no
other change to text.]

* * * * *

P100  First-Class Mail
[In 2.1, replace “postal cards” with “stamped cards”; no other
change to text.]

* * * * *

R Rates and Fees

RO00  Stamps and Stationery

* * * * *
[Revise the heading and text of 3.0 to read as follows:]

3.0 STAMPED CARDS
Stamped cards are priced as follows:

Configuration Postage | Fee Total Price
Cut single card $0.20 $0.00 |$0.20
Sheet of 40 cards 8.00 0.00 8.00
Double reply-paid card | 0.40 0.00 0.40

* * * * *

R100 First-Class Mail

[In 1.1 and in the Summary of First-Class Rates, replace
“postal cards” with “stamped cards”; no other change to text.]

* * * * *

R900  Services

[Remove current 19.0; renumber current 7.0 through 18.0 as
8.0 through 19.0, respectively; add new 7.0; and revise other
sections to read as follows:]

* * * * *

[Revise 3.0 to read as follows:]

3.0 CALLER SERVICE
Fees are charged as follows:
a. For service provided, per semiannual period:

Fee Group Fee
A $250.00
B 240.00
C 225.00
D 225.00

b. For each reserved call number, per calendar year
(all post offices): $30.00.

* * * * *
[Revise 5.0 to read as follows:]

5.0 CERTIFIED MAIL
Fee, in addition to postage and other fees, per mailpiece:
$1.35.

* * * * *
[Add new 7.0 to read as follows:]

7.0 EXPRESS MAIL INSURANCE

Fee, in addition to postage and other fees, for additional
Express Mail insurance:

a. For amount of merchandise insurance liability:

Insurance Coverage Desired | Fee
$0.01 to $500.00 none

500.01 to 5,000.00 $0.90 for each $100 or fraction
thereof over $500 in insurance
coverage desired

Merchandise maximum liability: $5,000.00.

b. Document reconstruction maximum

$500.00.
[Revise redesignated 8.0 to read as follows:]

liability:

8.0 INSURED MAIL

Fee, in addition to postage and other fees, for merchandise
insurance liability:

Insurance Coverage Desired | Fee
$0.01 to $50.00 | $0.75
50.01 to 100.00 1.60

100.01 to 5,000.00 1.60 plus $0.90 for each $100
or fraction thereof over first
$100 in insurance coverage
desired

Insured mail maximum liability: $5,000.00.

9.0 MAILING LIST SERVICE
[No change to redesignated 9.0.]
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10.0 MERCHANDISE RETURN SERVICE
[No change to redesignated 10.0.]
11.0 METER SERVICE
[No change to redesignated 11.0.]
12.0 MONEY ORDER
[No change to redesignated 12.0.]
13.0 PARCEL AIRLIFT (PAL)
[No change to redesignated 13.0.]
14.0 PERMIT IMPRINT
[No change to redesignated 14.0.]
[Revise redesignated 15.0 to read as follows:]
15.0 POST OFFICE BOX SERVICE
For service provided as described in D910:
a. Deposit per key issued: $1.00.
b. Box fee per semiannual (6-month) period:

Box Size and Fee

Fee

Group 1 2 3 4 5
A $24.00 | $37.00 | $64.00 | $121.00 | $209.00
B 22.00 33.00 56.00 109.00 186.00
C 20.00 29.00 52.00 86.00 | 144.00
D 6.00 10.00 18.00 26.50 41.50
E 0.00 0.00 0.00 0.00 0.00

[Revise redesignated 16.0 to read as follows:]

16.0 REGISTERED MAIL

The mailer must declare the full value of the article at the time
of mailing and must pay the appropriate fee based on that
value as shown in Exhibit 16.0. Any article sent as registered
mail is insured, except that the mailer may elect not to insure
articles valued up to and including $100.

Exhibit 16.0 Registry Fees

Fee

Declared Value (in addition to postage)

(Without Insurance) $4.85
$0.00 to $100.00

(With Insurance) $4.95
$0.00 to $100.00

$100.01 to $500.00 5.40
$500.01 to $1,000.00 5.85
$1,000.01 to $2,000.00 6.30
$2,000.01 to $3,000.00 6.75
$3,000.01 to $4,000.00 7.20
$4,000.01 to $5,000.00 7.65
$5,000.01 to $6,000.00 8.10
$6,000.01 to $7,000.00 8.55
$7,000.01 to $8,000.00 9.00
$8,000.01 to $9,000.00 9.45

Fee
Declared V alue (in addition to postage)
$9,000.01 to $10,000.00 9.90
$10,000.01 to $11,000.00 10.35
$11,000.01 to $12,000.00 10.80
$12,000.01 to $13,000.00 11.25
$13,000.01 to $14,000.00 11.70
$14,000.01 to $15,000.00 12.15
$15,000.01 to $16,000.00 12.60
$16,000.01 to $17,000.00 13.05
$17,000.01 to $18,000.00 13.50
$18,000.01 to $19,000.00 13.95
$19,000.01 to $20,000.00 14.40
$20,000.01 to $21,000.00 14.85
$21,000.01 to $22,000.00 15.30
$22,000.01 to $23,000.00 15.75
$23,000.01 to $24,000.00 16.20
$24,000.01 to $25,000.00 16.65
$25,000.01 to (Additional fees for articles
$1,000,000.00 valued over $25,000 are for

handling only .)

$16.65 plus handling charge of

$0.45 per $1,000 or fraction over

first $25,000.
$1,000,000.01 to $455.40 plus handling charge of
$15,000,000.00 $0.45 per $1,000 or fraction over

first $1,000,000.
Over $15,000,000.00 $6,755.40 plus additional

charges may be made based on

weight, space, and value.

Registered mail maximum insurance liability: $25,000.00.

17.0 RESTRICTED DELIVERY

[No change to redesignated 17.0.]

[Revise redesignated 18.0 to read as follows:]

18.0 RETURN RECEIPT

Fee, in addition to postage and other fees, per mailpiece:

Type Fee
Requested at time of mailing showing to whom, $1.10
signature, date, and addressee’s address (if different)
Requested after mailing showing only to whom and 6.60
date delivered

[Revise redesignated 19.0 to read as follows:]

19.0 RETURN RECEIPT FOR MERCHANDISE
Fee, in addition to postage and other fees, per mailpiece:

Type Fee
Showing to whom, signature, date, and addressee’s $1.20
address (if different)

Delivery record 6.60

20.0 SPECIAL HANDLING
[No change to 20.0.]
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S Special Services
S000 Miscellaneous Services

S010  Indemnity Claims

* * * * *

2.0 GENERAL FILING INSTRUCTIONS

* * * * *

25 Evidence of Insurance
[Revise 2.5 to read as follows:]

For a claim involving insured, COD, registered, or Express
Mail service, the customer must present any of the following
evidence showing that the particular service was purchased:

a.  The original mailing receipt issued at the time of
mailing (reproduced copies are not acceptable).

b. The wrapper showing the names and addresses of
the sender and the addressee and the proper mail endorse-
ment, tag, or label showing that the article was sent insured,
COD, registered with postal insurance, or Express Mail. If
only the wrapper is submitted, indemnity can be limited to
$100 for insured, $50 for COD, $100 for registered mail, and
$500 for Express Mail.

* * * * *

29 Proof of Loss
[Revise 2.9 to read as follows:]

To file a claim, the sender must provide proof of loss of in-
sured or registered mail. Proof of loss is not required for COD
or Express Mail claims. Any one of these documents is ac-
ceptable:

a. A letter or statement from the addressee, dated at
least 30 days (15 days for registered mail) after the date that
the article was mailed, reporting that the addressee did not
receive the article. The statement or a copy of it must be at-
tached to the claim.

* * * * *

2.11 Payable Claim

[Amend 2.11 by revising 2.11d to read as follows:]
Insurance for loss or damage to insured, registered, or COD
mail within the amount covered by the fee paid or within the
indemnity limits for Express Mail explained in 2.12 is payable
for the following:

* * * * *

d. Reasonable costs incurred duplicating documents
such as:

2.12 Payable Express Mail Claims
[Revise 2.12 to read as follows:]

In addition to the payable claims in 2.11, the following are
payable for Express Mail:

a. For Express Mail insurance, nonnegotiable docu-
ments are insured against loss, damage, or rifling while in
transit. Coverage is limited to $500 per piece (the unit on
which postage is paid), subject to a maximum limit per occur-
rence as provided in 2.12a(4). Claims for document recon-
struction insurance must be supported by a statement of
expense incurred in reconstruction. For this standard, while
in transit begins when the USPS receives custody of the in-
sured material and ends when the material is delivered to the
addressee or, if undeliverable, when the sender receives the
material on return. Nonnegotiable documents include audit
and business records, commercial papers, and such other
written instruments for the conduct and operation of banks
and banking institutions that have not been made negotiable
or cannot be negotiated or converted into cash without forg-
ery. Nonnegotiable documents can be in hard copy, disk,
tape, microfilm, or other forms of data storage. Articles such
as artwork, collector or antique items, books, pamphlets,
readers proofs, repro proofs, separation negatives, engi-
neering drawings, blueprints, circulars, advertisements, film,
negatives, and photographs are considered merchandise,
not documents. Indemnity for document reconstruction is
paid as follows:

(1) For payments made (or which are payable) for rea-
sonable costs incurred in the reconstruction of the exact
duplicate of a lost or damaged nonnegotiable document. In-
demnity is not paid for the cost of preparing the document
mailed, or for the mailer’s time in preparing the document
mailed or reconstructed. Except for the per page copying
cost, indemnity is not paid for documents if copies of the lost
document are available or if they could have been made be-
fore mailing.

(2) Reasonable reconstruction expenses incurred or
obligated between the time of guaranteed or scheduled de-
livery and actual delivery.

(3) Loss sustained by the use of funds to maintain cash
balances during the period of document reconstruction
(based on the applicable Federal Reserve discount rate).
The period begins at the scheduled delivery time and may
not exceed 15 days.
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(4) Catastrophic loss for multiple Express Mail items,
such as a major fire, limited to $5,000, regardless of the num-
ber of Express Mail items, or the identity or number of cus-
tomers involved. Each claim resulting from a catastrophic
loss first is adjudicated individually. If the preliminary adju-
dication exceeds $5,000, the percentage of the sum repre-
sented by each individual settlement is applied to the $5,000
to determine each claimant’s pro rata share of the final settle-
ment, not to exceed $500 per piece.

b. Merchandise insurance coverage is provided
against loss, damage, or rifling and is limited to $500. (Addi-
tional insurance, up to a maximum liability of $5,000, may be
purchased for merchandise valued at more than $500.)

C. For negotiable items, currency, or bullion, the maxi-
mum indemnity is $15.

* * * * *

2.14 Nonpayable Claims

[Amend 2.14 by revising the introductory text and 2.14r,
2.14s, and 2.14t to read as follows:]

Indemnity is not paid for collect on delivery (COD), insured,
or registered service or for Express Malil in these situations:

* * * * *

r. Negotiable items (defined as instruments that can
be converted to cash without resort to forgery), currency, or
bullion valued in total at more than $15 per shipment sent by
Express Mail, except under 2.12c.

s. Consequential loss of Express Mail claimed, ex-
cept under 2.12a(3).

t. Nonmailable items, prohibited items, or restricted
items not prepared and mailed according to postal stan-
dards, or any item packaged in such a manner that it could
not have reached its destination undamaged in the normal
course of the mail.

* * * * *

S070 Mixed Classes
1.0 BASIC INFORMATION

1.1 Priority Mail Drop Shipment
[Revise 1.1 to read as follows:]

For a Priority Mail drop shipment, enclosed First-Class Mail
may be sent certified; enclosed Standard Mail may be sent

special handling. Enclosed mail, regardless of class, may
not be sent registered, insured, or collect on delivery (COD).
No special services may be given to the Priority Mail seg-
ment of the drop shipment.

[Revise the heading and text of 1.2 to read as follows:]

1.2 Special Handling

A combination mailpiece sent as a Standard Mail parcel may
be sent using special handling; only one special handling fee
applies to the parcel.

* * * * *

S500  Special Services for Express Mail

1.0 AVAILABLE SERVICES

* * * * *

15 Insurance and Indemnity

[Amend 1.5 by removing current 1.5a, 1.5d, and 1.5e and
redesignating and revising current 1.5b as 1.5a, current 1.5¢
as 1.5b, current 1.5f as 1.5¢, and current 1.5g as 1.5d to read
as follows:]

Express Malil is insured against loss, damage, or rifling, sub-
ject to these standards:

a. Insurance coverage for Express Mail drop ship-
ment ends on receipt at the destination postal facility.

b. All Express Mail signed for by the addressee, the
addressee’s agent, or the delivery employee constitutes a
valid delivery, and no indemnity for loss is paid. A waiver of
signature may not be used for Express Mail COD or Express
Mail with additional insurance.

C. Merchandise insurance coverage is provided
against loss, damage, or rifling and is limited to $500. (Addi-
tional insurance under 1.6 may be purchased, up to a maxi-
mum liability of $5,000, for merchandise valued at more than
$500.) Nonnegotiable documents are insured against loss,
damage, or rifling, up to $500 per piece, subject to the maxi-
mum limit per occurrence as defined in S010.

d.  Additional terms, coverage, and procedures of in-
demnity claims are in S010.
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[Add new 1.6 to read as follows:]

1.6 Additional Insurance

Additional insurance, up to a maximum coverage of $5,000,
may be purchased for merchandise valued at more than
$500 sent by Express Mail. The insurance fee is entered in
the block marked “Insurance” on the mailing label. If the label
does not contain this specific block, the mailer uses the
“COD” block by crossing out “COD,” writing “INS” to the right,
and entering the fee for the applicable coverage. Coverage
is limited to the actual value of the contents, regardless of the
fee paid, or the highest insurance value increment for which
the fee is fully paid, whichever is lower. If a waiver of signa-
ture is requested, additional insurance coverage is void.

* * * * *
[Revise 3.0 to read as follows:]

3.0 EXPRESS MAIL DROP SHIPMENT

Mail enclosed in an Express Mail drop shipment may be sent
certified (if First-Class Mail) or special handling (if Standard
Mail). The enclosed mail may not be sent collect on delivery
(COD), insured, or registered. For Express Mail indemnity
coverage, the content of each Express Mail pouch is consid-
ered one mailpiece.

S900  Special Postal Services
S910  Security and Accountability
S911  Registered Mail

1.0 BASIC INFORMATION

11 Description
[Revise 1.1 to read as follows:]

Registered mail is the most secure service that the USPS of-
fers. It incorporates a system of receipts to monitor the
movement of the mail from the point of acceptance to deliv-
ery. Registered mail service provides the sender with a mail-
ing receipt, and a delivery record is kept at the post office of
address.

* * * * *

2.0 FEES AND LIABILITY

* * * * *

[Remove current 2.4 and redesignate current 2.5 as 2.4,
current 2.6 as 2.5, current 2.7 as 2.6, and current 2.8 as 2.7;
revise 2.3 and redesignated 2.4 to read as follows:]

2.3 Postal Insurance

Postal insurance is provided for articles valued at more than
$100, up to a maximum insured value of $25,000, and is in-
cluded in the fee. For articles valued at $100 or less, postal
insurance may be purchased by the sender at the time of
mailing, subject to the standards for registered mail and pay-
ment of the corresponding fee.

2.4 Refund

A fee for registered mail is not refunded after the USPS ac-
cepts the mail even if the sender later withdraws the mail un-
der 3.9. A fee for return receipt service or restricted delivery
service is not refunded unless the USPS fails to provide the
service. The sender must present the registered mail receipt
showing payment for these services.

* * * * *

S912 Certified Mail
1.0 BASIC INFORMATION

* * * * *

1.2 Eligible Matter
[Revise 1.2 to read as follows:]

Only mailable matter on which postage is paid at a First-
Class Mail rate (including Priority Mail) may be accepted as
certified mail.

* * * * *

2.0 MAILING

* * * * *

25 Procedure
[Amend 2.5 by revising 2.5b and 2.5c to read as follows:]
A mailer of certified mail must:

* * * * *

b. If a return receipt is requested, check the block on
the mailing receipt to show the fee. Near the certified mail en-
dorsement on the address side, add the endorsement
“Return Receipt Requested.” Enter the certified mail number
on the return receipt card, address it to himself or herself,
and attach it to the back of a small envelope or on the front of
a package or large envelope, if the card does not cover the
address. Enter the name and delivery address on the re-
verse of the return receipt to show where the receipt is to be
sent. When a return receipt is requested, a complete return
address (sender’s name and delivery address) is required
on the mailpiece. The name and delivery address entered on
the reverse of the return receipt do not have to match the
sender’s name and return address on the mailpiece.
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C. Affix to the envelope enough postage to pay for the
certified mail fee and First-Class Mail rate and, if requested,
the return receipt fee.

* * * * *

S913  Insured Mail

1.0 BASIC INFORMATION
[Revise 1.1 and 1.5 to read as follows:]

11 Description

Insured mail provides up to $5,000 indemnity coverage for a
lost, rifled, or damaged article, subject to the standards for
the service and payment of the applicable fee. No record of
insured mail is kept at the office of mailing. Insured mail ser-
vice provides the sender with a mailing receipt. For mail in-
sured for more than $50, a delivery record is kept at the post
office of address. Insured mail is dispatched and handled in
transit as ordinary mail.

* * * * *

1.5 Additional Services

Subject to applicable standards and fees, special handling,
parcel airlift, and merchandise return services may also be
used with insured mail. Restricted delivery service and re-
turn receipt service (Form 3811) may be obtained for parcels
insured for more than $50.

* * * * *

S915  Return Receipt

1.0 BASIC INFORMATION

[Revise the heading of 1.3 and text of 1.1, 1.2, and 1.3 to read
as follows:]

1.1 Description

Return receipt service provides a mailer with evidence of de-
livery. A return receipt also supplies the recipient’s actual de-
livery address if it is different from the address used by the
sender. A return receipt may be requested before or after
mailing.

1.2 Availability

The service is available only for Express Mail and mail sent
as certified, collect on delivery (COD), insured for more than
$50, or registered mail. After delivery, the USPS mails the re-
turn receipt to the sender.

1.3 Endorsement

Mail for which return receipt service is requested must be en-
dorsed “Return Receipt Requested” above the delivery ad-
dress and to the right of the return address.

* * * * *

S917  Return Receipt for Merchandise

1.0 BASIC INFORMATION

[Revise the heading of 1.4 and text of 1.1, 1.2, 1.3, and 1.4
to read as follows:]

11 Description

Return receipt for merchandise service is a form of return re-
ceipt service that provides the sender with a mailing receipt
and a return receipt. A delivery record is kept at the post of-
fice of address, but no record is kept at the office of mailing. A
return receipt for merchandise also supplies the recipient’s
actual delivery address if it is different from the address used
by the sender. Mail using this service is dispatched and han-
dled in transit as ordinary mail. This service does not include
insurance coverage. A return receipt for merchandise may
not be requested after mailing, and restricted delivery ser-
vice is not available.

1.2 Availability

The service is available only for merchandise sent at the
postage rates for Priority Mail, Single-Piece Standard Mail,
Parcel Post, Bound Printed Matter, Special Standard Mail, or
Library Mail. This service may not be used on international
mail.

1.3 Additional Services

Special handling is available for Single-Piece Standard Mail,
Parcel Post, Bound Printed Matter, Special Standard Mail,
and Library Mail, subject to payment of the applicable fee.

1.4 Endorsement

Form 3804 is used for return receipt for merchandise ser-
vice. The form and the endorsement “Return Receipt
Requested” must be placed above the address and to the
right of the return address.

* * * * *

2.0 MAILING

[In 2.2d, remove “special delivery or”; no other change to
text.]
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S930 Handling

[Remove current 1.0; renumber 2.0 and 3.0 as 1.0 and 2.0,
respectively, and revise redesignated 1.1, 1.2, and 1.5 to
read as follows:]

1.0 SPECIAL HANDLING

1.1 Description

Special handling service provides preferential handling, but
not preferential delivery, to the extent practicable in dispatch
and transportation. The service does not itself insure the ar-
ticle against loss or damage. Special handling service is
mandatory for material that requires extra care in handling,
transportation, and delivery. Unless the special handling fee
is paid, a nonmachinable surcharge applies to certain cate-
gories of items mailed at Parcel Post inter-BMC rates as re-
quired in E620.

1.2 Availability

Special handling service is available only for Single-Piece
Standard Mail, Parcel Post, Bound Printed Matter, Special
Standard Mail, and Library Mail.

* * * * *

15 Fee and Postage

The applicable special handling fee must be paid in addition
to postage for each addressed piece for which special han-
dling service is desired. Except for official mail, the special
handling fee must be paid at the time of mailing. For official
mail, the special handling fee is collected under established
reimbursement procedures.

* * * * *

2.0 PARCEL AIRLIFT (PAL)

* * * * *

[Redesignate current 3.3 and 3.4 as 2.4 and 2.5, respective-
ly; add new 2.3 to read as follows:]
2.3 Additional Services
The following services are available if the applicable stan-
dards for the services are met and the additional service fees
paid:
a. Certificate of mailing.
b Insured mail.
c Restricted delivery (if insured for more than $50).
d. Return receipt (if insured for more than $50).
e Special handling.

* * *

—Mail Preparation and Standards,
Marketing Systems, 5-22-97
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DMM NoTtice

Experimental Nonletter-Size Business Reply Mail Categories and Fees

Effective June 8, 1997, Domestic Mail Manual (DMM)
G092 is added to provide standards adopted by the Postal
Service to implement the Decision of the Governors of the
United States Postal Service on the Recommended Deci-
sion of the Postal Rate Commission on the Experimental
Nonletter-Size Business Reply Mail Categories and Fees,
Docket No. MC97-1. This addition will appear in DMM
Issue 52 (scheduled for release on July 1, 1997).

Summary

Over a 2-year period, the Postal Service plans to study
the effect of these experimental business reply mail (BRM)
categories and fees as related to a controlled number of re-
cipients of nonletter-size BRM.

The nonletter-size BRM pieces in the experiment are ex-
pected to contain nonhazardous products that are typically
received by firms such as medical diagnostic and pharma-
ceutical companies, medical supply houses, film processing
companies, market research companies, and greeting card
companies.

The Postal Service will review applications and select as
many as 20 mailers to participate in the experiment. It is
hoped that the BRM received by the participants will repre-
sent a diverse range of products returned by BRM.

The limitation on the number of participants reflects a bal-
ance between the need to conduct an experiment that can be
managed effectively with the need to collect sufficient data to
ensure meaningful results.

Selection of experiment participants depends on various
criteria such as mail volume, product type and packaging,
geographic location, ability to implement and maintain quali-
ty control procedures for accounting and documentation,
and availability of postal resources.

A prospective participant should be able to participate for
at least 1 year and, if selected, begin within a short period of
time. Only two methods of counting the returned nonletter-
size BRM pieces will be tested as part of this experiment: re-
verse manifesting and weight averaging.

Fees and Charges

As part of this 2-year study, participants will be charged
lower per piece BRM fees for qualifying pieces as follows:

m For participants using the weight averaging method,
the per piece fee is 3 cents plus the appropriate
First-Class Mail (or Priority Mail) postage.

m For participants using the reverse manifesting
method, the per piece fee is 2 cents plus the
appropriate First-Class Mail (or Priority Mail) postage.

Participants must pay:

® An annual business reply mail permit fee and an
annual business reply mail advance deposit
accounting fee, which are currently $85 and $205,
respectively.

m A one-time set-up/qualification fee of $1,000 for
participants using the reverse manifesting method.

m A one-time set-up/qualification fee of $3,000 for
participants using the weight averaging method.

m A monthly audit and maintenance fee of $1,000 for
participants using the reverse manifesting method
and a monthly fee of $3,000 for participants using the
weight averaging method.

Manual BRM Verification Method

The manual counting, weighing, rating, and billing for in-
coming nonletter-size BRM at delivery post offices are labor-
intensive and time-consuming tasks usually done by
postage due unit employees. These postal employees must
weigh and rate each piece, then calculate the appropriate
postage and fees.

This manual process often takes place during a short pe-
riod between the arrival of the BRM at the postage due unit
and the arrival of the BRM recipient at the post office to pick
up the mail. Depending on mail volume, the necessary ac-
counting sometimes delays the release and delivery of the
mail. Such delays can reduce the recipient’s ability to meet
customer fulfillments quickly.

Alternative Verification Methods

Some BRM recipients of large volumes of incoming non-
machinable BRM and local postal officials have developed
alternative accounting methods. Such methods allow the re-
cipients to receive their incoming mail sooner than mail
manually weighed and rated on a piece-by-piece basis by
the Postal Service.

In some cases, these methods also make it less expen-
sive for the Postal Service to determine the postage and
fees. Two alternative accounting procedures, known as re-
verse manifesting and weight averaging, have been used for
these purposes.

As a rule, these alternative methods reduce postal work-
hours, provide more expeditious accounting, allow for earlier
delivery of BRM pieces, and increase recipient satisfaction
with BRM service. The experience of the Postal Service with
these two methods has been limited.
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Review of these two methods has shown that the Postal
Service should not permanently extend them to other BRM
recipients until suitable and uniform standards are devel-
oped and the associated postal costs are more fully
documented.

Experimental Use of Alternative Methods

On an experimental basis, the Postal Service proposed
using these two alternative accounting procedures for pro-
cessing large volumes of incoming nonletter-size BRM that,
in contrast to letter-size BRM handled through the Business
Reply Mail Accounting System (BRMAS), cannot be distrib-
uted on automated mail processing equipment.

In considering these cost-saving accounting methods,
the Postal Service proposed an experimental 2-cent per
piece fee, in addition to the appropriate postage, for
nonletter-size pieces using the reverse manifesting method
and an experimental 3-cent per piece fee, in addition to the
appropriate postage, for nonletter-size pieces using the
weight averaging method.

The Postal Service expects that establishing either meth-
od for a BRM permit account requires periodic sampling, au-
diting, and monitoring of the permit holder’s operations. As a
result, this added administrative overhead will generate ex-
traordinary postal costs beyond the current $85 annual BRM
permit fee and $205 annual BRM advance deposit account-
ing fee.

To recover these extraordinary costs, the Postal Service
has adopted these additional experimental fees:

®m A one-time set-up/qualification fee of either $1,000 for
the reverse manifesting method or $3,000 for the
weight averaging method.

= A $1,000 monthly maintenance fee for accounts using
the reverse manifesting method and $3,000 for
accounts using the weight averaging method.

Data Collection and Analysis

This experiment should allow the Postal Service to devel-
op sampling, accounting, auditing, and monitoring proce-
dures that meet acceptable standards of revenue protection.

At the same time, the experiment should help the Postal
Service determine the type of requirements that mailers
must meet for their nonletter-size BRM to be accounted for
using these alternative methods.

The experiment will permit the Postal Service to evaluate
more precisely the costs of the reverse manifesting and
weight averaging methods. This evaluation can be achieved
with the collection of data that represents a cross-section of
recipients of nonletter-size BRM. These data will help the
Postal Service assess the market for and potential financial
impact of any permanent classification change.

The Postal Service plans to select no more than 20 appli-
cants to participate in the experiment, with as many as 10 se-
lected applicants using reverse manifesting, and up to 10
applicants using weight averaging. The experiment has
been authorized for a 2-year duration. The objectives of the
experiment are as follows:

m To collect sufficient data for analyzing operational
procedures, associated costs, and market research.

® To gauge and compare the costs and benefits of the
two alternative methods: reverse manifesting and
weight averaging.

Selection Process for Participants

A mailer who wants to participate in the nonletter-size
BRM experiment must submit a written request that includes
sufficient data for the Postal Service to make an initial deter-
mination of eligibility. The mailer must send this request to:

MANAGER

CLASSIFICATION AND PRODUCT DEVELOPMENT

US POSTAL SERVICE

475 L'ENFANT PLZ SW RM 6630
WASHINGTON DC 20260-2453

Consideration is given to product type, geographic loca-
tion, variability in the weight and daily volume of BRM, cur-
rent accounting and quality control procedures, and
availability of postal resources. In selecting participants, the
manager of Classification and Product Development also
uses these criteria:

m The applicant must receive at one site a yearly
average of several hundred thousand nonletter-size
BRM pieces eligible for the current $0.10 per piece
fee.

m The applicant must be able to participate in the
experiment for at least 1 year.

m The applicant must be prepared to begin operation at
a mutually agreed-upon time after selection.

If the manager of Classification and Product
Development determines that the applicant is suitable for
participation, the applicant is instructed to follow the ap-
propriate application procedures for authorization as de-
scribed in DMM G092.

If the manager of Classification and Product
Development determines that the applicant is not suitable,
that manager sends the applicant a written notice explaining
the reasons for the determination and, if appropriate, re-
quests additional information for further review. Decisions of
the manager of Classification and Product Development
may be appealed to:

BRM EXPERIMENT REVIEW BOARD

US POSTAL SERVICE

475 PENFANT PLZ SW RM 6630
WASHINGTON DC 20260-2453
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Appeals must include sufficient information to assist the
Review Board in reconsideration of initial determinations.
Decisions of the Review Board are final.

Regulatory History

On December 13, 1996, pursuant to its authority under 39
U.S.C. 3621, et seq., the Postal Service filed with the Postal
Rate Commission (PRC) a Request for a Recommended
Decision on experimental classifications and fees for specif-
ic types of nonletter-size business reply mail.

The PRC designated the filing as Docket No. MC97-1 and
published a notice of the filing, with a description of the
Postal Service’s proposals, on December 24, 1996, in the
Federal Register (61 FR 67860-67862).

The Postal Service’s Request to the PRC proposed that
the Postal Service be permitted to establish new classifica-
tions and fees for nonletter-size BRM on an experimental ba-
Sis.

The Postal Service proposed that these experimental
BRM categories be put into effect for 2 years to provide suffi-
cient time to determine the costs associated with the catego-
ries and the feasibility of implementing the experimental
BRM categories permanently.

Pursuant to 39 U.S.C. 3624, the PRC on April 2, 1997, is-
sued to the Governors of the Postal Service its
Recommended Decision on the Postal Service's Request.
The PRC recommendation followed the mail classification
structure and fees requested by the Postal Service.

After reviewing the PRC’s Recommended Decision and
its consequences for the Postal Service and postal custom-
ers, the Governors, pursuant to 39 U.S.C. 3625, acted on the
PRC’s recommendations on May 6, 1997. Decision of the
Governors of the United States Postal Service on the
Recommended Decision of the Postal Rate Commission on
the Experimental Nonletter-Size Business Reply Mail
Categories and Fees, Docket No. MC97-1.

The Governors determined to approve the PRC's recom-
mendations, and the Board of Governors set an implementa-
tion date of June 8, 1997, for those fee and classification
changes to take effect.

The Postal Service is limiting these experimental rate
categories to nonletter-size business reply mail that is out-
side the parameters of current automation-compatible letter-
size BRM. As a consequence, the adopted standards
exclude letter-size pieces prepared for a discount under the
Business Reply Mail Accounting System (BRMAS).

Domestic Mail Manual (DMM)
G General Information

G000 The USPS and Mailing Standards

* * * * *

G090 Experimental Classifications and Rates

* * * * *

G092  Nonletter-Size Business Reply Mail
1.0 BASIC ELIGIBILITY

11 Description

The standards in G092 apply to pieces claimed by an au-
thorized mailer at the experimental fees for nonletter-size
business reply mail (BRM). To participate in the experiment,
a mailer must have the ability to establish and maintain quali-
ty control procedures that can document the receipt of large
volumes of nonletter-size BRM. Draft Publication 405, Guide
to Business Reply Mail, contains the principal operating pro-
cedures for the experiment, including application forms,
mailpiece design, and reverse manifesting and weight aver-
aging calculations.

1.2 Applicability
BRM pieces eligible under G092 must:

a. Be mailed as First-Class Mail or Priority Mail and
meet the specific standards in 2.0 or 3.0.

b. Meet the applicable physical standards for
nonletter-size mail in C050 (i.e., flat-size mail, machinable
parcels, irregular parcels, or outside parcels) and C100 for
First-Class Mail, except any BRM piece accounted for under
the weight averaging method in 3.0 may not exceed 5
pounds.

C. Meet the basic standards for BRM in S922 other
than those specific to letter-size pieces or pieces processed
under the Business Reply Mail Accounting System
(BRMAS).

d. Meet the addressing standards in A010 and bear a
delivery address with the correct ZIP+4 code and BRM
ZIP+4 barcode assigned by the USPS.

e. Be marked as specified in the service agreement
under 2.0 or 3.0 and comply with any current or future USPS
marking standard.

f. Meet the documentation and postage payment
standards in 2.0 or 3.0 and the service agreement.

g. Be received at the post office that serves the permit
holder.
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1.3 Fees

Each BRM piece eligible under G092 is charged the cor-
responding single-piece rate for First-Class Mail or Priority
Mail plus the appropriate fee as shown in 5.2. To begin re-
ceiving pieces under this fee schedule, the participating
mailer must also pay fees for these accounts and services:

a. Annual BRM permit.

b. Annual BRM advance deposit account, with an
opening balance determined by expected volume for 2 days.

C. Post office box service under D910 or caller service
under D920, if applicable.

d. One-time set-up/qualification fee.
e. Applicable monthly maintenance fee.

1.4 Participation in Test

A business reply mail recipient who wants to participate in
the experiment and receive an account for nonletter-size
BRM under G092 must submit a written request for consider-
ation to the manager of Classification and Product Develop-
ment, USPS Headquarters (see G043 for address). The
request must include sufficient data to assist the manager in
making an initial determination. The manager may request
additional data and an on-site visit to the applicant’s plant. If
the manager determines that the applicant is suitable for par-
ticipation, the applicant follows the application procedures in
either 2.0 or 3.0, as appropriate. Consideration is given to
product type, geographic location of the mailer’s site of op-
eration, variability in the weight and daily volume of BRM,
current accounting and quality control procedures, and
availability of postal resources. In selecting participants, the
manager also uses the following additional criteria:

a.  The applicant must receive or expect to receive at
one site a yearly average of several hundred thousand non-
letter-size BRM pieces eligible for the current $0.10 per
piece fee under S922.

b.  The applicant must be able to participate in the ex-
periment for at least 1 year.

C. The applicant must be prepared to begin operation
at a mutually agreed-upon time after selection.

2.0 REVERSE MANIFESTING

2.1 Basic Requirements

Reverse manifesting is a method of assessing postage
due and per piece fees for BRM by using a computerized da-
tabase for calculating the weight and postage for each BRM
piece received and to output a tabulation from the system for
verification by the USPS. The weight is determined by
weighing each piece or by using predetermined weights

based on the data entered during processing (coded weight
based on piece type). To participate in reverse manifesting
for nonletter-size BRM, a mailer must meet these standards:

a. Receive or expect to receive nonletter-size BRM
on a consistent basis.

b. Have or obtain a BRM permit and a BRM advance
deposit account. The mailer must maintain sufficient funds in
the advance deposit account to cover at least 2 days’ post-
age and fees.

C. Have or be able to develop an approved computer-
ized manifest system.

d. Provide documentation showing current internal
quality control procedures for tracking and processing BRM
or the ability to establish such procedures.

2.2 Application

A business reply mail recipient applying for participation
in the reverse manifesting portion of the experiment must
complete a standard application provided by the USPS. The
applicant submits this application to the manager of Classifi-
cation and Product Development. The applicant includes the
following documentation:

a. Detailed specifications about the computerized
manifest system, with all records identified and labeled.

b. Detailed explanation of the supporting records, in-
cluding samples of each manifest type, samples of each
BRM piece and label, and postage due statements.

C. Detailed description of internal quality control
procedures.
2.3 Authorization

The manager of Classification and Product Development
reviews the application and proceeds as follows:

a. If the applicant meets the conditions required for
the reverse manifesting method and the application is other-
wise consistent with the purposes and goals of the experi-
ment, the manager approves the application and prepares a
service agreement with the applicant. The agreement details
the operating procedures for the reverse manifesting system
and the responsibilities of the applicant and the USPS. For
the purposes of the experiment, the Postal Service may re-
quire additional documentation and periodic review and in-
spection of each experiment participant’'s BRM processing
and accounting operations. No agreement may remain in ef-
fect beyond the 2-year duration established for the experi-
ment. The experimental classifications and fees take effect
on June 8, 1997; they will be in effect no later than
June 7, 1999.
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b. If the applicant does not appear to meet the condi-
tions required for the reverse manifesting method or it is de-
termined that approval of an application would not be
consistent with the purposes and goals of the experiment,
the manager of Classification and Product Development de-
nies the application and sends written notice to the applicant,
with the reasons for denial. The applicant has 30 days after
receipt of the notice to file a written appeal to the BRM Exper-
iment Review Board, USPS Headquarters. Decisions of the
Review Board are final.

2.4 Renewal

A reverse manifesting service agreement may be re-
newed before its expiration date after a review by the manag-
er of Classification and Product Development. The
preparation of a new agreement or an addendum to the cur-
rent agreement depends on the type of modifications made
to the system. Authorization may not extend beyond the end-
ing date of the experimental classification.

3.0 WEIGHT AVERAGING

3.1 Basic Requirements

Weight averaging is a method of assessing postage due
and per piece fees for BRM without counting and weighing
each piece. The USPS develops an average piece weight
factor and an average piece count factor through verification
procedures. These two factors (the weight average factors)
are applied to the bulk weight of future BRM volumes to as-
sess postage due and per piece fees. To participate in weight
averaging for nonletter-size BRM, a mailer must meet these
standards:

a. Receive or expect to receive nonletter-size BRM
on a consistent basis, within a statistically acceptable weight
range.

b. Have or obtain a BRM permit and a BRM advance
deposit account. The mailer must maintain sufficient funds in
the advance deposit account to cover at least 2 days’ post-
age and fees.

C. Provide documentation showing current internal
quality control procedures for tracking and processing BRM
or the ability to establish such procedures.

3.2 Application

A business reply mail recipient applying for participation
in the weight averaging portion of the experiment must com-
plete a standard application provided by the USPS. The ap-
plicant submits this application to the manager of
Classification and Product Development. The applicant in-
cludes with the application documentation that contains
sample BRM pieces and labels representative of the weight
range and types of pieces to be weight-averaged.

3.3 Authorization

The manager of Classification and Product Development
reviews the application and proceeds as follows:

a. If the applicant meets the conditions required for
the weight averaging method and the application is other-
wise consistent with the purposes and goals of the experi-
ment, the manager approves the application and prepares a
service agreement with the applicant. The agreement details
the operating procedures for weight averaging and the re-
sponsibilities of the applicant and the USPS. For the pur-
poses of the experiment, the Postal Service may require
additional documentation and periodic review and inspec-
tion of each experiment participant's BRM processing and
accounting operations. No agreement may remain in effect
beyond the 2-year duration established for the experiment.
The experimental classifications and fees take effect on
June 8, 1997; they will be in effect no later than June 7, 1999.

b. If the application does not appear to meet the con-
ditions required for the weight averaging method, the man-
ager of Classification and Product Development denies the
application and sends written notice to the applicant, with the
reasons for denial. The applicant has 30 days after receipt of
the notice to file a written appeal to the BRM Experiment
Review Board, USPS Headquarters. Decisions of the
Review Board are final.

3.4 Renewal

A weight averaging service agreement may be renewed
before its expiration date after a review by the manager of
Classification and Product Development. The preparation of
a new agreement or an addendum to the current agreement
depends on the type of modifications made. Authorization
may not extend beyond the ending date of the experimental
classification.

4.0 REVOCATION

4.1 Reasons

The manager of Classification and Product Development
may revoke a BRM participant’s authorization for the experi-
ment if that participant:

a. Provides incorrect data on the manifest or other re-
quired documentation and appears unable or unwilling to
correct the problems.

b. Neglects to perform the required quality control
procedures.

c. No longer meets the criteria in this standard and the
service agreement.
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4.2 Notice

After a revocation notice is issued, the participant and the
USPS determine corrective actions and an implementation
schedule, at the conclusion of which the USPS reexamines
the participant’'s system. Failure to correct identified prob-
lems is sufficient grounds to revoke the participant’s
authorization.

4.3 Appeal

Revocation proceeds if the participant is unable or unwill-
ing to correct the discrepancies found. The participant may
file a written appeal of revocation within 15 days from the
date of receipt of the notice, with evidence explaining why
the authorization should not be revoked. The appeal must be
filed with the BRM Experiment Review Board, which issues
the final agency decision. The participant may continue to
accept BRM under the authorization, pending a decision on
appeal. The revocation decision takes effect 7 days after re-
ceipt by the participant.

5.0 RATES AND FEES

5.1 Rate Application

Each BRM piece received under G092 is charged the ap-
plicable per piece fee in 5.2 and the appropriate single-piece
First-Class Mail rate or Priority Mail rate. In addition to the
fees in 5.3 and 5.4, the required BRM permit fee and BRM
advance deposit account fee must be paid every 12 month
period.

5.2 Per Piece Fee

Per piece, in addition to single-piece rate First-Class Mail
or Priority Mail postage:

a. Nonletter-size experimental (reverse manifesting):
$0.02.

b. Nonletter-size experimental (weight averaging):
$0.03.
5.3 Monthly Maintenance Fee

Per month:

a. Nonletter-size experimental (reverse manifesting):
$1,000.00.

b. Nonletter-size experimental (weight averaging):
$3,000.00.
5.4 Set-Up/Qualification Fee

Per initial application:

a. Nonletter-size experimental (reverse manifesting):
$1,000.00.

b. Nonletter-size experimental (weight averaging):
$3,000.00.

—Mail Preparation and Standards,
Marketing Systems, 5-22-97
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DMM REvision

Ancillary Service Endorsements — Relaxation of Placement and Clear Space

Standards

Effective immediately, Domestic Mail Manual (DMM)
M012.4.3 and M012.4.4 are amended to relax the standards
for one of the placement locations and for the clearance
space required for ancillary service endorsements. Mailers
use these endorsements on mail to request address correc-
tion, forwarding, and return services. The amended sections
will be included in DMM Issue 52 (scheduled for release on
July 1, 1997).

Placement

Postal Bulletin 21939 (2-13-97) announced a revision to
DMM MO012 that increased from one to four the number of
locations for placement of mailer-applied ancillary service
endorsements. One of the new locations allowed mailers to
place the endorsements directly to the left of the postage
area if they were also placed below any rate marking.

To accommodate users of postage meter slugs who print
rate markings (for example, “Bulk Rate,” “Nonprofit Org.,” or
“First-Class”) perpendicular to the left side of the postage
area, amended DMM M012.4.3¢(3) redefines this endorse-
ment placement location as “immediately to the left of the
postage area and below or to the left of any rate marking.”

Clear Space

Amended DMM MO012.4.4 provides an allowance to the
requirement of a 1/4-inch clear space for ancillary service
endorsements applied with a multiline optical character
reader (MLOCR) inkjet. The relaxation of this standard ap-
plies only to MLOCR inkjet-applied endorsements placed in
the location designated in DMM M012.4.3c(4), that is, just
below the postage area and below any rate marking.

This allowance does not extend to other than MLOCR
inkjet-applied endorsements or to MLOCR inkjet-applied en-
dorsements appearing in one of the three other endorse-
ment locations defined in DMM MO012.4.3. MLOCR
inkjet-applied endorsements must be clear and legible and
must meet all other physical standards in DMM M012.4.4.

Domestic Mail Manual (DMM)

M Mail Preparation and Sortation
MOOO  General Preparation Standards
M010 Mailpieces

* * * * *

M012 Markings and Endorsements

* * * * *
[Revise the heading of 4.0 to read as follows:]

4.0 ENDORSEMENTS—DELIVERY AND
ANCILLARY SERVICES

* * * * *

4.3 Placement
[Amend 4.3c by revising 4.3c(3) to read as follows:]

The placement of the endorsement on the mailpiece is deter-
mined as follows:

* * * * *

c. Any ancillary service endorsement must be placed
in one of these four positions:

* * * * *

(3) Immediately to the left of the postage area and be-
low or to the left of any rate marking.

* * * * *

4.4 Other Physical Standards
[Amend 4.4 by revising 4.4d to read as follows:]

The endorsement or, if combined, endorsements must meet
these physical standards:

* * * * *

d. A clear space of at least 1/4 inch around (above,
below, and both sides) the total area containing the endorse-
ment(s) is required. This 1/4-inch clear space is not required
for an endorsement that is applied by a multiline optical char-
acter reader (MLOCR) inkjet and placed in the location di-
rectly below the postage area and any rate marking under
4.3c(4) if the endorsement is clear and legible.

* * * * *

—Business Mail Acceptance,
Marketing Systems, 5-22-97
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Window Envelopes and FASTforward SM

Effective immediately, Domestic Mail Manual (DMM)
C830.4.1 is amended to clarify that window envelopes pro-
cessed on multiline optical character readers (MLOCRS) us-
ing FASTforwardSM software must meet the FASTforward
standards in DMM F030.3.3. Those standards were pub-
lished in Postal Bulletin 21943 (4-10-97).

When MLOCR and/or video image technologies are used
with FASTforward, each mailpiece must have a barcode
clear zone in the lower right corner that meets the standards
in DMM C840. The barcode clear zone must be free of any
printing and barcode. An envelope that contains a window
that intrudes into the barcode clear zone is not eligible for
FASTforward.

If a match is made under FASTforward between the name
and address on the mailpiece with a name and address in the
database indicating a move, a new barcode representing the
new address is printed in the barcode clear zone. In addition
to the barcode, text information for the new address is
printed within the barcode clear zone above this barcode.

For mail processing, this new barcode takes precedence
over the old barcode (and old address) in the address block.
The new barcode must meet the barcoding standards in
DMM C840.

This clarifying amendment will be included in DMM
Issue 52 (scheduled for release on July 1, 1997).

Domestic Mail Manual (DMM)

C Characteristics and Content

* * * * *

C800  Automation-Compatible Mail

* * * * *

C830 OCR Standards

* * * * *

4.0 ENVELOPE WITH ADDRESS WINDOW AND
INSERT

4.1 Clear Space

[Amend 4.1 by adding a sentence to the end of the section
to read as follows:]

A clear space of at least 1/8 inch is required between the ad-
dress block and the top, bottom, and side edges of the ad-
dress window, and must remain when the insert is moved to
its full limits in each direction within the envelope. The bottom
edge of the address window must not extend more than 1/8
inch into the barcode clear zone. An envelope that contains a
window that intrudes into the barcode clear zone is not eligi-
ble for FASTforwardSM under F030.

* * * * *

—Mail Preparation and Standards,
Marketing Systems, 5-22-97
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DMM REvision

Markings on Automation Mail

Effective immediately, Domestic Mail Manual (DMM)
M810.1.4 and M820.1.4 (currently shown in DMM Issue 51
as M810.1.3 and M820.1.4, respectively) are amended to
clarify the required markings on letter-size and flat-size mail
sent at automation rates.

Current standards in both sections attempt to provide suf-
ficient information about class and rate markings for automa-
tion rate mail. The language in those two sections, however,
does not give all possible marking combinations for automa-
tion mail, leading to confusion about the actual
requirements.

With the number of variations provided in DMM M012.2.1
(for example, use of Manifest Mailing System keylines and
barcoding in the address block), the amended DMM
M810.1.4 and M820.1.4 direct the reader to M012 as the
complete source for marking standards.

These amendments will be included in DMM Issue 52
(scheduled for release on July 1, 1997).

Domestic Mail Manual (DMM)

M Mail Preparation and Sortation

* * * * *

M800  All Automation Mail
M810 Letter-Size Mail
1.0 BASIC STANDARDS

* * * * *

1.4 Marking

Except for Periodicals (which require no markings), all au-
tomation rate pieces must be marked under M012. Pieces
claimed at an automation rate must bear the appropriate
class marking and, except as provided in M012, “AUTO” (or
“AUTOCR” for carrier route rate). Pieces not claimed at an
automation rate must not bear “AUTO” or “AUTOCR” unless
single-piece rate postage is affixed or a corrective single-
piece rate marking is applied under P100 or P600.

* * * * *

M820  Flat-Size Mail
1.0 BASIC STANDARDS

* * * * *

1.4 Marking

Except for Periodicals (which require no markings), all au-
tomation rate pieces must be marked under M012. Pieces
claimed at an automation rate must bear the appropriate
class marking and, except as provided in M012, “AUTO.”
Pieces not claimed at an automation rate must not bear
“AUTQO” unless single-piece rate postage is affixed or a cor-
rective single-piece rate marking is applied under P100
or P600.

—NMail Preparation and Standards,
Marketing Systems, 5-22-97
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Small Flats Test Mailing Standards

Effective July 1, 1997, Domestic Mail Manual (DMM)
C820.2.3 is amended to allow mailers to claim the automa-
tion rate for flats for flat-size pieces prepared as booklets,
catalogs, and magazines measuring at least 5-3/8 inches
long when these pieces are no more than 9-1/2 inches high.
These pieces may not be enclosed in polywrap (plastic) ma-
terial. This amendment will be included in DMM lIssue 52
(scheduled for release on July 1, 1997).

This change does not apply to single-page mailpieces,
self-mailers, or enveloped pieces with dimensions that fall
within the measurements for the letter mail processing cate-
gory. Pieces measuring at least 5-3/8 inches long and great-
er than 9-1/2 inches high are excluded from the automated
flats mailstream unless specifically approved by a USPS
mailpiece design analyst (MDA). Additional mailing stan-
dards may apply. These standards will be published in a fu-
ture Postal Bulletin.

On July 1, 1996, the Postal Service began testing smaller
flat-size pieces and agreed to complete the testing period by
June 30, 1997. Postal mail processing managers and engi-
neers reviewed the performance of these pieces in actual
mail processing and delivery service operations to deter-
mine how well these smaller flats performed when pro-
cessed on postal flat sorting machines (FSMs) and in the
flats mailstream.

Because postal automation compatibility standards are
derived from the ability of the Postal Service to efficiently pro-
cess pieces in the automated mailstream at an acceptable
handling cost, the performance of the pieces was monitored
by trim sizes, weight ranges, and physical mailpiece
characteristics.

Under the test parameters introduced in July 1996, small
flats claiming the automation rates for flats were required to:

1. Be part of a 100% ZIP+4 or delivery point barcoded
mailing.

2. Meet all technical specifications for barcode place-
ment and readability.

3. Meet all automation compatibility standards in DMM
C820, including the flexibility and rigidity standards es-
tablished with the flat mail machinability tester.

Mailers were notified that revisions would be made to
these standards as test results were compiled and evaluat-
ed. Evaluations and reviews of these flats in actual postal
processing have supported earlier findings of Postal
Engineering that small flat-size pieces, in some cases, sig-
nificantly reduce the productivity and processing capability
of the flats automation equipment. However, some evaluat-

ed pieces were found to be automation-compatible and will
now be permanently included in the standards for automa-
tion-compatible flats in DMM C820.

Including these additional design formats into the auto-
mated flats mailstream will increase the volume of automat-
able flats while allowing mailers greater creative flexibility
when designing flats.

This change does not allow letter-size pieces to move into
the flats mailstream if such pieces do not exceed one of the
dimensions of the letter mail processing category or do not
meet the minimum standards in DMM C820.2.3. Pieces that
measure less than 6 inches on any one side and fall within
the letter processing category weighing less than 3 ounces
should be prepared and presented as letter-size pieces.

During the test period, flat-size pieces measuring at least
5-3/8 inches long could be at least 12 inches high and claim
automation rates. However, data collected during the test
identified that certain mailpiece characteristics resulted in
reduced productivity when the pieces were more than 9-1/2
inches high. They did not perform at an acceptable level on
the FSM since the pieces would travel through the FSM and
fall into an incorrect sortation bin (flat tray).

In many cases, these pieces had to be processed in a
manual operation. Allowing these pieces to remain in the au-
tomated mailstream would significantly impact processing
operations and the flat mail rate structure.

In addition, these same small flats when prepared with an
outer covering made from paper produced with a high gloss
finish or a low paper basis weight (for example, bond paper,
onion skins, or thin newsprint) would fall face down (address
side) into the flat tray. The flat tray of unfaced pieces would
then require postal employees to face the pieces before
additional processing can occur. If the next processing stage
is another mail processing unit, pieces must be faced before
they can be processed through the FSM. When the next
processing stage is a delivery unit, there is an adverse im-
pact on carrier casing and in-office time.

Pieces prepared with high gloss paper as the outer cover-
ing often resulted in smudged address and barcode informa-
tion when sufficient time was not allowed for the ink to dry.

Another mailpiece characteristic identified as unaccept-
able with the longer flats is the placement of barcodes in the
lower quadrant of the piece when the piece is lightweight and
flimsy (too flexible to maintain rigidity). These pieces may
have passed the USPS flexibility standard at the time of ac-
ceptance. However, they failed the same standard after be-
ing processed only one time on an FSM.
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Because these longer pieces have a tendency to fall for-
ward in the transport track of the FSM, the lower portion of
the pieces acquires an irregular curvature that moves the
barcode out of proper positioning to be correctly read and in-
terpreted by the wide area barcode readers on the FSM.
Although the barcode readers are able to locate and read
barcodes anywhere on the face of the addressed side of the
mailpiece, the barcode must be positioned on an even sur-
face to be properly read.

Therefore, the Postal Service will allow flat-size pieces
measuring 5-3/8 inches long to claim automation rates for
flats if these pieces meet these mailing standards:

1. All pieces must be rectangular in shape and not more
than 9-1/2 inches high when measuring from 5-3/8 up
to, but not including, 6 inches long. (See DMM
C820.2.3b(2) for pieces measuring 6 inches long.)

2. Pieces measuring from 7-1/2 to 9-1/2 inches high must
weigh at least 3 ounces or contain an outer covering
prepared from sturdy paper with a minimum basis
weight that permits acceptable postal processing.

3. Pieces with glossy-coated coverings may not have
slippery finishes that inhibit the printing of legible bar-
codes or inhibit the efficient processing of the piece
through the sortation chutes of the FSM.

4. All pieces must be part of an automation rate mailing
that is 100% ZIP+4 or delivery point barcoded.

5. All pieces must meet all technical specifications for
barcode placement and readability.

6. All pieces must meet all automation compatibility stan-
dards in DMM C820, including the flat mail machinabil-
ity tester.

Domestic Mail Manual (DMM)

C

C800

C820

2.0

2.3

Characteristics and Content

* * * * *

Automation-Compatible Mail

* * * * *
Flats

* * * * *
DIMENSIONS

* * * * *

Shape and Size

[Amend 2.3 by revising 2.3b(2) to read as follows:]
Each flat-size piece must be rectangular and:

a.
b.

For height, no more than 12 or less than 6 inches high.

For length, no more than 15 or less than

(2)5 inches long if from 6 to 7-1/2 inches high; or

(2)5-3/8 inches long if more than 7-1/2 inches high but
no more than 9-1/2 inches high. Pieces more than
9-1/2 inches high must be approved by a USPS
mailpiece design analyst (MDA) (see G041 for
addresses).

. For thickness, no more than 0.75 or less than 0.009

inch thick.

* * * * *

—Mail Preparation and Standards,
Marketing Systems, 5-22-97
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Carrier Route Codes on Tray and Sack Labels

Effective July 1, 1997, Domestic Mail Manual (DMM)
Exhibit M032.1.3a footnote 2 is amended to make the space
between the one-letter carrier route type code (for example,
“R” for rural route, “C” for carrier route) and the required three
digits representing the route number optional on barcoded
sack and tray labels. These amendments will be included in
DMM Issue 52 (scheduled for release on July 1, 1997).

Domestic Mail Manual (DMM)
M Mail Preparation and Sortation

MOOO  General Preparation Standards

* * * * *

MO030 Containers

* * * * *

M032 Barcoded Labels

1.0 BASIC STANDARDS—TRAY AND SACK
LABELS

* * * * *

1.3 Content Line (Line 2)

[Amend Exhibit M032.1.3a by revising footnote 2 at the end
of the exhibit to read as follows:]

* * * * *

2 This information must be followed by a one-letter carrier
route type description followed by a three-digit route
number for the route to which the tray is destined. At the
mailer's option, one space is permitted between the
carrier route type description and route number.

* * * * *

—Mail Preparation and Standards,
Marketing Systems, 5-22-97

Mail Security Instructions

The rules and procedures for mail security — including
the opening, reading, and searching of sealed mail — were
transferred with Postal Bulletin 21858 (1-6-94) from former
Domestic Mail Manual G012 to Administrative Support
Manual (ASM) 274.

ASM 274 defines mail sealed against inspection, permis-
sible detention of mail, and disclosure of information col-
lected from mail sent or received by customers.