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The Mailing Standards of the United States Postal Service, Domestic Mail Manual (DMM) provides the United
States Postal Service's official prices and standards for all domestic mailing services. Many commercial mailers
find it helpful to reference these standards as they prepare and enter mailings.

For household mailers who need information about retail products and services, the Postal Service offers A
Customers Guide to Mailing. New business mailers can start with Business Mail 101, which provides an overview
of business mail and takes mailers through the decisions they will make when designing a mailing. Both
references are updated and available on the Postal Explorer Web site at pe.usps.com. Postal Explorer also
provides helpful search features, mailing tools, and price calculators to make mailing easy.

Summary of Changes

The DMM is updated frequently on Postal Explorer at pe.usps.com. Revisions are published in the Summary of
Changes by effective date. Mailing standards in the DMM are revised by notices in the Postal Bulletin or the
Federal Register.

Availability

The updated DMM in PDF and HTML formats can be accessed on the Postal Explorer Web site at pe.usps.com
or the Postal Explorer CD-ROM. The public can obtain a copy of the Postal Explorer CD-ROM by ordering it
through their local Post Office; postal employees can request a copy by sending an email to
postalexplorer@usps.gov.

How to Use This Book

The DMM is organized around four basic concepts - shape of mail, class of mail service, mailing method, and
topic. Retall, also known as single-piece, is located at the front of the book and commercial or business mail is
found in subsequent chapters. The convenient fly-out menus in the left frame provide quick access to the section
needed. Quick Service Guides provide a two-page overview for specific mail classification and preparation and
can be found on the Postal Explorer Web site with direct links to the DMM.

Comments

Contact your local Post Office, business mail entry office, or the Pricing and Classification Service Center (PCSC)
with comments or questions about the USPS mailing standards (see DMM 608.8.4 for addresses and telephone
numbers of business mail entry offices and the PCSC).

RO

Jeffrey C. Williamson
Vice President
Pricing
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Retail Mail: Physical Standards for Letters, Cards, Flats, and Parcels

101

Overview

1.0
1.1

101.1.1
Physical Standards

1.0 Physical Standards for Letters

2.0 Physical Standards for Flats

3.0 Physical Standards for Parcels

4.0 Additional Physical Standards for Express Mail
5.0 Additional Physical Standards for Priority Mail
6.0 Additional Physical Standards for First-Class Mail
7.0 Additional Physical Standards for Parcel Post
8.0 Additional Physical Standards for Media Mail

9.0 Additional Physical Standards for Library Mail

Physical Standards for Letters

Dimensional Standards for Letters
Letter-size mail is:

a. Not less than 5 inches long, 3-1/2 inches high, and 0.007-inch thick.

b. Not more than 11-1/2 inches long, or more than 6-1/8 inches high, or more
than 1/4-inch thick.

c. Not more than 3.5 ounces (First-Class Mail letter-size pieces over 3.5 ounces
pay flat-size prices).

d. Rectangular, with four square corners and parallel opposite sides. Letter-size,
card-type mailpieces made of cardstock may have finished corners that do not
exceed a radius of 0.125 inch (1/8 inch). See Exhibit 1.1d.

Exhibit 1.1d Maximum Corner Radius for Letter-Size, Card-Type
Mailpieces

Corner Radius Maximum 1/8"

:

-

Graphic at 100%

Place mailpiece against
template to test accuracy
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I@ Retail Mail: Physical Standards for Letters, Cards, Flats, and Parcels

101.1.2

20

1.2

2.0
2.1

Nonmachinable Criteria
A letter-size piece is nonmachinable (see 6.4) if it has one or more of the following
characteristics (see 601.1.4 to determine the length, height, top, and bottom of a

mailpiece):

a. Has an aspect ratio (length divided by height) of less than 1.3 or more than 2.5.

b. Ispolybagged, polywrapped, enclosed in any plastic material, or has an exterior
surface made of a material that is not paper. Windows in envelopes made of
paper do not make mailpieces nonmachinable. Attachments allowable under
applicable eligibility standards do not make mailpieces nonmachinable.

Cc. Has clasps, strings, buttons, or similar closure devices.

d. Contains items such as pens, pencils, keys, or coins that cause the thickness
of the mailpiece to be uneven; or loose keys or coins or similar objects not
affixed to the contents within the mailpiece. Loose items may cause a letter to
be nonmailable when mailed in paper envelopes; (see 601.3.3, Odd-Shaped
Items in Paper Envelopes).

e. Istoo rigid (does not bend easily when subjected to a transport belt tension of
40 pounds around an 11-inch diameter turn).

f.  For pieces more than 4-1/4 inches high or 6 inches long, the thickness is less
than 0.009 inch.

g. Has a delivery address parallel to the shorter dimension of the mailpiece.

h. Is a self-mailer that is not prepared according to 201.3.14.

Is a booklet that is not prepared according to 201.3.15.

Physical Standards for Flats

General Definition of Flat-Size Mail
Flat-size mail is:

a.

More than 11-1/2 inches long, or more than 6-1/8 inches high, or more than
1/4 inch thick.

Not more than 15 inches long, or more than 12 inches high, or more than
3/4 inch thick.

Flexible (see 2.3).

Rectangular with four square corners or with finished corners that do not
exceed a radius of 0.125 inch (1/8 inch). See Exhibit 2.1d.
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Retail Mail: Physical Standards for Letters, Cards, Flats, and Parcels

2.2

2.3

101.2.3

Exhibit 2.1d Maximum Corner Radius for Flat-Size Mailpieces

Corner Radius Maximum 1/8"

:

Ve

Graphic at 100%

Place mailpiece against
template to test accuracy

e. Uniformly thick (see 2.4).

f.  Unwrapped, sleeved, wrapped, or enveloped.

Length and Height of Flats
The length of a flat-size mailpiece is the longest dimension. The height is the
dimension perpendicular to the length.

Minimum Flexibility Criteria for Flat-Size Pieces

Flat-size pieces must be flexible. Boxes—with or without hinges, gaps, or breaks
that allow the piece to bend—are not flats. Tight envelopes or wrappers that are
filled with one or more boxes are not flats. At the customer's option, a customer
may perform the following test on their own mailpieces. When a postal employee
observes a customer demonstrating that a flat-size piece is flexible according to
these standards, the employee does not need to perform the test. Test flats as
follows:

a. Allflats (see Exhibit 2.3a):

1. Place the piece with the length parallel to the edge of a flat surface and
extend the piece halfway off the surface.

2. Press down on the piece at a point 1 inch from the outer edge, in the
center of the piece's length, exerting steady pressure.

3. The piece is not flexible if it cannot bend at least 1 inch vertically without
being damaged.

4. The piece is flexible if it can bend at least 1 inch vertically without being
damaged and it does not contain a rigid insert. No further testing is
necessary.

5. Test the piece according to 2.3b or 2.3c below if it can bend at least 1 inch
vertically without being damaged and it contains a rigid insert.

Domestic Mail Manual ® Updated 10-1-12 21
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I@ Retail Mail: Physical Standards for Letters, Cards, Flats, and Parcels

101.2.3

Exhibit 2.3a Flexibility Test—All Flats

43IAN3S

$534aay NinL3y

N i Forflats,
25§ : .
B - : length is
228 i thelongest
G4 = : g
8 i dimension.
£ '
:‘ """"""""" % 1inch minimum
: flexibility required

FLEX TEST

Length runs
parallel to surface

b. Flats 10 inches or longer that pass the test in 2.3a and contain a rigid insert
(see Exhibit 2.3b):
1. Place the piece with the length perpendicular to the edge of a flat surface
and extend the piece 5 inches off the surface.
2. Press down on the piece at a point 1 inch from the outer edge, in the
center of the piece's width, exerting steady pressure.

3. Turn the piece around and repeat steps 1 and 2. The piece is flexible if
both ends can bend at least 2 inches vertically without being damaged.
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Retail Mail: Physical Standards for Letters, Cards, Flats, and Parcels

101.2.3

Exhibit 2.3b Flexibility Test—Flats 10 Inches or Longer

For flats, length is
the longest dimension.

J
1(2);‘ BROWN
Mg :
A N s H
Ny, \'VN, ng l
765. '
"""""""""""" ‘s 2inch
:7 | minimum
: flexibility
FLEX TEST : .. . renuied

Flats 10 inches or longer
that contain a rigid insert,
perpendicular to surface

c. Flats less than 10 inches long that pass the test in 2.3a and contain a rigid
insert (see Exhibit 2.3c):

1. Place the piece with the length perpendicular to the edge of a flat surface
and extend the piece one-half of its length off the surface.

2. Press down on the piece at a point 1 inch from the outer edge, in the
center of the piece's width, exerting steady pressure.

3. Turn the piece around and repeat steps 1 and 2. The piece is flexible if
both ends can bend at least 1 inch vertically without being damaged.
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101.2.4

Exhibit 2.3c Flexibility Test—Flats Less Than 10 Inches Long

For flats, length is
the longest dimension.

DRESS

:‘ """"""""""" 1inch minimum
flexibility required

FLEX TEST

Flats less than 10
inches that contain
arigid insert; perpen-
dicular to surface

2.4 Uniform Thickness
Flat-size mailpieces must be uniformly thick so that any bumps, protrusions, or
other irregularities do not cause more than 1/4-inch variance in thickness. When
determining variance in thickness, exclude the outside edges of a mailpiece (1 inch
from each edge) when the contents do not extend into those edges. Also, exclude
the selvage of any polywrap covering (see 301.1.5.3) from this determination.
Mailers must secure nonpaper contents to prevent shifting of more than 2 inches
within the mailpiece if shifting would cause the piece to be nonuniform in thickness
or would result in the contents bursting out of the mailpiece (see 601.3.3).

25 Flat-Size Pieces Not Eligible for Flat-Size Pricing
Mailpieces that do not meet the standards in 2.1 through 2.4 are not eligible for
flat-size pricing and must pay applicable parcel prices.

3.0 Physical Standards for Parcels

3.1 Processing Categories
[1-22-12] USPS categorizes parcels into one of three mail processing categories:
machinable, irregular, or outside parcel. These categories are based on the physical
dimensions of the piece, regardless of the placement (orientation) of the delivery
address on the piece.

3.2 Maximum Weight and Size
No mailpiece may weigh more than 70 pounds. Lower weight limits apply to
First-Class Mail, Standard Mail, and Bound Printed Matter. Pieces may not measure
more than 108 inches in length and girth combined, except Parcel Post, which may
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Retail Mail: Physical Standards for Letters, Cards, Flats, and Parcels

3.3

3.4

101.3.4

not measure more than 130 inches in length and girth combined. For parcels, length
is the distance of the longest dimension and girth is the distance around the thickest
part. Lower size or weight standards apply to mail addressed to some APOs and
FPOs subject to 703.2.0 and 703.4.0 and for Department of State mail, subject to
703.3.0.

Two or More Packages

Two or more packages may be mailed as a single parcel, if they are about the same
size or shape, if they are securely wrapped or fastened together, and if they do not
together exceed the weight or size limits.

Machinable Parcels
[1-22-12] A machinable parcel is any piece that is not a letter or a flat and that is (see
Exhibit 3.4):

a. Not less than 6 inches long, 3 inches high, 1/4 inch thick, and 6 ounces in
weight. (A mailpiece exactly 1/4 inch thick is subject to the 3 1/2-inch height
minimum under 601.1.2.)

b. Not more than 27 inches long, or 17 inches high, or 17 inches thick. Parcels
cannot weigh more than 25 pounds, except Parcel Select and Parcel Return
parcels which have a maximum weight of 35 pounds, except for those
containing books or other printed matter (25 pound maximum).

Exhibit 3.4 Machinable Parcel Dimensions
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3.5 Soft Goods and Enveloped Printed Matter
Soft goods wrapped in paper or plastic bags and enveloped printed matter are
machinable only if all packaging standards in 601.3.0 are met.

3.6 Irregular Parcels
An irregular parcel is a parcel not meeting the dimensional criteria in 3.4, Machinable
Parcels. This processing category also includes parcels that cannot be processed
by Network Distribution Center parcel sorters, including rolls and tubes up to
26 inches long; merchandise samples that are not individually addressed and are
not letter-size or flat-size; unwrapped, paper-wrapped, or sleeve-wrapped articles
that are not letter-size or flat-size; and articles enclosed in envelopes that are not
letter-size, flat-size, or machinable parcels.

3.7 Outside Parcel
An outside parcel is a parcel that exceeds any of the maximum dimensions for a
machinable parcel. This processing category also includes high-density parcels
(other than books and printed matter) weighing more than 15 pounds and exerting
more than 60 pounds per square foot (0.4167 pound per square inch) pressure on
their smallest side; cartons containing more than 24 ounces of liquid in one or more
glass containers; cartons containing 1 gallon or more of liquid in metal or plastic
containers; cans, paints; rolls and tubes longer than 26 inches; metal-band
strapped boxes, metal boxes, and wood boxes; articles not mailed in boxes or
other containers; harmful matter; hazardous materials except ORM-D materials; and
containers with all dimensions exceeding the minimum dimensions for a machinable
(regular) parcel, if their coefficient of friction or ability to slide on a smooth, hard
surface is not similar to that of a domestic-class fiberboard box of the same
approximate size and weight.

4.0 Additional Physical Standards for Express Mail

4.1 Physical Standards of Mailpieces
Each piece of Express Mail may not weigh more than 70 pounds. The combined
length and girth of a piece (the length of its longest side plus the distance around its
thickest part) may not exceed 108 inches. Lower size or weight standards apply to
Express Mail addressed to certain APO/FPO and DPOs. Express Mail items must
be large enough to hold the required mailing labels and indicia on a single optical
plane without bending or folding.

4.2 Two or More Packages
With the exception of USPS-produced Express Mail Flat Rate Envelopes, two or
more packages may be mailed as a single parcel if they are about the same size or
shape, are securely wrapped or fastened together, and do not exceed the weight or
size limits.
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101.6.3.1

Additional Physical Standards for Priority Mail

Physical Standards of Mailpieces

The maximum weight is 70 pounds. The combined length and girth of a piece (the
length of its longest side plus the distance around its thickest part) may not exceed
108 inches. Lower size and weight standards apply for some APO/FPO and DPO
mail subject to 703.2.0, Overseas Military Mail, and 703.4.0, Mail Sent by U.S.
Armed Forces, and for Department of State mail subject to 703.3.0.

Two or More Packages

With the exception of USPS-produced Priority Mail Flat Rate Envelopes or boxes,
two or more packages may be mailed as a single parcel if they are about the same
size or shape, are securely wrapped or fastened together, and do not exceed the
weight or size limits.

Balloon Price

Pieces addressed for delivery to zones 1-4 (including local) and weighing less than
20 pounds but measuring more than 84 inches in combined length and girth are
charged the price for a 20-pound parcel for the zone to which it is addressed. See
123.1.3.

Dimensional Weight Price

Postage for parcels addressed for delivery to zones 5-8 and exceeding 1 cubic foot
(1,728 cubic inches) is based on the actual weight or the dimensional weight (see
123.1.4), whichever is greater.

Additional Physical Standards for First-Class Malil

Maximum Weight and Size

First-Class Mail cannot exceed 13 ounces, except for First-Class Mail commercial
plus parcels (see 433). First-Class Mail weighing more than 13 ounces that is not
entered at commercial plus prices is Priority Mail. The combined length and girth of
a piece (the length of its longest side plus the distance around its thickest part) may
not exceed 108 inches. Lower size or weight standards apply to mail claimed at
certain prices or addressed to some APO/FPO and DPOs subject to 703.2.0 and
703.4.0 and for Department of State mail subject to 703.3.0.

Minimum Standards
Pieces are subject to the minimum standards in 601.1.2 and may be subject to
other minimum dimensions, based on the standards for specific prices.

Cards Claimed at Card Prices

6.3.1 Card Price

A card may be a single or double (reply) stamped card or a single or double
postcard. Stamped cards are available from USPS with postage imprinted on them.
Postcards are commercially available or privately printed mailing cards. To be eligible
for card pricing, a card and each half of a double card must meet the physical
standards in 6.3 and the applicable eligibility and preparation standards for the price
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claimed. Ineligible cards are subject to letter-size pricing. Cards may be prepared
and mailed at the First-Class Mail single-piece card, Presorted card, or automation
card prices.

6.3.2 Postcard Dimensions
Each card (each stamped card or postcard or each half of a double stamped card
or postcard) claimed at card pricing must be:

a. Rectangular.
b. Not less than 3-1/2 inches high, 5 inches long, and 0.007 inch thick.

c. Not more than 4-1/4 inches high, or more than 6 inches long, or greater than
0.016 inch thick.

6.3.3 Other Cards
A card that does not meet the applicable standards in 6.3 must not bear the words
“Postcard” or “Double Postcard.”

6.3.4 Paper or Card Stock

A card must be of uniform thickness and made of unfolded and uncreased paper or
cardstock of approximately the quality and weight of a stamped card (i.e., a card
available from the USPS). A card must be formed either of one piece of paper or
cardstock or of two pieces of paper permanently and uniformly bonded together.
The stock used for a card may be of any color or surface that permits the legible
printing of the address, postmark, and any required markings.

6.3.5 Acceptable Attachments
A card may bear an attachment that is:

a. A paper label, such as a wafer seal or decal affixed with permanent adhesive to
the back side of the card, or within the message area on the address side (see
Exhibit 202.2.1), or to the left of the address block.

b. A label affixed with permanent adhesive for showing the delivery or return
address.

c. A small reusable seal or decal prepared with pressure-sensitive and
nonremovable adhesive that is intended to be removed from the first half of a
double card and applied to the reply half.

6.3.6 Unacceptable Attachment
A card may not bear an attachment that is:

a. Other than paper.
b. Not totally adhered to the card surface.

c. An encumbrance to postal processing.
6.3.7 Tearing Guides
A card may have perforations or tearing guides if they do not eliminate or interfere

with any address element, postage, marking, or endorsement and do not impair the
physical integrity of the card.
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6.3.8 Address Side of Cards

The address side of a card is the side bearing the delivery address and postage. The
address side may be formatted to contain a message area. Cards that do not
contain a message area on the address side are subject to the applicable standards
for the price claimed. For the purposes of 6.3, miscellaneous graphics or printing,
such as symbols, logos, or characters, that appear on the address side of cards not
containing a message area are generally acceptable provided the items are not
intended to convey a message.

6.3.9 Special Rules for Single-Piece Cards

Cards claimed at the single-piece price that have the format characteristics in
201.1.2.6a.3. or 201.1.2.6b.3. and are part of a mailing of 200 or more identical
pieces must:

a. Have addresses that include the correct ZIP Code or ZIP+4 code.
b. Have postage paid with permit imprints, meter stamps, or precanceled stamps.

c. Be prepared under 235.5.2, Machinable Preparation.

6.3.10 Double Cards

A double card (a double stamped card or double postcard) consists of two attached
cards, one of which is designed to be detached by the recipient and returned by
mail as a single card. Double cards are subject to these standards:

a. The reply half of a double card must be used for reply only and may not be used
to convey a message to the original addressee or to send statements of
account. The reply half may be formatted for response purposes (e.g., contain
blocks for completion by the addressee).

b. A double card must be folded before mailing and prepared so that the address
on the reply half is on the inside when the double card is originally mailed. The
address side of the reply half may be prepared as Business Reply Malil,
Courtesy Reply Mail, meter reply mail, or as a merchandise return service label.

c. Plain stickers, seals, or a single wire stitch (staple) may be used to fasten the
open edge at the top or bottom once the card is folded if affixed so that the
inner surfaces of the cards can be readily examined. Fasteners must be affixed
according to the applicable preparation requirements for the price claimed. Any
sealing on the left and right sides of the cards, no matter the sealing process
used, is not permitted.

d. The first half of a double card must be detached when the reply half is mailed for
return.

6.3.11 Enclosures
Enclosures in double postcards are prohibited at card prices.

Nonmachinable Pieces

6.4.1 Nonmachinable Letters

Letter-size pieces (except card-size pieces) that meet one or more of the
nonmachinable characteristics in 1.2 are subject to the nonmachinable surcharge
(see 133.1.5).
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6.4.2 Nonmachinable Flats

Flat-size pieces that do not meet the standards in 2.0 are subject to the applicable
postage for a parcel-size piece, based on weight.

6.5 Parcels

The address side of the parcel must be large enough to contain all delivery and
return address, endorsement, postage, and label elements. First-Class Mail parcels
are eligible for Delivery Confirmation and Signature Confirmation services. A

First-Class Mail parcel is:

a. A mailpiece that exceeds any one of the maximum dimensions for a flat (large

envelope). See 2.1.

b. A flat-size mailpiece, regardless of thickness, that is rigid or nonrectangular.

c. Aflat-size mailpiece that is not uniformly thick (has bumps, protrusions, or other
irregularities that cause the thickness to vary more than 1/4 inch).

6.6 Two or More Packages

Two or more packages may be mailed as a single parcel, if they are about the same
size or shape or if they are parts of one article, if they are securely wrapped or
fastened together, and if they do not together exceed the weight or size limits.

7.0 Additional Physical Standards for Parcel Post

71 Dimension and Weight Standards
These standards apply to Parcel Post:

a. No piece may weigh more than 70 pounds.

b. Parcel Post pieces measuring over 108 inches in combined length and girth,
but not more than 130 inches in combined length and girth, are mailable at the

applicable oversized price.

c. Parcel Post pieces measuring over 84 inches in combined length and girth, but
not more than 108 inches in combined length and girth, and weighing less than
20 pounds are mailable at the price equal to that of a 20-pound parcel for the
zone to which the parcel is addressed (balloon price).

d. Two or more packages may be mailed as a single parcel, if they are about the
same size or shape, if they are securely wrapped or fastened together, and if
they do not together exceed the weight or size limits.

e. Lower size or weight standards apply to mail addressed to some APOs and
FPOs subject to 703.2.0 and 703.4.0 and for Department of State mail, subject

to 703.3.0.

8.0 Additional Physical Standards for Media Mall

8.1 Dimension and Weight Standards
These standards apply to Media Mail:

a. No piece may weigh more than 70 pounds.
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b. The combined length and girth of a piece (the length of its longest side plus the
distance around its thickest part) may not exceed 108 inches.

c. Two or more packages may be mailed as a single parcel, if they are about the
same size or shape, if they are securely wrapped or fastened together, and if
they do not together exceed the weight or size limits.

d. Lower size or weight standards apply to mail addressed to certain APOs and
FPOs, subject to 703.2.0 and 703.4.0 and for Department of State mail, subject
to 703.3.0.

9.0 Additional Physical Standards for Library Mail

9.1 Dimension and Weight Standards
These standards apply to Library Mail:

a. No piece may weigh more than 70 pounds.

b. The combined length and girth of a piece (the length of its longest side plus the
distance around its thickest part) may not exceed 108 inches.

c. Two or more packages may be mailed as a single parcel, if they are about the
same size or shape, if they are securely wrapped or fastened together, and if
they do not together exceed the weight or size limits.

d. Lower size or weight standards apply to mail addressed to certain APOs and
FPOs, subject to 703.2.0 and 703.4.0 and for Department of State mail, subject
to 703.3.0.
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1.3
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2.1

102.2.1
Elements on the Face of a Mailpiece

1.0 All Mailpieces

2.0 Address Placement for Letters

3.0 Placement and Content of Mail Markings
4.0 Endorsement Placement

All Mailpieces

Clear Space
A clear space must be available on all mail for the address, postage (permit imprint,
postage stamp, or meter stamp), postmarks, and postal endorsements.

Delivery and Return Address

The delivery address specifies the location to which the USPS is to deliver a
mailpiece. Except for mail prepared with detached address labels under 602.4.0,
the piece must have the address of the intended recipient, visible and legible, only
on the side of the piece bearing postage. A return address is required in specific
circumstances (see 4.2 and 602.1.5 for more information about return addresses).
See 602 for additional information regarding addressing.)

Postage Payment
The mailer is responsible for proper payment of postage. Standards for postage
payment are specified for each shape and class of mail.

Address Placement for Letters

Delivery Address Placement

On a letter-size piece, the recommended address placement is within the optical
character reader (OCR) read area, which is a space on the address side of the
mailpiece defined by these boundaries (see Exhibit 2.1, OCR Read Area):

a. Left: 1/2 inch from the left edge of the piece.

b. Right: 1/2 inch from the right edge of the piece.

c. Top: 2-3/4 inches from the bottom edge of the piece.
d. Bottom: 5/8 inch from the bottom edge of the piece.
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Exhibit 2.1 OCR Read Area
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Address Placement Causing Mail to be Nonmailable or Nonmachinable
The location of the delivery address on a letter-size mailpiece determines which
dimensions are the length and height of the piece. Consequently, the placement of
the address may render a piece nonmailable or nonmachinable.

Placement and Content of Mail Markings

Placement of Priority Mail Marking

The marking “Priority Mail” must be placed prominently on the address side of each
piece of Priority Mail. Matter mailed in USPS-provided Priority Mail packaging is
subject to Priority Mail prices regardless of how the packaging is reconfigured or
how markings may be obliterated. If shipping address labels are used, it is
recommended that they contain the Priority Mail service indicator composed of two
elements, the service icon and service banner (see Exhibit 3.1, Priority Mail Service
Indicator):

a. The service icon should appear in a 1-inch square in the upper left corner of the
shipping label. The letter “P” must be printed inside the 1-inch square and must
be 0.75 inches (3/4 inch) or greater. A minimum 3/4-point line must border the
1-inch square.

b. The service banner should appear directly below the postage payment area
and the service icon, and it should extend across the shipping label. When the
service banner is used, the text “USPS PRIORITY MAIL” must be printed in
minimum 20-point bold sans serif typeface, uppercase letters, centered within
the banner, and bordered above and below by minimum 1-point separator
lines. There must be a 1/16-inch clearance above and below the text.

Domestic Mail Manual ® Updated 10-1-12



Retail Mail: Elements on the Face of a Mailpiece

3.2

3.3

102.3.3

Exhibit 3.1 Priority Mail Service Indicator

US POSTAGE PAID
WASHINGTON DC
PERMIT NO. 123

USPS PRIORITY MAIL®

Placement of First-Class Mail Markings
Each single-piece price First-Class Mail piece must have a delivery address but is
not required to bear the price marking “First-Class” or “First-Class Mail.”

Mail Markings

Mailers must print the basic required Package Services subclass marking— “Parcel
Post” or “PP,” “Media Mail,” or “Library Mail”—on each piece claimed at the
respective price. The basic required marking must be placed in the postage area
(i.e., printed or produced as part of, or directly below or to the left of, the permit
imprint indicia or meter stamp or impression). Optionally, the basic required marking
may be printed on the shipping address label as service indicators composed of a
service icon and service banner (see Exhibit 3.3, Package Services Indicator
Examples):

a. The service icon that will identify all Package Services subclasses will be a
1-inch solid black square. If the service icon is used, it must appear in the upper
left corner of the shipping label.

b. The service banner must appear directly below the postage payment area and
the service icon, and it must extend across the shipping label. If the service
banner is used, the appropriate subclass marking (e.g., “PARCEL POST,”
“MEDIA MAIL”) must be preceded by the text “USPS” and must be printed in
minimum 20-point bold sans serif typeface, uppercase letters, centered within
the banner, and bordered above and below by minimum 1-point separator
lines. There must be a 1/16-inch clearance above and below the text.
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Exhibit 3.3 Package Services Indicator Examples

US POSTAGE PAID
WASHINGTON DC
PERMIT NO. 123

USPS PARCEL SELECT

US POSTAGE PAID
WASHINGTON DC
PERMIT NO. 123

USPS MEDIA MAIL

Endorsement Placement

Endorsements for Delivery Instructions and Ancillary Services

The mailer must place the correct endorsement on each mailpiece to provide
delivery instructions (retention period under 507.4.4.4, Holding Mail, or carrier
release under 508.1.2, Carrier Release Endorsement for Parcels) or to request an
ancillary service (forwarding, return, or address correction under 507.1.1 and
507.1.8 in Treatment of Mail), subject to the corresponding standards for use and
availability.

Return Address

When an ancillary service endorsement is used, a domestic return address must be
placed in the upper left corner of the address side of the mailpiece or the upper left
corner of the addressing area. If the return address is a multiple delivery address, it
must show a unit designator (e.g., an apartment number).

Placement of Endorsement
Placement of the endorsement on the mailpiece is determined as follows:

a. The carrier release endorsement, “CARRIER—LEAVE IF NO RESPONSE,”
must appear directly to the left of the postage area (preferred) or directly below
the return address. A minimum 1/4 inch clear space must appear between any
other printing and the carrier release endorsement. If an ancillary service
endorsement is used, the carrier release endorsement must be separated from
the ancillary service endorsement by the equivalent of one blank line of the type
size used.
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A retention period specified by the mailer must be placed directly above the
return address.

Any ancillary service endorsement (e.g., Address Service Requested,
Forwarding Service Requested, Return Service Requested, Change Service
Requested) must be placed in one of these four positions:

1. Directly below the return address.

2. Directly above the delivery address area (which includes the delivery
address block and any related nonaddress elements such as a barcode,
keyline, or optional endorsement line).

3. Directly to the left of the postage area and below or to the left of any price
marking.

4. Directly below the postage area and below any price marking.

Physical Standards for Endorsements
The endorsement or, if combined, endorsements must meet these physical

standards:

a. The type size of the endorsement must be at least 8 points.

b. The read direction of the endorsement and return address must be the same as
the read direction of the delivery address.

c. The color contrast between the endorsement and the mailpiece background
must be kept at a reasonable degree. A brilliant colored background or reverse
printing is not permitted.

d. Aclear space of at least 1/4 inch around (above, below, and both sides) the

total area containing the endorsement(s) is required. This 1/4-inch clear space
is not required for an endorsement that is applied with a multiline optical
character reader (MLOCR) inkjet and placed in the location directly below the
postage area and any price marking if the endorsement is clear and legible.
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2.0 Basic Eligibility Standards for Express Mall
3.0 Content Standards for Express Mail

4.0 Service Features of Express Mail

Express Mail Prices and Fees

Prices Charged Per Piece
[1-22-12] Express Mail postage is charged for each addressed piece according to
its weight and zone. Flat Rate Envelopes and Boxes are charged under 1.4.

Price Application

Except under 1.4, Express Mail items are charged the 0.5-pound price for items up
to 0.5 pound. Items over 0.5 pound are rounded up to the next whole pound. For
example, if a piece weighs 0.25 pound, the weight (postage) increment is 0.5
pound; if a piece weighs 0.75 pound, the weight (postage) increment is 1 pound; if a
piece weighs 1.2 pounds, the weight (postage) increment is 2 pounds.

Prices

See Notice 123—Price List for applicable Express Mail retail prices. Commercial
base prices are available when postage is paid through Click-N-Ship service at
usps.com or by registered end-users of PC Postage using a qualifying shipping label
managed by the PC Postage system.

Flat Rate Packaging

1.4.1 Flat Rate Packaging—Eligibility

[1-22-12] Only USPS-produced or approved Flat Rate Envelopes and Boxes are
eligible for the Flat Rate price and are charged a flat rate, regardless of the actual
weight (up to 70 pounds) of the mailpiece or domestic destination. When sealing a
Flat Rate Envelope or Box, the container flaps must be able to close within the
normal folds. Tape may be applied to the flaps and seams to reinforce the container
provided the design of the container is not enlarged by opening the sides, and the
container is not reconstructed in any way.

1.4.2 Flat Rate Envelopes—Price Eligibility

[6-24-12] There are three types of USPS-produced Express Mail Flat Rate
Envelopes: A regular-size envelope, a legal-size envelope, and a padded envelope.
Each type of USPS-produced Express Mail Flat Rate Envelope is priced at a flat rate
regardless of the actual weight (up to 70 pounds) of the mailpiece or domestic
destination. See Notice 123 —Price List for prices.

1.4.3 Flat Rate Boxes—Price Eligibility

[1-22-12] Each USPS-produced Express Mail Flat Rate Box is priced at a flat rate
regardless of the actual weight (up to 70 pounds) of the mailpiece or domestic
destination. See Notice 123 —Price List for prices.
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Sunday and Holiday Premium

Delivery guaranteed for a Sunday or holiday is charged a premium fee (see Notice
123 —Price List), unless paying via an Express Mail Manifesting Agreement.
Customers not desiring delivery on a Sunday or a holiday may avoid the premium by
opting for guaranteed delivery on the subsequent delivery day.

Pickup on Demand

1.6.1 Pickup on Demand Fee
See Notice 123 —Price List for fee per occurrence. This service may be combined
with Priority Mail, Package Services, and international mail pickups (see 507.7.0).

1.6.2 Pickup on Demand Service
The Pickup on Demand fee is charged every time pickup service is provided,
regardless of the number of pieces picked up, as described in 507.7.0.

Computing Postage

For each addressed mailpiece, determine single-piece price based on weight and
zone under 1.1; express all weights in decimal pounds rounded off to two decimal
places. For Express Malil, affix postage to each piece under 114.1.2, Affixing
Postage— Single-Piece Mailings.

Basic Eligibility Standards for Express Malil

Definition

Express Mail is an expedited service for shipping any mailable matter, with
guaranteed delivery, subject to the standards below. Express Mail International is
available between the United States and most foreign countries (see the
International Mail Manual).

Matter Closed Against Postal Inspection

Matter closed against postal inspection includes First-Class Mail, Priority Mail, and

Express Mail. The USPS may open mail other than First-Class Mail, Priority Mail, or
Express Mail to determine whether the proper postage is paid. Material wrapped or
packaged so that it cannot be examined easily or examined without destruction or

serious damage is closed against postal inspection and is charged the appropriate
First-Class Mail, Priority Mail or Express Mail price.

Content Standards for Express Malil

Eligibility
All mailable matter may be sent as Express Mail, except matter prohibited by
standards (e.g., certain hazardous materials).

Matter Required to be Mailed as First-Class Mail

Mailers have the option to use Express Mail service for mailpieces required to be
mailed as First-Class Mail or Priority Mail. Complete descriptions of matter requiring
the use of First-Class Mail are provided in 133.3.0.
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Service Features of Express Mall

General

[1-22-12] Customers may access delivery information at www.usps.com or by
calling 1-800-222-1811 toll-free and providing the article number. A delivery record,
including the addressee’s signature, will be faxed or mailed upon request. See
115.2.2 for more information regarding the addressee’s signature.

Express Mail Next Day Delivery

4.2.1 Availability

Express Mail Next Day Delivery is available at designated USPS facilities, designated
Express Mail collection boxes, or through Carrier Pickup or Pickup on Demand
service, for overnight service to designated 3-digit or 5-digit destination ZIP Code
delivery areas, facilities, or locations (Post Office to Addressee Service). For an
additional option, see 4.2.5, Hold for Pickup.

4.2.2 Where Not Available

Next Day Delivery may not be available at or between all Post Offices or at all times
of deposit. An Express Mail Next Day Delivery directory, showing detailed local
information about Express Mail Next Day Delivery, is available at Post Offices.

4.2.3 Acceptance

Express Mail Next Day Delivery items must be presented no later than the times
authorized by the postmaster. Express Mail Next Day Delivery items mailed after the
time authorized by the postmaster are accepted for delivery on the second day after
mailing, subject to the standards for this service.

4.2.4 Delivery Times

ltems are delivered by noon or 3 p.m. on the next day. If delivery is not made, the
addressee is notified; a reminder notice is also left on the third day. A second
delivery is attempted only upon customer request.

4.2.5 Hold for Pickup

Under Hold for Pickup service, items presented under 4.2.1 are available for claim
by the addressee at the destination facility by 10 a.m., 12 p.m., or 3 p.m. of the next
day the destination office is open for retail business.

4.2.6 Refunds

For Express Mail Next Day Delivery, the USPS refunds the postage for an item not
available for customer pickup at destination or for which delivery to the addressee
was not attempted, subject to the standards for this service, unless the delay was
caused by one of the situations in 114.2.0, Postage Refunds.

Express Mail Second Day Delivery

4.3.1 Availability

Express Mail Second Day Delivery is available to any 3-digit or 5-digit ZIP Code
destination not listed in the Next Day Delivery directory mentioned in 4.2.2 (Post
Office to Addressee Service). ltems are delivered to the addressee by noon or 3 p.m.
on the second delivery day. If delivery is not made, the addressee is notified, a
second notice is left on the third day, and a second delivery is attempted upon
customer request. For an additional option, see 4.3.4, Hold for Pickup.
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4.3.2 Acceptance
Express Mail Second Day Delivery is accepted at designated USPS facilities, at
Express Mail collection boxes, and through Pickup on Demand service.

4.3.3 Acceptance Times

Express Mail Second Day Delivery shipments must be presented by 5 p.m., or such
later time authorized by the postmaster. For Second Day Delivery, the USPS refunds
postage for an item not available for customer pickup or for which delivery was not
attempted, subject to the standards for this service, unless the item was:

a. Delayed by strike or work stoppage.

b. Made available for claim, or delivery was attempted within the times specified
by the standards for this service, and then the item was delayed because
forwarding or return service was provided.

4.3.4 Hold for Pickup

Under Hold for Pickup service, items presented under 4.3.3 are available for pick up
by the addressee at the destination facility by 10 a.m., 12 p.m., or 3 p.m. of the
second delivery day that the destination office is open for retail business.

4.3.5 Refunds

For Express Mail Second Day Delivery, the USPS refunds the postage for an item
not available for customer pickup at destination or for which delivery to the
addressee was not attempted, subject to the standards for this service, unless the
delay was caused by one of the situations in 114.2.0, Postage Refunds.

Express Mail Military Service (EMMS)

4.4.1 Obijectives

For Express Mail Military Service (EMMS), items presented at APO/FPO and DPO
facilities before the published cut-off time are delivered the second day after
acceptance. ltems presented after the published cut-off time are delivered the third
day after acceptance. For EMMS, the USPS refunds postage for an item not
available for customer pickup at the APO/FPO or DPO address or for which delivery
to the addressee was not attempted domestically within the times specified by the
standards for this service, unless the item was delayed by Customs; the item was
destined for an APO/FPO or DPO that was closed on the intended day of delivery
(delivery is attempted the next business day); or the delay was caused by one of the
situations in 114.2.0, Postage Refunds.

4.4.2 Availability

EMMS (under 703.2.6, Express Mail Military Service (EMMS)) is available between
the United States and designated APO/FPO and DPOs to provide Department of
Defense personnel stationed overseas, and others entitled to APO/FPO and DPO
mailing privileges, an expedited delivery service to or from the United States. EMMS
Custom Designed Service and EMMS drop shipment service are available to
authorized APO/FPO and DPO destinations.

Custom Designed
Custom Designed mailings are only available at commercial prices under 413.4.4.
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4.6 Express Mail Open and Distribute
Express Mail Open and Distribute provides an alternative for mailers who want to
expedite mailings of other classes of mail to destination postal facilities, subject to

the corresponding standards. See 705.18.0.
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1.0 Postage Payment Methods
2.0 Postage Refunds

Postage Payment Methods

Payment Method

Retail Express Mail postage may be paid with adhesive stamps (see 604.1.0) or with
meter stamps (see 604.4.0).The mailer is responsible for proper payment of
postage.

Affixing Postage —Single-Piece Mailings
In a postage-affixed Express Mail mailing, the mailer must affix to each piece a value
in adhesive stamps or meter stamps equal to at least the postage required.

Prepaid Reply Postage

Meter stamps may be used to prepay reply postage on any Express Mail shipment.
The mailer must place meter stamps, sufficient to prepay postage in full, on the
envelope, tube, or other mailing container that bears the return address of the meter
license holder. Reply mail prepaid with meter stamps is delivered only to the address
of the meter license holder. If the address is altered, the mail is held for postage.

Postage Refunds
[1-22-12] Postage refunds may not be available if delivery was attempted within the
times required for the specific service, or for any of the following reasons:

a. Theitem was properly detained for law enforcement purposes.
b. The item was delayed due to strike or work stoppage.

c. Theitem was delayed because of an incorrect ZIP Code or address; forwarding
or return service was provided after the item was made available for claim.

d. The shipment is available for delivery, but the addressee made a written
request, i.e. Hold Mail request, that the shipment be held for a specific day(s).

e. The delivery employee discovers that the shipment is undeliverable as
addressed before leaving on the delivery route.

f.  If authorized by USPS Headquarters, and the delay was caused by
governmental action beyond the control of USPS or air carriers; war,
insurrection, or civil disturbance; delay or cancellation of flights; projected or
scheduled transportation delays; breakdown of a substantial portion of USPS
transportation network resulting from events or factors outside the control of
USPS; or acts of God.

g. The shipment contained live animals and was delivered or delivery was
attempted within 3 days of the date of mailing.
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h.  The Express Mail Next Day shipment was mailed December 22 through
December 25 and was delivered or delivery was attempted within 2 business
days of the date of mailing.

i. Postage refunds, other than for loss, may not be obtained if the Express Malil
piece is destined to Guam, American Samoa, the Commonwealth of the
Northern Mariana Islands, the Republic of the Marshall Islands, or the
Federated States of Micronesia (see 608.2.4.1 for ZIP Codes).
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Express Mail Supplies

Packaging Provided by USPS

[6-24-12] Express Mail packaging provided by the USPS must be used only for
Express Mail. The USPS-produced Express Mail Legal and Padded Flat Rate
Envelopes are not available at retail Post Office locations but may be ordered online
at www.usps.com/shop.

Labels

Any matter bearing a USPS-provided Express Mail label or single-ply Express Mail
label generated through Click-N-Ship or other USPS-approved method is charged
the appropriate Express Mail price.

Express Mail Next Day and Second Day

Mailing Label

For each Express Mail item, the mailer must complete Label 11-B or Label 11-F for
Post Office to Addressee service, Label 11-HFPU for Hold for Pickup service, or a
single-ply Express Mail label generated through Click-N-Ship or an USPS-approved
method. Mailers authorized to present Next Day or Second Day Express Mail items
using an Express Mail Manifesting System are required to follow label preparation
procedures in Publication 97, Express Mail Manifesting Technical Guide.

Waiver of Signature

[1-22-12] For editions of Express Mail Label 11-B or Label 11-F, Express Mail Post
Office to Addressee, printed before January 2012, a mailer sending an Express Mail
item may instruct the USPS to deliver an Express Mail Next Day Delivery or Express
Mail Second Day Delivery item without obtaining the signature of the addressee or
the addressee’s agent by checking and signing the waiver of signature on Label
11-B or Label 11-F, or indicating waiver of signature is requested on single-ply
commercial label. Completion of the waiver of signature authorizes the delivery
employee to sign upon delivery. The item is delivered to the addressee's mail
receptacle or other secure location. Mailers who request waiver of signature will be
provided only the delivery date and time, and not an image of the signature when
accessing delivery information on the Internet or when calling the toll-free number.

Signature Required

[1-22-12] For editions of Express Mail Label 11-B or Label 11-F printed on or after
January 2012, a mailer sending an Express Mail item, and requiring the addressee’s
signature, must instruct USPS to obtain a signature from the addressee upon
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delivery of the item by checking the “signature required” box on Label 11-B or Label
11-F or indicating signature is requested on single-ply commercial label. If the
signature required box is selected, an image of the signature will be provided to
mailers when accessing delivery information. A mailer must select signature service
for Express Mail Custom Designed Service, Express Mail COD, or Express Mail with
additional insurance.

ZIP Code Determination

For Express Mail Next Day Delivery, the mailer must determine whether the item is
destined to a ZIP Code area to which Express Mail Next Day Delivery is offered from
the point of origin. An Express Mail Next Day Delivery directory, showing detailed
local information about Express Mail Next Day Delivery, is available at Post Offices. If
the destination is not listed, the mailer must use Express Mail Second Day Delivery.

Firm Mailing Book

Completing a Firm Mailing Book
Form 3877 is available at no cost to any mailer who mails an average of three or
more Express Mail items at one time, following these instructions:

a. The mailer must prepare Express Mail Next Day Delivery or Second Day
Delivery items as described above.

b. Form 3877 must be presented with the items to be mailed.

c. The mailer must enter on Form 3877 the full number of each Express Mail item
and the addressee’s hame and address.

d. All entries must be made in duplicate. One copy is kept by the accepting
employee. The other is receipted and returned to the mailer.

e. All unused parts of the address column in Form 3877 must be obliterated by
drawing a diagonal line through the unused part. Any alteration must be initialed
by the mailer and accepting employee.

f.  For Express Mail Manifesting, a special verification manifest is used to present
Express Mail items for acceptance as described in Publication 97, Express Mail
Manifesting Technical Guide. Form 3877, Firm Mailing Book for Accountable
Mail, may be used only to list items for which extra services have been
requested. See 705.2.6, Express Mail Manifesting Agreements, for information.
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Express Mail Next Day and Second Day Delivery

Deposit of Next Day and Second Day Delivery
Express Mail Next Day and Second Day Delivery items:

a. Express Mail weighing more than 13 ounces bearing only postage stamps as
postage may not be deposited into a collection box, Postal Service lobby drop,
Postal Service dock, customer mailbox, or other unattended location. These
mailpieces are also precluded from pickup service. The sender must present
such items to an employee at a retail service counter in a Postal Service facility.
Improperly presented items will be returned to the sender for proper entry and
acceptance. The “time and date of mailing” for these items is the time and date
when the items are presented and accepted.

b. If manifested, will be accepted at the locations specified in the Express Malil
Manifesting agreement.

Express Mail Military Service

Deposit
Express Mail Military Service items must be presented by the times authorized by
the local postmaster.

Pickup on Demand Service

Availability
Express Mail Pickup on Demand service is available from designated Post Offices.

Pickup on Demand Fee
The Pickup on Demand fee is assessed and paid as described in 507.7.0.
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Priority Mail Prices and Fees

Price Application

[1-22-12] Except under 1.3 through 1.6, Priority Mail retail prices are based on
weight and zone and are charged per pound; any fraction of a pound is rounded up
to the next whole pound. For example, if a piece weighs 1.2 pounds, the weight
(postage) increment is 2 pounds. The minimum postage amount per addressed
piece is the 1-pound price. Other charges may apply.

Prices
See Notice 123 —Price List for applicable Priority Mail retail prices.

Balloon Price

Parcels addressed for delivery to Zones 1-4 (including Local) that weigh less than 20
pounds but measure more than 84 inches (but not more than 108 inches) in
combined length and girth are charged the applicable zone price for a 20-pound
parcel (balloon price).

Dimensional Weight Price for Low-Density Parcels to Zones 5-8

Postage for parcels addressed for delivery to Zones 5-8 and exceeding 1 cubic foot
(1,728 cubic inches) is based on the actual weight or the dimensional weight (as
calculated in 1.4.1 or 1.4.2), whichever is greater.

1.4.1 Determining Dimensional Weight for Rectangular Parcels
Follow these steps to determine the dimensional weight for a rectangular parcel:

a. Measure the length, width, and height in inches. Round off (see 604.7.0) each
measurement to the nearest whole inch.

b. Multiply the length by the width by the height.

c. Ifthe result exceeds 1,728 cubic inches, divide the result by 194 and round up
(see 604.7.0) to the next whole number to determine the dimensional weight in
pounds.

1.4.2 Determining Dimensional Weight for Nonrectangular Parcels
Follow these steps to determine the dimensional weight for a nonrectangular parcel:

a. Measure the length, width, and height in inches at their extreme dimensions.
Round off (see 604.7.0) each measurement to the nearest whole inch.

b. Multiply the length by the width by the height.
c. Multiply the result by an adjustment factor of 0.785.
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d. Ifthe final result exceeds 1,728 cubic inches, divide the result by 194 and round
up (see 604.7.0) to the next whole number to determine the dimensional weight
in pounds.

e. If the dimensional weight exceeds 70 pounds, the mailer pays the 70-pound
price.

Flat Rate Envelopes and Boxes

Any amount of material (up to 70 pounds) may be mailed in a USPS-produced
Priority Mail Flat Rate Envelope or Flat Rate Box. When sealing a Flat Rate Envelope
or Flat Rate Box, the container flaps must be able to close within the normal folds.
Tape may be applied to the flaps and seams to reinforce the container, provided the
design of the container is not enlarged by opening the sides and the container is not
reconstructed in any way.

1.5.1 Flat Rate Envelope—Price and Eligibility

All USPS-produced Priority Mail envelopes smaller than the EP14F envelope (9.5
inches by 12.5 inches) are eligible for the Priority Mail Flat Rate Envelope price
whether or not they are marked “Flat Rate Envelope.” Each type of USPS-produced
Priority Mail Flat Rate Envelope is priced at a flat rate regardless of the actual weight
(up to 70 pounds) of the mailpiece or domestic destination.

1.5.2 Flat Rate Boxes—Price and Eligibility

[1-22-12] Only USPS-produced Flat Rate Boxes are eligible for the Flat Rate Box
prices. Each USPS-produced Priority Mail Flat Rate Box is charged a flat rate
regardless of the actual weight (up to 70 pounds) of the mailpiece or domestic
destination. See Notice 123 —Price List List for applicable prices. Priority Mail Flat
Rate Boxes are as follows:

a.  Small Flat Rate Box to domestic, APO/FPO, and DPO destinations.

b. Medium Flat Rate Boxes (FRB-1) or (FRB-2) to domestic, APO/FPO, and DPO
destinations.

c. Board Game Large Flat Rate Box or Large Flat Rate Box to domestic
destinations.

d. Board Game Large Flat Rate Box or Large Flat Rate Box and “special version of
this box” identified with the additional logo: “Americasupportsyou.mil.” to
APO/FPO and DPO destinations is priced less than the conventional domestic
Large Flat Rate Boxes. If the special version of the APO/FPO Flat Rate Box is
used for non-APO/FPO and DPO destination addresses, the domestic or
international Large Flat Rate Box prices will apply.

1.5.3 Forever Prepaid Postage

Priority Mail Forever Prepaid Flat Rate packaging is available for the following Priority
Mail Flat Rate products: Regular Flat Rate Envelope, Padded Flat Rate Envelope,
Legal Flat Rate Envelope, Small Flat Rate Box, Medium Flat Rate Boxes, and Large
Flat Rate Box. Forever Prepaid Flat Rate packaging may be purchased only online
at www.usps.com and is only available to domestic and APO/FPO and DPO
locations. The discounted military Priority Mail Large Flat Rate Box is not available
as a Forever Prepaid packaging option, but all Forever Prepaid packaging may be
sent to APO/FPO and DPO destinations, although no APO/FPO and DPO
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discounted prices will apply. Forever Prepaid packaging is not available to
international locations. All Forever Prepaid Flat Rate packaging is equivalent in price
to the retail price for Priority Mail Flat Rate packaging. Each Forever Prepaid Flat
Rate Envelope or Flat Rate Box bears a shipping label with affixed Forever Prepaid
postage and may not be removed from the existing packaging and placed on any
other packaging. The Forever Prepaid label bears the USPS watermark, which
validates the postage. All USPS-produced Priority Mail Forever Prepaid Flat Rate
Envelopes or Boxes are charged a flat rate regardless to the actual weight (up to 70
pounds) of the mailpiece or domestic destination.

Regional Rate Boxes

1.6.1 Price and Eligibility

[1-22-12] Regional Rate Box prices are available to Priority Mail customers who use
USPS-produced Priority Mail Regional Rate Boxes. Prices are based on box size
and zone. When sealing a Regional Rate Box, the container flaps must be able to
close within the normal folds. Tape may be applied to the flaps and seams to
reinforce the container provided the design of the container is not enlarged by
opening the sides and the container is not reconstructed in any way. Regional Rate
Boxes exceeding the maximum weight as specified in 1.6.2, or the container flaps
do not close within the normal folds will be assessed the applicable single-piece
Priority Mail price.

1.6.2 Regional Rate Box Options
Regional Rate Box options are:

a. Box A: (Side loading or top loading box) has a maximum weight limit of 15
pounds.

b. Box B: (Side loading or top loading box) has a maximum weight limit of 20
pounds.

c. Box C: (Top loading box only) has a maximum weight limit of 25 pounds.

Prices for Keys and Identification Devices
Keys and identification devices are charged an associated fee plus the applicable
First-Class Mail or Priority Mail price.

Keys and Ildentification Devices

Keys and identification devices (e.g., identification cards or uncovered identification
tags) that weigh more than 13 ounces but not more than 1 pound are returned at
the 1 pound Priority Mail price for zone 4 plus the fee. Keys and identification
devices weighing more than 1 pound but not more than 2 pounds are mailed at the
2 pound Priority Mail price for zone 4 plus the fee. The key or identification device
must bear, contain, or have securely attached the name and complete address of a
person, organization, or concern, with instructions to return the key or identification
device to that address and a statement guaranteeing payment of postage due on
delivery.

Pickup on Demand Fee

The Pickup on Demand fee is charged per occurrence regardless of the number of
packages and may be combined with Express Mail, Package Services, and
international mail pickups (see 507.7.0).
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Determining Single-Piece Weight

To determine single-piece weight in any mailing of nonidentical-weight pieces,
weigh each piece individually. To determine single-piece weight in a mailing of
identical-weight pieces, weigh a sample group of at least 10 randomly selected
pieces and divide the total sample weight by the number of pieces in the sample.
Express all single-piece weights in decimal pounds rounded off to two decimal
places.

Computing Postage

Determine single-piece weight increment for each piece and affix postage to each
piece under 124.1.2, Affixing Postage— Single-Piece Mailings (as applicable) or, for
permit imprint mailings, multiply the number of addressed pieces at each price
increment by the corresponding postage price.

Basic Eligibility Standards for Priority Mail

Definition

Priority Mail is an expedited service and may contain any mailable matter weighing
no more than 70 pounds except for APO and FPO mail subject to 703.2.0,
Overseas Military Mail, 703.4.0, Mail Sent by U.S. Armed Forces, and Department
of State mail subject to 703.3.0.

Service Objectives

All Priority Mail receives expeditious handling and transportation. The USPS follows
uniform guidelines for distributing and delivering mail but does not guarantee
delivery within the specified time. Local postmasters can provide more information.

Matter Closed Against Postal Inspection

Matter closed against postal inspection includes First-Class Mail, Priority Mail, and

Express Mail. The USPS may open mail other than First-Class Mail, Priority Mail or

Express Mail to determine whether the proper postage is paid. Material wrapped or
packaged so that it cannot be examined easily or examined without destruction or
serious damage is closed against postal inspection and is charged the appropriate
First-Class Mail, Priority Mail, or Express Mail price.

Content Standards for Priority Malil

Eligibility

All mailable matter may be sent as Priority Mail, except matter prohibited by
standards (e.g., certain hazardous materials).

Matter Required to be Mailed as First-Class Mail

Unless Express Mail is used, Priority Mail prices are required for a mailpiece that
weighs more than 13 ounces when the mailpiece contains matter that must be

mailed as First-Class Mail. Complete descriptions of matter requiring the use of
First-Class Mail are provided in 133.3.0.
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1.0 Basic Standards for Postage Payment

Basic Standards for Postage Payment

Payment Method
Priority Mail postage may be paid with postage stamps (see 604.1.0), or meter
stamps (see 604.4.0).

Affixing Postage —Single-Piece Mailings

In a postage-affixed mailing, the mailer must apply enough value in adhesive stamps
or meter stamps equal to the postage required (including any surcharges). A mailer
also may use precanceled stamps on Priority Mail.

Forever Prepaid Flat Rate Packaging

Priority Mail Forever Prepaid Flat Rate packaging must be purchased by credit card
online at www.usps.com and bears a shipping label with affixed Forever Prepaid
postage. Mailers adding extra services must take packages to a retail Post Office
location for payment of the associated fees for each extra service added. Delivery
Confirmation (electronic option) is included at no additional cost.
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Preparation

Priority Mail Packaging Provided by the USPS

Priority Mail packaging provided by the USPS must be used only for Priority Mail.
Regardless of how the packaging is reconfigured or how markings may be
obliterated, any matter mailed in USPS-produced Priority Mail packaging is charged
the appropriate Priority Mail price.

Required Use
The sender’s domestic return address must appear legibly on Priority Mail.

Marking for Priority Mail
The marking “Priority Mail” must be placed prominently on the address side of each
piece of Priority Mail.
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Deposit

Pieces Weighing 13 Ounces or Less

Priority Mail weighing 13 ounces or less may be deposited into any collection box,
mail chute, or mail receptacle or at any place where mail is accepted if the full
required postage is paid with adhesive stamps. Metered mail must be deposited in
locations under the jurisdiction of the licensing Post Office, except as permitted
under 604.4.0, Postage Meters and PC Postage Products (“Postage Evidencing
Systems”).

Pieces Weighing More than 13 Ounces

Priority Mail weighing more than 13 ounces bearing only postage stamps as
postage may not be deposited into a collection box, Postal Service lobby drop,
Postal Service dock, customer mailbox, or other unattended location. These
mailpieces are also precluded from pickup service. The sender must present such
items to an employee at a retail service counter in a Postal Service facility. Improperly
presented items will be returned to the sender for proper entry and acceptance.

Returns

USPS Priority Mail Return Service, retail option is available either via a self-service
transaction or at a retail window with Point of Service (POS) One capability. The
Postal Service will apply a tracking barcode to these pieces and provide tracking
information, including confirmation of delivery.

Pickup on Demand Service

Availability
Priority Mail Pickup on Demand service is available from designated Post Offices.
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First-Class Mail Prices and Fees

First-Class Mail Single-Piece Price Application
See Notice 123—Price List. The single-piece prices for First-Class Mail are applied
as follows:

a. The card price applies to a card meeting the applicable standards in 101.6.3,
Cards Claimed at Card Prices.

b. The letter price applies to letter-size pieces that meet the standards in 101.1.1
and weigh 3.5 ounces or less, and that are not eligible for and claimed at the
card price.

c. The flat price applies to flat-size pieces that meet the standards in 101.2.1.

d. The parcel price applies to parcel-size pieces under 101.3.0 and to flat-size
pieces that do not meet the standards in 101.2.0

Price Computation for First-Class Mail

First-Class Mail prices are charged per ounce or fraction thereof; any fraction of an
ounce is considered a whole ounce. For example, if a piece weighs 1.2 ounces, the
weight (postage) increment is 2 ounces. The minimum postage per addressed piece
is that for a piece weighing 1 ounce.

Determining Single-Piece Weight

To determine single-piece weight in any mailing of nonidentical-weight pieces, weigh
each piece individually. To determine single-piece weight in a mailing of
identical-weight pieces, weigh a sample group of at least 10 randomly selected
pieces and divide the total sample weight by the number of pieces in the sample.
Express all single-piece weights in decimal pounds rounded off to four decimal
places.

Keys and Identification Devices

Keys and identification devices (such as identification cards and uncovered
identification tags) that weigh 13 ounces or less are returned at the applicable
single-piece First-Class Mail parcel price plus the fee. Keys and identification
devices that weigh more than 13 ounces but not more than 1 pound are returned at
the 1-pound Priority Mail price plus the fee. Keys and identification devices weighing
more than 1 pound but not more than 2 pounds are mailed at the 2-pound Priority
Mail price for zone 4 plus the fee. The key or identification device must bear, contain,
or have securely attached the name and complete address of a person,
organization, or concern, with instructions to return the key or identification device
to that address and a statement guaranteeing payment of postage due on delivery.
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Nonmachinable Surcharge

The nonmachinable surcharge is charged per piece and applies to letter-size pieces
that meet one or more of the nonmachinable characteristics in 101.1.2. Pieces
mailed at the card price are not subject to the nonmachinable surcharge. An
envelope weighing no more than one ounce with one enclosed standard optical
disc no larger than 12 centimeters in diameter that is mailed as letter-size BRM (see
505.1.0) or PRM (see 505.2.0) and addressed to a company who sent the disc and
BRM or PRM envelope to a subscriber as part of a round-trip-mailing (under
233.2.8) is not subject to the nonmachinable surcharge.

Computing Postage —First-Class Mail

Determine single-piece weight and weight (postage) increment for each addressed
piece as prescribed in 1.2, Price Computation for First-Class Mail, and 1.4, Keys
and Identification Devices. For First-Class Mail, affix postage to each piece under
134.1.2, Affixing Postage— Single-Piece Price Mailings, or, for permit imprint
mailings, multiply the number of addressed pieces at each price increment by the
corresponding postage.

Basic Eligibility Standards for First-Class Mail

Description of Service

2.1.1 Service Objectives
First-Class Mail receives expeditious handling and transportation. Service objectives
for delivery are 1 to 3 days; however, delivery time is not guaranteed.

2.1.2 Price Options
First-Class Mail offers shape-based single-piece prices in 1.0.

Defining Characteristics

2.2.1 Inspection of Contents

First-Class Mail is closed against postal inspection. Federal law and USPS
regulations restrict both opening and reviewing the contents of First-Class Mail by
anyone other than the addressee. An envelope weighing no more than one ounce
with one enclosed standard optical disc no larger than 12 centimeters in diameter,
that is mailed to or from a subscriber as part of a round-trip mailing under 233.2.8
and 505.1.0 (or 505.2.0), is not subject to the nonmachinable surcharge.

2.2.2 Forwarding Service
The price of First-Class Mail includes forwarding service to a new address for up to
12 months.

2.2.3 Return Service
The price of First-Class Mail includes return service if the mailpiece is undeliverable.

2.2.4 Extra Services Exclusive to First-Class Mail
First-Class Mail (including Priority Mail) is the only class of mail eligible to receive the
following extra services: Registered Mail service and Certified Mail service.
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2.2.5 Additional Extra Services

Additional extra services available with First-Class Mail are certificate of mailing
service, COD service, Delivery Confirmation service (parcels only), insured mail
service (merchandise only), return receipt service, restricted delivery service,
Signature Confirmation service (parcels only), and special handling. See information
regarding extra services in 503.

Content Standards

General Eligibility

With the exception of restricted material as described in 601.8.0, any mailable item,
including postcards, letters, flats, and small packages, may be mailed as First-Class
Mail.

Bills and Statements of Account
Bills and statements of account must be mailed as First-Class Mail, Priority Mail, or
Express Mail and are defined as follows:

a. Bills and statements of account assert a debt in a definite amount owed by the
addressee to the sender or a third party. In addition, bills include a demand for
payment; statements of account do not include a demand for payment. The
debt does not have to be due immediately but may become due at a later time
or on demand. The debt asserted need not be legally collectible or owed.

b. Bills and statements of account do not need to state the precise amount due if
they contain information that would enable the debtor to determine that
amount.

Personal Information

Mail containing personal information must be mailed as First-Class Mail, Priority
Mail, or Express Mail. Personal information is any information specific to the
addressee.

Handwritten and Typewritten Material
Mail containing handwritten or typewritten material must be mailed as First-Class
Mail or Express Mail.

Matter Marked Postcard or Double Postcard
Any matter marked “Postcard” or “Double Postcard” must be mailed as First-Class
Mail or Express Mail.

Matter Not Required to be Mailed as First-Class Mail
Matter eligible for Standard Mail or Package Services prices or authorized as
Periodicals is not required to be mailed as First-Class Mail or Express Mail.

Prohibited Air Transportation

All First-Class Mail is subject to limitations for air transportation. Generally, all
mailable matter may be transported by aircraft, unless restricted in 601.10.0,
Hazardous Materials.
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Postage Payment Methods

1.0 Postage Payment Methods for First-Class Mail
2.0 Postage Paid With Permit Imprint

Postage Payment Methods for First-Class Mall

Payment Method

Postage for single-piece First-Class Mail must be paid with affixed postage stamps
(604.1.0), metered postage (604.4.0) or permit imprint (604.5.0) as specified in 1.0.
A permit imprint may be used for mailings of nonidentical-weight pieces only if
authorized by Business Mailer Support at USPS Headquarters. The mailer is
responsible for prompt payment of postage.

Affixing Postage —Single-Piece Price Mailings

In a postage-affixed single-piece mailing, the mailer must apply enough value in
adhesive stamps or meter stamps equal to the postage required (including any
surcharges). A mailer also may use precanceled stamps on single-piece
First-Class Mail under 604.3.0, Precanceled Stamps.

More Than One Mailer

When two or more individuals or organizations, or a party acting as their agent, mail
in one package the bills, statements of account, or other letters of the individuals or
organizations, to an addressee in common, First-Class Mail postage may be paid on
the weight of the entire package of aggregated mail. Postage is not required on
each individual piece of First-Class Mail.

More Than One Letter

An individual or organization may mail in one envelope more than one of the mailer’s
own letters and pay First-Class Mail postage on the weight of the entire package of
letters if:

a. The letters are for persons at the same residence or working for the same
organization at the address on the envelope (if the letters relate to the business
of such organization); or

b. The letters are sent to a party who turns them over to other persons as part of a
minor service provided in addition to a substantial and independent sales,
service, or other business function that party performs for such persons.

Agent

Any agent of a licensing authority may forward completed applications in one
envelope to an office of the licensing authority and pay First-Class Mail postage on
the weight of the piece.
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Postage Paid With Permit Imprint

Advance Deposit Account

A mailer may be authorized to mail material without affixing postage when payment
is made at the time of mailing from a permit imprint advance deposit account
established with the USPS for that purpose. This payment method may be used for
postage and extra service fees. This method must not be used to pay postage on
any mailpiece that is designed for reply mail purposes.

Minimum Quantity

Permit imprint mailings must contain at least 200 pieces or 50 pounds, except that
an occasional First-Class Mail mailing may contain fewer than 200 pieces if from a
mailer whose total daily mailings are not much more than 200 pieces but who, to
cooperate with the Post Office, presents a part of that mail early in the day.

Postage Statement

A complete postage statement must accompany each mailing paid with a permit
imprint.
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135 Mail Preparation

Overview 1.0 Preparation for First-Class Mail

1.0 Preparation for First-Class Malil

11 Preparation of First-Class Mail
The following standards apply to single-piece First-Class Mail:

a. [Each piece must have a delivery address but is not required to bear the marking
“First-Class” or “First-Class Mail.”

b.  No minimum quantity is required unless postage is paid with a permit imprint (in
which case the mailing must contain at least 200 pieces or 50 pounds
of pieces).

c. There are no sorting requirements for single-piece First-Class Mail, but five or
more letter-size pieces bearing metered postage and all pieces bearing permit
imprints must be faced with the addresses in one direction and bundled.
Bundling of letter-size pieces is not required if they fill a letter tray. Metered malil
and permit imprint mail may not be bundled or trayed together.

Domestic Mail Manual ® Updated 10-1-12 73



74

Domestic Mail Manual ® Updated 10-1-12



Retail Mail: First-Class Mail Deposit

136

Overview

1.0
1.1

1.2

136.1.2
Deposit

1.0 Deposit for First-Class Mail

Deposit for First-Class Mail

Single-Piece and Card Mailings

Single-piece First-Class Mail letters and cards may be deposited into any collection
box, mail receptacle, or at any place where mail is accepted if the full required
postage is paid with adhesive stamps. Metered mail must be deposited in locations
under the jurisdiction of the licensing Post Office, except as permitted under
604.4.0, Postage Meters and PC Postage Products (“Postage Evidencing
Systems”). Permit imprint mail must be presented at a Post Office under 604.5.0,
Permit Imprint (Indicia), or 705, Advanced Preparation and Special Postage
Payment Systems.

Returns

USPS First Class Package Return Service, retail option is available either via a
self-service transaction or at a retail window with Point of Service (POS) One
capability. The Postal Service will apply a tracking barcode to these pieces and
provide tracking information, including confirmation of delivery.

Domestic Mail Manual ® Updated 10-1-12 75



76

Domestic Mail Manual ® Updated 10-1-12



Retail Mail: Parcel Post

150

Retail Mail
Parcel Post

153 Prices and Eligibility

154 Postage Payment Methods
155 Mail Preparation

156 Deposit

Domestic Mail Manual ® Updated 10-1-12

e



78

Domestic Mail Manual ® Updated 10-1-12



Retail Mail: Parcel Post Prices and Eligibility

153

Overview

1.0
1.1

1.2

1.3

14

1.5

1.6
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Prices and Eligibility

1.0 Parcel Post Prices and Fees

2.0 Basic Eligibility Standards for Parcel Post
3.0 Content Standards

4.0 Attachments and Enclosures

Parcel Post Prices and Fees

Price Eligibility

Parcel Post prices are calculated based on the zone to which the parcel is
addressed and the weight of the parcel. Requirements for Parcel Post prices are as
follows:

a. The oversized price applies to pieces that measure over 108 inches but not
more than 130 inches in combined length and girth.

b. Parcels that weigh less than 20 pounds but measure more than 84 inches (but
not more than 108 inches) in combined length and girth are charged the
applicable price for a 20-pound parcel (balloon price).

Determining Single-Piece Weight

To determine single-piece weight in any mailing of nonidentical-weight pieces, weigh
each piece individually. To determine single-piece weight in a mailing of
identical-weight pieces, weigh a sample group of at least 10 randomly selected
pieces and divide the total sample weight by the number of pieces in the sample.
Express all single-piece weights in decimal pounds rounded off to four decimal
places.

Parcel Post Price Application

The Parcel Post price is charged per pound or fraction thereof; any fraction of a
pound is considered a whole pound. For example, if an item weighs 4.225 pounds,
the weight (postage) increment is 5 pounds. The minimum postage per piece is the
1-pound price.

Computing Postage—Parcel Post With Permit Imprint
To compute the total postage for a mailing, for each weight increment, multiply the
number of pieces by the applicable price per piece.

Computing Postage —Parcel Post With Postage Affixed
For each piece, affix the postage for the weight increment and the zone to which the
piece is addressed.

Pickup on Demand Fees
Parcel Post only, per occurrence. May be combined with Express Mail and Priority
Mail pickups (see 507.7.0, Pickup on Demand Service).
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Prices
Parcel Post prices are calculated based on the zone to which the parcel is
addressed, and the weight of the parcel (see Notice 123 —Price List).

Basic Eligibility Standards for Parcel Post

Definition of Parcel Post
Parcel Post is a subclass of Package Services. Any Package Services matter may
be mailed at Parcel Post prices.

Service Objectives

The USPS does not guarantee the delivery of Parcel Post within a specified time.
Parcel Post might receive deferred service. The local Post Office can provide more
information concerning delivery times within its area.

Postal Inspection

Parcel Post mail is not sealed against postal inspection. Regardless of physical
closure, the mailing of articles at Parcel Post prices constitutes consent by the
mailer to postal inspection of the contents.

Delivery and Return Addresses
All Parcel Post mail must bear a delivery address. Alternative addressing formats
under 602.3.0 may be used. Each piece must bear the sender's return address.

Content Standards

General Content Standards

Parcel Post mail consists of mailable matter that is neither mailed or required to be

mailed as First-Class Mail nor entered as Periodicals (except as permitted under 3.2
or permitted or required under 707.7.9). The general public (other than publishers or
registered news agents) may mail copies of Periodicals publications at Parcel Post

prices.

Attachments or Enclosures of Periodicals Sample Copies

Sample copies of authorized and pending Periodicals publications may be enclosed
or attached with merchandise sent at Parcel Post prices. Postage at Parcel Post
prices is based on the combined weight of the host piece and the sample copies
enclosed.

Attachments and Enclosures

Enclosures
Parcel Post may contain any printed matter mailable as Standard Mail, in addition to
the enclosures and additions listed in 4.0.
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Written Additions

Markings that have the character of personal correspondence require, with certain
exceptions, additional postage at the First-Class Mail prices. The following written
additions and enclosures do not require additional First-Class Mail postage:

a. The sender’s and the addressee’s names, occupations, and addresses,
preceded by “From” or “To,” and directions for handling.

b. Marks, numbers, names, or letters describing the contents.

c.  Words or phrases such as “Do Not Open Until Christmas” and “Happy Birthday,
Mother.”

d. Instructions and directions for the use of the item mailed.

e. A manuscript dedication or inscription not having the nature of personal
correspondence.

f.  Marks to call attention to words or passages in the text.
g. Corrections of typographical errors in printed matter.

Manuscripts accompanying related proof sheets and corrections of proof
sheets including corrections of typographical and other errors, changes in the
text, insertions of new text, marginal instructions to the printer, and corrective
rewrites of parts.

i. Handstamped imprints, unless the added material is in itself personal or
converts the original matter to a personal communication.

j.  Matter mailable separately as Standard Mail printed on the wrapper, envelope,
tag, or label.

Invoice

An invoice, whether it also serves as a bill, may be placed either inside a Parcel Post
piece or in an envelope marked “Invoice Enclosed” and attached to the outside of
the piece if the invoice relates solely to the matter with which it is mailed. The invoice
may show this information:

a. Names and addresses of the sender and addressee.

b. Names and quantities of the articles enclosed, descriptions of each (e.g., price,
tax, style, stock number, size, and quality, and, if defective, nature of defects).

c. Order or file number, date of order, date and manner of shipment, shipping
weight, postage paid, and initials or name of packer or checker.

Incidental First-Class Mail Attachments and Enclosures

Incidental First-Class Mail matter may be enclosed in or attached to any Parcel Post
piece without payment of First-Class Mail postage. An incidental First-Class Mail
attachment or enclosure must be matter that, if mailed separately, would require
First-Class Mail postage, is closely associated with but secondary to the host piece,
and is prepared so as not to interfere with postal processing. An incidental
First-Class Mail attachment or enclosure may be a bill for the product or publication,
a statement of account for past products or publications, or a personal message or
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greeting included with a product, publication, or parcel. Postage at the Parcel Post
price for the host piece is based on the combined weight of the host piece and the
incidental First-Class Mail attachment or enclosure.
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Postage Payment Methods

1.0 Postage Payment Methods for Parcel Post
2.0 Postage Paid With Permit Imprint

Postage Payment Methods for Parcel Post

Payment Method

The mailer is responsible for proper postage payment. Subject to the corresponding
standards, postage for Parcel Post mail may be paid by any method (see 604)
except precanceled stamps. Pieces with postage affixed must bear the correct
postage. Permit imprint may be used for mailings that contain nonidentical-weight
pieces only under 705, Advanced Preparation and Special Postage Payment
Systems. Permit imprint may be used for identical-weight pieces provided the mail
can be separated at acceptance into groups that each contain pieces subject to the
same zone and same combination of prices. Identical-weight permit imprint mail
also may be mailed under 705.

Affixing Postage —Single-Piece Mailings

In a postage-affixed single-piece mailing, the mailer must apply enough value in
adhesive stamps or meter stamps equal to the postage required (including any
surcharges).

Postage Paid With Permit Imprint

Advance Deposit Account

A mailer may be authorized to mail material without affixing postage when payment
is made at the time of mailing from a permit imprint advance deposit account
established with the USPS for that purpose. This payment method may be used for
postage and extra service fees and must not be used to pay postage on any
mailpiece that is designed for reply mail purposes.

Minimum Quantity

Permit imprint mailings must contain at least 200 pieces or 50 pounds, except for
single-piece mailings submitted under the terms of an approved manifest mailing
system agreement with a minimum volume reduction provision.

Postage Statement
A complete postage statement must accompany each mailing paid with permit
imprint.
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Mail Preparation

1.0 Preparation for Parcel Post

Preparation for Parcel Post

Basic Preparation
There are no presort, sacking, or labeling standards for single-piece Parcel Post.

Delivery and Return Addresses
All Parcel Post mail must bear a delivery address. Alternative addressing formats
under 602.3.0 may be used. Each piece must bear the sender's return address.

Basic Markings

The basic required marking— “Parcel Post” or “PP”—must be printed on each piece.
The basic required marking must be placed in the postage area (i.e., printed or
produced as part of, or directly below or to the left of, the permit imprint indicia or
meter stamp or impression). Optionally, the basic required marking may be printed
on the shipping address label as service indicators composed of a service icon and
service banner (see Exhibit 102.3.3, Package Services Indicator Examples):

a. The service icon that will identify all Parcel Post pieces will be a 1-inch solid
black square. If the service icon is used, it must appear in the upper left corner
of the shipping label.

b. The service banner must appear directly below the postage payment area and
the service icon, and it must extend across the shipping label. If the service
banner is used, the marking “PARCEL POST” must be preceded by the text
“USPS” and must be printed in minimum 20-point bold sans serif typeface,
uppercase letters, centered within the banner, and bordered above and below
by minimum 1-point separator lines. There must be a 1/16-inch clearance
above and below the text.

Required Use
Except as provided in 602.1.5, Return Addresses, the sender’s domestic return
address must appear legibly on Parcel Post mail.
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1.0 Deposit for Parcel Post

Deposit for Parcel Post

Single-Piece Mailings

Single-piece Parcel Post mail must be deposited at a time and place specified by
the postmaster or designee at the office of mailing. Metered mail may be deposited
at other than the licensing Post Office only as permitted under 705.20.0, Metered
Mail Drop Shipment. Permit imprint mail must be presented at the Post Office under
604.5.0, Permit Imprint (Indicia).

Designated Mailing Office
Parcel Post must be mailed at the Post Office from which the zone postage was
computed, except under 1.3 and 1.4.

Redirected Mailings

A mailer who presents large mailings of zoned Parcel Post mail may be authorized or
directed to deposit such mailings at another postal facility when processing or
logistics make such an alternative desirable for the USPS, subject to these
conditions:

a. Zoned postage need not be recomputed if both the original Post Office of
mailing and the alternative facility use the same zone chart for computing zoned
postage, based on the 3-digit prefix of their ZIP Codes.

b. Postage must be recomputed on pieces in mailings redirected to a postal
facility that uses a different zone chart for computing zoned postage.

NDC Acceptance of Zoned Parcel Post
A mailer may present zoned Parcel Post at a NDC for acceptance if:

a. Metered postage is paid through a postage meter licensed at the NDC parent
Post Office, or permit imprint postage is paid through an advance deposit
account at the NDC parent Post Office or another Post Office in the NDC
service area, unless otherwise permitted by standard.

b. Zoned postage is computed from the NDC parent Post Office.

c. The NDC is authorized by Form 4410 to act as acceptance agent for the entry
Post Office.

Pickup on Demand Fees
The Parcel Post Pickup on Demand fee must be paid every time Pickup on Demand
service is provided, subject to the corresponding standards in 507.7.0.

Stamped Pieces over 13 Ounces

Parcel Post weighing more than 13 ounces bearing only postage stamps as
postage may not be deposited into a collection box, Postal Service lobby drop,
Postal Service dock, customer mailbox, or other unattended location. These
mailpieces are also precluded from pickup service. The sender must present such
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items to an employee at a retail service counter in a Postal Service facility.
Improperly presented items will be returned to the sender for proper entry and
acceptance.

Returns

USPS Ground Return Service, retail option is available either via an Automated
Postal Center (APC) transaction or at a retail window with Point of Service (POS)
One capability. The Postal Service will apply a tracking barcode to these pieces and
provide tracking information, including confirmation of delivery.
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Prices and Eligibility

1.0 Media Mail and Library Mail Prices

2.0 Basic Eligibility Standards for Media Mail and Library Mail

3.0 General Content Standards

4.0 Content Standards for Media Mail

5.0 Content Standards for Library Mail

6.0 Enclosures and Attachments for both Media Mail and Library Mail

Media Mail and Library Mail Prices

Prices
Media Mail and Library Mail prices are based on the weight of the piece without
regard to zone. See Notice 123 —Price List for single-piece prices.

Determining Single-Piece Weight

To determine single-piece weight in any mailing of nonidentical-weight pieces, weigh
each piece individually. To determine single-piece weight in a mailing of
identical-weight pieces, weigh a sample group of at least 10 randomly selected
pieces and divide the total sample weight by the number of pieces in the sample.
Express all single-piece weights in decimal pounds rounded off to four decimal
places.

Price Application

Media Mail and Library Mail pieces are charged per pound or fraction thereof; any
fraction of a pound is considered a whole pound. For example, if an item weighs
4.225 pounds, the weight (postage) increment is 5 pounds. The minimum postage
per piece is for a piece weighing 1 pound.

Computing Postage—Pieces With Permit Imprint
To compute the total postage for a mailing, for each weight increment multiply the
number of pieces by the applicable price per piece.

Computing Postage —Pieces With Postage Affixed
For each piece, affix the postage for the weight increment.

Basic Eligibility Standards for Media Mail and Library Mail

Service Objectives
The USPS does not guarantee the delivery of Media Mail or Library Mail within a
specified time. Media Mail and Library Mail might receive deferred service.

Postal Inspection

Media Mail and Library Mail are not sealed against postal inspection. Regardless of
physical closure, the mailing of articles at Media Mail or Library Mail prices
constitutes consent by the mailer to postal inspection of the contents.
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Delivery and Return Addresses

All Media Mail and Library Mail must bear a delivery address. The delivery address
on each piece must include the correct ZIP Code or ZIP+4 code. Alternative
addressing formats under 602.3.0 may be used. Each piece must bear the sender's
return address.

General Content Standards

Mailable matter meeting one of the specific eligibility standards in 4.0 for Media Mail
and 5.0 for Library Mail, and that is neither mailed or required to be mailed as
First-Class Mail nor entered as Periodicals, may be mailed as Media Mail or Library
Mail, respectively.

Content Standards for Media Mall

Qualified Items
Only these items may be mailed at the Media Mail prices:

a. Books, including books issued to supplement other books, of at least eight
printed pages, consisting wholly of reading matter or scholarly bibliography, or
reading matter with incidental blank spaces for notations and containing no
advertising matter other than incidental announcements of books. Advertising
includes paid advertising and the publishers' own advertising in display,
classified, or editorial style.

b. 16-millimeter or narrower width films, which must be positive prints in final form
for viewing, and catalogs of such films of 24 pages or more (at least 22 of which
are printed). Films and film catalogs sent to or from commercial theaters do not
qualify for the Media Malil price.

c. Printed music, whether in bound or sheet form.

d. Printed objective test materials and their accessories used by or on behalf of
educational institutions to test ability, aptitude, achievement, interests, and
other mental and personal qualities with or without answers, test scores, or
identifying information recorded thereon in writing or by mark.

e. Sound recordings, including incidental announcements of recordings and
guides or scripts prepared solely for use with such recordings. Video recordings
and player piano rolls are classified as sound recordings.

f.  Playscripts and manuscripts for books, periodicals, and music.

g. Printed educational reference charts designed to instruct or train individuals for
improving or developing their capabilities. Each chart must be a single printed
sheet of information designed for educational reference. The information on the
chart, which may be printed on one or both sides of the sheet, must be
conveyed primarily by graphs, diagrams, tables, or other nonnarrative matter.
An educational reference chart is normally but not necessarily devoted to one
subject. A chart on which the information is conveyed primarily by textual
matter in a narrative form does not qualify as a printed educational reference
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chart for mailing at the Media Mail prices even if it includes graphs, diagrams, or
tables. Examples of qualifying charts include maps produced primarily for
educational reference, tables of mathematical or scientific equations, noun
declensions or verb conjugations used in the study of languages, periodic table
of elements, botanical or zoological tables, and other tables used in the study of
science.

h. Loose-leaf pages and their binders consisting of medical information for
distribution to doctors, hospitals, medical schools, and medical students.

i.  Computer-readable media containing prerecorded information and guides or
scripts prepared solely for use with such media.

Enclosures in Books Mailed as Media Mail
Enclosures in books mailed at Media Mail prices are subject to these additional
standards:

a. Either one envelope or one addressed postcard may be bound into the pages
of a book. If also serving as an order form, the envelope or card may be in
addition to the order form permitted by 4.2b.

b. One order form may be bound into the pages of a book. If also serving as an
envelope or postcard, the order form may be in addition to the envelope or card
permitted by 4.2a.

c. Announcements of books may appear as book pages. These announcements
must be incidental and exclusively devoted to books, without extraneous
advertising of book-related or other materials or services. Announcements may
describe the conditions of ordering books and may contain ordering
instructions for use with a separate order form. Up to three of these
announcements may contain as part of their format a single order form, which
may be a postcard. The order forms permitted with these announcements are
in addition to order forms that may be enclosed under 4.2a or 4.2b.

Content Standards for Library Mail

Eligible Senders and Addressees

Each piece must show in the address or return address the name of a school,
college, university, public library, museum, or herbarium or the name of a nonprofit
(as defined in 703.1.0) religious, educational, scientific, philanthropic (charitable),
agricultural, labor, veterans, or fraternal organization or association. Only the articles
described in 5.2 and 5.3 may be mailed at the Library Mail price.

Qualified Mailings Between Entities

The items described in this section may be mailed at the Library Mail price when
sent between: (1) schools, colleges, universities, public libraries, museums, and
herbariums and nonprofit religious, educational, scientific, philanthropic (charitable),
agricultural, labor, veterans, and fraternal organizations or associations; (2) any such
institution, organization, or association and an individual who has no financial
interest in the sale, promotion, or distribution of the materials; or (3) any such
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institution, organization, or association and a publisher, if such institution,
organization, or association has placed an order to buy such materials for delivery to
itself:

a. Books, consisting wholly of reading matter, scholarly bibliography, or reading
matter with incidental blank spaces for notations and containing no advertising,
except for incidental announcements of books.

b. Printed music, whether in bound or sheet form.

c. Bound volumes of academic theses, whether in typewritten or duplicated form.
d. Periodicals, whether bound or unbound.

e. Sound recordings.

f.  Other library materials in printed, duplicated, or photographic form or in the

form of unpublished manuscripts.

g. Museum materials, specimens, collections, teaching aids, printed matter, and
interpretive materials for informing and furthering the educational work and
interests of museums and herbariums.

Qualified Mailings “To” or “From”

The following specific items may be mailed at the Library Mail price when sent to or
from schools, colleges, universities, public libraries, museums, and herbariums and
to or from nonprofit religious, educational, scientific, philanthropic (charitable),
agricultural, labor, veterans, or fraternal organizations:

a. 16-millimeter or narrower width films, filmstrips, transparencies, slides, and
microfilms. All must be positive prints in final form for viewing.

b. Sound recordings.

c.  Museum materials, specimens, collections, teaching aids, printed matter, and
interpretive materials intended for informing and furthering the educational work
and interests of museums and herbariums.

d. Scientific or mathematical kits, instruments, or other devices.

e. Catalogs of the materials in 5.3a through 5.3d and guides or scripts prepared
solely for use with such materials.

Enclosures in Books and Sound Recordings Mailed as Library Mail
Books and sound recordings mailed at the Library Mail price may contain these
enclosures as well as the additions and enclosures permitted under 6.0:

a. Either one envelope or one addressed postcard. If also serving as an order
form, the envelope or card may be in addition to the order form permitted by
5.4b.

b. One order form. If also serving as an envelope or postcard, the order form may
be in addition to the envelope or card permitted by 5.4a.

c.  With books, announcements of books in book pages or as loose enclosures.
These announcements must be incidental and exclusively devoted to books,
without extraneous advertising of book-related materials or services.
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Announcements may describe the conditions of ordering books (such as by
membership in book clubs) and may contain ordering instructions for use with
the single order form permitted in 5.4b.

d. With sound recordings, announcements of sound recordings on title labels, on
protective sleeves, on the carton or wrapper, or on loose enclosures. These
announcements of sound recordings must be incidental and exclusively
devoted to sound recordings, without extraneous advertising of
recording-related materials or services. Announcements may describe the
conditions of ordering sound recordings and may contain ordering instructions
for use with the single order form permitted in 5.4b.

Other Material in Library Mail
Material mailed at the Library Mail price other than books and sound recordings may
contain only those additions and enclosures permitted under 6.0.

Enclosures and Attachments for both Media Mail and
Library Mail

Loose Enclosures

In addition to the enclosures and additions listed in 4.2 for Media Mail and 5.4 for

Library Mail, any printed matter that is mailable as Standard Mail may be included
loose with any qualifying material mailed at the Media Mail or Library Mail prices.

Written Additions

Markings that have the character of personal correspondence require, with certain
exceptions, additional postage at the First-Class Mail prices. The following written
additions and enclosures do not require additional First-Class Mail postage:

a. The sender's and the addressee's names, occupations, and addresses,
preceded by “From” or “To,” and directions for handling.

b. Marks, numbers, names, or letters describing the contents.

c.  Words or phrases such as “Do Not Open Until Christmas” and “Happy Birthday,
Mother.”

d. Instructions and directions for the use of the item mailed.

e. A manuscript dedication or inscription not having the nature of personal
correspondence.

f.  Marks to call attention to words or passages in the text.
g. Corrections of typographical errors in printed matter.

Manuscripts accompanying related proof sheets and corrections of proof
sheets including corrections of typographical and other errors, changes in the
text, insertions of new text, marginal instructions to the printer, and corrective
rewrites of parts.

i.  Hand-stamped imprints, unless the added material is in itself personal or
converts the original matter to a personal communication.
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j.  Matter mailable separately as Standard Mail printed on the wrapper, envelope,
tag, or label.

Invoice

An invoice, whether it also serves as a bill, may be placed either inside a Media Mail
or Library Mail piece or in an envelope marked “Invoice Enclosed” and attached to
the outside of the piece if the invoice relates solely to the matter with which it is
mailed. The invoice may show this information:

a. Names and addresses of the sender and addressee.

b. Names and quantities of the articles enclosed, descriptions of each (e.g., price,
tax, style, stock number, size, and quality, and, if defective, nature of defects).

c. Order or file number, date of order, date and manner of shipment, shipping
weight, postage paid, and initials or name of packer or checker.

Incidental First-Class Mail Attachments and Enclosures

Incidental First-Class Mail matter may be enclosed in or attached to any Media Mail
or Library Mail piece without payment of First-Class Mail postage. An incidental
First-Class Mail attachment or enclosure must be matter that, if mailed separately,
would require First-Class Mail postage, is closely associated with but secondary to
the host piece, and is prepared so as not to interfere with postal processing. An
incidental First-Class Mail attachment or enclosure may be a bill for the product or
publication, a statement of account for past products or publications, or a personal
message or greeting included with a product, publication, or parcel. Postage at the
Media Mail or Library Mail price for the host piece is based on the combined weight
of the host piece and the incidental First-Class Mail attachment or enclosure.
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Overview

1.0
1.1

1.2

2.0
2.1

2.2
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174.2.3

Postage Payment and Documentation

1.0 Postage Payment Methods for Media Mail and Library Mail
2.0 Postage Paid With Permit Imprint

Postage Payment Methods for Media Mail and Library Malil

Payment Method

The mailer is responsible for proper postage payment. Subject to the corresponding
standards, postage for Media Mail and Library Mail may be paid by any method (see
604) except precanceled stamps.

Affixing Postage —Single-Piece Price Mailings
In a postage-affixed single-piece mailing, the mailer must apply enough value in
adhesive stamps or meter stamps equal to the postage required.

Postage Paid With Permit Imprint

Advance Deposit Account

A mailer may mail material without affixing postage when payment is made at the
time of mailing from a permit imprint advance deposit account established with the
USPS for that purpose. This payment method may be used for postage and extra
service fees, but not for any mailpiece that is designed for reply mail purposes. See
604.5.0 for indicia options.

Minimum Quantity

Permit imprint mailings must contain at least 200 pieces or 50 pounds, except for
single-piece mailings submitted under the terms of an approved manifest mailing
system agreement with a minimum volume reduction provision (see 705.2.0).

Postage Statement
A completed postage statement must accompany each mailing paid with permit
imprint.
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Overview

1.0
1.1

1.2

1.3

175.1.3

Mail Preparation

1.0 Preparation for Media Mail and Library Mail

Preparation for Media Mail and Library Mail

Basic Preparation
There are no presort, sacking, or labeling standards for single-piece Media Mail or
Library Mail.

Delivery and Return Addresses
All Media Mail and all Library Mail must bear a delivery address that includes the
correct ZIP Code or ZIP+4 code. Each piece must bear the sender's return address.

Basic Markings

The applicable basic required marking—“Media Mail” or “Library Mail”—must be
printed on each piece as part of the postage area or directly below or to the left of
the postage area. Optionally, the basic marking may be printed on a shipping
address label as service indicators composed of a service icon and banner (see
Exhibit 102.3.3). The service icons for Media Mail or Library Mail are 1-inch solid
black squares and, if used, must be in the upper left corner of the shipping label.
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Overview

1.0

1.1

1.2

176.1.2
Deposit and Entry

1.0 Deposit for Media Mail and Library Mail

Deposit for Media Mail and Library Malil

Single-Piece Mailings

Single-piece Media Mail and Library Mail and mail with a permit imprint must be
deposited at a time and place specified by the postmaster at the office of mailing.
Metered mail may be deposited at other than the licensing Post Office under
705.20.0.

Stamped Pieces over 13 Ounces

Media Mail and Library Mail weighing more than 13 ounces bearing only postage
stamps as postage may not receive pickup service nor be deposited into a
collection box, Postal Service lobby drop, Postal Service dock, customer mailbox,
or other unattended location. The sender must present such items to an employee
at a retail service counter in a Postal Service facility. Improperly presented items will
be returned to the sender for proper entry and acceptance.
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201 Physical Standards

202 Elements on the Face
of a Mailpiece

201
Physical Standards

1.0 Physical Standards for
Machinable Letters and Cards

1.1 Physical Standards for Machinable
Letters

1.2 Physical Standards for Cards
Claimed at Card Prices

2.0 Physical Standards for
Nonmachinable Letters

2.1 Criteria for Nonmachinable Letters

2.2 Additional Criteria for First-Class Malil
Nonmachinable Letters

2.3 Additional Criteria for Standard Mail
Nonmachinable Letters

2.4 Additional Criteria for Periodicals
Nonmachinable Letters

2.5 Express Malil, Priority Mail, and
Critical Mail Letters

3.0 Physical Standards for Machinable
and Automation Letters and Cards

3.1 Basic Standards for
Automation Letters and Cards

3.2 Paper Weight
3.3 Dimensions and Shape

3.4 Standards for Letter-Size Pieces
Containing One Disc (CD or DVD)

3.5 Maximum Weight, Machinable and
Automation Letters and Cards

3.6 Heavy Letter Mail (over 3 ounces)
3.7 Aspect Ratio

3.8 Wraps and Closures

3.9 Staples and Saddle Stitching
3.10 Rigid and Odd-Shaped Items
3.11 Tabs, Tape, and Glue

3.12 Flexibility Standards for
Automation Letters

3.13 Labels, Stickers, Release Cards,
and Perforated Pockets Affixed to
the Outside of Letter-Size Mailpieces

3.14 Folded Self-Mailers
3.15 Booklets
3.16 Postcard

3.17 Enclosed Reply Cards
and Envelopes
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1.0 All Mailpieces

1.1 Clear Space

1.2 Delivery and Return Address
1.3 Postage Payment

2.0 Address Placement

2.1 Address Placement Causing Mail to
be Nonmailable and Nonmachinable

3.0 Placement and Content of Mail
Markings

3.1 Enclosures
3.2 Printing and Designs

3.3 Express Malil, Priority Mail, and
Critical Mail Markings

3.4 Placement of First-Class Mail and
Standard Mail Markings

3.5 Exceptions to Markings

3.6 Marking Hazardous Materials

4.0 Placement and Physical Standards
for Endorsements

4.1 Endorsements for Delivery
Instructions and Ancillary Services

4.2 Return Address
4.3 Placement of Endorsement

4.4 Physical Standards
for Endorsements

5.0 Barcode Placement
5.1 Barcode Clear Zone

5.2 General Barcode Placement
for Letters

5.3 Barcode on a Mailpiece

5.4 5-Digit and ZIP+4 Barcode
Permissibility

5.5 5-Digit Barcode Placement
in Clear Zone

5.6 DPBC Numeric Equivalent

5.7 Barcode in Address Block

5.8 Barcode on Insert

5.9 Edges of Barcode Window

5.10 Window Construction

5.11 Window Cover
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Prices and Eligibility

1.0 Prices and Fees

1.1 Prices Charged Per Piece

1.2 Price Application

1.3 Commercial Base Prices

1.4 Commercial Plus Prices

1.5 Flat Rate Envelopes

1.6 Sunday and Holiday Premium
1.7 Pickup on Demand

1.8 Delivery Stop

1.9 Determining Single-Piece Weight

2.0 Content Standards for Express

Mail
2.1 General
2.2 Matter Required to be Mailed as
First-Class Mail
3.0 Basic Standards for Express Mail
3.1 Definition
3.2 IMpb Standards
3.3 Matter Closed Against Postal
Inspection
4.0
41
4.2
4.3
4.4
4.5
4.6

Service Features of Express Mail
General

Express Mail Next Day Delivery
Express Mail Second Day Delivery
Express Mail Custom Designed
Express Mail Military Service (EMMS)
Drop Shipment

214
Postage Payment and
Documentation

1.0 Basic Standards for Postage
Payment Options

1.1 Commercial Base Pricing
1.2 Commercial Plus Pricing

2.0 Corporate Accounts
2.1 Availability

2.2 Account

2.3 Postage Liability

2.4 Payment Method
2.5 USPS Report

2.6 Closing Account
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Mail Preparation

1.0 General Information for Mail
Preparation

1.1 Express Mail Packaging Provided by
the USPS

1.2 Price Marking

2.0 Express Mail Next Day and Second

Day
2.1 Mailing Label
2.2 Waiver of Signature
2.3 Signature Required
2.4 ZIP Code Determination

3.0 Express Mail Custom Designed
3.1 Forms

3.2 Signature Required

3.3 Pouches

4.0 Firm Mailing Book

216
Enter and Deposit

1.0 Express Mail Next Day and Second
Day Delivery

2.0 Express Mail Custom Designed
3.0 Express Mail Military Service

4.0 Pickup on Demand Service
4.1 Availability
4.2 Pickup on Demand Fee
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TOPICS

223 Prices and Eligibility

224 Postage Payment and
Documentation

225 Mail Preparation

226 Enter and Deposit

223 2.0 Markings

Prices and Eligibility 3.0 Preparation of Permit Imprint
........................................................................... Mailings

3.1 Identical Weight Pieces

3.2 Nonidentical Weight Pieces

1.0 Prices and Fees
1.1 Price Application

1.2 Commercial Base Prices

1.3 Commercial Plus Prices 4.0 Additional Standards for Preparing
. R Critical Mail Letters

1.4 Critical Mail Prices

1.5 Flat Rate Envelopes 4.1 Preparing Critical Mail Letters in

i Trays
1.6 Hold For Pickup 4.2 Postage for Critical Mail and Priority

1.7 Pickup on Demand Fee Mail
1.8 Determining Single-Piece Weight

1.9 Computing Postage
226

2.0 Content Standards for Priority Mail Enter and Deposi t

21 General
2.2 Matter Required to be Mailed as 1.0 Deposit
First-Class Mall 1.1 General
3.0 Basic Standards for Priority Mail 1.2 Stamped Pieces
3.1 Definition 2.0 Pickup on Demand Service
3.2 Additional Standards for Critical Mail
Letters

3.3 IMpb Standards
3.4 Service Objectives

3.5 Matter Closed Against Postal
Inspection

224
Postage Payment and
Documentation

1.0 Basic Standards for Postage
Payment

1.1 Postage Payment Options

1.2 Affixing Postage —Single-Piece
Mailings

2.0 Postage Paid with Permit Imprint

2.1 Advance Deposit Account

2.2 Minimum Quantity

2.3 Postage Statement

225
Mail Preparation

1.0 General Information for Mail
Preparation

1.1 Priority Mail Packaging Provided by
the USPS

1.2 Required Use of Return Address
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233
Prices and Eligibility

1.0 Prices and Fees for First-Class
Mail
1.1 Price Application

1.2 Price Computation for
First-Class Mail Letters

1.3 Presorted and Automation Prices for
Cards and Letters

1.4 Nonmachinable Surcharge

1.5 Presort Mailing Fee

1.6 Computing Postage for First-Class
Mail

1.7 Determining Single-Piece Weight

2.0 Content Standards for First-Class
Mail Letters

2.1 General

2.2 Bills and Statements of Account

2.3 Personal Information

2.4 Handwritten and Typewritten
Material

2.5 Matter Marked Postcard or Double
Postcard

2.6 Matter Not Required to be Mailed as
First-Class Mail

2.7 Prohibited Air Transportation

2.8 Round-Trip Mailings with One
Optical Disc

3.0 Basic Standards for First-Class
Mail Letters

3.1 3.1 Description of Service

3.2 Defining Characteristics

3.3 Additional Basic Standards for
First-Class Mail

3.4 Presort Mailing Fee

3.5 Move Update Standard

3.6 ZIP Code Accuracy

4.0 Additional Eligibility Standards for

Nonautomation First-Class Mail
Letters

4.1 Additional Standards for Machinable
First-Class Mail
4.2 Barcodes

4.3 Nonmachinable Surcharge for
Letter-Size Pieces

5.0 Additional Eligibility Standards for
Automation First-Class Mail
Letters

5.1 Basic Standards for Automation
First-Class Mail Letters
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Maximum Weight for Automation
Letters

Price Application—Automation
Cards and Letters

Address Standards for Barcoded
Pieces

Reply Cards and Envelopes
Enclosed in Automation Price
First-Class Mail

Eligibility Standards for Card Price
First-Class Mail

Card Price

Cards and Letters
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1.1
2.0

2.1
2.2

2.3

3.0
3.1
3.2
3.3

3.4

3.5
3.6
3.7
3.8
3.9

Basic Standards for Postage
Payment

Postage Payment Options
Postage Payment for Presorted
and Automation Letters
Payment Methods

Affixing Postage for Presorted and
Automation First-Class Mail

Postage Affixed at Lowest Price to
All Pieces

Mailing Documentation
Completing Postage Statements
Basic Documentation Standards

Documentation Standards for
Automation Mailings

Documentation Submission—
Full-Service Automation Option

Preparing Documentation

Multiple Standards

Standard Format for Documentation
Providing Additional Information

Reporting Multiple Mailings on One
Statement

3.10 Facsimile Postage Statements
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1.0 General Definition of Terms
1.1 Definition of Presort Process
1.2 Definition of Mailings

1.3 Terms for Presort Levels

1.4 Preparation Definitions and
Instructions

1.5 Optional Containerization

2.0 Bundles
2.1 General

3.0 Letter Trays

3.1 Standard Containers

3.2 Letter Tray Sizes

3.3 Letter Tray Preparation

3.4 Tray Sleeving and Strapping
3.5 Strapping Exception

3.6 Origin/Entry 3-Digit/Scheme Trays

4.0 Tray Labels
4.1 Basic Standards

4.2 Physical Characteristics of a Tray

Label
4.3 Line 1 (Destination Line)
4.4 Line 2 (Content Line)

4.5 Line 3 (Office of Mailing or Mailer

Information Line)
4.6 Abbreviations for Lines 1 and 3

4.7 Placement of Extraneous
Information

4.8 Placement of Tray Label
4.9 Barcoded Tray Labels

5.0 Preparing Nonautomation Letters

5.1 Basic Standards
5.2 Machinable Preparation
5.3 Nonmachinable Preparation

6.0 Preparing Automation Letters
6.1 Basic Standards

6.2 Mailings

6.3 Marking

6.4 General Preparation

6.5 Cards

6.6 Tray Preparation

6.7 Tray Line 2

6.8 Presentation
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1.1 Service Objectives
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1.4 Permit Imprint Collection

2.0 Verification

2.1 USPS Verification and Mailer
Correction
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Prices and Eligibility

1.0
1.1
1.2
1.3

1.4

1.5
1.6

2.0

2.1
2.2
2.3
2.4
2.5
2.6

3.0

3.1
3.2
3.3

3.4
3.5
3.6
3.7

3.8
3.9

4.0
4.1
4.2
4.3

5.0

5.1
5.2

5.3
54
5.5

Prices and Fees for Standard Mail
Price Application
Standard Mail Price Application

Regular Standard Mail—ECR,
Automation, and Nonautomation
Prices

Nonprofit Standard Mail—ECR,
Automation, and Nonautomation
Prices

Fees

Computing Postage for Standard
Mail

Content Standards for Standard
Mail Letters

Definition and Weight

Personal Information

Bills and Statements of Account
Handwritten and Typewritten Matter
Attachments and Enclosures
Written Additions

Basic Standards for Standard Mail
Letters

Description of Service
Defining Characteristics

Additional Basic Standards for
Standard Mail

Presort Mailing Fees
Merging Similar Standard Mailings
Residual Volume Requirement

Residual Mail Subject to First-Class
Mail or Priority Mail Prices

ZIP Code Accuracy
Move Update Standard

Price Eligibility for Standard Mail
General Information

Minimum Per Piece Prices
Piece/Pound Prices

Additional Eligibility Standards for

Nonautomation Standard Mail
Letters

Basic Standards

Weight Standards for Machinable
Pieces

Price Application
Machinable Price Application
Nonmachinable Price Application
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Enhanced Carrier Route Standard
Mail Letters

6.1 General Enhanced Carrier Route
Standards

6.2 Carrier Route Accuracy

6.3 Basic Price Enhanced Carrier Route
Standards

6.4 High Density Enhanced Carrier
Route Standards

6.5 Saturation ECR Standards

7.0 Eligibility Standards for
Automation Standard Mail

7.1 Basic Eligibility Standards for
Automation Standard Mail

7.2 Additional Eligibility Standards for
Full-Service Automation Standard
Mail Letters

7.3 Maximum Weight for Automation
Letters

7.4 Price Application for Automation
Letters

7.5 Address Standards for Barcoded
Pieces

7.6 Enclosed Reply Cards and
Envelopes

7.7 Discount for Heavy Automation
Letters

8.0 Incentive Programs for Standard
Mail Letters
8.1 General Description

8.2 Saturation and High Density
Incentive Program
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1.0 Basic Standards for Postage
Payment

1.1 Postage Payment Options
2.0 Postage Payment for Presorted

and Enhanced Carrier Route
Letters

2.1 Identical-Weight Pieces

2.2 Nonidentical-Weight Pieces

2.3 Combined Price

3.0 Postage Payment for Automation
Letters

3.1 All Pieces
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3.2 Affixing Postage for Automation
Standard Mail Letters

3.3 Mixed Price Mailing Documentation

4.0 Mailing Documentation
4.1 Completing Postage Statements
4.2 Basic Documentation Standards

4.3 Documentation Standards for
Automation Mailings

4.4 Documentation Submission—
Full-Service Intelligent Mail
Automation Option

4.5 Preparing Documentation

4.6 Multiple Standards

4.7 Standard Format for Documentation
4.8 Providing Additional Information

4.9 Reporting Multiple Mailings on One
Statement

4.10 Facsimile Postage Statements

5.0 Residual Pieces

5.1 Residual Standard Mail Subject to
First-Class Mail Prices

5.2 Residual Standard Mail Subject to
Priority Mail Prices
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1.0 General Information for Mail
Preparation

1.1 Definition of Presort Process

1.2 Definition of Mailings

1.3 Terms for Presort Levels

1.4 Preparation Definitions and
Instructions

2.0 Bundles

2.1 General

3.0 Letter Trays

3.1 Standard Containers

3.2 Tray Sizes

3.3 Letter Tray Preparation

3.4 Tray Sleeving and Strapping

3.5 Strapping Exception

3.6 Origin/Entry 3-Digit/Scheme Trays

4.0 Tray Labels
4.1 Basic Standards

4.2 Physical Characteristics of Tray
Labels

4.3 Line 1 (Destination Line)
4.4 Line 2 (Content Line)
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Basic Standards

Marking
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Required
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Traying and Labeling for
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Preparing Automation Letters
Basic Standards

Mailings

Marking
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Tray Preparation
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201

Overview

1.0
1.1

201.1.1.2
Physical Standards

1.0 Physical Standards for Machinable Letters and Cards
2.0 Physical Standards for Nonmachinable Letters
3.0 Physical Standards for Machinable and Automation Letters and Cards

Physical Standards for Machinable Letters and Cards
Physical Standards for Machinable Letters

1.1.1 Dimensional Standards for Letters
Machinable letter-size mail is:

a. Not less than 5 inches long, 3-1/2 inches high, and 0.007-inch thick.
1. 0.007 inch thick if no more than 4-1/4 inches high and 6 inches long; or
2. 0.009 inch thick if more than 4-1/4 inches high or 6 inches long, or both.

b. Not more than 11-1/2 inches long, or more than 6-1/8 inches high, or greater
than 1/4-inch thick.

c. Rectangular, with four square corners and parallel opposite sides. Letter-size,
card-type mailpieces made of cardstock may have finished corners that do not
exceed a radius of 0.125 inch (1/8 inch). See Exhibit 1.1.1e.

d. Within an aspect ratio (length divided by height) of 1.3 to 2.5, inclusive. See
601.1.4.

e. Subject to additional dimensional restrictions in 3.0, depending on mailpiece
design.

Exhibit 1.1.1e Maximum Corner Radius for Letter-Size, Card-Type
Mailpieces

Corner Radius Maximum 1/8"

:

Ve

Graphic at 100%

Place mailpiece against
template to test accuracy

1.1.2 Weight Standards for Machinable Letters

The maximum weight for Presorted First-Class Mail machinable letters is 3.3 ounces
(0.2063 pound). The maximum weight for Standard Mail machinable letters is

3.3 ounces (0.2063 pound).
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1.2

1.1.3 All Machinable Letters
All machinable letters must meet the additional standards for
automation-compatible letters in 3.0.

Physical Standards for Cards Claimed at Card Prices

1.2.1 Dimensional Standards for Cards
Each card (each stamped card or postcard or each half of a double stamped card
or postcard) claimed at a card price must be:

a. Not less than 3-1/2 inches high, 5 inches long, and 0.007 inch thick.

b. Not more than 4-1/4 inches high, or more than 6 inches long, or greater than
0.016 inch thick.

c. Rectangular, with four square corners and parallel opposite sides. Card-size
pieces meeting the standards in 1.2.1 may have finished corners that do not
exceed a radius of 0.125 inch (1/8 inch). See Exhibit 1.1.1e.

1.2.2 Other Cards
A card that does not meet the applicable standards in 1.2 must not bear the words
“Postcard” or “Double Postcard.”

1.2.3 Paper or Cardstock

A card must be of uniform thickness and made of unfolded and uncreased paper or
cardstock of approximately the quality and weight of a stamped card (i.e., a card
available from the USPS). A card must be formed either of one piece of paper or
cardstock or of two pieces of paper permanently and uniformly bonded together.
The stock used for a card may be of any color or surface that permits the legible
printing of the address, postmark, and any required markings.

1.2.4 Acceptable Attachments
A card may bear an attachment that is:

a. A paper label, such as a wafer seal or decal affixed with permanent adhesive to
the back side of the card, or within the message area on the address side (see
1.2.6), or to the left of the address block.

b. Alabel affixed with permanent adhesive for showing the delivery or return
address.

c. A small reusable seal or decal prepared with pressure-sensitive and
nonremovable adhesive that is intended to be removed from the first half of a
double card and applied to the reply half.

1.2.5 Unacceptable Attachment
A card may not bear an attachment that is:

a. Other than paper.
b. Not totally adhered to the card surface.

c. An encumbrance to postal processing.
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1.2.6 Address Side of Cards

The address side of a card is the side bearing the delivery address and postage. The
address side may be formatted to contain a message area. Cards that do not
contain a message area on the address side are subject to the applicable standards
for the price claimed. For the purposes of 1.2, miscellaneous graphics or printing,
such as symbols, logos, or characters, that appear on the address side of cards not
containing a message area are generally acceptable provided the items are not
intended to convey a message. Cards claimed at the Presorted or automation card
prices that contain a message area on the address side must be divided vertically or
horizontally and meet the following additional standards, as applicable:

a. Vertically divided cards.

1.

The address side of the card must be divided into a right portion and a left
portion, with or without a vertical rule. The left portion is the message area.

The delivery address, postage, and any USPS marking or endorsement
must appear in the right portion. The right portion must be at least
2-1/8 inches wide (measured from the right edge of the card, top to
bottom inclusive).

For cards claimed at the Presorted price, nondelivery address information
may extend into the right portion only above the address block and if the
information is shaded or surrounded by a border that has at least 1/8 inch
clearance between the delivery address block and the border. Mailers may
choose not to shade or border the nondelivery address information if there
is at least 1/8 inch of clear space around the delivery address block.

For cards claimed at the automation price, the standards for
automation-compatible mail in 3.0, Physical Standards for Machinable and
Automation Letters and Cards, and 202.5.0, Barcode Placement, must be
met.

b. Horizontally divided cards.

1.

The address side of the card must be divided into an upper portion and a
lower portion, with or without a horizontal rule. The portion of the address
side that does not contain the delivery address is the message area.

The delivery address, postage, and any USPS marking or endorsement
must appear within the portion containing the delivery address. As an
alternative, when the delivery address appears within the lower portion, it
is permissible for the postage, return address, and any USPS marking or
endorsement to appear in the upper portion. The portion bearing the
delivery address must be at least 1-1/2 inches high (measured from the
top or bottom edge of the card, as applicable, right edge to left edge
inclusive).

For cards claimed at the Presorted price, nondelivery address information
may extend into the portion containing the delivery address only if it
appears above the address block and if the information is shaded or
surrounded by a border that has at least 1/8 inch clearance between the
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2.0
2.1

delivery address block and the border. Mailers may choose not to shade
or border the nondelivery address information if there is at least 1/8 inch of
clear space around the delivery address block.

4. For cards claimed at the automation price, the standards for
automation-compatible mail in 3.0, Physical Standards for Machinable
and Automation Letters and Cards, and 202.5.0, Barcode Placement,
must be met.

1.2.7 Tearing Guides

A card may have perforations or tearing guides if they do not eliminate or interfere
with any address element, postage, marking, or endorsement and do not impair the
physical integrity of the card.

1.2.8 Double Cards

A double card (a double stamped card or double postcard) consists of two attached
cards, one of which is designed to be detached by the recipient and returned by
mail as a single card. Double cards are subject to these standards:

a. The reply half of a double card must be used for reply only and may not be
used to convey a message to the original addressee or to send statements of
account. The reply half may be formatted for response purposes (e.g., contain
blocks for completion by the addressee).

b. A double card must be folded before mailing and prepared so that the address
on the reply half is on the inside when the double card is originally mailed. The
address side of the reply half may be prepared as business reply mail, courtesy
reply mail, meter reply mail, or as a merchandise return service label.

c. Plain stickers, seals, or a single wire stitch (staple) may be used to fasten the
open edge at the top or bottom once the card is folded if affixed so that the
inner surfaces of the cards can be readily examined. Fasteners must be affixed
according to the applicable preparation requirements for the price claimed. Any
sealing on the left and right sides of the cards, no matter the sealing process
used, is not permitted.

d. The first half of a double card must be detached when the reply half is mailed
for return.

1.2.9 Enclosures in Double Cards
Enclosures in double postcards are prohibited at card prices.

Physical Standards for Nonmachinable Letters

Criteria for Nonmachinable Letters

A letter-size piece is nonmachinable if it has an exterior surface that is not made of
paper or if it does not meet the standards in 3.0. Windows in envelopes made of
paper do not make mailpieces nonmachinable. Attachments do not render
mailpieces nonmachinable if allowed by eligibility standards according to the class
of mail and if not prohibited in 3.0. In addition, a letter-size piece is nonmachinable if
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2.5

3.0

3.1

3.2

201.3.2

it weighs more than 3.3 ounces, unless it has a barcode, weighs no more than 3.5
ounces, and is eligible for and claims automation letter prices or Standard Mail
Carrier Route (barcoded) letter prices.

Additional Criteria for First-Class Mail Nonmachinable Letters

Letter-size pieces (except cards) that meet one or more of the nonmachinable
characteristics in 2.1 are subject to the nonmachinable surcharge (see 233.1.4). All
letter-size pieces over 3.5 ounces are prepared as letters and charged the flat-size
prices. An envelope weighing no more than one ounce with one enclosed standard
optical disc no larger than 12 centimeters in diameter, that is mailed to or from a
subscriber as part of a round-trip mailing under 233.2.8 and 505.1.0 (or 507.1.0), is
not subject to the nonmachinable surcharge.

Additional Criteria for Standard Mail Nonmachinable Letters

[1-22-12] The nonmachinable prices in 243.1.0 apply to Standard Mail letter-size
pieces that have one or more of the nonmachinable characteristics in 2.1. Mailers
must prepare all nonmachinable letters as described in 245.5.0.

Additional Criteria for Periodicals Nonmachinable Letters
The nonbarcoded letter prices in 707 apply to Periodicals letter-size pieces that have
one or more of the nonmachinable characteristics in 2.1.

Express Mail, Priority Mail, and Critical Mail Letters

Mailers are encouraged, but not required, to design and produce Express Mail and
Priority Mail letter-size pieces as machinable letters. Critical Mail letter-size pieces
(see 223) that do not meet machinable letter standards in 1.0 and 3.0 are not eligible
for Critical Mall letter prices, but are eligible for Priority Mail Commercial Plus Flat
Rate Envelope prices.

Physical Standards for Machinable and Automation Letters
and Cards

Basic Standards for Automation Letters and Cards

Letters and cards claimed at any machinable, automation, or Standard Mail carrier
route price, must meet the standards in 3.0. Unless prepared as a folded self-mailer,
booklet, or postcard under 3.14 through 3.16, each machinable or automation letter
must be a sealed envelope (the preferred method) or, if unenveloped, must be
sealed or glued completely along all four sides.

Paper Weight

Mailpieces should be constructed from high tear strength paper stock. All references
in 3.0 to paper basis weight are for book-grade paper unless otherwise stated. The
conversion table in Exhibit 3.2 provides a paper basis weight cross-reference.
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3.4

Exhibit 3.2 Paper Basis Weight Conversion Table

NOTE:
Paper basis weight is based on the weight of 500 sheets of:
25 x 38 inch sheets of book-grade paper,
17 x 22 inch bond-grade paper,
20 x 26 inch sheets of cover-grade paper,
24 x 36 inch sheets of newsprint.
For example, if 500 sheets of book-grade paper weigh 39 pounds, the paper is considered
39-pound book paper.

Book Wt. Bond Wt. Cover Wt. Newsprint Wt.
39 15 21 35
40 16 22 36
50 20 27 45
55 22 30 50
60 24 33 55
70 28 40 64
75 30 41 68
80 31 44 73
90 36 50 82
100 40 56 91
110 44 60 100
128 50 70 116

Dimensions and Shape
Each machinable or automation letter-sized piece must be rectangular (see 1.1.1)
and must meet the following standards (see 3.15 for booklets):

a. For height, no more than 6-1/8 or less than 3-1/2 inches high.

b. Forlength, no more than 11-1/2 or less than 5 inches long.

c. For thickness, no more than 0.25 or less than
1. 0.007 inch thick if no more than 4-1/4 inches high and 6 inches long; or
2. 0.009 inch thick if more than 4-1/4 inches high or 6 inches long, or both.

Standards for Letter-Size Pieces Containing One Disc (CD or DVD)

3.4.1 Basic Standards for One Disc in a Letter-Size Mailpiece

[1-22-12] A letter-size mailpiece containing one disc and meeting the general
standards in 3.0 and the specific standards in 3.4.3 is considered
automation-compatible. A mailpiece with one enclosed disc not meeting these
standards must be tested and approved for automation-compatibility. For this
purpose, mailers must submit 5 sample mailpieces and a written request to the local
postmaster or business mail entry manager for submission to the Pricing and
Classification Service Center (PCSC).
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3.4.2 Disc Size and Placement

Position the disc symmetrically at the vertical centerline and as near to the top edge
of the mailpiece as is practical. Secure the disc to prevent it from shifting more than
1/2 inch in any direction. The maximum disc size is:

a. 120 mm (4.7 inches) in diameter.
b. 2 mm (0.08 inch) in thickness.

3.4.3 Dimensions and Other Physical Standards for
Automation-Compatible Enveloped Letters Containing Discs

[8-6-12] Each enveloped letter must meet the basic standards for machinable letters
in 1.0 and have the following characteristics:

a. Height, not more than 6 inches or less than 5.5 inches high.
b. Length, not more than 9.75 inches or less than 7.25 inches long.

Thickness, not more than 0.25 inch or less than 0.009 inch thick.

o

d. Weight, not more than 3 ounces.

e. A piece up to 8 inches long must be made of paper with a minimum 70-pound
basis weight or equivalent.

f. A piece over 8 inches long (up to 9.75 inches long) must be made of paper with
a minimum 80-pound basis weight or equivalent.

g. Discs in mailpieces made of the minimum basis weight paper must be inserted
into a protective sleeve.

h. Not be a window envelope, unless tested and approved under 3.4.1.

3.4.4 Dimensions and Shape Standards for Automation-Compatible Folded
Self-Mailers Containing Discs

Each folded self-mailer must meet the basic standards for machinable letters in 1.0
and have the following characteristics:

Height, not more than 6 inches or less than 5.5 inches high.

a.
b. Length, not more than 9.75 inches or less than 7.25 inches long.

o

Thickness, not more than 0.25 inch or less than 0.009 inch thick.
d. Weight, not more than 3 ounces.

e. Be prepared from paper stock meeting the industry standard for a basis weight
of 75 pounds or greater, with none less than 71.25 pounds (measured weight
for 500 25- by 38-inch sheets). The stock must be free from groundwood
unless coated with a substance adding to the stock's ability to resist an applied
bending force.

f.  Any folds or perforations in the mailpiece must be parallel to the address.

g. Must meet the tabbing requirements for pieces prepared with folds or
perforations parallel to the address provided in 3.14.
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3.5

3.6

3.7

3.8

3.9

3.10

3.11

3.4.5 Unacceptable Characteristics for Automation-Compatible
Letter-Size Pieces with Discs

[8-6-12] Discs in letter-sized envelopes and folded self-mailers may not be enclosed
in packaging such as plastic "clamshells,”
cardboard sleeves.

[NTH

plastic” “jewel cases,” or inflexible

Maximum Weight, Machinable and Automation Letters and Cards
The following maximum weight limits apply:

Critical Mall letters - 3 ounces.

a.
b. Booklets and folded self-mailers - 3 ounces.

o

Machinable enveloped letters and cards - 3.3 ounces.

d. Automation enveloped letters and cards - 3.5 ounces (see 3.6 for pieces over
3 ounces.)

Heavy Letter Mail (over 3 ounces)

Heavy letter mail (letter-size pieces over 3 ounces) must be prepared in a sealed
envelope, may not contain stiff enclosures, and must have an 11-digit delivery point
POSTNET or an Intelligent Mail barcode with a routing code in the address block
(see 202.5.0).

Aspect Ratio
The aspect ratio (length of the mailpiece divided by height) must be between 1.3
and 2.5, inclusive. Length and height are defined in 601.1.4.

Wraps and Closures

An automation-compatible mailpiece may not be polywrapped, polybagged, or
shrinkwrapped; have clasps, strings, buttons, or similar closure devices; or have
protrusions that might impede or damage the mail or mail processing equipment.

Staples and Saddle Stitching

Staples or saddle stitching may be used only on booklet-type mailpieces to join the
bound edge (spine). Inserted staples or stitching must parallel the bound edge, seat
tightly and securely, and have no protrusions that might impede or damage the mail
or mail processing equipment.

Rigid and Odd-Shaped Items

Rigid items (e.g., pens, pencils, keys, bottle caps) are prohibited within mailpieces.
Reasonably flexible items (e.g., credit cards) are permitted. Subject to 3.12,
Flexibility Standards for Automation Letters, odd-shaped items (e.g., coins and
tokens) are permitted if firmly affixed to and wrapped within the contents of the
mailpiece and envelope to streamline the shape of the mailpiece for automated
processing.

Tabs, Tape, and Glue

Tabs on booklets must be at least 1-1/2 inches in width and must not contain
perforations. The tab placement standards in 3.15 are subject to 1/4-inch variance
in either direction. Tabs may be made of opaque paper, translucent paper, vinyl or
plastic. Cellophane tape may also be used as a closure. The following standards
also apply:

Domestic Mail Manual ® Updated 10-1-12



Commercial Letters: Physical Standards for Letters and Cards

201.3.11

a. Translucent paper tabs should be made of paper with a minimum of 40-pound
basis weight.

b. Opaque paper tabs should be made of a minimum of 60-pound basis weight
paper with a tear strength of at least 56 grams of force in the machine direction
(MD) and 60 grams of force in the cross direction (CD).

c.  When a barcode clear zone is required under 202.5.1, tabs in the barcode clear
zone must have a paper face meeting the standards for background reflectance
and, if the barcode is not preprinted by the mailer, the standards for acceptance
of water-based ink.

d. Vinyl tabs and cellophane tape closures are not acceptable within the barcode
clear zone.

e. Tabs must be tight against the edge of the mailpiece. A maximum 1/16-inch
overhang is recommended.

f.  Glue spots may be used in lieu of tabs (as indicated in Exhibit 3.15.5 through
Exhibit 3.15.8) and must be placed within 3/4 inch of the open edges (see
Exhibit 3.11f).

Exhibit 3.11f Glue Spot Placement

e 34"
MAX
34"
MAX @
B GLUE
SPOT

g. Continuous glue lines may be used as cover-to-cover seals for specific designs.
When using glue as a sealing method, it must be placed along the entire length
of the open edge and end no more than 3/4-inch from the open ends (see
Exhibit 3.11g) unless standards require use of a continuous 1/2-inch wide glue
line under 3.11h.
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Exhibit 3.11g Glue Line Placement

K 3/4"
MAX
34"
MAX
—
} GLUE
LINE

h.  Continuous, 1/8-inch wide, glue lines must be placed along the entire length of
the open edge and end within 1/4-inch of the open ends. The selvage along the
open edge must not exceed 1/4 inch. Glue lines created with a permanent
adhesive that is not tacky when dry are preferred.

i. Die-cut flaps, those with irregular shapes, must be well sealed to the
non-address side panel using tabs, glue spots or elongated glue lines; however,
a 1/8 inch continuous glue line that follows and seals the contour of the shape
is highly recommended.

Flexibility Standards for Automation Letters

3.12.1 Machinability

To ensure transport through automated mail processing machines, a mailpiece and
its contents must bend easily when subjected to a transport belt tension of

40 pounds around an 11-inch-diameter drum.

3.12.2 USPS Services for Flexibility Testing

[1-22-12] A mailer requesting flexibility testing for letter-size mailpieces must submit
at least 5 mailpieces and a written request to their local postmaster or business mail
entry manager for submission to the Pricing and Classification Service Center
(PCSC) at least 6 weeks before the mailing date. The request must describe
mailpiece contents and construction, number of pieces being produced, and
preparation level. The PCSC will evaluate the piece and, if warranted, will instruct
the mailer to submit samples to USPS Engineering for testing. The PCSC advises
the mailer of its findings. If the mailpiece is approved, the letter includes a unique
number identifying the piece and serves as evidence that the piece meets the
relevant standards. A copy of the letter must accompany each postage statement
submitted for mailings of the approved piece. If requested by the USPS, the mailer
must show that pieces presented for mailing are the same as those approved.
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Labels, Stickers, Release Cards, and Perforated Pockets Affixed to the
Outside of Letter-Size Mailpieces

3.13.1 Use

A label, sticker, perforated pocket (under 3.13.6 and 3.13.7), or release card may be
placed on a letter-sized mailpiece that is eligible for automation letter prices,
including barcoded carrier route letters meeting automation standards. Release
cards and perforated pockets may not be affixed to pieces mailed at First-Class Mail
card prices; see 1.2 for other restrictions on attachments to cards. A Standard Mail
or Periodicals letter with a label, sticker, release card or perforated pocket must
meet additional standards in 243.2.5 These attachments may be:

a. Alabel or sticker less than 0.007 inch thick, and a perforated pocket other than
repositionable notes affixed under 705.23.0, as follows:

1. A permanent label or sticker, or perforated pockets under 3.13.7d2
(designed not to be removed or relocated), affixed directly to the outside
of the mailpiece with permanent adhesive.

2. Arelocatable label, to be placed on the outside of, or on the contents of, a
reply mailpiece. Labels must be affixed under 3.13.2 or 3.13.3.

b. Up to two release cards, each at least 0.007 inch and no more than 0.012 inch
thick, secured to a letter with a liner or backing under 3.13.4.

c. On pieces mailed at First-Class Mail, Periodicals, or Standard Mail prices, only if
permitted by the applicable content and eligibility standards.

3.13.2 Pressure-Sensitive Label

Any pressure-sensitive label or sticker affixed directly to a mailpiece before mailing
must have a minimum peel adhesion to stainless steel of 8 ounces/inch. This
standard does not apply to pressure-sensitive labels provided by the USPS to label
bundles to sortation levels.

3.13.3 “Sandwich” Label

A face stock/liner label (“sandwich” label) is a two-part unit with a face stock (top
label) attached to a liner (bottom label) affixed to the mailpiece. The face stock must
have a peel adhesion value of at least 2 ounces/inch with respect to the liner label
and at least 8 ounces/inch when reapplied to stainless steel.

3.13.4 Letter-Size Piece with Attached Release Card
[1-22-12] A letter-size mailpiece, with one or two attached release cards, must have
the following characteristics:

a. Be between 8 and 9-1/2 inches long (inclusive). With one release card affixed,
be between 4 and 6 inches high (inclusive); with two release cards affixed, be
between 5-1/2 and 6 inches high (inclusive).

b. No address element, including any address block barcode, may be closer than
1 inch to the right edge of the mailpiece.

c. The surface smoothness of all letter-size pieces must be at least 190 Sheffield
Units.
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h.

Enveloped letters must be made of paper with a minimum 60-pound book
grade paper and have a maximum thickness of 1/8 (0.125) inch. Window
envelopes must have only one closed panel address window, no larger than
1-1/2 x 4-1/4 inches.

Card-type letters, not mailed at card prices, have a maximum thickness of
0.025 inch as mailed.

All letter-size pieces other than enveloped letters and card-type pieces (such as
folded self-mailers and booklets) must have a maximum thickness of 0.10 inch
as mailed. Mailpieces with two affixed release cards must meet the following
additional conditions:

1. Pieces requiring tabs must be sealed with 1-1/2inch nonperforated tabs,
unless larger tabs are required by standards for the specific mailpiece
design.

2. Booklets must have a minimum cover weight of 70-pound book-grade
paper (see 3.2)

3. Folded self-mailers must have a minimum cover weight of 100-pound
book-grade paper (see 3.2).

Content insert shift must be no more than 5/8 inch horizontally and no more
than 1/4 inch vertically.

Release cards must meet the standards in 3.13.5.

3.13.5 Standards for Release Cards
[8-6-12] One or two release cards, each at least 0.007 inch thick and no more than
0.012 inch thick, attached to a letter-size mailpiece must:

a.

Be rectangular, but allowed with finished corners having a radius of at least 1/8
inch up to 1/2 inch.

Be between 2 and 2-1/2 inches (inclusive) high, and between 3 and 3-1/2
inches (inclusive) long. Affix each card with either edge parallel to the length of
the mailpiece. Affix two cards on the same side of the mailpiece under these
conditions:

1. Stack cards vertically, one above the other, on the same side (address
side or nonaddress side), or

2. Affix the cards side-by-side across the mailpiece length on the
nonaddress side only.

Be affixed no closer to the bottom edge of the mailpiece than 7/8 inch and no
further away from the bottom edge than 1-1/2 inches, and must not interfere
with readability of the address, barcode, or postage information. When affixing
two cards, these additional conditions apply:

1. When affixing cards one above the other on the address side, maintain a
space of at least 1/2 inch from the leading edge, the trailing edge and the
top edge.
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2. When affixing cards one above the other on the nonaddress side, the right
edge of the cards must be placed between 5 and 6 inches from the
leading edge of the mailpiece, but no closer than 1/2 inch from the trailing
edge. Maintain a space of at least 1/2 inch from the top edge.

3. When affixing cards side by side on the nonaddress side, the right edge of
the leftmost card must be placed at least 5 inches from the leading edge
of the mailpiece, and the rightmost card must be placed at least 1/2 inch
from the trailing edge of the mailpiece. Maintain a space of at least 1/2
inch from the top edge.

d. Be affixed by machine to ensure adequate adhesion. Manually affixed
attachments are not allowed.

e. Be affixed to a liner (backing) and meet the following adhesion standards:

1. Adhesive used to affix the backing to the mailpiece must have a peel
adhesion of at least 2 pounds/inch to stainless steel with a 20 minute dwell
time, at 300"/minute at 90 degrees per ASTM test D3330F.

2. Adhesive used to attach the release card to the backing must have a peel
adhesion of at least 1.5 ounces/inch to stainless steel with a 30 minute
conditioning time, at 300"/minute at 90 degrees per ASTM test D3330F.

3.13.6 Letter-Size Pieces with Perforated Pockets

Perforated pockets are permanent attachments to letter-sized mailpieces that may
be opened to reveal a small printed insert. Advertising may be printed on the
components used to create a perforated pocket and on the printed insert within.
Perforated pockets may not be used to conceal or contain matter bearing personal
information except as provided in 243.2.2. Perforated pockets may be used on
letter-size Standard Mail and Periodicals and are not considered sealed against
Postal inspection. When affixed to Periodicals mail, advertising printed on the
perforated pocket and any inserted matter is counted as part of the total advertising
content of the host publication. Pockets may be used in lieu of labels to bear a
permit imprint indicia showing that postage is paid if indicia information does not
appear on the perforated panel or on the perforations used to create the perforated
panel. A maximum of two perforated pockets are permitted on eligible letter-size
mailpieces that have the following characteristics:

a. Be between 8 inches and 9-1/2 inches long (inclusive).
b. Be between 4 inches and 5-1/2 inches high (inclusive).

c. Mailpieces must be prepared of book grade paper or equivalent with a
minimum weight of:

1. Envelopes - 60 pound

2. Booklets - 70 pound

3. Folded Self-Mailers - 100 pound
4

Oversized card-type letters paid at letter prices must be at least .012 in
thickness.
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3.14

d. Perforated pockets may be affixed to the nonaddressed side of envelopes with
one closed panel address window. Perforated pockets must be placed one
inch closer to the trailing edge than the window.

e. If tabs are used to seal a folded self-mailer prepared with perforated pockets
the folded self-mailer must be sealed with 1-1/2 inch nonperforated tabs
placed 1" from the top on the leading and trailing edges.

3.13.7 Standards for Perforated Pockets
Perforated pockets may be attached to a letter-size mailpiece when the following
conditions are met:

a. The perimeter of the pocket is affixed with permanent glue with a minimum
adhesive strength of 2 Ibs/inch to stainless steel with 20 minute dwell time at
300" minute at 90 degrees per ASTM Test D3330F.

b. The attached material has a minimum tear strength of 100gf (MD) and (CD) per
TAPPI T414,

c. The cut/tie ratio for perforation is 1:1 with a minimum tie size of 1 mm. One
double cut may be made at the lower trailing edge corner of the perforated
panel of the pocket.

d. The pocket is:
1. Between 1-1/2 inches and 2-3/4 inches in both height and length.

2. Has an affixed area no more than 0.012 inch thick and a perforated panel
no more than 0.03 inch thick. Perforated pockets may not exceed the
thickness of the host mailpiece. They may not cause the host to have an
uneven surface and must not interfere with readability of the address,
barcode, or postage information.

e. Thelength of each pocket is parallel to the length of the host mailpiece.
f.  Attached to the address side of a mailpiece they are:

1. Atleast 1 inch from the bottom and leading edge.

2. Atleast 1/2 inch from the top and trailing edge.
g. Pockets attached to the nonaddressed side of the mailpiece are:

1. Atleast 1 inch from the bottom edge.

2. Atleast 1/2 inch from the top.

3. Atleast 5 inches from the left edge but no closer than 1/2 inch from the
right edge.

h. Two perforated pockets are affixed on the same side of the mailpiece under
these conditions:

1. Stack perforated pockets vertically, one above than the other. Do not affix
the pockets side by side across the mailpiece length.

2. Aspace up to 1/2 inch is allowed between pockets.

Folded Self-Mailers

Except as noted in 3.14c, a folded self-mailer must be prepared with the folded
edge parallel to the longest dimension and the address of the mailpiece. Based on
the number of tabs used, these additional standards apply:
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a. With one tab or wafer seal, the folded edge must be at the bottom of the
self-mailer. The tab or wafer seal must be placed in the middle of the top edge
of the piece. If formed of a single folded sheet, the self-mailer must be prepared
from paper with a minimum basis weight of 28 pounds (measured weight for
500 17- by 22-inch sheets) or 70 pounds (measured weight for 500 25- by
38-inch sheets). If formed of multiple folded sheets, the self-mailer must be
prepared from paper with a minimum basis weight of 24 pounds (measured
weight for 500 17- by 22-inch sheets) or 60 pounds (measured weight for 500
25- by 38-inch sheets).

b. With two tabs or wafer seals, the folded edge may be at the top or bottom of
the self-mailer. The two tabs or wafer seals must be placed on the open edge,
opposite the folded edge. One tab or wafer seal must be placed within 1 inch of
the left edge of the piece; the other, within 1 inch of the right edge of the piece.
See Exhibit 3.14b. The whole tab need not be placed within 1 inch of the edge.
The tabs must not obscure the FIM, postage, or required address information.
The folded self-mailer must be prepared from paper with a minimum basis
weight of 20 pounds (measured weight for 500 17- by 22-inch sheets).

Exhibit 3.14b Sealing the Top Edge With Fold at the Bottom

may be more than 1" but
must not interfere with

ﬁ may be more than 1" <— FIM or postage j
< 1" max. - K— 1" max.
Postage

/\/\M\/

c. In specifically identified formats, a self-mailer may have the final fold on the right
side (leading edge) of the piece. The left edge (trailing edge) and other open
edges must be secured with at least one tab or a glue line. The number of tabs
required is determined by the final trim size and paper basis weight of the piece.
If the piece is 7 inches long or more, the piece must be sealed on the top and
the bottom. In all cases, additional tabs, seals, or glue spots or glue lines may
be used. Newsprint paper is acceptable if the basis weight of the paper meets
the minimum standards in 3.14a and the piece is certified by the USPS
mailpiece design analyst to be acceptable for automated processing.
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3.156

Booklets

3.15.1 Definition

Booklets must have a bound edge (spine.) Sheets that are fastened with at least
two staples in the manufacturing fold (saddle stitched), perfect bound,
pressed-glued, or joined together by another binding method that produces a spine
where pages are attached together are considered booklets. Booklets are open on
three sides before sealing, similar in design to a book. In general, booklets must be
uniformly thick. Large bound booklets that are folded for mailing may qualify for
automation and machinable prices if the final mailpiece remains nearly uniform in
thickness and conforms to all other automation standards.

3.15.2 Paper

Booklet covers generally must be made with a minimum paper basis weight of
60-pounds or equivalent. Minimum basis weights are higher for some designs (see
3.15.4).

3.15.3 Physical Standards for Booklets
Booklets must be:

a. Height: not more than 6 inches or less than 3.5 inches high.

b. Length: not more than 10.5 inches or less than 5 inches long. See Exhibit
3.15.5 through Exhibit 3.15.8 for some booklet designs with shorter maximum
lengths.

c. Thickness: not more than 0.25 inch or less than 0.009 inch thick.
d. Weight: not more than 3 ounces.

e. Aspect ratio: within 1.3 to 2.5 (see 3.7).

3.15.4 General Booklet Design and Sealing

The position of the final fold and intermediate fold (or spine) for letter-sized booklets
varies according to the specific design of the mailpiece. Open edges can be sealed
with tabs, cellophane tape, glue lines, or glue spots. Except for the simple spine
wallet-style design with a height of 4 inches and a maximum length of 8 inches; tabs
used as seals on the leading edge of small booklets less than 5 inches high, may be
placed closer to the top and bottom edges than shown in Exhibit 3.15.5 through
Exhibit 3.15.8 and may overlap in some cases. See Exhibit 3.15.5 through Exhibit
3.15.8 for design and sealing standards by type of design.
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The spine forms the bottom edge of the mailpiece. The length or method used to
seal the booklet determines the weight of the paper forming the cover.

Exhibit 3.15.5 Simple Spine Booklets

SIMPLE SPINE BOOKLETS
Maximum weight—3 ounces
Maximum height—6 inches

Maximum length—9.5 inches unless noted
Cover paper weight—80-pound paper unless noted: see Exhibit 3.2

Basic

Internal Flap

Cover:

5" 10 9" long at least 50-pound paper

Over 9" up to 10.5" at least 60-pound paper

The front cover may be up to a maximum of 0.25”
shorter than pages and rear cover.

Nonperforated 1.5” tabs.

Place one tab on the leading and trailing edges
within 1" from the top; position one tab on the
lower leading edge 0.5" from the bottom.

Cover:
Minimum 80-pound paper

Extended front folded over enclosed pages to
create a nonperforated inner flap. Flap sealed
inside of back cover.

Seal with a continuous glue line along flap as
described in 3.11g (preferred), or 1-inch glue
spots as described in 3.11f.

Cover-to-Cover

Cover:
Minimum 80-pound paper

Cover extends no more than 5/8 inch beyond
inner pages.

Seal with a continuous glue line along extended
cover as described in 3.11g (preferred), or with
1-inch glue spots as described in 3.11f.
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LIGHTWEIGHT SIMPLE SPINE BOOKLETS

Maximum weight—0.8 ounce
Maximum height—6 inches
Maximum length—10.5 inches

Cover paper weight—70-pound paper unless noted: see Exhibit 3.2

Cover-to-Cover

Cover extends no more than 5/8 inch beyond
inner pages.

Seal with a continuous glue line as described in
3.11h.

External Flap

Addressed side of the cover extends over all
pages on the back to create a flap.

Flap length: at least 1.5" wide when measured
down from the top edge. May be longer, but
cannot be closer than 1-inch from bottom edge.

Flap attaches to the outside of the nonaddressed
side of the cover.

Seal with a continuous glue line as described in
3.11h.

Internal Flap

Domestic Mail Manual ® Updated 10-1-12

Addressed side of the cover extends over internal
pages to create an inside flap.

Flap length: at least 1.5" wide when measured
down from the top edge.

Flap attaches to the inside of the nonaddressed
side of the cover.

Seal with a continuous glue line as described in
3.11h.
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MID-WEIGHT SIMPLE SPINE BOOKLETS

Weight—over 0.8 ounce up to 1.6 ounces

Maximum height—6 inches

Maximum length—10.5 inches

Cover paper weight—70-pound paper unless noted: see Exhibit 3.2

Cover-to-Cover Cover extends no more than 5/8 inch beyond
inner pages.

Seal with a continuous glue line as described in
3.11h, and one nonperforated tab 0.5 inch from
the bottom leading edge. Minimum tab size: 1.5
inches.

External Flap Addressed side of the cover extends over all
pages on the back to create a flap.

Flap length: at least 1.5" wide when measured
down from the top edge. May be longer, but
cannot be closer than 1-inch from bottom edge.

Flap attaches to the outside of the nonaddressed
side of the cover.

Seal with a continuous glue line as described in
3.11h, and one nonperforated tab 0.5 inch from
the bottom leading edge. Minimum tab size: 1.5
inches.

Internal Flap Addressed side of the cover extends over internal
pages to create a flap.

Flap length: at least 1.5" wide when measured
down from the top edge.

Flap attaches to the inside of the non-addressed
side of the cover.

Seal with a continuous glue line as described in
3.11h, and one nonperforated tab 0.5 inch from
the bottom leading edge. Minimum tab size: 1.5
inches.
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HEAVY WEIGHT SIMPLE SPINE BOOKLETS
Weight—over 1.6 ounces up to 3 ounces

Maximum height—6 inches
Maximum length—10.5 inches

Cover paper weight—70-pound paper unless otherwise noted: see Exhibit 3.2

Cover-to-Cover

External Flap

Cover extends no more than 5/8 inch beyond
inner pages.

Seal with a continuous glue line as described in
3.11h and two 1.5" nonperforated tabs. One tab
placed on the leading edge 0.5 inches from
bottom and one tab placed 1-inch from top
leading edge.

Addressed side of the cover extends over all
pages on the back to create a flap.

Flap length: at least 1.5" wide when measured
down from the top edge. May be longer, but
cannot be closer than 1 inch from bottom edge.

Flap attaches to the outside of the nonaddressed
side of the cover.

Seal with a continuous glue line as described in
3.11h and two 1.5" nonperforated tabs. One tab
placed on the leading edge 0.5 inches from
bottom and one tab placed 1-inch from top
leading edge.

Internal Flap

—

Addressed side of the cover extends over internal
pages to create a flap.

Minimum flap length: at least 1.5" wide when
measured down from the top edge.

Flap attaches to the inside of the non-addressed
side of the cover.

Seal with a continuous glue line as described in
3.11h and two 1.5" nonperforated tabs. One tab
placed on the leading edge 0.5 inches from
bottom and one tab placed 1-inch from top
leading edge.
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A spine forms the bottom edge. Wallet style booklets must be from 5.2 inches to 8
inches long, 4 inches high; can weigh up to 2.5 ounces; and must be sealed with
nonperforated tabs. Tab size and placement are dictated by the weight of the

booklet.

Exhibit 3.15.6 Wallet Style Booklets

WALLET STYLE BOOKLETS
Maximum weight—2.5 ounces
Height—4 inches

Maximum length—5.2 to 8 inches

Cover paper weight—70-pound paper unless otherwise noted: see Exhibit 3.2

Cover:

Entire booklet 60-pound paper, OR

Cover 70-pound paper, inner pages 50-pound
paper.

Booklets up to 2 ounces: sealed with 1.5"
nonperforated tabs placed 1-1/4" from bottom
leading and trailing edge.

Over 2 ounces: use 2" nonperforated tabs placed
3/4" from bottom leading and trailing edge.

+1/8" vertical tolerance for tab placement in both
cases.
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3.15.7 Oblong Booklets

Oblong booklets have a spine on the leading (shorter) edge.

Exhibit 3.15.7 Oblong Booklets

OBLONG BOOKLETS
Maximum weight—3 ounces
Maximum height—6 inches
Maximum length—10.5 inches

Cover paper weight—70-pound paper unless otherwise noted: see Exhibit 3.2

All Tab

Cover:
5"to 9" long: 60-pound paper
Over 9" up to 10.5": 70-pound paper

Place two 1.5" nonperforated tabs on the top
edge and one tab on trailing edge. Position top
tabs 1-inch from left and right edges. Position one
1.5" nonperforated tab in the middle of the trailing
edge.

Internal Flap

Cover:
5" 10 9" long 60-pound paper
Over 9" up to 10.5" 70-pound paper

The front OR back cover sheet is extended on the
trailing edge and folded over the non-recessed
internal pages. The flap is sealed inside the
opposite cover sheet with glue. Extended front
and back covers are not allowed with glue line
seals.

Seal with a continuous glue line as described in
3.11h. Place two 1.5" nonperforated tabs on the
top edge 1-inch from the leading and trailing
edges.
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3.15.8 Folded Booklets

Folded booklets are mailpieces that are bound and then folded to letter-size. The
folded spine may be the leading edge or at the top of the booklet. If necessary, the
booklet may be prepared with the spine as the trailing edge, however, this
configuration is not recommended. The cover is at least 40-pound paper. Folded
booklets must be sealed with nonperforated 1.5" tabs.

Exhibit 3.15.8 Folded Booklets

FOLDED BOOKLETS

Maximum weight—3 ounces

Maximum height—6 inches

Maximum length—10.5 inches unless noted

Vertical Spine Cover paper weight—40-pound paper

Two 1.5" nonperforated tabs on leading edge and
one tab on trailing edge. Position upper tabs
within 1-inch from the top edge. Position lower
leading tab 0.5 inch from the bottom edge.

SECOND FOLD

Horizontal Spine Cover paper weight up to 9" L = 50Ib;
over 9" L up to 10.5" = 60Ib

Tabs up to 20z = 1.5" nonperforated tabs;

over 20z = 2" nonperforated tabs
Spine at top on address-side panel
Place one tab on the leading and trailing edge
within 1" from the top; position one tab on the
lower leading edge 0.5" from the bottom.

SPINE

Postcard

Any postcard must be prepared from paper stock meeting the industry standard for
a basis weight of 75 pounds or greater, with none less than 71.25 pounds
(measured weight for 500 25- by 38-inch sheets). The stock must be free from
groundwood unless coated with a substance adding to the stock’s ability to resist
an applied bending force. A double postcard not prepared with all edges sealed
must have the folded edge at the top or bottom, and the open edge parallel to the
address must be secured with one tab (or other permitted closure) in the middle of
the length. Pieces claimed at First-Class Mail automation card prices also must
meet the standards in 1.2.

Enclosed Reply Cards and Envelopes

3.17.1 Basic Standard

All letter-size reply cards and envelopes (business reply mail (BRM), courtesy reply
mail (CRM), and meter reply mail (MRM)) provided as enclosures in automation
First-Class Mail, Periodicals, and Standard Mail and addressed for return to a
domestic delivery address must meet the applicable standards for
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automation-compatible mail in 3.0. The mailer’s signature on the postage statement
certifies that this standard, and the standards listed below, have been met when the
corresponding mail is presented to the USPS:

a. Each reply piece must include the appropriate facing identification mark (FIM)
under 708.9.0, Facing Identification Mark (FIM).

b. Each BRM piece must bear the correct BRM ZIP+4 barcode; each MRM and
CRM piece must bear the correct barcode for the delivery address, subject to
202.5.0, Barcode Placement.

c. Each BRM piece must meet any applicable standard under 505.1.0; each
MRM piece must meet any applicable standard under 604.4.0, Postage Meters
and PC Postage Products (“Postage Evidencing Systems”); and each CRM
piece as defined in 3.17.2 must meet the standards of this section.

3.17.2 Courtesy Reply Mail (CRM)

For these standards, courtesy reply mail (CRM) is reply mail other than BRM or
MRM enclosed in other mail, with or without prepayment of postage, for return to
the address on the reply piece. If postage is required, the customer returning the
piece affixes the applicable First-Class Mail postage. Each piece must meet the
physical standards in 1.0 or 2.0. CRM has no additional required design standards
unless enclosed in automation mail.
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Overview

1.0
1.1

1.2

1.3

2.0
2.1

202.2.1
Elements on the Face of a Mailpiece

1.0 All Mailpieces

2.0 Address Placement

3.0 Placement and Content of Mail Markings

4.0 Placement and Physical Standards for Endorsements
5.0 Barcode Placement

All Mailpieces

Clear Space
A clear space must be available on all mail for the address, postage (permit imprint,
postage stamp, or meter stamp), postmarks, and postal endorsements.

Delivery and Return Address

The delivery address specifies the location to which the USPS is to deliver a
mailpiece. Except for mail prepared with detached address labels under 602.4.0,
the piece must have the address of the intended recipient, visible and legible, only
on the side of the piece bearing postage. A return address is required in specific
circumstances (see 4.2 and 602.1.5 for more information about return addresses).
See 602 for additional information regarding addressing.)

Postage Payment
The mailer is responsible for proper payment of postage. Standards for postage
payment are specified for each shape and class of mail.

Address Placement

Address Placement Causing Mail to be Nonmailable and Nonmachinable
The location of the delivery address on a letter-size mailpiece determines which
dimensions are the length and height of the piece. The length is the dimension
parallel to the address as read; the height is the dimension perpendicular to the
length. Consequently, the placement of the address may render a piece nonmailable
or nonmachinable. See 601.6.4 for addressing standards when a window envelope
is used. On a letter-size piece, the recommended address placement is within the
optical character reader (OCR) read area, which is a space on the address side of
the mailpiece defined by these boundaries (see Exhibit 2.1, OCR Read Area):

a. Left: 1/2 inch from the left edge of the piece.
b. Right: 1/2 inch from the right edge of the piece.

%

Top: 2-3/4 inches from the bottom edge of the piece.
d. Bottom: 5/8 inch from the bottom edge of the piece.
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Exhibit 2.1 OCR Read Area

Postage area o«———

|

| |

| |

1 1

"1 Mr. and Mrs. John A Sample .

12 99 Oak St 72!

| 2-3/4" Anytown WA 98765-4321 !

! |

i ;

,,,,,,,,,,, T

5/8"
4

Optical Character Reader (OCR)
read area

Placement and Content of Mail Markings

Enclosures
Enclosures, attachments, and mixed price mailpieces must be marked under the
applicable standards in 703.9.0, Mixed Classes.

Printing and Designs

Required markings may be printed by a postage meter or other means that ensures
a legible marking. A marking may not include or be part of a decorative design or
advertisement.

Express Mail, Priority Mail, and Critical Mail Markings

Express Mail pieces must be marked “Express Mail,” by using a mailing label
according to 215.2.1. Priority Mail pieces must have the basic price marking of
“Priority Mail” printed in a prominent location on the address side; see more options
in 102.3.1. Critical Mail letters (see 223) have the marking “Critical Mail” preprinted
on the USPS-produced packaging. Critical Mail letters with permit imprint postage
must have “Critical Mail” as the class of mail in the indicia (under 604.5.0) when a
class of mail is printed. In addition, except for pieces paid using an Express Mail
Corporate Account, permit imprint, Express Mail and Priority Mail pieces claiming
Commercial Base or Commercial Plus prices also must bear the appropriate
commercial price marking, printed on the piece or produced as part of the meter
imprint or PC Postage indicia. Place the commercial price marking directly above,
directly below, or to the left of the postage. Markings are as follows:

a. “Commercial Base Price” “Commercial Base Pricing” or “ComBasPrice”
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202.3.5

“Commercial Plus Price” “Commercial Plus Pricing” or “ComPlsPrice”

3.4 Placement of First-Class Mail and Standard Mail Markings
Markings must be placed as follows:

a. Basic Marking. The basic required marking that indicates the class or subclass
which must be printed or produced as part of; directly below; or to the left of the
permit imprint, meter imprint, or stamp as follows:

1. “First-Class”

2. “Standard” or “STD”

3. “Presorted Standard” or “PRSRT STD”

4. “Nonprofit Organization,” “Nonprofit Org.,” or “Nonprofit”

b. Other Markings. The price-specific markings “AUTO,” “Presorted” (or “PRSRT”);
“Single-Piece” (or “SNGLP”) (First-Class Mail only); and “ECRLOT,” “ECRWSH,”
“ECRWSS,” and “Customized MarketMail” (or “CUST MKTMAIL” or “CMM”)
(Standard Mail only) may be placed as follows:

1. Inthe location specified in 3.4a.

2. Inthe address area on the line directly above or two lines above the
address if the marking appears alone or if no other information appears on
the line with the marking except optional endorsement line information
under 708.7.0 or carrier route bundle information under 708.6.0.

3. If preceded by two asterisks (**), the “AUTO,” “PRESORTED” (or
“PRSRT”), “CUSTOMIZED MARKETMAIL” (or “CUST MKTMAIL” or
“CMM”), or “Single-Piece” (or “SNGLP”) marking also may be placed on
the line directly above or two lines above the address in a mailer keyline or
a manifest keyline, or it may be placed above the address and below the
postage in an MLOCR ink-jet printed date correction/meter drop shipment
line. Alternatively, the “AUTO,” “PRSRT,” or “SNGLP” marking may be
placed to the left of the barcode clear zone (subject to the standards in
5.0, Barcode Placement) on letter-size pieces.

c. Additional Requirements for Carrier Route. “ECRLOT,” “ECRWSH,” and
“ECRWSS” (Standard Mail only) must appear in their entirety wherever placed,
except “ECR” may be placed in the postage area if “LOT,” “WSH,” or “WSS,” as
applicable, is placed in the line above or two lines above the address, as
specified in 3.4b. Pieces not mailed at ECR prices must not bear these
markings.

3.5 Exceptions to Markings

Exceptions are as follows:

a.

Automation Letters. First-Class Mail and Standard Mail letters do not require an
“AUTO” marking if they bear a DPBC or an Intelligent Mail barcode with a
delivery point routing code in the address block or on an insert visible through a
window. First-Class Mail letters not marked “AUTO” must bear both the
“Presorted” or “PRSRT” and “First-Class” markings. Standard Mail letters not
marked “AUTO” must bear the appropriate basic marking in 3.4a.
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3.6

4.0
4.1

4.2

4.3

b. Manifest Mailings. The basic marking must appear in the postage area on each
piece as required in 3.4a. The two-letter price category code, printed in the
keyline on manifest mailing system pieces using batch processing under
705.2.0, Manifest Mailing System, meets the requirement for other price
markings when those pieces are part of a manifest mailing or another
automation mailing. If a single-piece marking (“SP”) has been applied to pieces
that subsequently become part of a presorted or automation mailing, the “SP”
marking must be marked out and replaced with a “Presorted” or “PRSRT”
marking.

c. MLOCR Prepared Automation Mailings. The basic marking must appear in the
postage area on each piece as required in 3.4a. The other “AUTO” marking
described in 3.4b must be replaced by the appropriate identifier/price code
marking described in 705.5.0, First-Class Mail or Standard Mail Mailings With
Different Payment Methods, on those pieces that have the marking applied by
an MLOCR. This seven-character marking provides a description of the
Product Month Designator, MASS/FASTforward System |dentifier, postage
payment method, and the price of postage affixed for metered and precanceled
stamp mail or other postage information for permit imprint mail.

Marking Hazardous Materials
All mailable hazardous materials must be labeled and/or marked as required in
601.10.0.

Placement and Physical Standards for Endorsements

Endorsements for Delivery Instructions and Ancillary Services

The mailer must place the correct endorsement on each mailpiece to provide
delivery instructions (retention period under 507.4.4.4) or to request an ancillary
service (see 507.1.0).

Return Address

When a printed ancillary service endorsement is used, or a request is embedded
within an Intelligent Mail barcode, a domestic return address must be placed in the
upper left corner of the address side of the mailpiece or the upper left corner of the
addressing area. If the return address is a multiple delivery address, it must show a
unit designator (e.g., an apartment number).

Placement of Endorsement
Placement of the endorsement on the mailpiece is determined as follows:

a. A retention period specified by the mailer must be placed directly above the
return address.

b. Any ancillary service endorsement (e.g., Address Service Requested,
Forwarding Service Requested, Return Service Requested, Change Service
Requested) must be placed in one of these four positions:

1. Directly below the return address.
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2. Directly above the delivery address area (which includes the delivery
address block and any related nonaddress elements such as a barcode,
keyline, or optional endorsement line).

3. Directly to the left of the postage area and below or to the left of any price
marking.

4. Directly below the postage area and below any price marking.

Physical Standards for Endorsements
The endorsement or, if combined, endorsements must meet these physical
standards:

a. The type size of the endorsement must be at least 8 points.

b. The read direction of the endorsement and return address must be the same as
the read direction of the delivery address.

c. The color contrast between the endorsement and the mailpiece background
must be kept at a reasonable degree. A brilliant colored background or reverse
printing is not permitted.

d. Aclear space of at least 1/4 inch around (above, below, and both sides) the
total area containing the endorsement(s) is required. This 1/4-inch clear space
is not required for an endorsement that is applied with a multiline optical
character reader (MLOCR) inkjet and placed in the location directly below the
postage area and any price marking if the endorsement is clear and legible.

Barcode Placement

Barcode Clear Zone

Each letter-size piece in an automation price or an Enhanced Carrier Route price
mailing must have a barcode clear zone unless the piece bears a POSTNET or an
Intelligent Mail barcode with a delivery point routing code (see 708.4.3) in the
address block. The barcode clear zone and all printing and material in the clear zone
must meet the reflectance standards in 708.4.4. The barcode clear zone is a
rectangular area in the lower right corner of the address side of cards and letter-size
pieces defined by these boundaries:

a. Left: 4-3/4 inches from the right edge of the piece.
b. Right: right edge of the piece.
c. Top: 5/8 inch from the bottom edge of the piece.

d. Bottom: bottom edge of the piece.

General Barcode Placement for Letters

Automation price letters and letters claimed at an Enhanced Carrier Route saturation
or high density price may bear a POSTNET or an Intelligent Mail barcode with a
delivery point routing code (see 708.4.0). Mailers must print the barcode either in the
address block or in the barcode clear zone, except for pieces that weigh more than
3 ounces which must include the barcode in the address block. See 5.7 when
placing barcodes in the address block.
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Barcode on a Mailpiece

Except as noted for 5-digit barcodes in 5.5, 5-Digit Barcode Placement

in Clear Zone, if the barcode is printed directly on the mailpiece in the lower right

corner, the entire barcode must be within the barcode read area defined by these

limits:

a. Horizontally, the leftmost bar must be between 3-1/2 inches and 4-1/4 inches
from the right edge of the piece.

b. Vertically, the barcode must be within the area between 3/16 inch and 1/2 inch,
both measured from the bottom edge of the piece.

5-Digit and ZIP+4 Barcode Permissibility

An automation price letter-size piece may not bear a 5-digit or ZIP+4 barcode in the
lower right corner (barcode clear zone). The piece may bear a 5-digit or ZIP+4
barcode in the address block only if a POSTNET or an Intelligent Mail barcode with
a delivery point routing code appears in the lower right corner. The ZIP+4 barcode
may appear in the address block when printed on an insert that appears through a
window or on an address label affixed directly to the piece; or it may appear in the
lower right corner either printed directly on the mailpiece or on an insert that
appears through a window.

5-Digit Barcode Placement in Clear Zone

Any 5-digit barcode must be located as specified in 5.4, except that, if placed in the
barcode clear zone, the leftmost bar of the barcode must be between 4-1/8 and
4-1/4 inches from the right edge of the mailpiece.

DPBC Numeric Equivalent

In delivery point barcoded automation price mailings only, the numbers
corresponding to the POSTNET bars in a correct delivery point barcode (DPBC)
may appear in the delivery address. If read from left to right, a correct DPBC
numeric equivalent consists of five digits, a hyphen, and seven digits.

Barcode in Address Block
When the barcode is included as part of the address block:

a. The barcode must be placed in one of these positions:
1. Above the address line containing the recipient’s name.
2. Below the city, state, and ZIP Code line.
3.  Above or below the keyline information.
4. Above or below the optional endorsement line.

b. The printing of the barcode is prohibited anywhere between the address line
containing the recipient’s name and the city, state, and ZIP Code line.

c. The minimum clearance between the barcode and any information line above
or below it within the address block must be at least 0.040 (1/25) inch for
POSTNET barcodes or 0.028 inch for Intelligent Mail barcodes. The separation
between the barcode and top line or bottom line of the address block must not
exceed 0.625 (5/8) inch. The clearance between the leftmost and rightmost
bars and any adjacent printing must be at least 0.125 (1/8) inch.
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d. Ifawindow envelope is used, the clearance between the leftmost and rightmost
bars and any printing or window edge must be at least 0.125 (1/8) inch. The
clearance between the barcode and the top and bottom window edges must
be at least 0.040 (1/25) inch for POSTNET barcodes or 0.028 inch for Intelligent
Mail barcodes. These clearances must be maintained during the insert's range
of movement in the envelope. Address block windows on heavy letter mail (as
defined in 5.2, General Barcode Placement for Letters) must be covered; such
windows may be covered on other mail. Covers for address block windows are
subject to 5.11.

e. Ifan address label is used, a clear space of at least 0.125 (1/8) inch must be left
between the barcode and the left and right edges of the address label. The
clearance between the barcode and the top and bottom edges of the address
label must be at least 0.040 inch for POSTNET barcodes or 0.028 inch for
Intelligent Mail barcodes.

f.  The rightmost bar must be at least 1/2 inch from the right edge of the mailpiece,
and the leftmost bar must be less than 10-1/2 inches from the right edge of the
mailpiece and at least 1/2 inch from the left edge of the mailpiece; the top of
each bar must be less than 4 inches from the bottom edge of the mailpiece;
and the bottom line of the address block, including the barcode, must be at
least 5/8 inch from the bottom of the mailpiece.

Barcode on Insert
If the barcode is printed on an insert to appear through a window in the lower right
corner of an envelope:

a. The envelope and window must meet the physical standards in 5.9 through
5.11 in Barcode Placement.

b. The entire barcode must be within the barcode clear zone (but need not be
completely within the barcode read area).

c.  When the insert showing through the window is moved to any of its limits inside
the envelope, the entire barcode must remain within the barcode clear zone. In
addition, a clear space must be maintained that is at least 0.125 (1/8) inch
between the barcode and the left and right edges of the window, at least
0.1875 (3/16) inch between the barcode and the bottom edge of the mailpiece,
and at least 0.040 (1/25) inch between the barcode and the top edge of the
window for POSTNET barcodes or 0.028 inch for Intelligent Mail barcodes.

Edges of Barcode Window
The edges of the barcode window must meet these criteria:

a. Left: at least 4-3/4 inches from the right edge of the envelope.
b. Right: at least 1/4 inch from the right edge of the envelope.
c. Top: at least 5/8 inch from the bottom of the envelope.

d. Bottom: form part of the bottom edge of the envelope.

Window Construction
A barcode window must extend fully to the bottom edge of the envelope, must be of
wraparound construction, and must be covered subject to 5.11.
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5.11 Window Cover
The window cover must be of a nontinted clear or transparent material (e.g.,
cellophane or polystyrene) that permits the barcode and its background, as viewed
through the window material, to meet the reflectance standards in 708.4.4. The
edges of the window cover must be securely glued to the envelope.
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Prices and Fees

Prices Charged Per Piece

[1-22-12] Except for Flat Rate Envelopes under 1.5, Express Mail postage is
charged for each addressed piece according to its weight and zone. For shipments
presented in Express Mail pouches under an Express Mail Custom Designed
agreement, each pouch is considered an addressed piece.

Price Application

Except under 1.5, Flat Rate Envelopes, Express Mail items are charged the
0.5-pound price for items up to 0.5 pound. Items over 0.50 pound are rounded up
to the next whole pound. For example, if a piece weighs 0.25 pound, the weight
(postage) increment is 0.50 pound; if a piece weighs 0.75 pound, the weight
increment is 1 pound. Express Mail items mailed under a specific customer
agreement are charged according to the individual agreement.

Commercial Base Prices
Express Mail Commercial Base prices are less than Express Mail retail prices (see
Notice 123 —Price List). These prices are available to:

a. Customers who use an Express Mail Corporate Account (EMCA), including
federal agency accounts.

b. Click-N-Ship customers.

c. Registered end-users of USPS-approved PC Postage providers when using a
qualifying shipping label managed by the PC Postage system used.

d. Customers using USPS-approved IBl postage meters that print the IBIl with the
appropriate price marking (see 202.3.3) and who electronically transmit
transactional data to the USPS and use an approved Express Mail shipping
label.

e. Customers who pay postage with a permit imprint using the Electronic
Verification System (eVS) program to document and pay postage (see 705.2.9).

Commercial Plus Prices
Express Mail Commercial Plus prices are less than Express Mail retail prices (see
Notice 123 —Price List).
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1.4.1 Eligibility

Commercial Plus pricing is available to customers whose cumulative account
volume exceeds 5,000 pieces in the previous four quarters or who have a customer
commitment agreement with USPS (see 1.4.2) and who are:

a. Express Mail Corporate Account (EMCA) customers, including Federal Agency
Accounts.

b. Registered end-users of USPS-approved PC Postage products when using a
qualifying shipping label managed by the PC Postage system used.

c. Permit imprint customers using the eVS program to document and pay
postage under 705.2.9.

d. Customers using USPS-approved IBI postage meters that print the IBI with the
appropriate price marking (see 202.3.3) and who electronically transmit
transactional data daily to USPS for all mailpieces and mail categories and use
an approved Express Mail shipping label.

1.4.2 New Express Mail Customers

Commercial Plus prices are available for new Express Mail customers who have a
customer commitment agreement with the USPS. Shippers must contact their
account manager or the manager, Shipping Support, Shipping Services (see
608.8.0 for address) for additional information.

Flat Rate Envelopes

[1-22-12] Only USPS-produced or approved Flat Rate Envelopes are eligible for the
Flat Rate Envelope price and are charged a flat price, regardless of the actual weight
(up to 70 pounds) of the piece or its domestic destination. When sealing a Flat Rate
Envelope, the container flaps must be able to close within the normal folds. Tape
may be applied to the flaps and seams to reinforce the container provided the
design of the container is not enlarged by opening the sides and the container is not
reconstructed in any way. See Notice 123 —Price List.

Sunday and Holiday Premium

When delivery is guaranteed for a Sunday or holiday, there is a premium (see Notice
123 —Price List), unless paying via an Express Mail Manifesting Agreement.
Customers not desiring delivery on a Sunday or a holiday may avoid the premium by
opting for guaranteed delivery on the subsequent delivery day.

Pickup on Demand

The Pickup on Demand fee is charged every time pickup service is provided,
regardless of the number of pieces picked up. This service may be combined with
Priority Mail and Package Services pickups (see 507.7.0). See Notice 123—Price
List.

Delivery Stop

Express Mail Custom Designed items are subject to an additional fee for each
delivery stop for items presented for delivery to addressee. See Notice 123 —Price
List.
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Determining Single-Piece Weight

When determining single-piece weight, express all weights in decimal pounds
rounded off to two decimal places (except mailers using eVS). When using a
manifest mailing system, the manifest weight field must be properly completed by
adhering to the rules relative to the specific manifest.

Content Standards for Express Malil

General
All mailable matter may be sent as Express Mail, except matter prohibited by
standards (e.g., certain hazardous materials).

Matter Required to be Mailed as First-Class Mail
Mailers have the option to use Express Mail or Priority Mail for mailpieces required to
be mailed as First-Class Mail; see 133.3.0.

Basic Standards for Express Mail

Definition

Express Mail is an expedited service for shipping any mailable matter, with
guaranteed delivery, subject to the standards below. Express Mail International is
available between the United States and most foreign countries (see the
International Mail Manual).

IMpb Standards

[1-22-12] Commercial Express Mail with postage paid through a PC Postage
system must bear an Intelligent Mail package barcode (IMpb) prepared under
708.5.0. Effective January 7, 2013, all commercial Express Mail pieces (except for
pieces paying postage through EMCA) must bear an IMpb.

Matter Closed Against Postal Inspection

Matter closed against postal inspection includes First-Class Mail, Critical Mall,
Priority Mail, and Express Mail. The USPS may open mail other than First-Class Mail,
Critical Mail, Priority Mail or Express Mail to determine whether the proper price is
paid. Material wrapped or packaged so that it cannot be examined easily or
examined without destruction or serious damage is closed against postal inspection
and is charged the appropriate First-Class Mail, Priority Mail, or Express Mail price.

Service Features of Express Mail

General

[1-22-12] Customers may access delivery information at www.usps.com or by
calling 1-800-222-1811 toll-free and providing the article number. A delivery record,
including the addressee's signature, will be faxed or mailed upon request. See
215.2.2 for more information regarding the addressee's signature.
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Express Mail Next Day Delivery

4.2.1 Availability

Express Mail Next Day Delivery is available via designated USPS facilities,
designated Express Mail collection boxes, or Pickup on Demand service, for
overnight service to designated destination 3-digit ZIP Code delivery areas. Except
for items endorsed “Guaranteed by End of Day” per an approved customer
agreement, items are delivered to an addressee within the delivery area of the
destination facility by noon or 3 p.m. on the next day. If delivery is not made, the
addressee is notified, a second notice is left on the third day, and a second delivery
is attempted upon customer request. For additional options, see 4.2.4, Hold for
Pickup, and 4.4, Express Mail Custom Designed.

4.2.2 Where Not Available
Next Day Delivery may not be available at or between all Post Offices or at all times
of deposit. An Express Mail Next Day Delivery directory is available at Post Offices.

4.2.3 Acceptance Times

Express Mail Next Day Delivery mail must be presented by the times authorized by
the postmaster. Express Mail Next Day Delivery items mailed after the time
authorized by the postmaster are accepted for delivery on the second day after
mailing, subject to 4.3.

4.2.4 Hold for Pickup

Under Hold for Pickup service, items presented under 4.2.1 are available for claim
by the addressee at the destination facility by 10 a.m., 12 p.m., or 3 p.m. of the next
day the destination office is open for retail business.

4.2.5 Refunds

For Express Mail Next Day Delivery, the USPS refunds the postage for an item not
available for customer pickup at destination or for which delivery to the addressee
was not attempted, subject to the standards for this service, unless the delay was
caused by one of the situations in 214.3.0.

Express Mail Second Day Delivery

4.3.1 Availability

Express Mail Second Day Delivery is available to any destination not listed in the
Next Day Delivery directory mentioned in 4.2.2. Except for items endorsed
“Guaranteed by End of Day” per an approved customer agreement, items are
delivered to an addressee within the delivery area of the destination facility by noon
or 3 p.m. on the second delivery day. If delivery is not made, the addressee is
notified, a second natice is left on the third day, and a second delivery is attempted
upon customer request. For additional options, see 4.3.4, Hold for Pickup, and 4.4,
Express Mail Custom Designed.

4.3.2 Acceptance
Express Mail Second Day Delivery is accepted at designated USPS facilities, at
Express Mail collection boxes, and through Pickup on Demand service.
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4.3.3 Acceptance Times
Express Mail Second Day Delivery shipments must be presented by 5 p.m., or such
time authorized by the postmaster.

4.3.4 Hold for Pickup

Under Hold for Pickup service, items presented under 4.3.3 are available to pick up
by the addressee at the destination facility by 10 a.m., 12 p.m., or 3 p.m. of the
second delivery day that the destination office is open for retail business.

4.3.5 Refunds

For Express Mail Second Day Delivery, the USPS refunds the postage for an item
not available for customer pickup at destination or for which delivery to the
addressee was not attempted, subject to the standards for this service, unless the
delay was caused by one of the situations in 214.3.0.

Express Mail Custom Designed

4.4.1 Availability

A service agreement is required for Custom Designed mailings. Custom Designed
items are not eligible for flat-rate pricing. Express Mail Custom Designed is available
only on a scheduled basis between designated USPS facilities or other designated
locations for mailable matter presented under the service agreement between the
USPS and the mailer.

4.4.2 Additional Fee
Express Mail Custom Designed items are subject to an additional fee for each
delivery stop for items presented for delivery to addressee.

4.4.3 Service Agreement Information
Each Express Mail Custom Designed Agreement must specify the scheduled:

a. Place, time, and day or date of origin for each shipment presented for service to
each specific destination.

b. Place, time, and day or date for claim or delivery at destination for each
scheduled shipment.

4.4.4 Service Commencement
Service provided under a service agreement must begin not more than 10 days after
the signed service agreement is presented to the USPS.

4.4.5 Changes in Destination Address
At least 30 days' advance notice is required to change the Express Mail destination
address for origin caller service mail (accelerated reply mail).

4.4.6 Termination by USPS

Express Mail Custom Designed provided under a service agreement may be
terminated by the USPS on 10 days' written notice to the mailer, if service cannot be
provided for reasons beyond the control of the USPS or because of changes in
USPS facilities or operations, or if the mailer fails to adhere to the terms of the
service agreement or these standards.
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4.4.7 Termination by Mailer
A service agreement may be terminated by the mailer for any reason by notice to
the USPS.

4.4.8 Refunds

For Express Mail Custom Designed, the USPS refunds the postage for an item not
available for customer pickup at destination or not delivered to the addressee within
24 hours of mailing, unless the item was mailed under a service agreement that
provides for delivery more than 24 hours after scheduled presentation at the point of
origin or if the delay was caused by one of the situations in 214.3.0.

Express Mail Military Service (EMMS)

4.5.1 Objectives

For Express Mail Military Service (EMMS), items presented at APO/FPO and DPO
facilities before the published cut-off time are delivered the second day after
acceptance. ltems presented after the published cut-off time are delivered the third
day after acceptance. For EMMS, the USPS refunds postage for an item not
available for customer pickup at the APO/FPO and DPO address or for which
delivery to the addressee was not attempted domestically within the times specified
by the standards for this service, unless the item was delayed by Customs; the item
was destined for an APO/FPO and DPO that was closed on the intended day of
delivery (delivery is attempted the next business day); or the delay was caused by
one of the situations in 214.3.0.

4.5.2 Availability

EMMS (under 2.6) is available between the United States and designated APO/FPO
and DPOs to provide Department of Defense personnel stationed overseas, and
others entitled to APO and FPO mailing privileges, an expedited delivery service to
or from the United States. EMMS Custom Designed Service and EMMS drop
shipment service are available to authorized APO/FPO destinations.

Drop Shipment

Express Mail Custom Designed, Express Mail Next Day Delivery, and Express Mail
Second Day Delivery may be used to expedite movement of any other class of malil
from one domestic USPS facility to another by Express Mail drop shipment, subject
to the standards in 705.19.0.
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Basic Standards for Postage Payment Options

Federal agency and USPS official Express Mail may use the appropriate indicia,
subject to 703.7.0. The mailer is responsible for proper payment of postage.
Customers may pay postage with a permit imprint via the electronic verification
system (eVS) program to manifest Express Mail items, according to 705.2.9.9.

Commercial Base Pricing
Commercial Base Express Mail postage may be paid with:

a. An Express Mail Corporate Account (see 2.0), including Federal Agency
Accounts.

b. Click-N-Ship.

c. USPS-approved PC Postage products by registered end-users in conjunction
with a qualifying shipping label managed by the PC Postage system used.

d. USPS-approved IBI postage meters that print the IBI with the appropriate price
marking (see 202.3.3) and transactional data is electronically transmitted to the
USPS with an approved Express Mail shipping label.

e. Permit imprint through the Electronic Verification System (eVS) under 705.2.9.

Commercial Plus Pricing
Commercial Plus Express Mail postage may be paid with:

a. An Express Mail Corporate Account (see 2.0), including federal agency
accounts.

b. USPS-approved PC Postage products by registered end-users in conjunction
with a qualifying shipping label managed by the PC Postage system used.

c. Permit imprint through the Electronic Verification System (eVS) under 705.2.9.

d. USPS-approved IBI postage meters that print the IBI with the appropriate price

marking (see 402.2.1) and transactional data is electronically transmitted daily
to USPS for all mailpieces and mail categories with an approved Express Mail
shipping label.
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2.0 Corporate Accounts

2.1 Availability
An Express Mail Corporate Account (EMCA) is available to any mailer, subject to 2.3
through 2.6 in Corporate Accounts and the terms on Form 5639. The address
provided by the mailer on Form 5639 must be valid as a condition of an account
being opened.

2.2 Account
Written application is required to mail with an Express Mail Corporate Account.
Mailers must pay postage through an Express Mail Corporate Account for all
Express Mail items accepted under the terms of an Express Mail Manifesting
agreement in 705.2.6.

2.3 Postage Liability
The mailer must pay all postage and fees resulting from shipments presented
bearing the assigned account number while the account is active and up to 30 days
after the account is closed. After that, any shipment bearing the account number is
refused and returned to the maliler.

24 Payment Method
For opening and maintaining an account, the mailer may do any of the following:

a. Use a personal or business credit card.

b. Authorize the USPS to originate an Automated Clearing House (ACH) debit
from a specified bank account.

c. Participate in the Centralized Account Processing System (CAPS) debit only if
combined with other PostalOne! accounts such as permit imprint, Periodicals,
and Business Reply Mail.

d. Existing EMCA customers who deposit cash and checks in local trust accounts
must maintain a minimum balance in the account equal to an average week's
postage and fees, or $100, whichever is higher.

25 USPS Report
By the 10th of the month, the account holder receives a mailing activity report for
the previous month. This report includes beginning and ending balances; deposits
made; and postage and fees deducted. Accounts with activity have an itemized
page included in the report. This itemization lists each piece mailed, the mailing
date, label number, origin and destination ZIP Codes, and postage and fees.
Deposits, withdrawals, and adjustments also are itemized.

2.6 Closing Account
The USPS may close an account with 10 days' written advance notice to the
account holder, (and reserves the right to refer closed corporate accounts with
negative balances or unpaid mailings to a collection agency), for any of the following
reasons:

a. The ending balance on the mailing activity report is below the minimum balance
required for two consecutive months.
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The account remains inactive for one year, unless circumstances warrant
otherwise (e.g., a seasonal mailer, positive balance, etc.).

For any unpaid mailings.

There are repetitive unpaid mailings due to rejection of payment by the account
holders' credit card company or ACH institution. The closing of an account due
to repetitive unpaid mailings caused by the rejection of the payment by the
banking institution is subject to review by the manager, Business Mail Entry.

Postage Refunds
[1-22-12] Postage refunds may not be available if delivery was attempted within the
times required for the specific service, or for any of the following reasons:

a.
b.

C.

The item was properly detained for law enforcement purposes.
The item was delayed due to strike or work stoppage.

The item was delayed because of an incorrect ZIP Code or address; forwarding
or return service was provided after the item was made available for claim.

The shipment is available for delivery, but the addressee made a written
request, i.e. Hold Mail request, that the shipment be held for a specific day(s).

The delivery employee discovers that the shipment is undeliverable as
addressed before leaving on the delivery route.

If authorized by USPS Headquarters, and the delay was caused by
governmental action beyond the control of USPS or air carriers; war,
insurrection, or civil disturbance; delay or cancellation of flights; projected or
scheduled transportation delays; breakdown of a substantial portion of USPS
transportation network resulting from events or factors outside the control of
USPS; or acts of God.

The shipment contained live animals and was delivered or delivery was
attempted within 3 days of the date of mailing.

The Express Mail Next Day shipment was mailed December 22 through
December 25 and was delivered or delivery was attempted within 2 business
days of the date of mailing.

Postage refunds, other than for loss, may not be obtained if the Express Mail
piece is destined to Guam, American Samoa, the Commonwealth of the
Northern Mariana Islands, the Republic of the Marshall Islands, or the Federated
States of Micronesia (see 608.2.4.1 for ZIP Codes).
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Mail Preparation

1.0 General Information for Mail Preparation
2.0 Express Mail Next Day and Second Day
3.0 Express Mail Custom Designed

4.0 Firm Mailing Book

General Information for Mail Preparation

Express Mail Packaging Provided by the USPS

Express Mail packaging provided by the USPS must be used only for Express Mail.
Regardless of how the packaging is reconfigured or how markings may be
obliterated, any material mailed in USPS-provided Express Mail packaging is
charged the appropriate Express Mail price.

Price Marking
See 202.3.1 for price markings.

Express Mail Next Day and Second Day

Mailing Label

For each Express Mail item, the mailer must complete Label 11-B or Label 11-F for
Post Office to Addressee Service, Label 11-HFPU for Hold for Pickup service, or a
single-ply Express Mail label generated through Click-N-Ship or an USPS-approved
method. Mailers authorized to present Next Day or Second Day Express Mail items
using an Express Mail Manifesting System must follow label preparation procedures
in Publication 97, Express Mail Manifesting Technical Guide.

Waiver of Signature

[1-22-12] For editions of Express Mail Label 11-B or Label 11-F, Express Mail Post
Office to Addressee, printed before January 2012, a mailer sending an Express Mail
item may instruct the USPS to deliver an Express Mail Next Day Delivery or Express
Mail Second Day Delivery item without obtaining the signature of the addressee or
the addressee’s agent by checking and signing the waiver of signature on

Label 11-B or Label 11-F, or indicating waiver of signature is requested on single-ply
commercial label. Completion of the waiver of signature authorizes the delivery
employee to sign upon delivery. The item is delivered to the addressee’s mail
receptacle or other secure location. Mailers who request waiver of signature are
provided only the delivery date and time, and not an image of a signature when
accessing delivery information on the Internet or by phone.

Signature Required

[1-22-12] For editions of Express Mail Label 11-B or Label 11-F printed on or after
January 2012, a mailer sending an Express Mail item, and requiring the addressee’s
signature, must instruct USPS to obtain a signature from the addressee upon
delivery of the item by checking the “signature required” box on Label 11-B or Label
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11-F or indicating signature is requested on single-ply commercial label. If the
signature required box is selected, an image of the signature will be provided when
accessing delivery information.

ZIP Code Determination

For Express Mail Next Day Delivery, the mailer determines if the item is destined to a
ZIP Code area to which Express Mail Next Day Delivery is offered from the point of
origin by accessing an Express Mail Next Day Delivery directory, available at Post
Offices. If the destination is not listed, only Express Mail Second Day Delivery is
available.

Express Mail Custom Designed

Forms

The mailer must complete Form 5625 and, when appropriate, Form 3877. The
completed form is placed in an EP-13 envelope that is affixed to the Express Mail
pouch.

Signature Required
[1-22-12] The addressee's (or agent's) signature is required for all Express Mail
Custom Designed service.

Pouches
Express Mail Custom Designed items must be presented in sealed Express Mail
pouches.

Firm Mailing Book
Form 3877 is available at no cost to any mailer who mails an average of three or
more Express Mail items at one time, following these instructions:

a. The mailer must prepare Express Mail Custom Designed and Express Mail Next
Day Delivery or Second Day Delivery items as described above and present the
completed form with the items to be mailed.

b. The mailer must enter on Form 3877 the full number of each Express Mail item
and the addressee's name and address.

c. All entries must be made in duplicate by typewriter, ink, or ballpoint pen. One
copy is kept by the accepting employee. The other is receipted and returned to
the mailer.

d. All unused parts of the address column in Form 3877 must be obliterated by
drawing a diagonal line through the unused part. Any alteration must be initialed
by the mailer and accepting employee.

e. For Express Mail Manifesting, a special manifest is used to present Express
Mail items for acceptance as described in Publication 97, Express Mail
Manifesting Technical Guide. Form 3877 may be used only to list items for
which extra services have been requested. See 705.2.6 for more information.
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Enter and Deposit

1.0 Express Mail Next Day and Second Day Delivery
2.0 Express Mail Custom Designed

3.0 Express Mail Military Service

4.0 Pickup on Demand Service

Express Mail Next Day and Second Day Delivery

Commercial Express Mail Next Day and Second Day Delivery items:

a. May be deposited in Express Mail collection boxes, handed to delivery and
collection employees during their normal delivery and collection duties, or
picked up by USPS Pickup on Demand service. The “time and date of mailing”
for items deposited in these ways, is the time and date the items are brought to
the Express Mail acceptance unit.

b. If manifested, will be accepted at the locations specified in the Express Mail
Manifesting agreement.

Express Mail Custom Designed
Express Mail Custom Designed items must be deposited on a scheduled basis
under the service agreement.

Express Mail Military Service
Express Mail Military Service items must be presented by the times authorized by
the local postmaster.

Pickup on Demand Service

Availability
Express Mail Pickup on Demand service is available from designated Post Offices.

Pickup on Demand Fee
The Pickup on Demand fee is assessed and paid as described in 507.7.0.
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Prices and Eligibility

1.0 Prices and Fees
2.0 Content Standards for Priority Mail
3.0 Basic Standards for Priority Mail

Prices and Fees

Price Application
The following price applications apply:

a.

Except Commercial Plus items weighing up to 0.5 pound (see 1.1c¢) and
Commercial Plus cubic items (see 423.1.1d.), Priority Mail mailpieces are
charged per pound; any fraction of a pound is rounded up to the next whole
pound. For example, if a piece weighs .08 pound, the weight (postage)
increment is 1 pound.

Flat Rate prices are not based on weight and zone but are charged a flat rate
regardless of actual weight (up to 70 pounds) of the mailpiece and domestic
destination.

The minimum postage amount per addressed piece is the 1-pound price
except Commercial Plus items weighing up to 0.5 pound. Charge the 0.5-
pound price for Commercial Plus items up to 0.5 pound. Iltems over 0.5 pound
are rounded up to the next whole pound. For example, if a Commercial Plus
piece weighs 0.10 pound, the weight (postage) increment is 0.5 pound; if a
piece weighs 0.75 pound, the weight (postage) increment is 1 pound.

Priority Mail items mailed under a specific customer agreement are charged
according to the individual agreement.

Commercial Base Prices
For prices, see Notice 123—Price List. The Commercial Base prices are available

for:
a.
b.

Click-N-Ship customers.

Registered end-users of USPS-approved PC Postage products when using a
qualifying shipping label managed by the PC Postage system used.

Customers using permit imprint.
Priority Mail Open and Distribute customers; see 423.1.3 and 705.18.0.

Permit holders using Merchandise Return Service (MRS) for mailpieces returned
at Priority Mail prices when all MRS requirements are met (505.3.0).

Customers using USPS-approved IBI postage meters that print the IBI with the
appropriate price marking (see 202.3.3) and electronically transmit transactional
data to the USPS.
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Commercial Plus Prices

1.3.1 Basic Eligibility

For prices, see Notice 123—Price List. Commercial Plus prices are available to
Priority Mail (including Critical Mail) customers who qualify for Commercial Base
prices and whose cumulative account volume exceeds a combined total of 5,000
letter-size and flat-size pieces (including Flat Rate Envelopes, but not the Padded
Flat Rate Envelope) or 75,000 total pieces (see 423) in the previous calendar year
(except Priority Mail Open and Distribute) or who have a customer commitment
agreement with USPS, and are:

a. Registered end-users of USPS-approved PC Postage products.
b. Permit imprint customers.

c. Priority Mail Open and Distribute (PMOD) customers (see 423.1.3 and
705.18.5.1).

d. Permit holders using MRS for mailpieces returned at Priority Mail prices when
all MRS requirements are met (505.3.0)

e. Customers using USPS-approved IBI postage meters that print the IBI with the
appropriate price marking for commercial price items (202.3.3) and
electronically transmit transactional data daily to USPS for all mailpieces and
mail categories.

1.3.2 New Priority Mail Customers

Commercial Plus prices are available for new Priority Mail customers who have a
customer commitment agreement with the USPS. Shippers must contact their
account manager or the manager, Shipping Support, Shipping Services (see
608.8.0 for address) for additional information.

Critical Mail Prices

1.4.1 Basic Eligibility

Critical Mail letter-size pieces are charged a flat rate regardless of domestic
destination or weight for barcoded, automation-compatible letters up to 3 ounces.
Critical Mail letter-size pieces that exceed 3 ounces in weight, exceed 1/4 inch
thickness, or are not barcoded according to 3.2, will be charged the Priority Mail
Commercial Plus Flat Rate Envelope price (volume thresholds apply). Critical Mail
letter prices are Commercial Plus prices available to Critical Mail customers whose
Priority Mail and Critical Mail volume exceeds a combined total of 5,000 letter-size
and flat-size pieces (including Flat Rate Envelopes, but not the Padded Flat Rate
Envelope), in the previous calendar year or who have a customer commitment
agreement (see 1.3.2) with USPS, and that are:

a. Registered end-users of USPS-approved PC Postage products when using a
qualifying shipping label managed by the PC Postage system used.

b. Permit imprint customers.

1.4.2 New Critical Mail Customers
The following requirements must be met for new Critical Mail customers:

Domestic Mail Manual ® Updated 10-1-12


http://pe.usps.com/text/dmm300/Notice123.htm

Commercial Letters: Prices and Eligibility

15

1.6

1.7

1.8

223.1.8

a. All customers using Critical Mail service must have a customer commitment
agreement with USPS. Customers must contact their account manager or the
Manager, Shipping Support, Shipping Services (see 608.8.0 for address) for
agreement requirements.

b. USPS-produced Critical Mail letter-size envelopes must be used and mailpieces
must be authorized by the Manager, Integrated Business Solutions, Shipping
Services (see 608.8.1 for address). Prior to the first mailing of Critical Mail items,
the mailer must provide 10 preproduction mailpiece samples to the Manager,
Integrated Business Solutions or designee for review and approval. Sample
pieces must be packaged in USPS-produced Critical Mail letter-size envelopes;
mailpieces must include the full range of the proposed contents that will be
shipped; and mailpieces must bear applicable labels and barcodes (i.e.
Intelligent Mail barcodes and Delivery Confirmation labels or Signature
Confirmation labels).

Flat Rate Envelopes

1.5.1 Flat Rate Envelopes-Price and Eligibility

There are two types of USPS-produced Priority Mail Flat Rate Envelopes: A paper
envelope and a padded envelope (for Commercial Plus only). Each type of USPS-
produced Priority Mail Flat Rate Envelope is priced at a flat rate regardless of the
actual weight (up to 70 pounds) of the mailpiece or domestic destination. See the
Notice 123 —Price List for applicable prices.

1.5.2 Sealing Flat Rate Envelopes

All USPS-produced Priority Mail envelopes smaller than the EP14F envelope (9.5
inches by 12.5 inches) are eligible for the Priority Mail Flat Rate Envelope price
whether or not they are marked “Flat Rate Envelope.” Each type of USPS-produced
Priority Mail Flat Rate Envelope is priced at a flat rate regardless of the actual weight
(up to 70 pounds) of the mailpiece or domestic destination.

Hold For Pickup

Under Hold For Pickup service, Priority Mail items are held at a designated Post
Office location for pick up by a specified addressee or designee. Hold For Pickup
service is not available for Critical Mail.

Pickup on Demand Fee

The Pickup on Demand fee is charged per occurrence. This service may be
combined with Express Mail, Package Services, and international mail pickups (see
507.7.0). See Notice 123—Price List.

Determining Single-Piece Weight

To determine single-piece weight in any mailing of nonidentical-weight pieces, weigh
each piece individually. To determine single-piece weight in a mailing of identical-
weight pieces, weigh a sample group of at least 10 randomly selected pieces and
divide the total sample weight by the number of pieces in the sample. Except for
Critical Mail and mailers using eVS, express all single-piece weights in decimal
pounds rounded off to two decimal places. For Critical Mail, express single-piece
weights in decimal pounds rounded off to four decimal places. Mailers using eVS
may round off to four decimals, and eVS will automatically round to the appropriate
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decimal place. If a customer is using a manifest mailing system, the manifest weight
field must be properly completed by adhering to the rules relative to the specific
manifest.

Computing Postage

Determine weight increment for each piece and pay postage under 224.1.0. For
permit imprint mailings, multiply the number of addressed pieces at each weight
increment by the corresponding postage price.

Content Standards for Priority Mail

General
All mailable matter may be sent as Priority Mail, except matter prohibited by
standards (e.g., certain hazardous materials).

Matter Required to be Mailed as First-Class Mail

Unless Express Mail is used, Priority Mail prices are required for a mailpiece that
weighs more than 13 ounces when the mailpiece contains matter that must be
mailed as First-Class Mail (see 133.3.0).

Basic Standards for Priority Mail

Definition

Priority Mail is an expedited service and may contain any mailable matter weighing
no more than 70 pounds. Lower weight limits apply to some commercial mail
parcels under 423.1.0; Critical Mall letters and flats under 1.4 and 323.1.5;
APO/FPO mail subject to 703.2.0 and 703.4.0 and Department of State mail
subject to 703.3.0.

Additional Standards for Critical Mail Letters

Critical Mail, a category of Priority Mail, is available for barcoded, automation-
compatible letters and barcoded, automation flats (see 323.1.5). With the exception
of restricted mail as described in 601.8.0, any mailable matter may be mailed via
Critical Mail. USPS-produced Critical Mail letter-size envelopes must be used for all
Critical Mail letters. Letters may not exceed 3 ounces in weight or 1/4 inch
thickness. Critical Mail letters also must:

a. Bear an Intelligent Mail barcode with the correct routing code that represents
the finest depth of sort achieved in the address matching process, and
barcodes must be placed according to 202.5.0.

b. Bear a delivery address that includes the correct ZIP Code, ZIP+4 Code, or
numeric equivalent to the delivery point barcode (DPBC) and that meets
address quality standards in 233.5.5 and 708.3.0.

IMpb Standards

[1-22-12] Priority Mail pieces (except Critical Mail pieces without an extra service)
with postage paid through a PC Postage system must bear an Intelligent Mail
package barcode prepared under 708.5.0.
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Service Objectives
Al Priority Mail receives expeditious handling and transportation, but the USPS does
not guarantee delivery within a specified time.

Matter Closed Against Postal Inspection

Matter closed against postal inspection includes First-Class Mail, Priority Mail
(including Critical Mail), and Express Mail. The USPS may open mail other than First-
Class Mail, Priority Mail (including Critical Mail) or Express Mail to determine whether
the proper postage is paid. Material wrapped or packaged so that it cannot be
examined easily or examined without destruction or serious damage is closed
against postal inspection and is charged the appropriate First-Class Mail or Priority
Mail price.
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Postage Payment and Documentation

1.0 Basic Standards for Postage Payment
2.0 Postage Paid with Permit Imprint

Basic Standards for Postage Payment
Postage Payment Options

1.1.1 Commercial Base Pricing
Commercial Base Priority Mail postage may be paid with:

a. Click-N-Ship.

b. USPS-approved PC Postage products when registered end-users use a
qualifying shipping label.

c. Permit imprint.

d. USPS-approved IBI postage meters that print the IBI with the appropriate price

marking (see 202.3.3) and electronically transmit transactional data to the
USPS.

1.1.2 Commercial Plus Pricing
Commercial Plus Priority Mail postage may be paid with:

a. USPS-approved PC-Postage products when registered end-users use a
qualifying shipping label.

b. Permit imprint.

c. Permit holders using MRS for Priority Mail items who qualify for Commercial
Base prices and whose account volumes exceed 100,000 pieces in the
previous calendar year or who have a customer commitment agreement with
the USPS (see 223.1.3.2).

d. USPS-approved IBI postage meters that print the IBI with the appropriate price
marking (see 202.3.3) and electronically transmit transactional data daily to
USPS for all mailpieces and mail categories.

1.1.3 Critical Mail Pricing
Critical Mail pieces must bear an Intelligent Mail barcode and postage may be paid
with:

a. USPS-approved PC Postage products when registered end-users apply a
qualifying shipping label managed by the PC Postage system used.

b. Permit imprint.

Affixing Postage —Single-Piece Mailings
In a postage-affixed Priority Mail mailing, the mailer must affix to each piece a value
equal to at least the postage required (including any surcharges).
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Postage Paid with Permit Imprint

Advance Deposit Account

A mailer may be authorized to mail items without affixing postage when a permit
imprint indicia (see 604.5.0) is used and payment is made at the time of mailing from
a permit imprint advance deposit account established with the USPS for that
purpose. This payment method may be used for postage and extra service fees.

Minimum Quantity

Permit imprint mailings must contain at least 200 pieces or 50 pounds submitted
under the terms of an approved manifest mailing system agreement with exceptions
allowed under a minimum volume reduction provision.

Postage Statement

A completed postage statement must accompany each mailing paid with a permit
imprint.
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Mail Preparation

1.0 General Information for Mail Preparation

2.0 Markings

3.0 Preparation of Permit Imprint Mailings

4.0 Additional Standards for Preparing Critical Mail Letters

General Information for Mail Preparation

Priority Mail Packaging Provided by the USPS

Priority Mail packaging provided by the USPS must be used only for Priority Mail.
Regardless of how the packaging is reconfigured or how markings may be
obliterated, any matter mailed in USPS-provided Priority Mail packaging is charged
the appropriate Priority Mail price. Any matter mailed in USPS-produced Critical Mail
letter packaging will be charged Critical Mail letter prices only if all applicable
standards in 223 are met; otherwise such matter will be charged the Priority Mail
Commercial Plus Flat Rate Envelope price.

Required Use of Return Address
The sender's domestic return address must appear legibly on Priority Mail pieces.

Markings

The marking “Priority Mail” must be placed prominently on the address side of each
piece of Priority Mail. USPS-produced Critical Mail letter envelopes bear the marking
“Critical Mail” and must be used for Critical Mail letters. See 202.3.3.

Preparation of Permit Imprint Mailings

Identical Weight Pieces

To use a permit imprint, the pieces must be of identical weight and, unless all the
pieces are in a weight category for which the price does not vary by zone, the pieces
must be separated by zone when presented to the Post Office, except under 3.2.

Nonidentical Weight Pieces
A permit imprint may be used for mailings of nonidentical-weight pieces only if
authorized by Business Mailer Support at USPS Headquarters.
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Additional Standards for Preparing Critical Mail Letters

Preparing Critical Mail Letters in Trays

When mailing 200 or more Critical Mall letters in one mailing, prepare the letters in
USPS-provided letter trays with the letters “faced” (oriented with all addresses in the
same direction with the postage area in the upper right). Secure and strap letter
trays using USPS-provided sleeves. Label trays under the applicable letter tray label
standards in 235.4.0 and as follows:

a. Line 1: Use L201; for mail originating in ZIP Code areas in Column A, use
“MXD” followed by city, state, and 3-digit ZIP Code prefix in Column C (use
“MXD” instead of “OMX” in the destination line and ignore Column B).

b. Line 2: “CRITICAL MAIL LTRS WKG.”

c. Line 3: Office of mailing or mailer information.

Postage for Critical Mail and Priority Mail

When a manifest mailing system is used, Critical Mail and Priority Mail may be
entered on the same postage statement, but mailpieces must be presented
separately and may not be combined or commingled in the same container.
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1.0 Deposit
2.0 Pickup on Demand Service

Deposit

General

Mailpieces bearing postage evidencing indicia must be deposited in a collection box
(except for mailings of 200 or more Critical Mail letters) or at a postal facility within
the ZIP Code shown in the indicia, except as permitted under 2.0 or 604.4.6.3.
Permit imprint mail must be presented at a Post Office or USPS acceptance site
under 604.5.0, or 705.

Stamped Pieces
Priority Mail bearing postage stamps is retail mail. See 126 for more information.

Pickup on Demand Service
Pickup on Demand service (see 507.7.0) is available from designated Post Offices
for Priority Mail and Critical Mail letters.
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Prices and Eligibility

1.0 Prices and Fees for First-Class Mail

2.0 Content Standards for First-Class Mail Letters

3.0 Basic Standards for First-Class Mail Letters

4.0 Additional Eligibility Standards for Nonautomation First-Class Mail Letters
5.0 Additional Eligibility Standards for Automation First-Class Mail Letters
6.0 Eligibility Standards for Card Price First-Class Mail

Prices and Fees for First-Class Mail

Price Application
Postage is based on the letter price that applies to the weight of each addressed
piece.

Price Computation for First-Class Mail Letters

[1-22-12] Commercial First-Class Mail presorted letters are charged at one price for
the first two ounces, with separate prices for pieces over two ounces up to three
ounces and for pieces over three ounces up to 3.5 ounces. Any fraction of an ounce
is considered a whole ounce. For example, if a piece weighs 2.2 ounces, the weight
(postage) increment is 3 ounces. The pricing per ounce is similar for automation
First-Class Mail letters, with pricing differences per sortation level.

Presorted and Automation Prices for Cards and Letters
For prices, see Notice 123—Price List.

Nonmachinable Surcharge
Surcharge per Presorted price piece (see Notice 123—Price List and 201.2.1, Criteria
for Nonmachinable Letters.

Presort Mailing Fee
Presort mailing fee, per 12-month period, per office of mailing.

Computing Postage for First-Class Mail

Determine single-piece weight and weight (postage) increment for each addressed
piece as prescribed in 1.7 and 1.2. For First-Class Mall, affix postage to each piece
under 234.2.2, or, for permit imprint mailings, multiply the number of addressed
pieces at each price increment (and in each price category, if applicable) by the
corresponding postage price, add the unrounded products, and round off the total
postage to the nearest whole cent.

Determining Single-Piece Weight

To determine single-piece weight in any mailing of nonidentical-weight pieces, weigh
each piece individually. To determine single-piece weight in a mailing of
identical-weight pieces, weigh a sample group of at least 10 randomly selected
pieces and divide the total sample weight by the number of pieces in the sample.
Express all single-piece weights in decimal pounds rounded off to four decimal
places.
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Content Standards for First-Class Mail Letters

General
With the exception of restricted material as described in 601.8.0, any mailable item
may be mailed as First-Class Mail.

Bills and Statements of Account
Bills and statements of account must be mailed as First-Class Mail (or Express Mail)
and are defined as follows:

a. Bills and statements of account assert a debt in a definite amount owed by the
addressee to the sender or a third party. In addition, bills include a demand for
payment; statements of account do not include a demand for payment. The
debt does not have to be due immediately but may become due at a later time
or on demand. The debt asserted need not be legally collectible or owed.

b. Bills and statements of account do not need to state the precise amount due if
they contain information that would enable the debtor to determine that
amount.

Personal Information
Mail containing personal information must be mailed as First-Class Mail (or Express
Mail). Personal information is any information specific to the addressee.

Handwritten and Typewritten Material
Mail containing handwritten or typewritten material must be mailed as First-Class
Mail or Express Malil.

Matter Marked Postcard or Double Postcard
Any matter marked “Postcard” or “Double Postcard” must be mailed as First-Class
Mail or Express Mail.

Matter Not Required to be Mailed as First-Class Mail
Matter eligible for Standard Mail or Package Services prices or authorized as
Periodicals is not required to be mailed as First-Class Mail or Express Mail.

Prohibited Air Transportation

All First-Class Mail is subject to limitations for air transportation. Generally, all
mailable matter may be transported by aircraft, unless restricted in 601.10.0,
Hazardous Materials.

Round-Trip Mailings with One Optical Disc

When a letter-size mailpiece weighing no more than 1 ounce in round-trip mailings
includes one standard optical disc no larger than 12 centimeters in diameter per
mailpiece, the disc will not be considered to be rigid and a nonmachinable
surcharge will not be charged on either the outgoing piece or the returned BRM or
PRM piece as long as the disc is not put in a rigid container and the envelope itself
is not rigid. For the purpose of this standard, round-trip mailings are mailings
entered under these conditions:

a. The maliling is presented at a BMEU or other acceptance facility as a presort
mailing at presort machinable or automation First-Class Mail letter prices.
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b. The mailpieces are addressed to subscribers and include either a BRM (under
505.1.0) or PRM (under 505.2.0) envelope designed for return of the disc to the
permit holder.

c. A sample of the return envelope is provided to the acceptance employee at the
time of mailing for verification that the mailing is designed for round-trip
purposes.

d. Returned BRM or PRM pieces must be picked up by the mailer at designated
postal facilities, upon payment of all applicable postage and fees.

Basic Standards for First-Class Mail Letters
3.1 Description of Service

3.1.1 Service Objectives
First-Class Mail receives expeditious handling and transportation. Service objectives
for delivery are 1 to 3 days; however, delivery time is not guaranteed.

3.1.2 Price Options

First-Class Mail letters offer shape-based single-piece prices in 133.1.0 and
discounted prices in 1.0 for presorted mailings of 500 or more pieces that weigh
3.5 ounces or less.

Defining Characteristics

3.2.1 Inspection of Contents

First-Class Mail is closed against postal inspection. Federal law and USPS
regulations restrict both opening and reviewing the contents of First-Class Mail by
anyone other than the addressee.

3.2.2 Forwarding Service
The price of First-Class Mail includes forwarding service to a new address for up to
12 months.

3.2.3 Return Service
The price of First-Class Mail includes return service if the mailpiece is undeliverable.

3.2.4 Extra Services Exclusive to First-Class Mail
First-Class Malil is the only class of mail eligible to receive the following extra
services: Registered Mail service and Certified Mail service.

3.2.5 Additional Extra Services

Additional extra services available with First-Class Mail are certificate of mailing
service, COD service, Delivery Confirmation service (parcels only), insured mail
service (merchandise only), return receipt service, restricted delivery service,
Signature Confirmation service (parcels only), and special handling. See information
regarding extra services in 5083.

Additional Basic Standards for First-Class Mail
All presorted First-Class Mail letters must:

a. Meet the basic content standards for First-Class Mail in 2.0.
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b. Weigh 3.5 ounces or less.

c. Meet the applicable standards in 234, Postage Payment and
Documentation, and 1.0, Prices and Fees for First-Class Mail.

d. Be part of a single mailing of at least 500 pieces of Presorted First-Class Mail.
e. Meet the applicable physical standards in:

1. 201.1.0, Physical Standards for Machinable Letters and Cards.

2. 201.2.0, Physical Standards for Nonmachinable Letters.

3. 201.3.0, Physical Standards for Machinable and Automation Letters and
Cards.

f.  Bear a delivery address that includes the correct ZIP Code or ZIP+4 code and
that meets these address quality standards:

1. The Move Update standard in 3.5.
2. The ZIP Code accuracy standard in 3.6.

3. If an alternative addressing format is used, the additional standards in
602.3.0.

Presort Mailing Fee

[1-22-12] A First-Class Mail presort mailing fee must be paid once each 12-month
period at each office of mailing by any person or organization entering mailings at
automation or Presorted First-Class Mail prices. Payment of this fee is waived for
mailers who present only full-service automation mailings (under 705.24.0)
containing 90% or more pieces qualifying for full-service prices. Payment of one fee
allows a mailer to enter mail at all those prices. Persons or organizations paying this
fee may enter mail of their clients as well as their own mail. The fee may be paid in
advance only for the next 12 months and only during the last 60 days of the current
service period. The fee charged is that which is in effect on the date of payment.

Move Update Standard

3.5.1 Basic Standards

The Move Update standard requires the periodic matching of a mailer's address
records with customer-filed change-of-address orders maintained by the USPS. For
this standard, address is a specific address associated with a specific occupant
name. Each address in a mailing at First-Class Mail commercial letter prices must
meet the requirements in 602.5.0.

3.5.2 Basis for Move Update Assessment Charge

Mailings are subject to a Move Update assessment charge if more than 30 percent
of addresses with a change of address (COA) are not updated, based on the error
rate found in USPS sampling at acceptance during Performance-Based Verification.
Specifically, mailings for which the sample contains greater than 30 percent failed
COAs out of the total COAs in the sample are subject to additional postage charges
as follows:

a. The percentage of the mailing paying the charge is based on the percentage of
failed pieces above 30 percent.
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b. Each of the assessed pieces is subject to the $0.07 per piece charge.

c. Asanexample, if 40% of COAs in the sample are not updated, then the charge
is applied to 10% (=40% - 30%) of the total mailing.

d. Mailings for which the sample has five or fewer pieces that were not updated for
a COA are not subject to the assessment, regardless of the failure percentage.

ZIP Code Accuracy

The ZIP Code accuracy standard is a means of ensuring that the 5-digit ZIP Code in
the delivery address correctly matches the delivery address information. For the
purposes of this standard, address means a specific address associated with a
specific 5-digit ZIP Code. Each address in a mailing at commercial First-Class Mail
letter prices must meet the ZIP Code accuracy requirements in 602.6.0.

Additional Eligibility Standards for Nonautomation
First-Class Mail Letters

Additional Standards for Machinable First-Class Mail

In addition to the standards in 3.0, Basic Standards for First-Class Mail Letters, all
pieces in a First-Class Mail Presorted price mailing must be marked, sorted, and
documented as specified in 235.5.0, Preparing Nonautomation Letters.

Barcodes

Any POSTNET barcode on a mailpiece in a nonautomation First-Class Mail mailing
must be correct for the delivery address and meet the standards in 202.5.0,
Barcode Placement, and 708.3.0, Coding Accuracy Support System (CASS) and
708.4.0, Standards for POSTNET and Intelligent Mail Barcodes.

Nonmachinable Surcharge for Letter-Size Pieces
The nonmachinable surcharge in 1.4 applies to letter-rate pieces (except card-price
pieces) that meet one or more of the nonmachinable characteristics in 201.2.1.

Additional Eligibility Standards for Automation First-Class
Mail Letters

Basic Standards for Automation First-Class Mail Letters

All pieces in a First-Class Mail automation mailing must:

a. Meet the basic standards for First-Class Mail in 3.0.

b. Be part of a single mailing of at least 500 pieces of automation price
First-Class Malil.

c. Meet the physical standards in 201.3.0, Physical Standards for Machinable and
Automation Letters and Cards.

d. Bear a delivery address that includes the correct ZIP Code, ZIP+4 code, or
numeric equivalent to the delivery point barcode (DPBC) and that meets the
address matching and coding standards in 5.5, Address Standards for
Barcoded Pieces, and 708.3.0, Coding Accuracy Support System (CASS).
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e. Bear an accurate delivery point POSTNET barcode or an Intelligent Mail
barcode encoded with the correct delivery point routing code, matching the
delivery address and meeting the standards in 202.5.0, and 708.4.0. Mailers
must apply the barcode either on the piece or on an insert showing through a
window.

f. Be marked, sorted, and documented as specified in 235.6.0, Preparing
Automation Letters, for letters and cards.

Additional Eligibility Standards for Full-Service Automation First-Class Mail
Letters
All pieces entered under the full-service Intelligent Mail automation option must:

a. Bear a unique Intelligent Mail barcode.

b. Be part of a mailing that meets the standards in 705.24.0.

Maximum Weight for Automation Letters

Maximum weight for First-Class Mail automation letters is 3.5 ounces

(0.2188 pound) (see 201.3.6, Heavy Letter Mail (over 3 ounces), for pieces heavier
than 3 ounces).

Price Application—Automation Cards and Letters
Automation prices apply to each piece that is sorted under 235.6.0 into the
corresponding qualifying groups:

a. Groups of 150 or more pieces in 5-digit/scheme trays qualify for the 5-digit
price. Preparation to qualify for the 5-digit price is optional. Pieces placed in full
3-digit/scheme trays in lieu of 5-digit/scheme overflow trays under 235.6.6 are
eligible for the 5-digit prices.

b. Groups of 150 or more pieces in 3-digit/scheme trays qualify for the 3-digit
price. Pieces placed in full AADC trays in lieu of 3-digit/scheme overflow trays
under 235.6.6 are eligible for the 3-digit prices.

c. Groups of fewer than 150 pieces in origin 3-digit/scheme trays and pieces in
AADC trays qualify for the AADC price. Pieces placed in mixed AADC trays in
lieu of AADC overflow trays under 235.6.6 are eligible for the AADC prices.

d. Pieces in mixed AADC trays qualify for the mixed AADC price, except for pieces
prepared under 5.4c.

Address Standards for Barcoded Pieces

5.5.1 Basic Address Standards for Barcodes

To qualify for automation prices, addresses must be sufficiently complete to enable
matching to the current USPS ZIP+4 Product when used with current
CASS-certified address matching software. Standardized address elements are not
required. Any barcode that appears on a mailpiece claimed at an automation price
must be the correct barcode for the corresponding delivery address on the piece.

5.5.2 Numeric ZIP+4
A numeric ZIP+4 code must consist of five digits, a hyphen, and four digits.
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5.5.3 Numeric Delivery Point Barcode (DPBC)

A numeric equivalent of the delivery point barcode (DPBC) consists of five digits
followed by a hyphen and seven digits as specified in 202.5.6. The numeric
equivalent is formed by adding three digits directly after the ZIP+4 code.

5.5.4 Address Elements

Addresses must include the correct street number, predirectional, street name,
suffix, and postdirectional that are input to obtain a match with the current USPS
ZIP+4 Product.

5.5.5 Firm Name

An address must include a firm name when necessary to obtain a match with the
finest level of ZIP+4 code in the USPS ZIP+4 Product. If an address contains a firm
name assigned a unique ZIP+4 code in the USPS ZIP+4 Product, the unique ZIP+4
code must be used. If the firm name is not one assigned a unique ZIP+4 code in the
USPS ZIP+4 Product and the apartment/suite number is included in the address,
the ZIP+4 code for the range in which the apartment/suite number appears must be
used in that address. If the firm name does not correspond to a firm name that has a
unique ZIP+4 code assigned in the USPS ZIP+4 Product and the apartment/suite
number is not included in the address, the ZIP+4 code for the building must be
used.

5.5.6 Secondary Designator

If a secondary address designator (e.g., an apartment number) is shown in the
address, the mailpiece must show the appropriate ZIP+4 code representing the
range for that secondary address as contained in the current USPS ZIP+4 Product.
If a secondary address designator is required to obtain an exact match with the
finest level of ZIP+4 code in the USPS ZIP+4 Product but the information is not
available, the alternative ZIP+4 code or ZIP+4 or delivery point barcode for the
building must be used.

5.5.7 P.O.Box
A Post Office box address must contain a Post Office box number that can be
exactly matched with the USPS ZIP+4 Product in effect.

Reply Cards and Envelopes Enclosed in Automation Price First-Class Mail
All letter-size reply cards and envelopes provided as enclosures in automation
First-Class Mail and addressed for return to a domestic delivery address must meet
the standards in 201.3.0, Physical Standards for Machinable and Automation
Letters and Cards, for enclosed reply cards and envelopes. The mailer must certify
that this standard has been met when the corresponding mail is presented to the
USPS.

Eligibility Standards for Card Price First-Class Mall

Card Price

A card may be a single or double (reply) stamped card or a single or double
postcard. Stamped cards are available from USPS with postage imprinted on them.
Postcards are commercially available or privately printed mailing cards. To be eligible
for a card price, a card and each half of a double card must meet the physical
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standards in 201.1.2 and the applicable eligibility and preparation standards for the
price claimed. Ineligible cards are subject to letter-size prices. Cards may be
prepared and mailed at the First-Class Mail single-piece card price, Presorted card
price, or automation card prices.

6.2 Cards and Letters
Pieces claimed at card prices and pieces claimed at letter prices are subject to
separate minimum volume criteria, but may be combined in the same mailing and
reported on the same postage statement.
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234 Postage Payment and Documentation

Overview 1.0 Basic Standards for Postage Payment
2.0 Postage Payment for Presorted and Automation Letters
3.0 Mailing Documentation

1.0 Basic Standards for Postage Payment

1.1 Postage Payment Options
[6-24-12] Postage for Presorted or automation First-Class Mail must be paid with
affixed postage or permit imprint as specified in 2.0. Permit imprint may be used for
mailings of nonidentical-weight pieces only if authorized by Business Mailer Support
at USPS Headquarters.

2.0 Postage Payment for Presorted and Automation Letters

21 Payment Methods
[6-24-12] First-Class Mail automation postage must be paid with postage
evidencing system indicia, permit imprints, or precanceled stamps. All pieces in a
mailing must be paid with the same method unless otherwise permitted by standard
or Business Mailer Support authorization. Permit imprints may be used for mailings
of nonidentical-weight pieces only if authorized by Business Mailer Support.

2.2 Affixing Postage for Presorted and Automation First-Class Mail
[6-24-12] [1-22-12] Unless permitted by other standards or authorization by
Business Mailer Support, when precanceled postage or postage evidencing system
indicia are used, only one payment method may be used in a mailing and each piece
must bear the numerical value of postage under one of these conditions:

a. Each piece bearing a postage evidencing system indicium and weighing more
than 2 ounces must bear the correct postage applicable to the additional
ounce(s).

b. Each piece must bear a USPS precanceled stamp (or stamps precanceled with
a mailer's precancel postmark), under 604.3.0; postage documentation under
3.0 is required. Additional postage must be paid at the time of mailing with an
advance deposit account or with a postage evidencing system indicium affixed
to the postage statement.

c. Each piece bearing a postage evidencing system indicium must bear full
postage at the lowest First-Class Mail two-ounce letter price (or card price as
applicable) plus any additional ounce(s) or nonmachinable surcharge.

2.3 Postage Affixed at Lowest Price to All Pieces
Where it is not practicable for the mailer to affix the exact postage to each piece or
to affix the lowest postage price to all pieces in the mailing, the mailer may compute
postage for the mailing as if the lowest price affixed to any piece in the mailing were
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affixed to all pieces. Additional postage is computed based on the difference
between the lowest price affixed to any piece in the mailing and the price for each
price level in the mailing. This computation must be documented to meet the basic
standards in 3.0, Mailing Documentation. No refund is paid for any piece where
postage is affixed at a price higher than the lowest price claimed for or affixed to any
piece. The total additional postage must be paid either by advance deposit account
or by a meter stamp affixed to the back of the accompanying postage statement.

Mailing Documentation

Completing Postage Statements

Any mailing claiming a discount and all permit imprint mailings must be
accompanied by a postage statement completed and signed by the mailer (in
duplicate if the mailer wants a receipted copy). A change made to any postage
statement requires the mailer (agent) to correct the postage statement accordingly
and document the correction.

Basic Documentation Standards

Generally, documentation is required from a mailer when a mailing is presented to
the USPS. Supporting documentation of postage is required unless the correct
price is affixed to each piece or each piece is of identical weight and the pieces are
separated by price when presented for acceptance. Unless full postage is affixed,
documentation presented with the postage statement must show the computation
of the additional postage due for pieces not bearing full postage at the applicable
price. Documentation describes the preparation, price levels, and content of the
mailing; details the volume and postage data; and, by comparison with the actual
mailing it describes, supports the claims contained on the postage statement
accompanying the mailing and allows the USPS to verify its accuracy.
Documentation must be submitted when specified for the price claimed or postage
payment method used.

Documentation Standards for Automation Mailings

A complete postage statement must accompany each mailing. Each mailing also
must be accompanied by presort and price documentation produced by
PAVE-certified or MAC-certified software or by standardized documentation.
Exception: For mailings of fewer than 10,000 pieces, presort and price
documentation is not required if postage at the correct price is affixed to each piece
or if each piece is of identical weight and the pieces are separated by price when
presented for acceptance. Mailers may use a single postage statement and a single
documentation report for all price levels in a single mailing. First-Class Mail mailings
prepared under the value added refund procedures or as combined mailings must
meet additional standardized documentation requirements under 604.9.0, Refunds
and Exchanges, and 705.5.0, First-Class Mail or Standard Mail Mailings With
Different Payment Methods.

Documentation Submission—Full-Service Automation Option

Mailers entering First-Class Mail pieces under the full-service automation option
must electronically submit postage statements and mailing documentation to the
PostalOne! system as described in 705.24.4.4.
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Preparing Documentation

As provided by standard, documentation may be presented in abbreviated form or
on computer-readable media. Required documentation must be presented with
every mailing unless, by standard, it may be provided to support multiple mailings or
mailings that are part of the same job or cycle.

Multiple Standards

If multiple documentation standards apply to the same mailing, only one set of
documentation is necessary if it provides enough information to meet all applicable
standards. Redundant or duplicate documentation is not required simply to meet
individual standards.

Standard Format for Documentation

Documentation must be produced by software certified under the Presort Accuracy
Validation and Evaluation (PAVE) program or the Manifest Analysis and Certification
(MAC) program, appropriate for the accompanying class of mail and price claimed,
or the documentation must be prepared as standardized documentation.
Standardized documentation contains the elements described in 708.1.0, as
applicable. Documentation produced by PAVE-certified or MAC-certified software is
considered standardized documentation.

Providing Additional Information

The postmaster of the office of mailing may require additional information if the
documentation submitted does not allow the corresponding mailing to be verified.
Failure to provide information is sufficient reason for the USPS to refuse a mailing.
The mailer may appeal any determination to the PCSC under 607.2.0, Rulings on
Mailing Standards.

Reporting Multiple Mailings on One Statement

Each group of pieces prepared as a separate mailing must be presented with a
postage statement using the correct USPS form for the particular class, price, and
postage payment method. A mailer may report more than one mailing from a single
job on the same postage statement if the mailings are presented at the same time
for verification, the pieces are in the same processing category, each mailing
separately meets all applicable eligibility standards, and the number of pieces in
each mailing is separately reported on the postage statement.

Facsimile Postage Statements

Facsimile postage statements must contain data and elements in locations as close
as possible to where they appear on the USPS form. Data fields that do not pertain
to information and prices claimed in the mailing and other extraneous information
that appears on the USPS form do not have to be included. Facsimiles must include
all other information pertaining to the mailing, including the class of mail (or subclass
as appropriate), postage payment method (e.g., permit imprint), and four-digit form
number (hyphen and suffix optional). All parts, and line numbers within each part,
must reflect those on the USPS form. In some cases, this can include fields from
multiple USPS forms onto a single facsimile. Most importantly, the facsimile must
fully and exactly reproduce the “Certification” and “USPS Use Only” fields that
appear on the USPS form. A facsimile postage statement produced by software
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certified by the USPS Presort Accuracy Validation and Evaluation (PAVE) or Manifest
Analysis and Certification (MAC) program is considered a USPS-approved form for
these standards. Others may be approved by the entry office postmaster.
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Mail Preparation

1.0 General Definition of Terms

2.0 Bundles

3.0 Letter Trays

4.0 Tray Labels

5.0 Preparing Nonautomation Letters
6.0 Preparing Automation Letters

General Definition of Terms

Definition of Presort Process

Presort is the process by which a mailer prepares mail so that it is sorted to at least
the finest extent required by the standards for the price claimed. Generally, presort is
performed sequentially, from the lowest (finest) level to the highest level, to those
destinations specified by standard and is completed at each level before the next
level is prepared.

Definition of Mailings

A mailing is a group of pieces within the same class of mail and the same processing
category that may be sorted together and/or presented under a single minimum
volume mailing requirement under the applicable standards. Generally, automation
and nonautomation letters must be prepared as separate mailings. Cards and letters
must be prepared as separate mailings except that they may be sorted together if
each meets separate minimum volume requirements. Machinable and
nonmachinable letters must not be part of the same mailing. Other specific
standards may define whether separate mailings may be combined, palletized,
reported, or deposited together.

Terms for Presort Levels
Terms used for presort levels are defined as follows:

a. 5-digit: the delivery address on all pieces includes the same 5-digit ZIP Code.

b. 5-digit scheme (trays) for automation letters: the ZIP Code in the delivery
address on all pieces is one of the 5-digit ZIP Code areas processed by the
USPS as a single scheme, as shown in the USPS City State Product.

c. 3-digit: the ZIP Code in the delivery address on all pieces begins with the same
three digits (see L0O02, Column A).

d. Unique 3-digit: the ZIP Code in the delivery address on all pieces begins with
the same three digits, and that the 3-digit prefix is so identified in LO02, Column
A

e. 3-digit scheme: the ZIP Code in the delivery address on all pieces begins with
one of the 3-digit prefixes processed by the USPS as a single scheme, as
shown in LOO3.
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Origin/optional entry 3-digit(s): the ZIP Code in the delivery address on all
pieces begins with one of the 3-digit prefixes processed at the sectional center
facility (SCF) in whose service area the mail is verified/entered. Subject to
standard, a separation is required for each such 3-digit area regardless of the
volume of mail.

Origin/optional entry SCF: the separation includes bundles for one or more
3-digit areas served by the same sectional center facility (SCF) (see L002,
Column C, or LO05) in whose service area the mail is verified/entered. Subject
to standard, this separation is required regardless of the volume of mail.

ADC/AADC: all pieces are addressed for delivery in the service area of the
same area distribution center (ADC) or automated area distribution center
(AADC) (see LO04 or L80O1).

Mixed [ADC, AADC, etc.]: the pieces are for delivery in the service area of more
than one ADC, AADC, etc.

Residual pieces/bundles/sacks contain material remaining after completion of a
presort sequence. Residual mail lacks the volume set by standard to require or
allow bundle preparation to a particular destination, and usually does not qualify
for a presort price. Residual mail is also referred to as nonqualifying or working
mail.

Preparation Definitions and Instructions
For purposes of preparing mail:

a.

Pieces refers to individually addressed mailpieces. This definition also applies
when pieces is used in eligibility standards. Quantities indicated for optional or
required sortations always refer to pieces unless specifically excepted.

A full letter tray is one in which faced, upright pieces fill the length of the tray
between 85% and 100% full.

A less-than-full letter tray is one that contains mail for the same destination
regardless of quantity or whether a full tray was previously prepared for that
destination. Less-than-full trays may be prepared only if permitted by the
standards for the price claimed.

An overflow letter tray is a less-than-full tray that contains all pieces remaining
after preparation of full trays for the same destination. Overflow trays may be
prepared only if permitted by the standards for the price claimed.

A 5-digit scheme sort for automation letters yields 5-digit scheme trays for
those 5-digit ZIP Codes identified in the USPS City State Product and 5-digit
trays for other areas. Mail prepared using 5-digit scheme sort must be entered
no later than 90 days after the release date of the City State Product used to
obtain the scheme information (see 708.3.0, Coding Accuracy Support System
(CASS)). The 5-digit ZIP Codes in each scheme are treated as a single presort
destination subject to a single minimum volume, with no further separation by
5-digit ZIP Code required. Trays prepared for a 5-digit scheme destination that
contain pieces for only one of the schemed 5-digit ZIP Codes are still
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considered 5-digit scheme sorted and are labeled accordingly. When standards
require 5-digit/scheme sorting, mailers must prepare all possible 5-digit scheme
trays, then prepare all possible 5-digit trays.

f. A 3-digit scheme sort yields 3-digit scheme trays for those 3-digit ZIP Code
prefixes listed in LOO3 and 3-digit trays for other areas. The 3-digit ZIP Code
prefixes in each scheme are treated as a single presort destination subject to a
single minimum tray volume, with no further separation by 3-digit prefix
required. Trays prepared for a 3-digit scheme destination that contain pieces for
only one of the schemed 3-digit areas are still considered 3-digit scheme sorted
and are labeled accordingly. The 3-digit scheme sort is required for automation
price letter-size First-Class Mail. When standards require 3-digit/scheme
sorting, mailers must prepare all possible 3-digit scheme trays, then prepare all
possible 3-digit trays.

g. An origin 3-digit (or origin 3-digit scheme) tray contains all mail (regardless of
quantity) for a 3-digit ZIP Code (or 3-digit scheme) area processed by the SCF
in whose service area the mail is verified. If more than one 3-digit (or 3-digit
scheme) area is served, as indicated in LO05, a separate tray must be prepared
for each.

h. The required at [quantity] instruction (e.g., “required at 10 pieces”) means that
the particular unit must be prepared for the corresponding presort level
whenever the specified quantity of mail is reached or exceeded. Bundles and
containers may contain more than the specified required at quantity up to the
applicable maximum physical size. Subject to applicable price eligibility
standards, smaller quantities may be prepared only if permitted. Where
specified by standard, required preparation applies only if the mailer chooses to
qualify for the corresponding price.

i.  The optional at [quantity] instruction means that the particular unit may be
prepared for the corresponding presort level whenever the specified quantity of
mail is reached or exceeded. Bundles or containers may contain more than the
specified optional at quantity up to the applicable maximum physical size.
Smaller quantities may be prepared only if permitted by applicable price
eligibility standards. Standards for quantities with which preparation is optional
are often followed by standards for larger quantities with which preparation is
required.

j. Entry [facility] (or origin [facility]) refers to the USPS mail processing facility that
serves the Post Office at which the mail is entered by the mailer. If the Post
Office where the mail is entered is not the one serving the mailer’s location, the
Post Office of entry determines the entry facility. Entry SCF includes both
single-3-digit and multi-3-digit SCFs.

k. The group pieces instruction means the pieces are to be sorted together as if to
be bundled but not actually secured into a bundle. Bundle labels and other
bundle identification methods may be used for unsecured groups of pieces as
permitted by standard.

I. A bundleis a group of addressed pieces secured together as a unit. Bundle
preparation is described in 2.0, Bundles.
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m. A “logical” presort destination represents the total number of pieces that are

eligible for a specific presort level based on the required sortation, but which
might not be contained in a single bundle or in a single container due to
applicable preparation requirements or the size of the individual pieces.

1.5 Optional Containerization
Mailers may prepare pallets or other USPS-approved containers as described in
705.8.10.2 or according to local customer/supplier agreements.

2.0 Bundles

21 General
[3-5-12] A bundle is a group of addressed pieces, for a presort destination, secured
together as a unit. See 601.2.0 for bundling standards.

3.0 Letter Trays

3.1 Standard Containers
Mailings must be prepared in letter trays with sleeves. However, a postmaster may
authorize nonpostal containers for a small-volume presorted mailing if the mailing
weighs no more than 20 pounds, consists primarily of mail or bundles of mail for
local ZIP Codes, and requires no USPS transportation for processing.

3.2 Letter Tray Sizes
These approximate measurements define the tray sizes that apply to all letter-size
mail preparation standards:

a. 2-foot managed mail (MM) trays: 21 inches long by 10 inches wide (inside
bottom dimensions) by 4-5/8 inches high.

b. 1-foot MM trays: 10-1/4 inches long by 10 inches wide (inside bottom
dimensions) by 4-5/8 inches high.

c. 2-foot extended MM (EMM) trays: 21-3/4 inches long by 11-1/2 inches wide
(inside bottom dimensions) by 6-1/8 inches high.

3.3 Letter Tray Preparation

Letter trays are prepared as follows:

a. Subject to availability of equipment, standard MM trays must be used for all
letter-size mail, except that EMM trays must be used when available for
letter-size mail that exceeds the inside dimensions of MM trays defined in 3.2,
Letter Tray Sizes. When EMM trays are not available for those larger pieces,
they must be placed in MM trays, angled back, or placed upright perpendicular
to the length of the tray in row(s) to preserve their orientation.

b. Pieces must be “faced” (oriented with all addresses in the same direction with

the postage area in the upper right).
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c. [Each tray prepared must be filled before filling the next tray, with the contents in
multiple trays relatively balanced. When preparing full trays, mailers must fill all
possible 2-foot trays first; if there is mail remaining for the presort destination,
mailers must use a combination of 1-foot and 2-foot trays that results in the
fewest total number of trays for that presort level. As an alternative, if there is
mail remaining, mailers may move those pieces to the next higher presort level
when the minimum piece quantity has been reached at the next tray level (e.g.,
150 pieces) and the standards in 6.6 are met.

d. For presort destinations that do not require full trays, pieces are placed in a
less-than-full tray.

e. Mailers must use as few trays as possible without jeopardizing price eligibility.
For instance, a mailer will never have two 1-foot trays to a single destination;
instead, that mail must be placed in a single 2-foot tray. A 1-foot tray is
prepared only if it is a full tray with no overflow; or if there is less than 1 foot of
mail for that destination; or if the overflow from a full 2-foot tray is less than 1
foot of mail.

f.  Each tray must bear the correct tray label.

g. Each tray must be sleeved and strapped under 3.4, Tray Sleeving and
Strapping, and 3.5, Strapping Exception.

h. If a mailing is prepared using an MLOCR/barcode sorter and is submitted with
standardized documentation, then pieces do not have to be grouped by 3-digit
ZIP Code prefix (or by 3-digit scheme, if applicable) in AADC trays, or by AADC
in mixed AADC trays.

Tray Sleeving and Strapping

Letter trays are secured using USPS-provided sleeves. Each sleeved letter tray must
then be secured with one plastic strap placed tightly around the length of the tray
without crushing the tray or sleeve.

Strapping Exception

If the processing and distribution manager gives a written waiver, strapping is not
required for any mixed AADC letter tray of First-Class Mail or for any letter tray that
originates and destinates in the same SCF (mail processing plant) service area.

Origin/Entry 3-Digit/Scheme Trays

After all finer sort levels are prepared, an origin/entry 3-digit tray (or, if applicable,
origin/entry 3-digit scheme tray) must be prepared to contain any remaining mail for
each 3-digit (or 3-digit scheme) area serviced by the SCF serving the Post Office
where the mail is verified (origin), and may be prepared for each 3-digit (or 3-digit
scheme) area served by the SCF/plant where mail is entered (if that is different from
the SCF/plant serving the Post Office where the mail is verified). In all cases, only
one less-than-full tray may be prepared for each 3-digit (or 3-digit scheme) area.

Tray Labels

Basic Standards
Tray labels are subject to these basic standards:
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Use 2-inch labels.

llegible labels are not acceptable. Machine-printed labels (available from the
USPS) ensure legibility. Legible hand-printed labels are acceptable.

Tray labels for automation price mailings are subject to 4.9.1, Basic Standards
for Barcoded Tray Labels, and 708.6.0.

Intelligent Mail tray labels are subject to the standards in 708.6.5, Intelligent Mail
Tray Labels, and to the specifications posted at http://ribbs.usps.gov.

Physical Characteristics of a Tray Label
A tray label must meet these specifications:

a.
b.

C.

d.

e.

Color: white or manila.
Weight: minimum 70-pound stock (500 sheets, 24 by 36 inches).

Height (perpendicular to printing): 1.860 inches minimum; 2.015 inches
maximum.

Length (parallel to printing): 3.250 inches minimum; 3.515 inches maximum.

Thickness: 0.005 inch minimum.

Line 1 (Destination Line)
Line 1 (destination line) must meet these standards:

a.

Placement. Line 1 must be the first visible line on the label. It must be
completely visible and legible when placed in the label holder. This visibility is
ensured if the top of this line is no less than 1/8 (0.125) inch below the top of
the label when the label is cut and prepared.

Information. Line 1 must contain only the information specified by standard,
including the appropriate destination facility prefix (e.g., “ADC”). Two zeros may
follow the 3-digit ZIP Code prefix required by labeling standards (e.g., 223 as
22300).

Overseas Military Mail. On 5-digit trays for overseas military destinations, Line 1
shows, from left to right, “APO” or “FPO,” followed by “AE” (for ZIP Codes
within the ZIP Code prefix range 090-098), “AA” (for ZIP Codes within the
3-digit ZIP Code prefix 340), or “AP” (for ZIP Codes within the ZIP Code prefix
range 962-966), followed by the destination 5-digit ZIP Code of the mail in the
tray.

Line 2 (Content Line)
Line 2 (content line) must meet these standards:

a.

Placement: Line 2 must be the second visible line on the label. This line must
show the class and processing category of the mail in the tray and other
information as specified by standards.
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b. Codes: The codes shown below must be used as appropriate on Line 2 of tray

labels.
CONTENT TYPE CODE
Barcoded BC
Barcoded and Nonbarcoded BC/NBC
Digit D
First-Class Mail FCM
Letters LTR or LTRS
Machinable MACH
Mixed MXD
Nonmachinable MAN or MANUAL
Working WKG

Line 3 (Office of Mailing or Mailer Information Line)

Line 3 (office of mailing or mailer information line) must be the bottom line of required
information and must show either the city and state of the entry Post Office or the
mailer’s name and the city and state of the mailer’s location. It is recommended that
the mailer’s name also appear with the city and state of the entry Post Office.

Abbreviations for Lines 1 and 3
Lines 1 and 3 may contain abbreviated information if such abbreviations are those in
the USPS City State Product.

Placement of Extraneous Information
Extraneous information is not permitted on the destination and content lines. It may
be placed away from required lines, subject to these conditions:

a. It may be placed above Line 1 in not more than 0.083_inch high type (6-point
type).

b. It may appear to the right of required Line 3 information but it must not consist
of numerals that resemble a ZIP Code or 3-digit ZIP Code prefix.

c. It must not appear between Lines 1 and 2 (a blank line is permitted), but may
appear between Lines 2 and 3 if it does not consist of numerals that resemble a
ZIP Code or 3-digit ZIP Code prefix.

d. It may appear below Line 3.

e. A mailer code assigned by the USPS or such words as “Mailer,” “From” (or
“FR”), or “Entered at” may appear before the required information on Line 3.

Placement of Tray Label

A tray label must be securely placed in an adhesive-backed label holder that is
affixed to the specific location designated on the tray. Where no specific location is
indicated the label must be securely placed in an adhesive-backed label holder that
is affixed horizontally to the top left corner of one end of the tray. Do not use tape.
Insert labels completely into the label holder to ensure that they do not fall out during
processing. Do not insert labels upside down.
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Barcoded Tray Labels

4.9.1 Basic Standards for Barcoded Tray Labels

Barcoded tray labels must be used for automation-price letter-size mailings.
Intelligent Mail tray labels must be used with mailings entered under the full-service
automation option (see 705.24.0). Barcoded labels must meet these general
standards:

a. Use 2-inch labels.
b. Mailer-produced barcoded labels must meet the standards in 708.6.0.

c. Allinformation on barcoded labels must be machine-printed. Alterations to
preprinted barcoded labels (e.g., handwritten changes) may not be made.

d. Mailers must insert barcoded labels completely into the label holder on the tray
to prevent their loss during transport and processing.

Preparing Nonautomation Letters
Basic Standards

5.1.1 All Mailpieces

Each Presorted First-Class Mail mailing must meet the applicable standards in
2383.4.0, Additional Eligibility Standards for Nonautomation First-Class Mail Letters,
and in 235, Mail Preparation; All pieces must be in the same processing category,
subject to 5.1.4, Cards and Letters, and must be sorted together and prepared
under 5.2, Machinable Preparation, or 5.3, Nonmachinable Preparation. Letter-size
pieces (including card-size pieces) must be prepared in letter trays.

5.1.2 Single-Piece Price Pieces Presented With Presort Mailings

[9-4-12] Regardless of postage payment method, mailers may present single-piece
price First-Class Mail with pieces claimed at automation or presort prices and report
all pieces on the same postage statement. The following standards apply:

a. The mailer must prepare the single-piece price pieces in separate trays from the
automation and presort pieces. Mailers may label the trays under 708.6.0 using
the CIN code 260 for use with trays of single-piece letters. Label trays as
follows:

1. Line 1: Use L201; for mail originating in ZIP Code areas in Column A, use
“MXD” followed by city, state, and 3-digit ZIP Code prefix in Column C
(use “MXD” instead of “OMX” in the destination line and ignore Column B).

2. 2. Line 2: For barcoded labels use the human-readable content line
corresponding to the content identifier number (see Exhibit 708.6.2.4); for
nonbarcoded labels use “FCM SNGLP LTRS WKG.”

3. Line 3: Office of mailing or mailer information.

b. The single-piece price pieces must bear no price marking or be marked
“First-Class” or, if not affixed with full single-piece price postage, “Single-Piece”
(or “SNGLP”). See 202.3.0, Placement and Content of Mail Markings.
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c. The mailer must affix additional postage to the single-piece price pieces to yield
the correct amount on each piece, or (if prepared with a corrective price
marking) the mailer must pay all additional postage at the time of mailing.

5.1.3 Marking
Subject to 202.3.0, Placement and Content of Mail Markings, all pieces must be
marked “Presorted” (or “PRSRT”) and “First-Class Mail.”

5.1.4 Cards and Letters

Pieces claimed at card prices and pieces claimed at letter prices are each subject to
a separate minimum volume criterion whether prepared as separate or combined
mailings. Either way, card-size and letter-size pieces may be presented at the same
time and reported on the same postage statement.

Machinable Preparation

5.2.1 Machinable Bundling
Machinable pieces are not bundled, except for (see 2.0, Bundles):

a. Card-size pieces.
b. All pieces in a less-than-full origin 3-digit tray.

c. All pieces in a less-than-full mixed AADC tray.

5.2.2 Traying and Labeling
Preparation sequence, tray size, and labeling:

a. Separate 3-digit origin trays required for each origin 3-digit ZIP Code; no
minimum piece requirement; one less-than-full tray permitted for each origin ZIP
Code; labeling:

1. Line 1: LO02, Column A.
2. Line 2: “FCM LTR 3D MACH.”

b. AADC (required); full trays (no overflow), with pieces grouped by 3-digit ZIP
Code prefix; labeling:

1. Line 1: L801.
2. Line 2: “FCM LTR AADC MACH.”
c. Mixed AADC (required); no minimum, with pieces grouped by AADC; labeling:

1. Line 1: Use L201; for mail originating in ZIP Code areas in Column A, use
“MXD” followed by city, state, and 3-digit ZIP Code prefix in Column C (use
“MXD” instead of “OMX” in the destination line and ignore Column B).

2. Line 2: “FCM LTR MACH WKG.”
Nonmachinable Preparation

5.3.1 Nonmachinable Bundling

Except as provided in 601.2.4, bundling is required before traying. A bundle must be
prepared when the quantity of addressed pieces for a required presort level reaches
a minimum of 10 pieces. Smaller volumes are not permitted except for mixed ADC

bundles. Preparation sequence, bundle size, and labeling:
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a. 5-digit (required); 10-piece minimum; red Label 5 or optional endorsement line
(OEL); labeling not required for pieces in full 5-digit trays.

b. 3-digit (required); 10-piece minimum; green Label 3 or OEL.
c. ADC (required); 10-piece minimum; pink Label A or OEL.
d. Mixed ADC (required); no minimum; tan Label X or OEL.

5.3.2 Traying and Labeling
Preparation sequence, tray size, and labeling:

a. b5-digit (required); full trays (no overflow); labeling:

1. Line 1: city, state, and 5-digit ZIP Code on mail (see 4.0, Tray Labels, for
overseas military mail).

2. Line 2: “FCM LTR 5D MANUAL.”

b. 3-digit (required); full trays (no overflow), except for one less-than-full tray for
each origin 3-digit(s); labeling:

1. Line 1: LO02, Column A.
2. Line 2: “FCM LTR 3D MANUAL.”
c. ADC (required); full trays (no overflow); labeling:
1. Line 1: LO04, Column B.
2. Line 2: “FCM LTR ADC MANUAL.”
d. Mixed ADC (required); no minimum; labeling:

1. Line 1: Use L201; for mail originating in ZIP Code areas in Column A, use
“MXD” followed by city, state, and 3-digit ZIP Code prefix in Column C
(use “MXD” instead of “OMX” in the destination line and ignore Column B).

2. Line 2: “FCM LTR MANUAL WKG.”

Preparing Automation Letters

Basic Standards

Mailers must prepare letter-size automation price First-Class Mail under 6.0. Bundle
and tray preparation are subject to 235. Use barcoded tray labels under 4.9 and
708.6.0.

Mailings
The requirements for mailings are as follows:

a. General. All pieces in a mailing must meet the standards in 201.3.0, Physical
Standards for Machinable and Automation Letters and Cards, and must be
sorted together to the finest extent required for the price claimed except under
6.2c. The definitions of a mailing and permissible combinations are in 1.0,
General Definition of Terms.

b. First-Class Mail. A single automation price First-Class Mail mailing may include
pieces prepared at 5-digit, 3-digit, AADC, and mixed AADC prices.

Domestic Mail Manual ® Updated 10-1-12



Commercial Letters: First-Class Mail Preparation

6.3

6.4

6.5

6.6

235.6.6

c. Regardless of the method of postage payment, pieces of single-piece price
First-Class Mail may be presented with and reported on the same postage
statement as pieces claimed at automation or presort prices if the single-piece
price pieces are physically separated from other pieces; bear no price marking,
or are marked only “First-Class,” or (if not affixed with full single-piece price
postage) are marked “Single-Piece” or “SNGLP” under 202.3.0, Placement
and Content of Mail Markings, in addition to any other marking; and either
have additional postage affixed to yield the correct amount on each piece or (if
prepared with a corrective price marking) have all additional postage paid at the
time of mailing.

Marking

All automation price pieces must be marked under 202.3.0, Placement and Content
of Mail Markings, and 202.4.0, Placement and Physical Standards for
Endorsements. Pieces claimed at an automation price must bear the appropriate
class marking and, except as provided in 202.3.0, Placement and Content of Mail
Markings, and 202.4.0, Placement and Physical Standards for Endorsements,
“AUTO.” Pieces not claimed at an automation price must not bear “AUTO” unless
single-piece price postage is affixed or the corrective single-piece price marking
(“SNGLP” or “Single-Piece”) is applied.

General Preparation

Grouping, bundling, and labeling are not generally required or permitted, except
bundling is required in any mailing consisting entirely of card-size pieces and for
pieces in overflow and less-than-full trays, and grouping is required under 6.6.

Cards

Pieces claimed at First-Class Mail card prices and pieces claimed at First-Class Mail
letter prices are each subject to a separate minimum volume criteria whether
prepared as separate or combined mailings. Either way, card-size and letter-size
pieces may be presented at the same time and reported on the same postage
statement.

Tray Preparation

Instead of preparing overflow trays with fewer than 150 pieces, mailers may include
these pieces in an existing qualified tray of at least 150 or more pieces at the next
tray level. (For example, if a mailer has 30 overflow 5-digit pieces for ZIP Code
20260, these pieces may be added to an existing qualified 3-digit tray for the correct
destination (ZIP Code prefix 202) and the overflow 5-digit pieces will still qualify for
the 5-digit price.) Mailers must note these trays on standardized documentation (see
708.1.2). Pieces that are placed in the next tray level must be grouped by
destination and placed in the front or back of that tray. Mailers may use this option
selectively for 3-digit and AADC ZIP Codes. This option does not apply to
origin/entry 3-digit/scheme trays. Preparation sequence, tray size, and Line 1
labeling:

a. b5-digit/scheme (see 1.4e): optional, but required for 5-digit price (150-piece
minimum); overflow allowed.

1. For 5-digit scheme trays, use destination shown in the current USPS
City State Product.
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2. For 5-digit trays, use city, state, and 5-digit ZIP Code destination on
pieces (see 4.0 for overseas military mail).

b. 3-digit/scheme: optional, but required for 3-digit price (150-piece minimum
except no minimum for origin or entry 3-digit/scheme); overflow allowed; for
Line 1, use L0O02, Column B.

c.  AADC: optional, but required for AADC price (150-piece minimum); overflow
allowed; group pieces by 3-digit (or 3-digit scheme) ZIP Code when overflow
pieces from 3-digit trays are placed in AADC trays. For Line 1, use L801,
Column B.

d. Mixed AADC: required (no minimum); group pieces by AADC when overflow
pieces from AADC trays are placed in mixed AADC trays. For Line 1 use L201;
for mail originating in ZIP Code areas in Column A, use “MXD” followed by city,
state, and 3-digit ZIP Code prefix in Column C (use “MXD” instead of “OMX” in
the destination line and ignore Column B).

Tray Line 2

Line 2: “FCM LTR” and:

a. 5-digit scheme: “BC 5D SCHEME.”

b. 5-digit: “5D BC.”

c. 3-digit scheme: “BC 3D SCHEME” and, if applicable, as shown in LO02,
Column B, followed by the letter “A,” “B,” or “C.”

d. 3-digit: “3D BC.”

e. AADC: “AADC BC.”

f.  Mixed AADC: “BC WKG.”

Presentation

Upon presentation of letter-size automation price First-Class Mail mailings to USPS
for verification, mailers must present all mixed AADC trays together, and such trays
must either be adjacent to one another, or side by side, and must be placed as the
top layer(s) on any given container. Containerization instructions for First-Class Mail
letters and cards may be established by local USPS managers.
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Enter and Deposit

1.0 Deposit
2.0 Verification

Deposit

Service Objectives

All First-Class Mail receives expeditious handling and transportation. The USPS
follows uniform guidelines for distributing and delivering mail but does not guarantee
delivery within the specified time. Local postmasters can provide more information.

Time and Location of Deposit

First-Class Mail paid at Presorted or any automation prices must be deposited at
locations and times designated by the postmaster. Metered mail must be deposited
in locations under the jurisdiction of the licensing Post Office except as permitted in
604.4.6.3. Permit imprint mail must be deposited under 604.5.0 or 705, Advanced
Preparation and Special Postage Payment Systems.

Approved Collections

The USPS may collect Presorted First-Class Mail and automation First-Class Mail at
a mailer’s facility if part of an approved collection service for other classes of mail;
space is available on the transportation required for those classes; and:

a. Acceptance and verification are done at the customer’s facility; or
b. Postage is paid with permit imprint under an optional procedure; or

c. Postage is paid with meter or precanceled stamps.

Permit Imprint Collection
The USPS does not collect presort mailings from a customer’s facility if paid with a
permit imprint and not covered by optional procedures.

Verification

USPS Verification and Mailer Correction

Mailings are subject to USPS procedures to verify correct preparation and postage
payment. The mailer is responsible for correcting irregularities found in the mailing. If,
at the acceptance unit, a mailing is found not to qualify for a Presorted First-Class
Mail price or an automation First-Class Mail price, the mailer must either take
corrective action or pay the full single-piece price. The return of such mailings to the
mailer’s facility for any reworking is the mailer’s responsibility.

Timeframe for Corrective Action

If a mailer corrects the presort or preparation problems in a metered or precanceled
stamped mailing that caused its disqualification when originally presented for
acceptance, but cannot resubmit that mailing on the same day, the date shown in
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the meter or mailer’s precancel postmark must be corrected. The mailer may either
reenvelope each piece and reapply postage and request a postage refund under
604.9.0, Refunds and Exchanges, or apply a legible “.00” meter impression that
includes the correct mailing date.

Payment at Single-Piece Price Rather Than Correcting Errors

A mailer who pays the single-piece First-Class Mail price rather than correcting
errors in a mailing paid with meter or precanceled stamps must pay the difference in
cash at the window and present the copy of the cash receipt to the acceptance
point before the mail may be released for processing. A mailer who makes the same
choice for a mailing paid with a permit imprint must correct the postage statement
presented with the mailing to show that postage is to be paid at the higher price.
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243.1.6.1
Prices and Eligibility

1.0 Prices and Fees for Standard Mail

2.0 Content Standards for Standard Mail Letters

3.0 Basic Standards for Standard Mail Letters

4.0 Price Eligibility for Standard Mail

5.0 Additional Eligibility Standards for Nonautomation Standard Mail Letters

6.0 Additional Eligibility Standards for Enhanced Carrier Route Standard Mail
Letters

7.0 Eligibility Standards for Automation Standard Mail
8.0 Incentive Programs for Standard Mail Letters

Prices and Fees for Standard Malil

Price Application
Postage is based on the price that applies to the weight (postage) increment of each
addressed piece.

Standard Mail Price Application
Standard Mail prices are based on the weight of the pieces as follows:

a. The appropriate minimum per piece price applies to any Standard Mail piece
that weighs 3.3 ounces (0.2063 pound) or less.

b. A price determined by adding the per piece charge and the corresponding per
pound charge applies to any Standard Mail piece that weighs more than
3.3 ounces.

Regular Standard Mail—ECR, Automation, and Nonautomation Prices
For prices see Notice 123—Price List.

Nonprofit Standard Mail—ECR, Automation, and Nonautomation Prices
For prices see Notice 123—Price List.

Fees

1.5.1 Presort Mailing Fee

[1-22-12] A mailing fee must be paid each 12-month period for each permit used to
mail Standard Mail and/or Parcel Select Lightweight pieces, except for qualifying
full-service automation mailings under 3.4 and 705.24.0; (see Notice 123 —Price
List).

1.5.2 Weighted Fee

For return of pieces bearing the ancillary service markings “Address Service
Requested” and “Forwarding Service Requested.” Weighted fee equals single-piece
First-Class Mail or Priority Mail price (plus the nonmachinable surcharge, if
applicable) multiplied by 2.472.

Computing Postage for Standard Mail

1.6.1 Weight
To compute the total weight of the addressed pieces in a mailing or mailing segment
for:
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a. ldentical-weight pieces, multiply the computed average weight of a single piece
by the corresponding number of pieces; do not round the product.

b. Nonidentical-weight pieces, add the actual weight of the individual pieces or
weigh the entire mailing in bulk; do not round either resuilt.

1.6.2 Determining Single-Piece Weight

To determine single-piece weight in a mailing of identical-weight pieces, weigh a
sample group of at least 10 randomly selected pieces and divide the total sample
weight by the number of pieces in the sample. To determine single-piece weight in a
mailing of nonidentical-weight pieces, weigh each piece individually. Express all
single-piece weights in decimal pounds, rounded off to four decimal places.

1.6.3 Net Postage

Postage is computed at the applicable prices on the entire mailing to be mailed at
one time. The net postage price is either the applicable minimum per piece price or
the piece/pound price, as adjusted for any discounts and surcharges.

1.6.4 Per Piece and Per Pound Charges

The per piece charge is computed based on the total number of addressed pieces
for each price category claimed. The minimum price may apply to each piece as
detailed in 1.2, Standard Mail Price Application. Otherwise, the per piece charge
must be added to the per pound charge to determine total postage. Where
applicable, the per pound charge is computed based on the total weight of the
addressed pieces for each price category claimed, and is added to the per piece
charge to determine total postage. For example, a quantity of pieces weighing
100.25 pounds is charged 100.25 times the applicable price per pound, based on
the price claimed, plus one unit of the applicable per piece charge for each
addressed piece.

1.6.5 Computing Affixed Postage

To compute postage to be affixed to each piece, multiply the weight of the piece
(in pounds) by the applicable price per pound; add the applicable per piece charge
and any surcharge; and round the sum up to the next tenth of a cent. The
applicable minimum per piece charge must be affixed if it is more than the total
computed per piece postage.

1.6.6 Computing Affixed Postage—Heavy Letters

To compute postage to be affixed to each piece, multiply the weight of the piece
(in pounds) by the applicable price per pound; add the applicable per piece charge,
subtract the heavy letter discount (see 1.6.8 through 1.6.9); and round the sum up
to the next tenth of a cent.

1.6.7 Permit Imprint
In any permit imprint mailing:

a. For each price or price category, multiply the number of addressed pieces by
the corresponding price per piece and (if applicable) multiply the unrounded
total weight of the pieces by the corresponding price per pound; round off each
product to four decimal places.

b. Add the per piece and per pound charges and round off the total postage to
the nearest whole cent.
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1.6.8 Discount for Heavy Automation Letters

Automation letters that weigh more than 3.3 ounces but not more than 3.5 ounces
are charged postage equal to the automation piece/pound price for that piece and
receive a discount equal to the corresponding automation flat-size piece price

(8.3 ounces or less) minus the corresponding automation letter-size piece price
(8.3 ounces or less). If a destination entry price is claimed, the discount is calculated
using the corresponding prices.

1.6.9 Discount for Heavy ECR Letters

Pieces that otherwise qualify for the high density or saturation letter price and weigh
more than 3.3 ounces but not more than 3.5 ounces pay postage equal to the
piece/pound price and receive a discount equal to the flat-size piece price

(8.3 ounces or less) minus the letter-size piece price (3.3 ounces or less). If a
destination entry price is claimed, the discount is calculated using the corresponding
prices.

Content Standards for Standard Mail Letters

Definition and Weight

Standard Mail consists of mailable matter that is neither mailed or required to be
mailed as First-Class Mail nor entered as Periodicals (unless permitted or required
by standard) and that weighs less than 16 ounces. Standard Mail includes matter
formerly classified as Standard Mail (A) and third-class mail.

Personal Information
Personal information may not be included in a Standard Mail mailpiece unless all of
the following conditions are met:

a. The mailpiece contains explicit advertising for a product or service for sale or
lease or an explicit solicitation for a donation.

b. All of the personal information is directly related to the advertising or solicitation.

c. The exclusive reason for inclusion of all of the personal information is to support
the advertising or solicitation in the mailpiece.

Bills and Statements of Account
Mail containing bills or statements of account as defined in 233.2.2 may not be
entered as Standard Mail except under the conditions described in 2.5.2.

Handwritten and Typewritten Matter
Mail containing handwritten or typewritten matter may not be entered as Standard
Mail except under the conditions described in 2.6.

Attachments and Enclosures

2.5.1 Invoice

An invoice, whether it also serves as a bill, may be placed either inside a Standard
Mail piece or in an envelope marked “Invoice Enclosed” and attached to the outside
of the piece if the invoice relates solely to the matter with which it is mailed. The
invoice may show this information:
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a. Names and addresses of the sender and addressee.

b. Names and quantities of the articles enclosed, descriptions of each (e.g., price,
tax, style, stock number, size, and quality, and, if defective, nature of defects).

c. Order or file number, date of order, date and manner of shipment, shipping
weight, postage paid, and initials or name of packer or checker.

2.5.2 Incidental First-Class Mail Attachments and Enclosures

Incidental First-Class Mail matter may be enclosed in or attached to Standard Malil
merchandise (including books but excluding merchandise samples) without
payment of First-Class Mail postage. Incidental First-Class Mail matter may not be
enclosed in or attached to matter mailed as Customized MarketMail under 705.1.0.
An incidental First-Class Mail attachment or enclosure must be matter that, if mailed
separately, would require First-Class Mail postage, is closely associated with but
secondary to the host piece, and is prepared not to encumber postal processing.
An incidental First-Class Mail attachment or enclosure may be a bill for the product
or publication, a statement of account for past products or publications, or a
personal message or greeting included with a product, publication, or parcel.
Postage at the Standard Mail or Package Services price for the host piece is based
on the combined weight of the host piece and the incidental First-Class Mail
attachment or enclosure.

2.5.3 Nonincidental First-Class Mail Enclosures

Letters or other pieces of nonincidental First-Class Mail, subject to postage at
First-Class Mail prices, may be enclosed with Standard Mail pieces (except matter
mailed as Customized MarketMail under 705.1.0). Postage for the First-Class Mail
enclosure must be placed on the outside of the piece. It may be affixed separately
or added to the postage for the host piece. The endorsement “First-Class Mail
Enclosed” must be placed on the piece, below the postage and above the address.

2.5.4 Nonincidental First-Class Mail Attachments

Letters or other pieces of nonincidental First-Class Mail may be placed in an
envelope and securely attached to the address side of a Standard Mail piece
(except matter mailed as Customized MarketMail under 705.1.0), or of the principal
piece, as applicable. Combination envelopes or containers with separate parts for
the two classes of mail may be used. The names and addresses of the sender and
addressee must be placed on both the principal piece and the attachment.
Alternatively, the sender’s name and address must be placed on one part and the
addressee’s name and address on the other. If the piece is a combination container
with inseparable parts or compartments, the names and addresses may appear on
only one part. The applicable Standard Mail postage for the Standard Mail matter
must be prepaid and placed in the upper right corner of the address space.
Postage at the applicable First-Class Mail price must be paid for and affixed to the
First-Class Mail attachment, unless other payment methods are permitted by
standard.
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2.5.5 Attachment of Other Standard Mail Matter

Standard Mail letters may bear one repositionable note per mailpiece under
705.23.0. A Standard Mail letter may bear a label, a sticker, or a release card eligible
as Standard Mail matter, when affixed under 2.5.5 and 2.5.6. Standard Mall letters
also may bear other attachments eligible as Standard Mail matter if these additional
conditions are met:

a. The piece bearing the attachment is claimed as Customized MarketMail (CMM)
under 705.1.0 or as Enhanced Carrier Route letters under 6.0, except as
allowed for labels, stickers and release cards under 2.5.6.The face of the
attachment may bear only the price markings and endorsements permitted for
the price claimed for the host piece.

b. At the time of mailing, the piece shows only one complete delivery address. If
the attachment is a reply card, the address for returning the piece is not visible.

c. CMM host pieces are any size permitted under 705.1.1.3, Physical Standards.
Enhanced Carrier Route letters are larger than 6 by 11 inches, except as
allowed under 2.5.6.

d. The attachment is not larger than the host piece and does not extend beyond
the host piece. An attachment affixed to a CMM piece may not be greater than
1/4 inch thick at its thickest point.

e. Each piece in the mailing bears the attachment, and the attachment is of
identical size, weight, and positioning on the host piece. Different wording or
designs may be used.

f.  The attachment does not interfere with processing or delivery. Folded or
multipage attachments must be secured to prevent opening during handling.

g. Letters, with attachments that have been approved in writing by the Pricing and
Classification Service Center, are eligible for mailing under the conditions
specified in the approval letter.

2.5.6 Letter-Size Pieces with Labels, Stickers, or Release Cards
Automation letters and Enhanced Carrier Route letters with an attached label,
sticker, or release card eligible as Standard Mail matter must meet the standards in
201.3.13.

Written Additions

Markings that have the character of personal correspondence require, with certain
exceptions, additional postage at the First-Class Mail prices. The following written
additions and enclosures do not require additional First-Class Mail postage:

a. The sender’s and the addressee’s names, occupations, and addresses,
preceded by “From” or “To,” and directions for handling.

b. Marks, numbers, names, or letters describing the contents.

c.  Words or phrases such as “Do Not Open Until Christmas” and “Happy Birthday,
Mother.”

d. Instructions and directions for the use of the item mailed.
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e. A manuscript dedication or inscription not having the nature of personal
correspondence.

f. Marks to call attention to words or passages in the text.
g. Corrections of typographical errors in printed matter.

Manuscripts accompanying related proof sheets and corrections of proof
sheets including corrections of typographical and other errors, changes in the
text, insertions of new text, marginal instructions to the printer, and corrective
rewrites of parts.

i.  Handstamped imprints, unless the added material is in itself personal or
converts the original matter to a personal communication.

j.  Matter mailable separately as Standard Mail printed on the wrapper, envelope,
tag, or label.

Basic Standards for Standard Mail Letters

Description of Service

3.1.1 Service Objectives
Standard Mail may receive deferred handling. Service objectives for delivery are 2 to
9 days; however, delivery time is not guaranteed.

3.1.2 Minimum Quantity
Standard Mail provides economical prices for mailings of 200 or more pieces or 50
or more pounds of mail.

Defining Characteristics

3.2.1 Mailpiece Weight
All Standard Mail pieces must weigh less than 16 ounces. The following weight
limits also apply to pieces mailed at Standard Mail letter prices:

a. Pieces mailed at machinable letter prices may weigh up to 3.3 ounces.
Letter-size pieces weighing more than 3.3 ounces are mailable at
nonmachinable letter prices, unless they are barcoded and eligible to be mailed
as automation letters. For saturation and high density letters over 3.5 ounces,
see 3.2.1b.

b. Pieces mailed at automation letter prices may weigh up to 3.5 ounces.
Saturation and high density letters weighing more than 3.5 ounces are mailable
at applicable saturation or high density nonautomation letter prices.

3.2.2 Preparation Requirements
Standard Mall is subject to specific volume, marking, and preparation requirements.

3.2.3 Inspection of Contents
Standard Mail is not sealed against postal inspection.

3.2.4 Forwarding Service
The price of Standard Mail typically does not include forwarding service. Forwarding
service is available under 507.1.5.
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3.2.5 Return Service
The price of Standard Mail does not include return service. Return service is
available under 507.1.5 for an additional fee.

3.2.6 Extra Services

Extra services available with Standard Mail are insured mail service (bulk insurance
only), certificate of mailing service (bulk certificate of mailing only), return receipt for
merchandise service, and Delivery Confirmation service (parcels only). See
information regarding extra services in 503.

3.2.7 Periodicals
Authorized Periodicals may not be entered as Standard Mail unless permitted by
standard.

3.2.8 Identical Pieces

The contents of printed matter in a Standard Mail mailing must be identical to a
piece sent to at least one other addressee. Standard Mail may include the
addressee's name and address but may not transmit personal information except
as permitted under 2.2.

Additional Basic Standards for Standard Mail
Each Standard Mail mailing is subject to these general standards:

a. All pieces in a mailing must be of the same processing category.

b. Each mailing must contain at least 200 pieces or 50 pounds of pieces. See 3.6,
Residual Volume Requirement, for volume requirement eligibility unique to
Presorted Standard price mailings. Other volume standards also can apply,
based on the price claimed.

c. All pieces in an automation mailing must be eligible for an automation price.

d. All pieces in a mailing must be sorted together and marked under the standards
for the price claimed.

e. Each piece must bear the addressee's name and delivery address, including
the correct ZIP Code or ZIP+4 code (see 602.6.1), unless an alternative
addressing format is used subject to 602.3.0. Detached address labels may be
used subject to 602.4.0.

f.  Postage must be paid under 244.1.0 through 244.3.0 with precanceled
stamps, meter stamps, or permit imprint.

g. A postage statement, completed and signed by the mailer, using the correct
USPS form or an approved facsimile, must be submitted with each mailing. In
addition, mailings must be documented under 244.4.2, Basic Documentation
Standards, and the standards for the price claimed.

h. Each piece must meet the standards for any other price or discount claimed.

i.  Any POSTNET barcode on a mailpiece must be correct for the delivery address
and meet the standards in 202.5.0, Barcode Placement, 708.3.0, Coding
Accuracy Support System (CASS), and 708.4.0, Standards for POSTNET and
Intelligent Mail Barcodes.
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j. Mailings must be deposited at a business mail entry unit of the Post Office
where the postage permit or license is held and the annual mailing fee paid,
unless deposit elsewhere is permitted by standard.

Presort Mailing Fees

[1-22-12] An annual mailing fee must be paid once each 12-month period at each
Post Office of mailing. Effective February 12, 2012, payment of this fee is waived for
mailers who present only full-service automation mailings (under 705.24.0)
containing 90% or more pieces qualifying for full-service prices. A mailer paying this
fee may enter clients’ mail as well as the mailer’s own. The mailer whose permit
imprint appears on pieces in a mailing paid with a permit imprint must show that
permit number on the postage statement and must pay the annual mailing fee for
that permit; this fee is in addition to the one-time fee for an application to use permit
imprints. The fee may be paid in advance only for the next 12 months and only
during the last 60 days of the current service period. The fee charged is that which
is in effect on the date of payment.

Merging Similar Standard Mailings

Mailings are subject to the general definitions and conditions in 245.1.0, General
Information for Mail Preparation. Generally, mailers may merge similar Standard Mail
matter into a single mailing. Differences in text, address labels, and address lists or
list key numbers do not prohibit the mailer from merging and sorting pieces
together. Pieces with different methods of postage payment may be combined in
the same mailing only if authorized by Business Mailer Support (BMS). Pieces of
nonidentical weight, if merged in the same mailing, must bear the correct postage
when mailed, unless otherwise authorized by BMS.

Residual Volume Requirement

Pieces in an Enhanced Carrier Route mailing that has separately met a 200-piece or
50-pound minimum guantity requirement may be counted toward the minimum
quantity requirement for a Presorted mailing, provided that the Enhanced Carrier
Route mailing and the Presorted mailing are part of the same mailing job. Likewise,
pieces in an automation mailing that has separately met a 200-piece or 50-pound
minimum quantity requirement may be counted toward the minimum quantity
requirement for a Presorted mailing, provided that the automation mailing and the
Presorted mailing are part of the same mailing job. Pieces mailed at Presorted
Standard Mail prices must not be counted toward the minimum volume
requirements for an Enhanced Carrier Route or an automation mailing.

Residual Mail Subject to First-Class Mail or Priority Mail Prices

Pieces prepared as Standard Mail (i.e., that bear Standard Mail markings, ACS
codes, etc.) that do not qualify for Enhanced Carrier Route, automation, or
Presorted Standard Mail prices are subject to the single-piece First-Class Mail or
Priority Mail prices as applicable for the weight of the mailpiece. Metered pieces
weighing over 13 ounces but less than 16 ounces that do not qualify for Standard
Mail prices and any pieces that do not qualify for Standard Mail prices for which
First-Class Mail or Priority Mail service is desired must be re-enveloped or otherwise
prepared so that they do not bear Standard Mail markings, endorsements, and ACS
codes and must bear the proper First-Class Mail or Priority Mail markings and ACS
codes. Mailers who have pieces (other than metered pieces weighing over
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13 ounces but less than 16 ounces) that do not qualify for Standard Mail prices but
that are prepared as Standard Mail and who do not desire to receive First-Class Mail
or Priority Mail service for those pieces may enter their mailpieces “as is” (i.e.,
bearing the Standard Mail markings and endorsements), provided the requirements
in 244.5.1, Residual Standard Mail Subject to First-Class Mail Prices, and
244.5.2, Residual Standard Mail Subject to Priority Mail Prices, are met.

ZIP Code Accuracy

The ZIP Code accuracy standard is a means of ensuring that the 5-digit ZIP Code in
the delivery address correctly matches the delivery address information. For the
purposes of this standard, address means a specific address associated with a
specific 5-digit ZIP Code. Each address in a mailing at Standard Mail letter prices
must meet the ZIP Code accuracy requirements in 602.6.0.

Move Update Standard

3.9.1 Basic Standards

The Move Update standard requires the periodic matching of a mailer's address
records with customer-filed change-of-address orders maintained by the USPS. For
this standard, address is a specific address associated with a specific occupant
name. Each address in a mailing at Standard Mail letter prices must meet the
requirements in 602.5.0.

3.9.2 Basis for Move Update Assessment Charges

Mailings are subject to a Move Update assessment charge if more than 30 percent
of addresses with a change-of-address (COA) are not updated, based on the error
rate found in USPS sampling at acceptance during Performance-Based Verification.
Specifically, mailings for which the sample contains greater than 30 percent failed
COAs out of the total COAs in the sample are subject to additional postage charges
as follows:

a. The percentage of the mailing paying the charge is based on the percentage of
failed pieces above 30 percent.

b. Each of the assessed pieces is subject to the $0.07 per piece charge.

c. Asanexample, if 40% of COAs in the sample are not updated, then the charge
is applied to 10% (=40% - 30%) of the total mailing.

d. Mailings for which the sample has five or fewer pieces that were not updated for
a COA are not subject to the assessment, regardless of the failure percentage.

Price Eligibility for Standard Mail

General Information

All Standard Mail prices are presorted prices (including all nonprofit prices). These
prices apply to mailings meeting the basic standards in 2.0 through 4.0 and the
corresponding standards for Presorted prices under 3.0 and 5.0, Enhanced Carrier
Route prices under 6.0, automation prices under 7.0, or Customized MarketMail
prices under 705.1.0. Except for Customized MarketMail pieces, destination entry
discount prices are available under 246.2.0 through 246.5.0. Nonprofit prices may
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be used only by organizations authorized by the USPS. Not all processing
categories qualify for every price. Pieces are subject to either a single minimum per
piece price or a combined piece/pound price, depending on the weight of the
individual pieces in the mailing.

4.2 Minimum Per Piece Prices
The minimum per piece prices (the minimum postage that must be paid for each
piece) apply as follows:

a. Basic Requirement. Pieces mailed at Regular, Enhanced Carrier Route,
Nonprofit, and Nonprofit Enhanced Carrier Route prices are subject to
minimum per piece prices when they weigh no more than 3.3 ounces
(0.2063 pound).

b. Inapplying the minimum per piece prices, a mailpiece is categorized as either a
letter or a nonletter, based on whether the piece meets the letter-size standard
in 201.1.1.1, Dimensional Standards for Letters, without regard to placement of
the address on the piece, except under these conditions:

1. If the piece meets both the definition of a letter in 201.1.1.1 and the
definition of an automation flat in 301.3.0, the piece may be prepared and
entered at an automation flat price.

2. If the piece is prepared for automation letter prices, address placement is
used to determine the length when applying the size standards and
aspect ratio requirements to qualify for automation letter prices under
201.3.0, Physical Standards for Machinable and Automation Letters and
Cards. For this purpose, the length is considered to be the dimension
parallel to the address.

3. Pieces mailed as Customized MarketMail under 705.1.0 must pay the
prices in 705.1.2 and must not exceed 3.3 ounces.

c. Individual Prices. There are separate minimum per piece prices for each
subclass (Regular, Enhanced Carrier Route, Nonprofit, and Nonprofit Enhanced
Carrier Route) and within each subclass for the type of mailing and the level of
presort within each mailing.

4.3 Piece/Pound Prices
Pieces that exceed 3.3 ounces (0.2063 pound) are subject to a two-part
piece/pound price that includes a fixed charge per piece and a variable pound
charge based on weight. Pieces exceeding 3.3 ounces may not be mailed as
Customized MarketMail. There are separate per piece prices for each subclass
(Regular, Enhanced Carrier Route, Nonprofit, and Nonprofit Enhanced Carrier
Route) and within each subclass for the type of mailing and the level of presort
within each mailing under 3.0 through 7.0. There are separate per pound prices for
each subclass (Regular, Enhanced Carrier Route, Nonprofit, and Nonprofit
Enhanced Carrier Route) under 3.0 through 7.0. Discounted per pound prices also
may be claimed for destination entry mailings (destination network distribution
center (DNDC) and destination sectional center facility (DSCF)) under 246.
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Additional Eligibility Standards for Nonautomation Standard
Mail Letters

Basic Standards
All pieces in a Regular Standard Mail or Nonprofit Standard Mail nonautomation
price mailing must:

a. Meet the basic standards for Standard Mail in 2.0 through 4.0 in Prices and
Eligibility.

b. Except as provided in 3.6, Residual Volume Requirement, be part of a single
mailing of at least 200 addressed pieces or 50 pounds of pieces qualifying for
nonautomation Standard Mail. Regular and Nonprofit mailings must meet
separate minimum volumes.

c. Bear a delivery address that includes the correct ZIP Code or ZIP+4 code and
that meets these address quality standards:

1. The ZIP Code accuracy standard in 3.8.

2. If an alternative addressing format is used, the additional standards in
602.3.0.

d. Be marked, sorted, and documented as specified in 245, Mail Preparation, or
705.8.0, Preparing Pallets.

Weight Standards for Machinable Pieces
Maximum weight limit for machinable nonautomation Standard mail is 3.3 ounces
(0.2063 pound).

Price Application

Nonautomation prices for Regular and Nonprofit Standard Mail apply to letters that
meet the eligibility standards in 2.0, Content Standards for Standard Mail Letters,
and the preparation standards in 245, Mail Preparation, or 705.8.0, Preparing
Pallets.

Machinable Price Application
Machinable letters are subject only to AADC and mixed AADC prices.

5.4.1 AADC Price

The AADC price applies to qualifying letter-size machinable pieces (see 201.1.0,
Physical Standards for Machinable Letters and Cards) placed in origin/entry 3-digit
trays, to quantities of 150 or more pieces prepared in AADC trays for a single AADC,
and to pieces placed in mixed AADC trays in lieu of overflow AADC trays.

5.4.2 Mixed AADC Price

The mixed AADC price applies to qualifying letter-size machinable pieces that the
mailer prepares in mixed AADC trays, except for pieces placed in mixed AADC trays
in lieu of overflow AADC trays (see 245.5.3.2).

Nonmachinable Price Application

Nonmachinable prices in 1.0 apply only to Standard Mail letter-size pieces (including
card-size pieces) that meet the criteria in 201.2.1 for nonmachinable letters.
Nonmachinable saturation or high density letter-size pieces are subject to the
applicable saturation or high density nonautomation letter prices.
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5.5.1 5-Digit Price

The 5-digit price applies to letter-size pieces subject to nonmachinable prices in
quantities of 150 or more pieces for a 5-digit ZIP Code prepared in 5-digit trays (and
overflow pieces in 3-digit or ADC trays) under 245.5.0.

5.5.2 3-Digit Price

The 3-digit price applies to letter-size pieces subject to nonmachinable prices in
quantities of 150 or more pieces for a 3-digit ZIP Code prepared in 3-digit trays (and
overflow pieces in ADC or MADC trays) under 245.5.0.

5.5.3 ADC Price

The ADC price applies to letter-size pieces subject to nonmachinable prices in
3-digit origin/entry trays and to pieces in quantities of 150 or more for an ADC
prepared in ADC trays (and overflow pieces in MADC trays) under 245.5.0.

5.5.4 Mixed ADC Price
The mixed ADC price applies to letter-size pieces that are subject to the
nonmachinable prices and prepared in mixed ADC trays.

Additional Eligibility Standards for Enhanced Carrier Route
Standard Mail Letters

General Enhanced Carrier Route Standards

6.1.1 Optional Preparation

Preparation to qualify for any Enhanced Carrier Route price is optional and need not
be performed for all carrier routes in a 5-digit area. An Enhanced Carrier Route
mailing may include pieces at basic, high density, and saturation (simplified address
and other addressing) Enhanced Carrier Route prices.

6.1.2 Basic Eligibility Standards
All pieces in an Enhanced Carrier Route or Nonprofit Enhanced Carrier Route
Standard Mail mailing must:

a. Meet the basic standards for Standard Mail in 2.0 through 4.0 in Prices and
Eligibility .
b. Be part of a single mailing of at least 200 pieces or 50 pounds of pieces of

Enhanced Carrier Route Standard Mail. ECR and Nonprofit ECR mailings must
meet separate minimum volumes.

c. Be sorted to carrier routes, marked, and documented under 245.6.0, Preparing
Enhanced Carrier Route Letters, or 705.8.0, Preparing Pallets.

d. Bear a delivery address that includes the correct ZIP Code, ZIP+4 code, or
numeric equivalent to the delivery point barcode (DPBC) and that meets these
address quality standards:

1. The carrier route accuracy standard in 6.2.

2. The address matching and coding standards in 7.5, Address Standards
for Barcoded Pieces, and 708.3.0, Coding Accuracy Support System
(CASS).
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3. Ifan alternative addressing format is used, the additional standards in
602.3.0.

e. Meet the applicable sequencing requirements in 6.3 through 6.5 and 245.6.8.

f.  Meet the applicable documentation and postage payment standards in 244,
Postage Payment and Documentation, and 1.6, Computing Postage for
Standard Mail.

g. Meet the requirements for automation compatibility in 201.3.0 and bear an
accurate delivery point POSTNET barcode or Intelligent Mail barcode encoded
with the correct delivery point routing code matching the delivery address and
meeting the standards in 202.5.0, and 708.4.0, except as provided in 6.1.2h.
Pieces prepared with a simplified address format are exempt from the
automation-compatibility and barcode requirements. Letters with Intelligent Mail
barcodes entered under the full-service Intelligent Mail automation option also
must meet the standards in 705.24.0.

h. All saturation and high density letters over 3.5 ounces, and saturation (other
than pieces with a simplified address) and high density letter-size pieces not
meeting the standards 6.1.2g must pay the applicable nonautomation
saturation or high density prices. Basic carrier route letter prices are the same
for barcoded automation-compatible pieces and nonautomation pieces.

Carrier Route Accuracy

6.2.1 Basic Standards

The carrier route accuracy standard is a means of ensuring that the carrier route
code correctly matches the delivery address information. For the purposes of this
standard, address means a specific address associated with a specific carrier route
code. Addresses used on pieces claiming certain prices under 6.2.2 that are subject
to the carrier route accuracy standard must meet these requirements:

a. Each address and associated carrier route code used on the mailpieces in a
mailing must be updated within 90 days before the mailing date with one of the
USPS-approved methods in 602.6.2.

b. Each individual address in the mailing is subject to the carrier route accuracy
standard.

c. If the carrier route code (and accuracy) of an address used on a mailpiece in a
carrier route mailing at one class of mail and price is updated with an approved
method, the same address may be used during the following 90 days to meet
the carrier route accuracy standard required for mailing at any other class of
mail and price.

6.2.2 Mail Classes and Prices

Except as provided in 243.6.2.3, addresses used on pieces claiming all Enhanced
Carrier Route prices for Standard Mail, regardless of any required surcharges, must
meet the carrier route accuracy standard.

6.2.3 Exception
The carrier route accuracy standard does not apply to mail of any class bearing a
simplified address format under 602.3.0, Use of Alternative Addressing.
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6.2.4 USPS-Approved Methods

Carrier route coding must be performed using CASS-certified software and the
current USPS Carrier Route Product or another Address Information System (AIS)
product containing carrier route information subject to 509.1.0, Address
Information System Services, and 708.3.0, Coding Accuracy Support System
(CASS,).

6.2.5 Mailer Certification

The mailer’s signature on the postage statement certifies that the carrier route
accuracy standard has been met for each address in the corresponding mailing
presented to the USPS.

Basic Price Enhanced Carrier Route Standards

6.3.1 Sequencing

All pieces mailed at basic prices must be prepared in walk sequence or in
line-of-travel (LOT) sequence according to LOT schemes prescribed by the USPS
(see 245.6.8 through 245.6.9 in Preparing Enhanced Carrier Route Letters).

6.3.2 Basic Price Eligibility

Basic prices apply to each piece sorted under 245.6.0 or 705.8.0 in a full carrier
route tray, in a carrier route bundle of 10 or more pieces, or in groups of 10 or more
pieces placed in a 5-digit carrier routes or a 3-digit carrier routes tray.

High Density Enhanced Carrier Route Standards

6.4.1 Basic Eligibility Standards for High Density Prices

High density letter-size mailpieces must be in a full carrier route tray or in a carrier
route bundle of 10 or more pieces placed in a 5-digit carrier routes or 3-digit carrier
routes tray. High density prices for barcoded letters apply to each piece that is
automation-compatible according to 201.3.0, and has an accurate delivery point
POSTNET barcode or Intelligent Mail barcode encoded with the correct delivery
point routing code matching the delivery address and meeting the standards in
202.5.0, and 708.4.0. Except for pieces with a simplified address, pieces that are
not automation-compatible or not barcoded are mailable only at the nonautomation
high density letter prices.

6.4.2 High Density Prices for Letters
All pieces mailed at high density prices must:

a. Be prepared in walk sequence according to schemes prescribed by the USPS
(see 245.6.8 through 245.6.9 in Preparing Enhanced Carrier Route Letters).

b. Meet the density requirement of at least 125 pieces for each carrier route.
Multiple pieces per delivery address can count toward this density standard.

6.4.3 High Density Discount for Heavy Letters

High density pieces that are automation-compatible under 201.3.0, that are
accurately barcoded with a delivery point barcode, and that weigh more than

3.3 ounces but not more than 3.5 ounces, pay postage equal to the piece/pound
price and receive a discount equal to the high density flat-size piece price

(8.3 ounces or less) minus the high density letter piece price (3.3 ounces or less).
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The discount is calculated using nondestination entry prices only, regardless of entry
level. This discount does not apply to pieces paying nonautomation high density
letter prices.

Saturation ECR Standards

6.5.1 Basic Eligibility Standards for Saturation Prices

Saturation letter-size mailpieces must be in a full carrier route tray or in a carrier route
bundle of 10 or more pieces placed in a 5-digit carrier routes or 3-digit carrier routes
tray. Saturation prices for barcoded letters apply to each piece that is
automation-compatible according to 201.3.0, and has an accurate delivery point
POSTNET barcode or Intelligent Mail barcode encoded with the correct delivery
point routing code matching the delivery address and meeting the standards in
202.5.0 and 708.4.0. Except for pieces with a simplified address, pieces that are not
automation-compatible or not barcoded are mailable at nonautomation saturation
letter prices.

6.5.2 Saturation Prices for Letters
All pieces mailed at saturation prices must:

a. Be prepared in walk sequence according to schemes prescribed by the USPS
(see 245.6.8 through 245.6.9 in Preparing Enhanced Carrier Route Letters).

b. Meet the density requirement of at least 90% or more of the active residential
addresses or 75% or more of the total number of active possible delivery
addresses on each carrier route receiving this mail. Pieces bearing a simplified
address must meet the coverage standards in 602.3.0, Use of Alternative
Addressing. Multiple pieces per delivery address do not count toward this
density standard.

6.5.3 Saturation Discount for Heavy Letters

Saturation pieces that are automation-compatible under 201.3.0, are accurately
barcoded with a delivery point barcode, and weigh more than 3.3 ounces but not
more than 3.5 ounces pay postage equal to the piece/pound price and receive a
discount equal to the saturation flat-size piece price (3.3 ounces or less) minus the
saturation letter piece price (3.3 ounces or less). The discount is calculated using
nondestination entry prices only, regardless of entry level. This discount also applies
to saturation pieces with simplified addresses. This discount does not apply to
pieces paying nonautomation saturation letter prices.

Eligibility Standards for Automation Standard Malil

Basic Eligibility Standards for Automation Standard Mail
All pieces in a Regular Standard Mail or Nonprofit Standard Mail automation mailing
must:

a. Meet the basic standards for Standard Mail in 2.0 through 4.0 in Prices and
Eligibility.

Domestic Mail Manual ® Updated 10-1-12 221

=



I@ Commercial Letters: Standard Mail Prices and Eligibility

243.7.2

222

7.2

7.3

7.4

Be part of a single mailing of at least 200 pieces or 50 pounds of pieces of
automation price Standard Mail (Regular and Nonprofit mailings must meet
separate minimum volumes).

Be in the same processing category and meet the physical standards in
201.3.0, Physical Standards for Machinable and Automation Letters and
Cards.

Bear a delivery address that includes the correct ZIP Code, ZIP+4 code, or
numeric equivalent to the delivery point barcode (DPBC) and that meets these
address quality standards:

1. The address matching and coding standards in 7.5, Address Standards
for Barcoded Pieces, and 708.3.0, Coding Accuracy Support System
(CASS).

2. If an alternative addressing format is used, the additional standards in
602.3.0.

Bear an accurate delivery point POSTNET barcode or Intelligent Mail barcode
encoded with the correct delivery point routing code, matching the delivery
address and meeting the standards in 202.5.0, and 708.4.0. Mailers must
apply the barcode either on the piece or on an insert showing through a
window.

Be marked and sorted according to 245.7.0, Preparing Automation Letters.

Meet the applicable documentation and postage payment standards in 1.6,
Computing Postage for Standard Mail, and 244.1.0 through 244.3.0 in
Postage Payment and Documentation.

Additional Eligibility Standards for Full-Service Automation Standard Mail
Letters
All pieces entered under the full-service Intelligent Mail automation option must:

a.
b.

C.

Bear a unique Intelligent Mail barcode.
Be part of a mailing that meets the standards in 705.24.0.

Be scheduled for an appointment through the Facility Access and Shipment
Tracking (FAST) system when deposited as a DNDC or DSCF drop-shipment.

Maximum Weight for Automation Letters
Maximum weight limit for automation price mail is 3.5 ounces (0.2188 pound). See
201.3.68, Heavy Letter Mail (over 3 ounces), for pieces heavier than 3 ounces.

Price Application for Automation Letters
Automation prices apply to each piece that is sorted under 245.7.0, Preparing
Automation Letters, into the corresponding qualifying groups:

a.

Groups of 150 or more pieces in 5-digit/scheme trays qualify for the 5-digit
price. Preparation to qualify for that price is optional. Pieces placed in full
3-digit/scheme trays under 245.7.5 in lieu of 5-digit/scheme overflow trays are
eligible for 5-digit prices (see 245.7.5).
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b. Groups of 150 or more pieces in 3-digit/scheme trays qualify for the 3-digit
price. Pieces placed in full AADC trays under 245.7.5 in lieu of 3-digit/scheme
overflow trays are eligible for 3-digit prices (see 245.7.5).

c. Groups of fewer than 150 pieces in origin/entry 3-digit/scheme trays and
groups of 150 or more pieces in AADC trays qualify for the AADC price. Pieces
placed in mixed AADC trays under 245.7.5 in lieu of AADC overflow trays also
are eligible for AADC prices (see 245.7.5).

d. Pieces in mixed AADC trays qualify for the mixed AADC price, except for pieces
prepared under 7.4c.

Address Standards for Barcoded Pieces

7.5.1 Basic Address Standards for Barcodes

To qualify for automation prices, addresses must be sufficiently complete to enable
matching to the current USPS ZIP+4 Product when used with current
CASS-certified address matching software. Standardized address elements are not
required. Any barcode as defined in 202.5.0, Barcode Placement, and 708.4.0,
Standards for POSTNET and Intelligent Mail Barcodes, that appears on a mailpiece
claimed at an automation price must be the correct barcode for the corresponding
delivery address on the piece.

7.5.2 Numeric ZIP+4
A numeric ZIP+4 code must consist of five digits, a hyphen, and four digits.

7.5.3 Numeric Delivery Point Barcode (DPBC)
The numeric equivalent is formed by adding three digits directly after the ZIP+4
code.

7.5.4 Address Elements

Addresses must include the correct street number, predirectional, street name,
suffix, and postdirectional that are input to obtain a match with the current USPS
ZIP+4 Product.

7.5.5 Firm Name

An address must include a firm name when necessary to obtain a match with the
finest level of ZIP+4 code in the USPS ZIP+4 Product. If an address contains a firm
name assigned a unique ZIP+4 code in the USPS ZIP+4 Product, the unique ZIP+4
code must be used. If the firm name is not one assigned a unique ZIP+4 code in the
USPS ZIP+4 Product and the apartment/suite number is included in the address,
the ZIP+4 code for the range in which the apartment/suite number appears must be
used in that address. If the firm name does not correspond to a firm name that has a
unique ZIP+4 code assigned in the USPS ZIP+4 Product and the apartment/suite
number is not included in the address, the ZIP+4 code for the building must be
used.

7.5.6 Secondary Designator

If a secondary address designator (e.g., an apartment number) is shown in the
address, the mailpiece must show the appropriate ZIP+4 code representing the
range for that secondary address as contained in the current USPS ZIP+4 Product.
If a secondary address designator is required to obtain an exact match with the
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finest level of ZIP+4 code in the USPS ZIP+4 Product but the information is not
available, the alternative ZIP+4 code or ZIP+4 or delivery point barcode for the
building must be used.

7.5.7 Rural and Highway Contract Routes

If a rural route or highway contract route box number is included in the address, the
mailpiece must show the appropriate ZIP+4 code representing the range for that
box number as contained in the current USPS ZIP+4 Product. If a rural route or
highway contract route box number is required to obtain a match with the finest
level of ZIP+4 code but is not available, the alternative ZIP+4 code or ZIP+4 or
delivery point barcode for the rural route or highway contract route must be used. If
used, the rural route or highway contract route box number must be placed on the
line immediately above the city/state/ZIP Code line.

7.5.8 Post Office Box
A Post Office box address must contain a Post Office box number that can be
exactly matched with the USPS ZIP+4 Product in effect.

Enclosed Reply Cards and Envelopes

All letter-size reply cards and envelopes (business reply, courtesy reply, and meter
reply mail) provided as enclosures in automation Regular or Nonprofit Standard Mall,
and addressed for return to a domestic delivery address, must meet the standards
in 201.3.0, Physical Standards for Machinable and Automation Letters and Cards,
for enclosed reply cards and envelopes. The mailer’s signature on the postage
statement certifies that this standard has been met when the corresponding mail is
presented to the USPS.

Discount for Heavy Automation Letters

Automation letters that weigh more than 3.3 ounces but not more than 3.5 ounces
pay postage equal to the automation piece/pound price and receive a discount
equal to the automation nonletter piece price (3.3 ounces or less) minus the
automation letter piece price (3.3 ounces or less). If claiming a destination entry
price, the discount is calculated using the corresponding prices.

Incentive Programs for Standard Mail Letters

General Description
Incentive programs for Standard Mail letters are designed to encourage mail volume
growth and retention.

Saturation and High Density Incentive Program

The Saturation and High Density Incentive Program provides postage credits for
qualified mail owners of Standard Mail, or Nonprofit Standard Mail, letters and flats
mailed at saturation and high density carrier route prices that can document mail
volumes exceeding their individual USPS-recorded threshold level, during the 2011
program period, from January 2, 2011 through December 31, 2011. Participating
mail owners documenting volumes above their threshold level receive a credit, for
each piece exceeding their threshold level, to a designated permit imprint advance
deposit account or Centralized Account Payment System (CAPS) account after the
end of the program period. Refer to 343.8.2 for program details.
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Postage Payment and Documentation

1.0 Basic Standards for Postage Payment

2.0 Postage Payment for Presorted and Enhanced Carrier Route Letters
3.0 Postage Payment for Automation Letters

4.0 Mailing Documentation

5.0 Residual Pieces

Basic Standards for Postage Payment

Postage Payment Options

[6-24-12] The mailer is responsible for proper postage payment. Postage for
Standard Mail must be paid with postage evidencing system, permit imprint, or
precanceled stamps as specified in 2.0. Postage-affixed pieces must bear the
correct postage unless excepted by standard. Permit imprint may be used for
mailings of nonidentical-weight pieces only if authorized by Business Mailer Support
at USPS Headquarters.

Postage Payment for Presorted and Enhanced Carrier
Route Letters

Identical-Weight Pieces

[6-24-12] Mallings of identical-weight pieces may have postage affixed to each
piece at the exact price for which the piece qualifies, or each piece in the mailing
may have postage affixed at the lowest price applicable to pieces in the mailing or
mailing job. Alternatively, a USPS precanceled stamp (or stamps precanceled with a
mailer's precancel postmark), under 604.3.0, may be affixed to every piece in the
mailing or mailing job, or each piece may bear a permit imprint. If exact postage is
not affixed, all additional postage and surcharges must be paid at the time of mailing
with an advance deposit account or with a postage evidencing system indicia
(604.4) affixed to the required postage statement. If exact postage is not affixed,
documentation meeting the standards in 4.0 must be submitted to substantiate the
additional postage unless the pieces are identical weight and separated by price
when presented for acceptance.

Nonidentical-Weight Pieces

[6-24-12] Postage for nonidentical-weight pieces may be paid by precanceled
stamps, subject to 4.0 and 604.3.0. Mailings of nonidentical-weight pieces may
have postage paid by permit imprint (if authorized by Business Mailer Support) or by
postage evidencing system indicia if each piece has the full numerical value of
postage affixed. Alternatively, except for heavy automation and Enhanced Carrier
Route letters, the mailer may affix the per piece price to each piece and pay the
pound price for the mailing through an advance deposit account. Under this
alternative, the mailer must provide a postage statement for each payment method
and mark each piece "Pound Price Pd via Permit," in the postage evidencing system
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indicium or ad plate or other means that ensures a legible endorsement. For
mailings of nonidentical-weight pieces, "nonidentical" must be shown in place of the
weight of a single piece on the applicable postage statement.

Combined Price

[6-24-12] Postage evidencing system indicia may be used for combined price
mailings containing both pieces subject to pound prices and pieces subject to
minimum per piece charges. Postage for such mailings may be paid with permit
imprint only if authorized by Business Mailer Support.

Postage Payment for Automation Letters

All Pieces

[6-24-12] Unless authorized by the USPS under 705.2.0 through 705.5.0, when
precanceled postage stamps or postage evidencing system indicia are used, only
one payment method may be used in a mailing, and each piece must bear the
correct numerical value of postage at the price claimed based on its eligibility. For
mailings of nonidentical-weight pieces subject to the piece/pound prices, the mailer
may affix the applicable per piece price to each piece and pay the pound price for
the mailing by a permit imprint advance deposit account. All pieces prepared this
way in a mailing must be subject to the same pound price. A postage statement
must be submitted for each payment method and each piece must be marked
"Pound Price Pd via Permit" in the postage evidencing system indicium or ad plate
or other means that ensure a legible endorsement. "Nonidentical" must be shown in
place of the weight of a single piece on the postage statement.

Affixing Postage for Automation Standard Mail Letters
[6-24-12] In a mailing bearing postage evidencing system indicia or precanceled
stamp postage, each piece must bear either:

a. A precanceled stamp, under 604.3.0; postage documentation under 4.0 is
required. Additional postage must be paid at the time of mailing with an
advance deposit account or with a postage evidencing system indicium affixed
to the postage statement.

b. Exact numerical value of postage on pieces bearing postage evidencing system
indicia, or at the lowest price applicable to the mailing job. Any additional
postage must be paid at the time of mailing with an advance deposit account
or with a postage evidencing system indicium affixed to the postage statement.

Mixed Price Mailing Documentation

[6-24-12] Where it is not practicable for the mailer to affix the exact postage to each
piece or to affix the lowest postage price to all pieces in the mailing, the mailer may
compute postage for the mailing as if the lowest price affixed to any piece in the
mailing were affixed to all pieces. Additional postage is computed based on the
difference between the lowest price affixed to any piece in the mailing and the price
for each price level in the mailing. This computation must be documented to meet
the basic standards in 4.0. No refund is paid for any piece where postage is affixed
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at a price higher than the lowest price claimed for or affixed to any piece. The total
additional postage must be paid either by advance deposit account or by a postage
evidencing system indicium affixed to the postage statement.

Mailing Documentation

Completing Postage Statements

Any mailing claiming a discount and all permit imprint mailings must be
accompanied by a postage statement completed and signed by the mailer (in
duplicate if the mailer wants a receipted copy). A change made to any postage
statement requires the mailer (agent) to correct the postage statement accordingly
and document the correction.

Basic Documentation Standards

Generally, documentation is required from a mailer when a mailing is presented to
the USPS. Supporting documentation of postage is required unless the correct price
is affixed to each piece or each piece is of identical weight and the pieces are
separated by price when presented for acceptance. Unless full postage is affixed,
documentation presented with the postage statement must show the computation
of the additional postage due for pieces not bearing full postage at the applicable
price. Documentation describes the preparation, price levels, and content of the
mailing; details the volume and postage data; and, by comparison with the actual
mailing it describes, supports the claims contained on the postage statement
accompanying the mailing and allows the USPS to verify its accuracy.
Documentation must be submitted when specified for the price claimed or postage
payment method used.

Documentation Standards for Automation Mailings

A complete postage statement must accompany each mailing. Each mailing also
must be accompanied by presort and price documentation produced by
PAVE-certified or MAC-certified software or by standardized documentation.
Exception: For mailings of fewer than 10,000 pieces, presort and price
documentation is not required if postage at the correct price is affixed to each piece
or if each piece is of identical weight and the pieces are separated by price when
presented for acceptance. Mailers may use a single postage statement and a single
documentation report for all price levels in a single mailing. Standard Mail mailings
prepared under the value added refund procedures or as combined mailings must
meet additional standardized documentation requirements under 604.9.0, Refunds
and Exchanges, and 705.5.0, First-Class Mail or Standard Mail Mailings With
Different Payment Methods.

Documentation Submission—Full-Service Intelligent Mail Automation
Option

Mailers entering Standard Mail pieces under the full-service Intelligent Mail
automation option must electronically submit postage statements and mailing
documentation to the PostalOne! system as described in 705.24.4.4.,
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Preparing Documentation

As provided by standard, documentation may be presented in abbreviated form or
on computer-readable media. Required documentation must be presented with
every mailing unless, by standard, it may be provided to support multiple mailings or
mailings that are part of the same job or cycle.

Multiple Standards

If multiple documentation standards apply to the same mailing, only one set of
documentation is necessary if it provides enough information to meet all applicable
standards. Redundant or duplicate documentation is not required simply to meet
individual standards.

Standard Format for Documentation

Documentation must be produced by software certified under the Presort Accuracy
Validation and Evaluation (PAVE) program or the Manifest Analysis and Certification
(MAC) program, appropriate for the accompanying class of mail and price claimed,
or the documentation must be prepared as standardized documentation according
to this section. Standardized documentation contains the elements described in
708.1.0 in Standardized Documentation for First-Class Mail, Periodlicals,

Standard Mail, and Flat-Size Bound Printed Matter, as applicable. Documentation
produced by PAVE-certified or MAC-certified software is considered standardized
documentation.

Providing Additional Information

The postmaster of the office of mailing may require additional information if the
documentation submitted does not allow the corresponding mailing to be verified.
Failure to provide information is sufficient reason for the USPS to refuse a mailing.
The mailer may appeal any determination to the PCSC under 607.2.0, Rulings on
Mailing Standards.

Reporting Multiple Mailings on One Statement

Each group of pieces prepared as a separate mailing must be presented with a
postage statement using the correct USPS form for the particular class, price, and
postage payment method. A mailer may report more than one mailing from a single
job (e.g., an Enhanced Carrier Route Standard Mail price mailing, an automation
price mailing, and a nonautomation price mailing) on the same postage statement if
the mailings are presented at the same time for verification, the pieces are in the
same processing category, each mailing separately meets all applicable eligibility
standards, and the number of pieces in each mailing is separately reported on the
postage statement.

Facsimile Postage Statements

Facsimile postage statements must contain data and elements in locations as close
as possible to where they appear on the USPS form. Data fields that do not pertain
to information and prices claimed in the mailing and other extraneous information
that appears on the USPS form do not have to be included. Facsimiles must include
all other information pertaining to the mailing, including the class of mail (or subclass
as appropriate), postage payment method (e.g., permit imprint), and four-digit form
number (hyphen and suffix optional). All parts, and line numbers within each part,
must reflect those on the USPS form. In some cases, this can include fields from
multiple parts on a single facsimile. For example: Part A, lines A5, AB, and total —

Domestic Mail Manual ® Updated 10-1-12



Commercial Letters: Standard Mail Postage Payment and Documentation @

24452

Part A from Form 3602-R, and Part F, lines F1, F2, and total — Part F from Form
3602-R, can be consolidated onto a single Form 3602-R (Facsimile). Most
importantly, the facsimile must fully and exactly reproduce the “Certification” and
“USPS Use Only” fields that appear on the USPS form. A facsimile postage
statement produced by software certified by the USPS Presort Accuracy Validation
and Evaluation (PAVE) or Manifest Analysis and Certification (MAC) program is
considered a USPS-approved form for these standards. Others may be approved
by the entry office postmaster.

5.0 Residual Pieces

51 Residual Standard Mail Subject to First-Class Mail Prices
Mailers who have pieces weighing 13 ounces or less that do not qualify for Standard
Mail prices but that are prepared as Standard Mail must pay single-piece First-Class
Mail postage for such pieces. If mailers do not desire to receive First-Class Mail
service for such pieces they may enter the mailpieces “as is” (i.e., bearing the
Standard Mail markings and endorsements), under the following conditions:

a. Additional markings and/or postage must not be added to these pieces.

b. Mail bearing metered or precanceled stamp postage must pay the difference
between the postage affixed at the Standard Mail prices and the single-piece
First-Class Mail prices by means of an advance deposit account or by affixing a
meter stamp for the appropriate amount to Form 3600-R. These pieces are
reported in the appropriate part of Form 3600-R under the heading “From
Standard Mail mailing.”

c. Mail bearing permit imprints must pay the appropriate single-piece First-Class
Mail prices by completing Form 3600-R. These pieces are reported in the
appropriate part of Form 3600-R under the heading “From Standard Mail
mailing.” For permit imprint mail there must be at least 200 pieces, except when
the pieces are part of a larger mailing job and are submitted for acceptance
along with the mail and a Standard Mail postage statement for the other pieces
in the same mailing job.

5.2 Residual Standard Mail Subject to Priority Mail Prices
Mailers who have permit imprint pieces weighing over 13 ounces but less than
16 ounces that do not qualify for Standard Mail prices but that are prepared as
Standard Mail must pay Priority Mail postage for such pieces. Mailpieces paid with
meters or permit imprints must re-envelope or otherwise prepare the pieces so that
when mailed they bear only the appropriate Priority Mail markings, ancillary service
endorsements, and ACS codes and do not bear Standard Mail markings,
endorsements, or ACS codes. Mailpieces paid with permit imprints for which mailers
do not desire to receive Priority Mail service may enter the mailpieces “as is” (i.e.,
bearing the Standard Mail markings and endorsements), under the following
conditions:

a. Additional markings and/or postage must not be added to these pieces.
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b. The appropriate Priority Mail prices must be paid by completing the appropriate
part of Form 3600-R on the line titled “Pieces From Standard Mail mailing” in
the postage calculation section. For permit imprint mail there must be at least
200 pieces, except when the pieces are part of a larger mailing job and are
submitted for acceptance along with the mail and a Standard Mail postage
statement for the other pieces in the same mailing job.
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Mail Preparation

1.0 General Information for Mail Preparation
2.0 Bundles

3.0 Letter Trays

4.0 Tray Labels

5.0 Preparing Nonautomation Letters

6.0 Preparing Enhanced Carrier Route Letters
7.0 Preparing Automation Letters

General Information for Mail Preparation

Definition of Presort Process

Presort is the process by which a mailer prepares mail so that it is sorted to at least
the finest extent required by the standards for the price claimed. Generally, presort is
performed sequentially, from the lowest (finest) level to the highest level, to those
destinations specified by standard and is completed at each level before the next
level is prepared.

Definition of Mailings
Mailings are defined as:

a. General. A mailing is a group of pieces within the same class of mail and the
same processing category that may be sorted together and/or presented under
a single minimum volume mailing requirement under the applicable standards.
Generally, types of mail that follow different flows through the postal processing
system (e.g., automation, nonautomation, enhanced carrier route) and mail for
each separate class and subclass must be prepared as a separate mailing.
Other specific standards may define whether separate mailings may be
combined, palletized, reported, or deposited together.

b. Standard Mail. Except as provided in 243.3.6, Residual Volume Requirement,
the types of Standard Mall listed below may not be part of the same mailing.

1.
2.
3.

Automation price and any other type of mail.
Enhanced Carrier Route and any other type of mail.

Enhanced Carrier Route letter price pieces and Enhanced Carrier Route
nonletter price pieces.

Presorted price mail and any other type of mail.
Machinable and nonmachinable pieces.

Except as provided by standard, Regular mail may not be in the same
mailing as Nonprofit mail, and Enhanced Carrier Route mail may not be in
the same mailing as Nonprofit Enhanced Carrier Route mail.

Customized MarketMail and any other type of mail.
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Terms for Presort Levels
Terms used for presort levels are defined as follows:

a.

Carrier route: all pieces for delivery to the same city route, rural route, highway
contract route, Post Office box section, or general delivery unit.

5-digit: the delivery address on all pieces includes the same 5-digit ZIP Code.

5-digit scheme (trays) for automation letters. the ZIP Code in the delivery
address on all pieces is one of the 5-digit ZIP Code areas processed by the
USPS as a single scheme, as shown in the USPS City State Product.

3-digit: the ZIP Code in the delivery address on all pieces begins with the same
three digits (see L002, Column A).

3-digit scheme: the ZIP Code in the delivery address on all pieces begins with
one of the 3-digit prefixes processed by the USPS as a single scheme, as
shown in LOOS.

Origin/entry 3-digit(s): the ZIP Code in the delivery address on all pieces begins
with one of the 3-digit prefixes processed at the sectional center facility (SCF) in
whose service area the mail is verified/entered. Separation is optional for each
such 3-digit area.

SCF: the separation includes pieces for two or more 3-digit areas served by the
same sectional center facility (SCF) (see L005), except that, where required or
permitted by standard, mail for a single 3-digit area may be prepared in an SCF
separation when no mail for other 3-digit ZIP Code areas is available. For
pallets, the SCF sort may include mail for a single 3-digit ZIP Code area.

Origin/optional entry SCF. the separation includes bundles for one or more
3-digit areas served by the same sectional center facility (SCF) (see L0O02,
Column C, or LO05) in whose service area the mail is verified/entered. Subject
to standard, this separation is required regardless of the volume of mail.

ADC/AADC: all pieces are addressed for delivery in the service area of the
same area distribution center (ADC) or automated area distribution center
(AADC) (see LO04 or L801).

ASF/NDC: all pieces are addressed for delivery in the service area of the same
auxiliary service facility (ASF) or network distribution center (NDC) (see L601,
L602, or L605).

Mixed [ADC or AADCJ: the pieces are for delivery in the service area of more
than one ADC or AADC.

Residual pieces/bundles: contain material remaining after completion of a
presort sequence. Residual mail lacks the volume set by standard to require or
allow preparation to a particular destination, and usually does not qualify for a
presort price.

Preparation Definitions and Instructions
For purposes of preparing mail:

a.

Pieces refers to individually addressed mailpieces.
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b. Afull letter tray is one in which faced, upright pieces fill the length of the tray
between 85% and 100% full.

c. Aless-than-full letter tray is one that contains mail for the same destination
regardless of quantity or whether a full tray was previously prepared for that
destination. Less-than-full trays may be prepared only if permitted by the
standards for the price claimed.

d. Anoverflow letter tray is a less-than-full tray that contains all pieces remaining
after preparation of full trays for the same destination. Overflow trays may be
prepared only if permitted by the standards for the price claimed.

e. A 5-digit scheme sort for automation letters yields 5-digit scheme trays for
those 5-digit ZIP Codes identified in the USPS City State Product and 5-digit
trays for other areas. Mail prepared using 5-digit scheme sort must be entered
no later than 90 days after the release date of the City State Product used to
obtain the scheme information (see 708.3.0, Coding Accuracy Support System
(CASS)). The 5-digit ZIP Codes in each scheme are treated as a single presort
destination subject to a single minimum volume, with no further separation by
5-digit ZIP Code required. Trays prepared for a 5-digit scheme destination that
contain pieces for only one of the schemed 5-digit ZIP Codes are still
considered 5-digit scheme sorted and are labeled accordingly. When standards
require 5-digit/scheme sort, mailers must prepare all possible 5-digit scheme
trays, then prepare all possible 5-digit trays.

f. A 3-digit scheme sort yields 3-digit scheme trays for those 3-digit ZIP Code
prefixes listed in LOO3 and 3-digit trays for other areas. The 3-digit ZIP Code
prefixes in each scheme are treated as a single presort destination subject to a
single minimum tray volume, with no further separation by 3-digit prefix
required. Trays prepared for a 3-digit scheme destination that contain pieces for
only one of the schemed 3-digit areas are still considered 3-digit scheme sorted
and are labeled accordingly. When standards require 3-digit/scheme sort,
mailers must prepare all possible 3-digit scheme trays, then prepare all possible
3-digit trays.

g. An origin 3-digit (or origin 3-digit scheme) tray contains all mail (regardless of
quantity) for a 3-digit ZIP Code (or 3-digit scheme) area processed by the SCF
in whose service area the malil is verified. A separate tray may be prepared for
each 3-digit ZIP Code (or 3-digit scheme) area.

h.  The required at [quantity] instruction (e.g., “required at 10 pieces”) means that
the particular unit must be prepared for the corresponding presort level
whenever the specified quantity of mail is reached or exceeded. Bundles and
containers may contain more than the specified required at quantity up to the
applicable maximum physical size. Subject to applicable price eligibility
standards, smaller quantities may be prepared only if permitted. Where
specified by standard, required preparation applies only if the mailer chooses to
qualify for the corresponding price.

i.  The optional at [quantity] instruction means that the particular unit may be
prepared for the corresponding presort level whenever the specified quantity of
mail is reached or exceeded. Bundles or containers may contain more than the
specified optional at quantity up to the applicable maximum physical size.
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3.2

Smaller quantities may be prepared only if permitted by applicable price
eligibility standards. Standards for quantities with which preparation is optional
are often followed by standards for larger quantities with which preparation is
required.

Entry [facility] (or origin [facility]) refers to the USPS mail processing facility (e.g.,
“entry NDC”) that serves the Post Office at which the mail is entered by the
maliler. If the Post Office where the mail is entered is not the one serving the
mailer’s location (e.g., for plant-verified drop shipment), the Post Office of entry
determines the entry facility. Entry SCF includes both single-3-digit and
multi-3-digit SCFs. Entry NDC includes subordinate ASFs unless otherwise
specified.

The group pieces instruction means the pieces are to be sorted together but
not secured into a bundle.

A bundle is a group of addressed pieces secured together as a unit. Bundle
preparation is described in 2.0.

A “logical” presort destination represents the total number of pieces that are
eligible for a specific presort level based on the required sortation, but which
might not be contained in a single bundle or in a single container (tray or pallet)
due to applicable preparation requirements or the size of the individual pieces.
For example, there may be 42 mailpieces for ZIP Code 43112 forming a
Standard Mail “logical” 5-digit bundle, and they are prepared in three physical
5-digit bundles because of the applicable restrictions on bundles.

Bundles

General
[3-5-12] A bundle is a group of addressed pieces, for a presort destination, secured
together as a unit. See 601.2.0 for bundling standards.

Letter Trays

Standard Containers
Mailings must be prepared in letter trays with sleeves. Containers for Customized
MarketMail are specified in 705.1.4. The following additional standards apply:

a. Palletized mail is also subject to 705.8.0.

b. A postmaster may authorize nonpostal containers for a small-volume presorted
mailing if the mailing weighs no more than 20 pounds, consists primarily of mail
or bundles of mail for local ZIP Codes, and requires no USPS transportation for
processing.

Tray Sizes

These approximate measurements define the letter tray sizes that apply to all
Standard Mail preparation standards:
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2-foot managed mail (MM) trays: 21 inches long by 10 inches wide (inside
bottom dimensions) by 4-5/8 inches high.

1-foot MM trays: 10-1/4 inches long by 10 inches wide (inside bottom
dimensions) by 4-5/8 inches high.

2-foot extended MM (EMM) trays: 21-3/4 inches long by 11-1/2 inches wide
(inside bottom dimensions) by 6-1/8 inches high.

Letter Tray Preparation
[12-6-10] Letter trays are prepared as follows:

a.

Subject to availability of equipment, standard managed mail (MM) trays must be
used for all letter-size mail, except that extended managed mail (EMM) trays
must be used when available for letter-size mail that exceeds the inside
dimensions of MM trays defined in 3.2. When EMM trays are not available for
those larger pieces, they must be placed in MM trays, angled back, or placed
upright perpendicular to the length of the tray in row(s) to preserve their
orientation.

Pieces must be “faced” (oriented with all addresses in the same direction with
the postage area in the upper right).

Each tray prepared must be filled before filling the next tray, with the contents in
multiple trays relatively balanced. When preparing full trays, mailers must fill all
possible 2-foot trays first; if there is mail remaining for the presort destination,
mailers must use a combination of 1-foot and 2-foot trays that results in the
fewest total number of trays for that presort level. As an alternative, if there is
mail remaining, mailers may move those pieces to the next higher presort level
when the minimum piece quantity has been reached at the next tray level (e.g.,
150 pieces) and the standards in 7.5 are met.

For presort destinations that do not require full trays, pieces are placed in a
less-than-full tray.

Mailers must use as few trays as possible without jeopardizing price eligibility.
For instance, a mailer will never have two 1-foot trays to a single destination;
instead, that mail must be placed in a single 2-foot tray. A 1-foot tray is
prepared only if it is a full tray with no overflow; or if there is less than 1 foot of
mail for that destination; or if the overflow from a full 2-foot tray is less than 1
foot of mail.

Each tray must bear the correct tray label.
Each tray must be sleeved and strapped under 3.4 and 3.5.

If a mailing is prepared using an MLOCR/barcode sorter and is submitted with
standardized documentation, then pieces do not have to be grouped by 3-digit
ZIP Code prefix (or by 3-digit scheme, if applicable) in AADC trays, or by AADC
in mixed AADC trays.

Tray Sleeving and Strapping

Each letter tray must be sleeved using USPS-provided sleeves. Except under 3.5,
each sleeved letter tray must then be secured with one plastic strap placed tightly
around the length of the tray without crushing the tray or sleeve.
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3.5 Strapping Exception
Strapping is not required for any letter tray placed on a 5-digit, 3-digit, or SCF pallet
secured with stretchwrap. In addition, if the processing and distribution manager
gives a written waiver, strapping is not required for any letter tray that originates and
destinates in the same SCF (mail processing plant) service area.

3.6 Origin/Entry 3-Digit/Scheme Trays
After all finer sort levels are prepared, an origin/entry 3-digit tray (or, if applicable,
origin/entry 3-digit scheme tray) must be prepared to contain any remaining mail for
each 3-digit (or 3-digit scheme) area serviced by the SCF serving the Post Office
where the mail is verified (origin), and may be prepared for each 3-digit (or 3-digit
scheme) area served by the SCF/plant where mail is entered (if that is different from
the SCF/plant serving the Post Office where the mail is verified—e.g., a PVDS
deposit site). In all cases, only one less-than-full tray may be prepared for each
3-digit (or 3-digit scheme) area.

4.0 Tray Labels

4.1 Basic Standards
Tray labels are subject to these basic standards:

a. Use 2-inch labels.

b. lllegible labels are not acceptable. Machine-printed labels (available from the
USPS) ensure legibility. Legible hand-printed labels are acceptable.

c. Tray labels for automation price mailings are subject to 4.9.1, Basic Standards
for Barcoded Tray Labels, and 708.6.0.

d. Intelligent Mail tray labels are subject to the standards in 708.6.5, Intelligent Mail
Tray Labels, and to the specifications posted at http://ribbs.usps.gov.

4.2 Physical Characteristics of Tray Labels
A tray label must meet these specifications:

a. Color: white or manila.
b.  Weight: minimum 70-pound stock (500 sheets, 24 by 36 inches).

c. Height (perpendicular to printing): 1.860 inches minimum; 2.015 inches
maximum.

d. Length (parallel to printing): 3.250 inches minimum; 3.515 inches maximum.

e. Thickness: 0.005 inch minimum.

4.3 Line 1 (Destination Line)
Line 1 (destination line) must meet these standards:

a. Placement. Line 1 must be the first visible line on the label. It must be
completely visible and legible when placed in the label holder. This visibility is
ensured if the top of this line is no less than 1/8 (0.125) inch below the top of
the label when the label is cut and prepared.
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Information. Line 1 must contain only the information specified by standard,
including the appropriate destination facility prefix (e.g., “ADC”). Two zeros may
follow the 3-digit ZIP Code prefix required by labeling standards (e.g., 223 as
22300).

Overseas Military Mail. On 5-digit trays for overseas military destinations, Line 1
shows, from left to right, “APO” or “FPO,” followed by “AE” (for ZIP Codes
within the ZIP Code prefix range 090-098), “AA” (for ZIP Codes within the
3-digit ZIP Code prefix 340), or “AP” (for ZIP Codes within the ZIP Code prefix
range 962-966), followed by the destination 5-digit ZIP Code of the mail in the
tray.

Line 2 (Content Line)

Line 2 (content line) must meet these standards:

a. Placement: Line 2 must be the second visible line on the label. This line must
show the class and processing category of the mail in the tray and other
information as specified by standards.

b. Codes: The codes shown below must be used as appropriate on Line 2 of tray
and pallet labels.

CONTENT TYPE CODE

Barcoded BC

Barcoded and Nonbarcoded BC/NBC

Carrier Route C (type of route)

Carrier Routes CR-RT or CR-RTS

Digit D

General Delivery Unit G

Highway Contract Route H

Letters LTR or LTRS

Machinable MACH

Mixed MXD

Nonmachinable MAN or MANUAL

Nonbarcoded NON BC (sacks) NBC (pallets and cotrayed

or cosacked mail under 705.9.0)

Post Office Box Section B

Rural Route R

Standard Mail STD

Working WKG

Line 3 (Office of Mailing or Mailer Information Line)

Line

3 (office of mailing or mailer information line) must be the bottom line of required

information and must show either the city and state of the entry Post Office or the
mailer’s name and the city and state of the mailer’s location. It is recommended that
the mailer’s name also appear with the city and state of the entry Post Office.
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4.6

4.7

4.8

4.9

Abbreviations for Lines 1 and 3
Lines 1 and 3 may contain abbreviated information if such abbreviations are those in
the USPS City State Product.

Placement of Extraneous Information
Extraneous information is not permitted on the destination and content lines. It may
be placed away from required lines, subject to these conditions:

a. It may be placed above Line 1 in not more than 0.0883 inch high type (6-point
type).

b. It may appear to the right of required Line 3 information but it must not consist
of numerals that resemble a ZIP Code or 3-digit ZIP Code prefix.

c. It must not appear between Lines 1 and 2 (a blank line is permitted), but may
appear between Lines 2 and 3 if it does not consist of numerals that resemble a
ZIP Code or 3-digit ZIP Code prefix.

d. It may appear below Line 3.

e. A mailer code assigned by the USPS or such words as “Mailer,” “From” (or
“FR”), or “Entered at” may appear before the required information on Line 3.

Placement of Tray Label

A tray label must be securely placed in an adhesive-backed label holder that is
affixed to the specific location designated on the tray. Where no specific location is
indicated the label must be securely placed in an adhesive-backed label holder that
is affixed horizontally to the top left corner of one end of the tray. Do not use tape.
Insert labels completely into the label holder to ensure that they do not fall out during
processing. Do not insert labels upside down.

Barcoded Tray Labels

4.9.1 Basic Standards for Barcoded Tray Labels
Exhibit 4.9.1 shows the types of mail requiring barcoded tray labels. Barcoded
labels must meet these general standards:

a. Use 2-inch labels.
b. Mailer-produced barcoded labels must meet the standards in 708.6.0.

c. Allinformation on barcoded labels must be machine-printed. Alterations to
preprinted barcoded labels (e.g., handwritten changes) may not be made.

d. Barcoded labels must be inserted completely into the label holder on the tray to
prevent their loss during transport and processing.

e. Intelligent Mail tray labels must be used with mailings entered under the
full-service Intelligent Mail automation option (see 705.24.0).
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Exhibit 4.9.1 Required Barcoded Container Labels
PRICE OR TYPE PROCESSING CATEGORY
Standard Mail
Automation price Letter-size
Enhanced Carrier Route Letter-size (barcoded labels not required for letter-size pieces

with simplified addresses or paid at nonletter prices)

Preparing Nonautomation Letters

Basic Standards

All mailings and all pieces in each mailing at Regular Standard Mail and Nonprofit
Standard Mail nonautomation prices are subject to specific preparation standards in
5.0 and to these general standards (automation price mailings must be prepared
under 7.0):

a. All pieces must meet the eligibility standards in 243.2.0 through 243.5.0.
Nonprofit Standard Mail must meet the additional eligibility standards in
703.1.0.

b. All pieces in each mailing must be in the letter-size processing category. Unless
excepted by standard, letter-size pieces must be prepared in letter trays.

c. All pieces must meet the applicable general preparation standards in 202,
Elements on the Face of a Mailpiece.

d. All pieces in the mailing must meet the specific sortation and preparation
standards in 5.0.

e. Sortation determines price eligibility as specified in 243.5.0, Additional Eligibility
Standards for Nonautomation Standard Mail Letters.

Marking

All regular and Nonprofit Standard Mail pieces must be marked under 202.3.0,
Placement and Content of Mail Markings. Regular and Nonprofit Standard Mail
pieces must not be marked “ECRLOT,” “ECRWSH,” “ECRWSS,” “AUTO,” or
“Single-Piece” (or “SNGLP”).

Machinable Preparation

5.3.1 Machinable Bundling
Machinable pieces are not bundled, except for the following (see 601.2.0):

a. Card-size pieces.

b. All pieces in a less-than-full mixed AADC tray.

5.3.2 Traying and Labeling

Instead of preparing overflow AADC trays with fewer than 150 pieces, mailers may
include these pieces in mixed AADC trays when a tray of 150 or more pieces can be
made. Mailers must note these trays on standardized documentation (see 708.1.2).
Pieces that are placed in the next tray level must be grouped by destination and
placed in the front or back of that tray. Preparation sequence, tray size, and labeling:
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a. Origin/entry 3-digit (optional, no minimum); labeling:
1. Line 1: LO02, Column A.
2. Line 2: “STD LTR 3D MACH.”

b. AADC (optional, but required for AADC price); 150-piece minimum (overflow
allowed); group pieces by AADC when overflow pieces from AADC trays are
placed in mixed AADC trays; labeling:

1. Line 1: L801, Column B.
2. Line 2: “STD LTR AADC MACH.”
c.  Mixed AADC (required); no minimum; labeling:

1. Line 1: LO11, Column B. Use LO10, Column B, if entered at an ASF or
NDC or for mail placed on an ASF, NDC, or SCF pallet under the option in
705.8.10.3.

2. Line 2: “STD LTR MACH WKG.”
Nonmachinable Preparation

5.4.1 Nonmachinable Bundling

Except as provided in 601.2.4, bundling is required before traying. A bundle must
be prepared when the quantity of addressed pieces for a required presort level
reaches a minimum of 10 pieces. Smaller volumes are not permitted except for
mixed ADC bundles. Preparation sequence, bundle size, and labeling:

a. 5-digit (required); 10-piece minimum; red Label 5 or optional endorsement line
(OEL); labeling not required for pieces in full 5-digit trays.

b. 3-digit (required); 10-piece minimum; green Label 3 or OEL.
c. ADC (required); 10-piece minimum; pink Label A or OEL.
d. Mixed ADC (required); no minimum; tan Label X or OEL.

5.4.2 Traying and Labeling

[1-22-12] When all full trays for a destination have been prepared, mailers may
include a group of 10 or more overflow pieces for that destination in a qualified tray
at either of the next two tray levels. For example, overflow pieces for a 5-digit
destination may be placed into an existing correct 3-digit tray; if a 3-digit tray that
includes the 5-digit destination does not exist, the overflow pieces may be placed
into the correct existing ADC tray. Bundle the overflow pieces separately with the
correct presort bundle label or OEL; the pieces will still qualify for the 5-digit price.
Mailers must note these trays on standardized documentation (see 708.1.2).
Preparation sequence, tray size, and labeling:

a. b-digit (required); 150-piece minimum; labeling

1. Line 1: city, state, and 5-digit ZIP Code on mail (see 4.0, Tray Labels, for
overseas military mail).

2. Line 2: “STD LTR 5D MANUAL.”

b. 3-digit (required); 150-piece minimum (mailers may prepare 3-digit origin/entry
trays with as few as 10 pieces per tray); labeling:
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1. Line 1: LO02, Column A.
2. Line 2: “STD LTR 3D MANUAL.”
c. ADC (required); 150-piece minimum; labeling:
1. Line 1: LO04, Column B.
2. Line 2: “STD LTR ADC MANUAL.”
d. Mixed ADC (required); no minimum; labeling:

1. Line 1: LO11, Column B. Use LO10, Column B, if entered at an ASF or
NDC or for mail placed on an ASF, NDC, or SCF pallet under the option in
705.8.10.3.

2. Line 2: “STD LTR MANUAL WKG.”

Residual Pieces

[9-4-12] Mailers may present residual pieces that do not qualify for Standard Mail
prices, paying the First-Class Mail prices under 244.5.0, prepared as Standard Mail.
Prepare residual pieces in separate trays from the automation and presort pieces.
Mailers may label the trays under 708.6.0 using the CIN code 560 for use with
residual trays. Label trays as follows:

a. Line 1: Use LO11, Column B.

b. Line 2: For barcoded labels use the human-readable content line corresponding
to the content identifier number 560 (see Exhibit 708.6.2.4); for nonbarcoded
labels use “STD LTRS WKG.”

c. Line 3: Office of mailing or mailer information.

Preparing Enhanced Carrier Route Letters

Basic Standards

All mailings and all pieces in each mailing at Enhanced Carrier Route Standard Mail
and Nonprofit Enhanced Carrier Route Standard Mail nonautomation prices are
subject to specific preparation standards in 6.0 and to these general standards:

a. All pieces must meet the standards for basic eligibility in 243.2.0 through
243.4.0 and specific eligibility in 243.6.0, Additional Eligibility Standards for
Enhanced Carrier Route Standard Mail Letters. Nonprofit Enhanced Carrier
Route Standard Mail must meet the additional eligibility standards in 703.1.0.

b. All pieces in each mailing must be in the letter-size processing category. Unless
excepted by standard, letter-size pieces must be prepared in letter trays.

c. All pieces must meet the applicable general preparation standards in 2.0
through 4.0 and 202, Elements on the Face of a Mailpiece, and the following:

1. Pieces must be sequenced according to 6.8, Delivery Sequence
Standards.

2. Pieces with a simplified address format must meet the standards in
602.3.0, Use of Alternative Addressing.
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d. All pieces in the mailing must meet the specific sortation and preparation
standards in 6.0 or the palletization standards in 705.8.0.

e. Sortation determines price eligibility as specified in 243.6.0, Additional Eligibility
Standards for Enhanced Carrier Route Standard Mail Letters.

Marking

All regular and Nonprofit Standard Mail Enhanced Carrier Route pieces must be
marked under 202.3.0, Placement and Content of Mail Markings. All pieces must
also be marked “ECRLOT” for basic price, “ECRWSH” for high density price, or
“ECRWSS?” for saturation price. Pieces in carrier route mailings under 6.7 must bear
carrier route information lines under 708.8.0.

Residual Pieces

Pieces not sorted as a carrier route mailing must be prepared as a separate mailing
at Standard Mail automation or Presorted prices or at single-piece First-Class Mail
or Priority Mail prices.

Carrier Route Bundle Preparation
Prepare carrier route bundles of letter-size mail as follows:

a. Mailers must prepare only carrier route bundles, except under 6.7. Carrier route
bundles are not permitted in full carrier route trays, except for card-size pieces.

b. Except under 601.2.12 or 6.5, carrier route bundles must contain at least 10
pieces.

c. The method of labeling a carrier route bundle is based on the following tray
levels:

1. Carrier route tray: No bundle labeling is required.

2. 5-digit or 3-digit carrier routes tray: Bundles must have a facing slip unless
the pieces in the bundle have a carrier information line or an optional
endorsement line (OEL).

Bundles and Trays With Fewer Than the Minimum Number of Pieces
Required

As a general exception to 6.4, a mailer may prepare a bundle with fewer than 10
pieces and a less-than-full carrier route tray when they are claiming the saturation
price for the contents and the applicable density standard is met.

General Traying and Labeling

For all ECR letters over 3 ounces and all ECR letters that are not
automation-compatible or delivery-point barcoded, prepare trays as explained
below. Also prepare trays as explained below when a mailing contains some pieces
over 3 ounces and some pieces up to 3 ounces. Pieces with simplified addresses
must be prepared in separate trays from pieces with other forms of addressing. For
ECR automation-compatible letters that are delivery-point barcoded and weigh up
to 3 ounces, prepare trays under 6.7. Preparation sequence, tray size, and labeling:

a. Carrier route: required; full trays only, no overflow.

1. Line 1: city, state, and 5-digit ZIP Code on mail (see 4.0, Tray Labels, for
overseas military mail).
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2. Line 2: for saturation, “STD LTR MACH WSS,” followed by route type and
number; for high-density, “STD LTR MACH WSH,” followed by route type
and number; for basic, “STD LTR MACH LOT,” followed by route type and
number.

b. 5-digit carrier routes: required if full tray, optional with minimum one 10-piece
bundle.

1. Line 1: city, state, and 5-digit ZIP Code on mail (see 4.0, Tray Labels, for
overseas military mail).

2. Line 2: “STD LTR 5D CR-RT MACH.”

c. 3-digit carrier routes: optional with minimum one 10-piece bundle for each of
two or more 5-digit areas.

1. Line 1: city, state, and 3-digit ZIP Code prefix shown in LO02, Column A,
that corresponds to 3-digit ZIP Code prefix on mail.

2. Line 2: “STD LTR 3D CR-RT MACH.”

d. For trays containing barcoded automation-compatible letter-size pieces over
3 ounces or nonmachinable letter-size pieces, use these Line 2 label
designations in place of “MACH”:

1. Trays containing barcoded, automation-compatible pieces over 3 ounces:
HBC.H

2. Trays containing nonmachinable pieces: “MAN.”

3. Trays containing simplified address pieces: “MAN.”

Traying and Labeling for Automation-Compatible ECR Letters

Mailers must make full carrier route and 5-digit carrier routes trays, when possible,
for automation-compatible, delivery-point barcoded ECR letters that weigh up to

3 ounces. Except for card-size pieces, pieces must not be bundled. Group pieces
together by carrier route in 5-digit and 3-digit carrier routes trays. If pieces for one
carrier route do not result in a full tray, mailers must combine pieces from at least
two routes to make full 5-digit carrier routes trays, grouping pieces together by
carrier route. If pieces for multiple carrier routes do not result in a full 5-digit tray,
mailers must combine pieces from at least two 5-digit ZIP Codes to make 3-digit
carrier routes trays, grouping pieces together by carrier route. If pieces fill more than
one tray but do not fill an additional tray, mailers must place excess pieces in a tray
at the next sortation level. Preparation sequence, tray size, and labeling:

a. Carrier route: required; full trays only, no overflow.

1. Line 1: city, state, and 5-digit ZIP Code on mail (see 4.0 for overseas
military mail).

2. Line 2: for saturation, “STD LTR BC WSS,” followed by route type and
number; for high-density, “STD LTR BC WSH,” followed by route type and
number; for basic, “STD LTR BC LOT,” followed by route type and number.

b. 5-digit carrier routes: required; no overflow, no bundling.

1. Line 1: city, state, and 5-digit ZIP Code on mail (see 4.0 for overseas
military mail).
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2. Line 2: “STD LTR 5D CR-RT BC.”
c. 3-digit carrier routes: required; bundling required in less-than-full trays.

1. Line 1: city, state, and 3-digit ZIP Code prefix shown in LO02, Column A,
that corresponds to 3-digit ZIP Code prefix on mail.

2. Line 2: “STD LTR 3D CR-RT BC.”
Delivery Sequence Standards

6.8.1 Basic Standards

Mailpieces for which a walk-sequence discount is claimed must be organized in the
delivery sequence determined by the USPS and prepared as a carrier route mailing
under 6.1 through 6.7 in Preparing Enhanced Carrier Route Letters and the
standards below. Pieces prepared with a simplified address must also meet the
corresponding standards.

6.8.2 Missing Addresses

Some mailpieces cannot be sequenced because an exact match for a name or
address cannot be obtained. These pieces may be included in a sequenced mailing
only if they are placed behind or after the sequenced mail. Arrange these pieces:

a. Alphabetically by complete street name, then either in ascending order by
ZIP+4 code sector segments or numerically in ascending order by primary
address.

b.  Numerically for numbered streets, then either in ascending order by ZIP+4 code
sector segments or numerically in ascending order by primary address.

6.8.3 Updating Walk Sequence Information—General

Walk-sequence price pieces prepared with other than a simplified address format
under 6.8.4 must be sequenced using USPS data from one of the following
sources, issued within 90 days before the mailing date:

a. The Computerized Delivery Sequence (CDS) file.

b. The Delivery Sequence File (DSF) or Delivery Sequence File, Second
Generation (DSF?).

c. Delivery sequence information from USPS address sequencing services, as
requested by the customer.

6.8.4 Updating Delivery Statistics Information for Simplified Addressing
Mailpieces prepared with a simplified address must be based on delivery stop
information obtained within 90 days before the mailing date, either from the Delivery
Statistics File, in accordance with 509.1.1, or from the postmaster of the destination
office (when authorized under 509.1.5).

6.8.5 Out-of-Date Walk Sequence Information
Mailings prepared with out-of-date walk-sequencing or delivery statistics
information are not eligible for prices requiring walk-sequence preparation.
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6.8.6 Updating Line-of-Travel Sequence Information

Unless the mail is prepared in carrier walk sequence, line-of-travel (LOT) sequence is
required for mailings at Standard Mail Enhanced Carrier Route basic prices. LOT
sequence is not an exact walk sequence but a sequence of ZIP+4 codes arranged
in the order that the route is served by a carrier. (First the ZIP+4 groups are
sequenced, then the addresses within each are identified as being in ascending or
descending order.) The USPS eLOT product provides a list of the ZIP+4 codes each
carrier route serves, identifies the order in which they are delivered, and provides an
indicator specifying whether the addresses that share the same ZIP+4 code must
be sorted in ascending or descending order. When a range of ZIP+4 codes on the
same carrier route are assigned the same sequence number, the addresses bearing
those ZIP+4 codes must be arranged in ascending ZIP+4 code order before the
sequence number is assigned. LOT information must be updated within 90 days
before the date of mailing.

Delivery Sequence Documentation

6.9.1 Basic Standards

The postage statement must be annotated in the “Carrier Route Sequencing Date”
block on page 1. The mailer must annotate the postage statement to show the
earliest (oldest) date of the method used to obtain sequencing information for the
mailing. The mailer’s signature on the postage statement certifies that this standard
has been met when the corresponding mail is presented to the USPS. The mailer
must maintain documentation to substantiate compliance with the standards for
carrier route sequencing. Unless submitted with each corresponding mailing, the
mailer must be able to provide the USPS with documentation (if requested) of
accurate sequencing or delivery statistics for each carrier route to which pieces are
mailed. Acceptable forms of documentation are:

a. The invoice showing that the addresses came from CDS.
b. DSF? invoice or documentation.

c. Copies of the delivery unit summaries that served as the mailer’s bills for
address sequencing service charges.

d. Evidence of receipt of information from postmasters for simplified address
mailings (see 509.1.0, Address Information System Services).

e. Form 3553 showing the date of the eLOT product used, or the date from the
USPS Qualification report produced by presort software.

6.9.2 High Density
For each carrier route to which high density price mail is addressed, the mailer must
document the total number of addressed pieces to the route.

6.9.3 Saturation Density—Simplified Address Mail

For each carrier route to which mail with a simplified address is sent at the saturation
price, the mailer must be able to document that the mailing meets the applicable
density standard. This documentation must show the total number of active
possible deliveries and the total number to which mailpieces in the mailing are being
addressed, by 5-digit ZIP Code and, within each, by carrier route. It must be
submitted with each applicable mailing.
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6.9.4 Saturation Density—Other Mail

For each carrier route to which mail without a simplified address is sent at the
saturation price, the mailer must be able to document that the mailing meets the
applicable density standards. This documentation must show either the total
number of active possible residential deliveries and the number and percentage to
which mailpieces are addressed, or the total number of all active possible deliveries
and the number and percentage to which mailpieces are addressed, depending on
whether qualification is based on the 90% or 75% criterion, respectively. The
documentation must be listed by 5-digit ZIP Code and, within each, by carrier route.
It must be submitted with each applicable mailing.

6.9.5 Both Prices

If a mailing contains pieces qualifying for both walk-sequence prices, the
documentation required by 6.9.2, High Density, and either 6.9.3, Saturation
Density— Simplified Address Mail, or 6.9.4, Saturation Density— Other Mail, may be
combined. Entries for pieces at the high density price must be so annotated on the
documentation. For the entire mailing, a summary of the total number of pieces at
each price must be provided. This documentation must be submitted with each
applicable mailing.

6.9.6 Carrier Route Price

If a mailing includes high density and saturation price and basic carrier route price
pieces, in addition to the applicable information required by 6.9.2 through 6.9.5 in
Delivery Sequence Documentation, the documentation for the basic carrier route
price mail must show, by 5-digit ZIP Code and, within each, by carrier route, the
total number of addressed pieces at each price for each carrier route to which
pieces are addressed. Pieces qualifying for the basic carrier route price must be so
annotated. For the entire mailing, a summary by 5-digit ZIP Code of the total
number of pieces at each price must be provided. This documentation must be
submitted with each applicable mailing to meet the documentation standard for the
carrier route price.

Preparing Automation Letters

Basic Standards

Letter-size automation price Standard Mail must be prepared under 7.0 and the
eligibility standards for the price claimed. Trays must bear barcoded tray labels
under 4.9.

Mailings

All pieces in a mailing must meet the standards in 201.1.0, Physical Standards for
Machinable Letters and Cards, and 201.3.0, Physical Standards for Machinable
and Automation Letters and Cards, and must be sorted together to the finest extent
required for the price claimed. The definitions of a mailing and permissible
combinations are in 1.0, General Information for Mail Preparation.
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Marking

All Standard Mail automation price pieces must be marked under 202.3.0,
Placement and Content of Mail Markings. Pieces claimed at an automation price
must bear the appropriate class marking and “AUTO,” except as provided in
202.3.0. Pieces not claimed at an automation price must not bear “AUTO” unless
First-Class Mail single-piece price postage is affixed or a corrective single-piece
price marking (“Single-Piece” or “SNGLP”) is applied.

General Preparation

Grouping, bundling, and labeling are not generally required or permitted, except
bundling is required in any mailing consisting entirely of card-size pieces and for
pieces in overflow and less-than-full trays, and grouping is required under 7.5.

Tray Preparation

Instead of preparing overflow trays with fewer than 150 pieces, mailers may include
these pieces in an existing qualified tray of at least 150 or more pieces at the next
tray level. (For example, if a mailer has 30 overflow 5-digit pieces for ZIP Code
20260, these pieces may be added to an existing qualified 3-digit tray for the correct
destination (ZIP Code prefix 202) and the overflow 5-digit pieces will still qualify for
the 5-digit price). Mailers must note these trays on standardized documentation (see
708.1.2). Pieces that are placed in the next tray level must be grouped by
destination and placed in the front or back of that tray. Mailers may use this option
selectively for 3-digit and AADC ZIP Codes. This option does not apply to
origin/entry 3-digit/scheme trays. Preparation sequence, tray size, and Line 1
labeling:

a. b5-digit/scheme (see 1.4€): optional, but required for 5-digit price (150-piece
minimum); overflow allowed; for Line 1, label as follows:

1. For 5-digit scheme trays, use destination shown in the current USPS City
State Product.

2. For 5-digit trays, use city, state, and 5-digit ZIP Code destination on pieces
(see 4.0 for overseas military mail).

b. 3-digit/scheme; optional, but required for 3-digit price (150-piece minimum,
except no minimum for optional origin/entry 3-digit/scheme(s)); overflow
allowed; for Line 1, use L002, Column B.

c. AADC: optional, but required for AADC price (150-piece minimum); overflow
allowed; group pieces by 3-digit (or 3-digit scheme) ZIP Code prefix when
overflow pieces from 3-digit/scheme trays are placed in AADC trays. For Line 1,
use L801, Column B.

d. Mixed AADC: required (no minimum); group pieces by AADC when overflow
pieces from AADC trays are placed in mixed AADC trays. For Line 1 labeling:
use LO11, Column B. Use LO10, Column B if entered at an ASF or NDC or for
mail placed on an ASF, NDC, or SCF pallet under the option in 705.8.10.3.

Tray Line 2
Line 2: “STD LTR” and:

a. 5-digit scheme: “BC 5D SCHEME.”
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b. 5-digit: “6D BC.”

c. 3-digit scheme: “BC 3D SCHEME” and, if applicable, as shown in LO02,
Column B, followed by the letter “A,” “B,” or “C.”

d. 3-digit: “3D BC.”
e. AADC: “AADC BC.”
f.  Mixed AADC: “BC WKG.”

7.7 Presentation
Upon presentation of letter-size automation price Standard Mail mailings to USPS
for verification, mailers must present all mixed AADC trays together, and such trays
must either be adjacent to one another or side by side, and must be placed as the
top layer(s) on any given container.
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246.2.2

Enter and Deposit

1.0 Presenting a Mailing

2.0 Destination Entry

3.0 Destination Network Distribution Center (DNDC) Entry
4.0 Destination Sectional Center Facility (DSCF) Entry

5.0 Destination Delivery Unit (DDU) Entry

Presenting a Mailing

Basic Standards for Standard Mail Deposit

All Standard Mail must be presented at the Post Office where the permit or license is
held and the presort mailing fee is paid, at the locations and times specified by the
postmaster, except as follows:

a. Plant-verified drop shipment (PVDS) mailings must be presented under
705.17.0.

b. Plant-loaded mailings must be presented as specified by the plant load
agreement.

c. Metered mailings may be deposited at other than the licensing Post Office only
as permitted under 705.20.0.

d. Nonprofit Standard Mail must be presented only at Post Offices where the
organization producing the mailing has an approved nonprofit authorization
(703.1.0).

Separation of Mailings

Pieces at different prices may be combined in the same mailing as provided in
245.1.0. Separate mailings may be reported on the same postage statement if the
pieces in the mailings are in the same letter-size processing category, are part of the
same mailing job, and are presented for verification at the same time.

Destination Entry

General

Except for Customized MarketMail pieces defined in 705.1.0, all Standard Mail
pieces meeting the basic standards in 243.2.0 through 243.4.0 may qualify for
destination entry prices, if deposited at the correct destination postal facility, subject
to the standards below and in 3.0, 4.0, and 5.0. Only one destination entry price
may be claimed for each piece. A pallet may contain mail claimed at different
destination entry prices.

Minimum Volume
A destination entry price Standard Mail mailing is subject to these minimum volume
requirements:
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a. Each mailing must contain at least 200 addressed pieces or 50 pounds of
addressed pieces.

b. Except as provided in 2.2d, each group of pieces prepared for deposit at
different destination entry facilities must be presented as a separate mailing
meeting separate minimum volume requirements and be accompanied by a
postage statement.

c. If afacility is authorized to accept mail at more than one entry level, all pieces
claimed at the different entry prices may be in one mailing and may be recorded
on the same postage statement.

d.  When pieces from different price Standard Mail mailings are presented together
under plant-verified drop shipment (PVDS) procedures in 705.17.0, a mailer
may use the total piece count from one presort file (i.e., mailing job) reported on
one Form 3602 and accompanied by Form 3602-C (or a postage statement
register) to meet the minimum volume requirement for each mailing. Under this
alternative, a mailer may enter fewer than 200 pieces or 50 pounds at a single
destination entry facility if there is at least 200 pieces or 50 pounds of Presorted
price mail, 200 pieces or 50 pounds of automation price mail, and/or
200 pieces or 50 pounds of Enhanced Carrier Route mail for all entry points
combined for the single presort file.

Postage Payment and Documentation

Postage payment for destination entry mailings is subject to the same standards
that apply generally to Standard Mail. No documentation for destination entry
discounts is required.

Plant Loads
Plant load mailings are not eligible for destination entry discounts.

Verification

2.5.1 Mail Separation and Presentation

Destination entry mail must be presented and verified under a PVDS system
(705.17.0), presented for acceptance at a BMEU located at a destination postal
facility; or presented for acceptance at an origin DMU or BMEU, and then prepared
under Express Mail Open and Distribute or Priority Mail Open and Distribute
standards (705.18.0). Only PVDS mailings may be deposited at a destination facility
not co-located with a postal facility having a business mail entry unit. Destination
entry mailings must meet the following requirements:

a. The mailer must present each mailing separately for verification. For PVDS,
each mailing for deposit at one destination postal facility must be separated
from mailings for deposit at other facilities to allow reconciliation with each
required accompanying Form 8125, 8125-C, or 8125-CD.

b. Mail must be separated from freight transported on the same vehicle.

c. If Periodicals mail is on the same vehicle as Standard Mail, the mailer should
load the Periodicals mail toward the tail of the vehicle so that Periodicals mail
can be offloaded first.
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2.5.2 Form 8125

When mailings are verified and paid for at a postal facility different from the one at
which they are deposited as mail, the mailer must ensure that they are accompanied
by a completed Form 8125 (or 8125-C or 8125-CD), except for mailings prepared
under Express Mail Open and Distribute or Priority Mail Open and Distribute
standards in 705.18.0.

2.5.3 AtNDC

For a mailing verified at a NDC, the Post Office where the mailer's account or license
is held must be within the service area of that NDC. The Post Office must authorize
the NDC to act as its agent by sending Form 4410 to the NDC.

2.5.4 Mailer Transport
The mailer must transport the PVDS mailing from the place where it was verified to
the appropriate destination postal facility.

2.5.5 Volume Standards
Except as permitted for a local mailer under 2.6.13, destination entry mailings are
subject to these volume standards:

a. The pieces for which a destination price is claimed must represent more than
50% of the mail (by weight or pieces, whichever is greater) presented by the
same mailer within any 24-hour period. For this standard, mailer is the party
presenting the mail to the USPS.

b. The same mailer (or agent) may not in a 24-hour period present for verification
and acceptance more than four destination price mailings at the same
destination postal facility, unless the mailer or agent has received a waiver when
scheduling the deposit of the mailings. There is no maximum for PVDS mailings.

Deposit

2.6.1 Time and Location of Deposit
Each mailing claimed at a destination price must be deposited at the time and
location specified by the USPS.

2.6.2 Freight
Drop shipments are freight until deposited and accepted as mail at the destination
facility.

2.6.3 Appointments
Appointments must be made for destination entry price mail as follows:

a. Except for a local mailer under 2.6.13 and mailings of perishable commaodities,
appointments for deposit of destination entry price mail at NDCs, ASFs, and
SCFs must be scheduled through the appropriate appointment control center
at least one business day in advance. Same-day appointments may be granted
by a control center only through a telephone request. All appointments for NDC
loads must be scheduled by the appropriate NDC control center. Appointments
for SCFs and ASFs must be scheduled through the appropriate district control
center. Appointments may be made up to 30 calendar days before a desired
appointment date. The mailer must adhere to the scheduled mail deposit time
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and location. The mailer must cancel any appointment by notifying the
appropriate control center at least 24 hours in advance of a scheduled
appointment.

b. Electronic appointments may be made by a mailer or agent using a
USPS-issued computer logon ID. Electronic appointments or cancellations
must be made at least 12 hours before the desired time and date. All
information required by the USPS appointment system regarding a mailing
must be provided.

c. For deposit of DDU mailings, an appointment must be made by contacting the
DDU at least 24 hours in advance. If the appointment must be canceled, the
mailer must notify the DDU at least one business day in advance of a scheduled
appointment. Recurring appointments are allowed if shipment frequency is
once a week or more often.

d. When Periodicals are transported together with Standard Mail or Package
Services as a mixed load (707.29.0, Destination Entry), an appointment must
be obtained for deposit at a destination entry facility.

2.6.4 Advance Scheduling

Mailers must schedule appointments for deposit of destination entry price mail
under 2.6.3 and the conditions below. WWhen making an appointment, or as soon as
available, the mailer must provide the control center or DDU with the following
information:

a. Mailer's name and address and, when applicable, the name and telephone
number of the mailer's agent or local contact.

b. Description of what is being mailed, product name, number of mailings, volume
of mail, how prepared and whether containerized (e.g., pallets). For DDU
entries, the mailer also must provide the 5-digit ZIP Code(s) of the mail being
deposited.

c.  Where the mailing was verified.
d. Postage payment method.
e. Requested date and destination facility for mailing.

f. Vehicle identification number, size, and type.

2.6.5 Adherence to Schedule

The mailer must follow the scheduled deposit time or cancel the appointment by
notifying the designated control center. Destination facilities may refuse acceptance
or deposit of unscheduled mailings or shipments that arrive more than 2 hours after
the scheduled appointment at ASFs, NDCs, or SCFs or more than 20 minutes at
delivery units.

2.6.6 Redirection by USPS

A mailer may be directed to transport destination entry price mailings to a facility
other than the designated DDU, SCF, or NDC due to facility restrictions, building
expansions, peak season mail volumes, or emergency constraints.
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2.6.7 Redirection at Mailer’s Request

For service reasons, a mailer may ask to transport destination SCF price mail to a
facility other than the designated SCF. This exception may be approved only by the
district control center serving the destination facility. To qualify for the SCF price in
this situation, mail deposited at a facility other than the SCF must destinate for
processing within that facility and must not require backhauling to the SCF.

2.6.8 Recurring Appointments

Recurring refers to a drop shipment that is delivered to a destination office with a
frequency of at least once a week on the same time and day(s). Mailings must be of
a comparable product in terms of mail class, size, volume, and containerization
(pallets, pallet boxes, etc.). A request to establish recurring appointments must be
written on company letterhead to the postal facility manager/postmaster. The drop
shipment appointment control office/postmaster will respond to all requests within
10 days. Recurring appointments may be made for a period not to exceed 6
months. Thereafter, a new application must be submitted to ensure that up-to-date
mailer information is on file. Written request for an additional 6 months may be made
within 60 days prior to the expiration of a current arrangement. Failure to adhere to
scheduled appointments or other abuse of the procedures will result in revocation of
recurring appointment privileges. Requests for recurring appointments must include
the following:

a. Name, address, and telephone number of the mailer.

b. Transportation agent's name (contact person) and telephone number(s).
c. Mail volume and preparation (trays/sacks/parcels).

d. Containerization.

e. Size and type of trailer(s) transporting mail.

f.  Frequency/schedule.

2.6.9 Vehicle Unloading
Unloading of destination entry mailings is subject to these conditions:

a. Properly prepared containerized loads (e.g., pallets) are unloaded by the USPS
at NDCs, ASFs, and SCFs. The USPS does not unload or permit the mailer (or
mailer’s agent) to unload palletized loads that are unstable or severely leaning or
that have otherwise not maintained their integrity in transit.

b. At NDCs, ASFs, and SCFs, the driver must unload bedloaded shipments within
8 hours of arrival. Combination containerized and bedloaded mailings are
classified as bedloaded shipments for unload times. The USPS may assist in
unloading.

c. At destination delivery units (DDUs), drivers must unload all mail within 1 hour of
arrival. Unloading procedures are as follows:

1. If pallets or pallet boxes are stacked, drivers must unload, unstrap, and
unstack them.

2. At DDUs that cannot handle pallets, drivers must unload any mail from
pallets and place it into containers as delivery unit employees specify.
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d.  When driver unloading is required, the driver or assistant must stay with and
continue to unload the vehicle once at the dock.

e. The driver must remove the vehicle from USPS property after unloading. The
driver and assistant are not permitted in USPS facilities except for the dock and
designated driver rest area.

2.6.10 Drop and Pick
Drop and pick service is not available for destination entry Standard Mail.

2.6.11 Demurrage
The USPS is not responsible for demurrage or detention charges incurred by a
mailer who presents destination entry price mailings.

2.6.12 Appeals
Mailers who believe they are denied equitable treatment may appeal to the
manager, customer service (district), responsible for the destination postal facility.

2.6.13 Exception for Local Mailer

The restrictions in 2.5.5, Volume Standards, and 2.6.4, Advance Scheduling, do not
apply when a mailer deposits mailings for verification and acceptance at the local
Post Office serving the facility where the mail was prepared, if the mailings are not
verified under a plant load authorization or plant-verified drop shipment postage
payment authorization. Under this exception, the mailer may claim the destination
entry prices for mailings or portions of mailings deposited at the local Post Office
that meet the standards in 3.0 through 5.0 in Enter and Deposit.

Destination Network Distribution Center (DNDC) Entry

Definition

[1-22-12] For this standard, destination network distribution center (DNDC) includes
all network distribution centers (NDCs) and auxiliary service facilities (ASFs) with
terms and exceptions as shown and described in labeling lists L601 and L602.
Eligibility

[1-22-12] Pieces in a mailing that meets the standards 2.0 and 3.0 are eligible for
DNDC prices when they are deposited at an NDC or ASF (or an SCF under 3.4) and
meet all of the following conditions:

a. The pieces are addressed for delivery to one of the 3-digit ZIP Codes served by
the NDC or ASF where deposited (see labeling lists L601 and L602).

b. The pieces are properly placed in a tray or pallet that is labeled to the NDC or
ASF where deposited, or labeled to a postal facility within the service area of
that NDC or ASF.

c. Mail addressed to ZIP Codes served by an ASF must be entered at the
appropriate ASF per L602, and not entered at an NDC.

Domestic Mail Manual ® Updated 10-1-12



Commerecial Letters: Standard Mail Enter and Deposit

3.3

3.4

3.5

3.6

4.0
4.1

4.2

246.4.2

Eligibility for ADC or AADC Mailpieces

[1-22-12] All pieces in an ADC or AADC tray are eligible for the DNDC discount if the
ADC or AADC facility ZIP Code (as shown on the corresponding container label) is
within the service area of the NDC or ASF at which the sack or tray is deposited as
described in labeling lists L601 and L602. All pieces in an AADC tray properly placed
on an SCF pallet under 705.8.10.3 are eligible for DNDC prices when the 3-digit ZIP
Code on the tray label is within that SCF service area according to labeling list LOO5.

Eligibility for Mixed ADC Bundles, Trays, or Mixed AADC Trays

[1-22-12] Mailpieces in a mixed ADC or a mixed AADC tray can qualify for DNDC
prices when entered at a NDC/ASF or SCF facility responsible for the processing of
those trays (see 705.8.10.3g), if the following standards are met:

a. All pieces in the bundle or tray must destinate within the ASF or NDC service
area as described in labeling lists L601 and L602.

b. Use labeling list LO10 when labeling bundles or trays of such pieces.

c. Prepare pieces claiming DNDC prices in separate bundles or trays from any
pieces not claiming DNDC prices.

Vehicles
Mailings deposited at a DNDC must be presented in vehicles compatible with NDC
dock and yard operations.

Form 4410

Mailings may be deposited at the DNDC only if that facility is authorized (by Form
4410) to act as acceptance agent for the entry Post Office (where the meter license,
precanceled stamp permit, or permit imprint authorization is held). Form 4410 is not
required for plant-verified drop shipments.

Destination Sectional Center Facility (DSCF) Entry

Definition
For this standard, destination sectional center facility (DSCF) refers to the facilities
listed in LOO2, Column C.

Eligibility
[9-4-12] Pieces in a mailing that meet the standards in 2.0 and 4.0 are eligible for
DSCF prices under either 4.2a or 4.2b below:

a.  When deposited at a DSCF or USPS-designated facility, addressed for delivery
within that SCF's service area, and:

1. Placed in a tray labeled to that DSCF.

2. Placed in a tray labeled to a destination within the DSCF's service area.
This includes trays labeled to an ADC or an AADC facility with the exact
same service area as the DSCF.

b. When entered and deposited at a DDU, addressed for delivery within that
facility's service area, placed in a tray labeled to that DDU, and either:

1. The pieces are prepared with simplified addresses under 602.3.2.
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4.3

5.0
5.1

5.2

2. The mailer holds a mailing permit at the DDU entry office and deposits only
one mailing of fewer than 2,500 pieces per day.

Vehicles
Mailings deposited at a DSCF must be presented in vehicles that are compatible
with SCF dock and yard operations.

Destination Delivery Unit (DDU) Entry

Definition

For this standard, destination delivery unit (DDU) refers to the facility designated by
the USPS district drop shipment coordinator (for automation price Standard Mail) or
the facility (Post Office, branch, station, etc.) where the carrier cases mail for delivery
to the addresses on pieces in the mailing (for other Standard Mail).

Eligibility

Letter-size mailpieces are not eligible for a destination delivery unit (DDU) discount.
Mailers may not pay ECR flat-size prices and claim the DDU discount for letter-size
pieces. Mailers may deposit letter-size pieces that meet the standards in 2.0 and
5.0 at a DDU when:

a. Those pieces are addressed for delivery within that facility's service area
(enhanced carrier route only).

b. The pieces are placed in properly prepared and labeled carrier route trays or
5-digit carrier routes trays, or on pallets under 705.8.0.

c. The pieces are eligible for and claimed at a carrier route price.
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Commercial Mail

Flats
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310

320

330

340

360

370

Design Standards

301 Physical Standards
302 Elements on the Face of a Mailpiece

Express Mail

313 Prices and Eligibility

314 Postage Payment and Documentation
315 Mail Preparation

316 Enter and Deposit

Priority Mail

323 Prices and Eligibility

324 Postage Payment and Documentation
325 Mail Preparation

326 Enter and Deposit

First-Class Mail

333 Prices and Eligibility

334 Postage Payment and Documentation
335 Mail Preparation

336 Enter and Deposit

Standard Mail

343 Prices and Eligibility

344 Postage Payment and Documentation
345 Mail Preparation

346 Enter and Deposit

Bound Printed Matter

363 Prices and Eligibility

364 Postage Payment and Documentation
365 Mail Preparation

366 Enter and Deposit

Media Mail and Library
Mail

373 Prices and Eligibility

374 Postage Payment and Documentation
375 Mail Preparation

376 Enter and Deposit
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Design
Standards

TOPICS
301 Physical Standards

302 Elements on the Face
of a Mailpiece

301
Physical Standards

1.0 Physical Standards for Flats
1.1 General Definition of Flat Size Mail
1.2 Length and Height of Flats

1.3 Minimum Flexibility for Flat-Size
Pieces

1.4 Uniform Thickness

1.5 Polywrap Coverings

1.6 Maximum Deflection for Flat-Size
Mailpieces

1.7 Flat-Size Pieces Not Eligible for
Flat-Size Prices

1.8 Labels, Stickers, and Release Cards

1.9 Catalogs

2.0 Physical Standards for
Nonautomation Flats

2.1 First-Class Mall

2.2 Standard Mail

2.3 Bound Printed Matter

2.4 Media Mail

2.5 Library Malil

2.6 Express Mail, Priority Mail, and
Critical Mail Flats

3.0 Physical Standards for Automation
Flats

3.1 Basic Standards for Automation
Flats

3.2 Additional Criteria for Automation
Flats

3.3 Prohibitions
3.4 Tabs, Wafer Seals, Tape, and Glue
3.5 Uniformity and Exterior Format

302
Elements on the Face
of a Mailpiece

1.0 All Mailpieces

1.1 Clear Space

1.2 Delivery and Return Address
1.3 Postage Payment

2.0 Address Placement
2.1 Basic Standards

2.2 Address Placement on Enveloped or
Polywrapped Pieces

2.3 Address Placement on Bound or
Folded Pieces

2.4 Type Size and Line Spacing
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3.0

3.1

3.2

3.3

3.4
3.5
3.6

4.0

4.1

4.2
4.3
4.4

5.0
5.1
5.2
5.3
5.4
5.5
5.6
5.7

Placement and Content of Mail
Markings

Express Mail, Priority Mail, and
Critical Mail Markings

First-Class Mail and Standard Mail
Markings

Bound Printed Matter, Media Mail,
and Library Mail Markings
Enclosures

Printing and Designs

Marking Hazardous Materials
Placement and Physical Standards
for Endorsements

Endorsements for Delivery
Instructions and Ancillary Services

Return Address

Placement of Endorsements
Physical Standards for
Endorsements

Barcode Placement
General Barcode Placement for Flats
Applying One Barcode
Applying Second Barcode
5-Digit and ZIP+4 Barcodes
DPBC Numeric Equivalent
Barcode in Address Block
Window Cover
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310
Express Mail
Flats

TOPICS

313 Prices and Eligibility

314 Postage Payment and
Documentation

315 Mail Preparation

316 Enter and Deposit

260

313
Prices and Eligibility

1.0 Prices and Fees

1.1 Prices Charged Per Piece

1.2 Price Application

1.3 Commercial Base Prices

1.4 Commercial Plus Prices

1.5 Flat Rate Envelopes

1.6 Sunday and Holiday Premium
1.7 Pickup on Demand

1.8 Delivery Stop

1.9 Determining Single-Piece Weight

2.0 Content Standards for Express

Mail
2.1 General
2.2 Matter Required to be Mailed as
First-Class Mail
3.0 Basic Standards for Express Mail
3.1 Definition
3.2 IMpb Standards

3.3 Matter Closed Against Postal
Inspection

4.0 Service Features of Express Mail
4.1 General

4.2 Express Mail Next Day Delivery

4.3 Express Mail Second Day Delivery
4.4 Express Mail Custom Designed

4.5 Express Mail Military Service (EMMS)
4.6 Drop Shipment

314
Postage Payment and
Documentation

1.0 Basic Standards for Postage
Payment Options

1.1 Commercial Base Pricing
1.2 Commercial Plus Pricing

2.0 Corporate Accounts
2.1 Availability

2.2 Account

2.3 Postage Liability

2.4 Payment Method
2.5 USPS Report

2.6 Closing Account
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3.0 Postage Refunds

315
Mail Preparation

1.0 General Information for Mail
Preparation

1.1 Express Mail Packaging Provided by
the USPS

1.2 Price Marking

2.0 Express Mail Next Day and Second

Day
2.1 Mailing Label
2.2 Waiver of Signature
2.3 Signature Required
2.4 ZIP Code Determination

3.0 Express Mail Custom Designed
3.1 Forms

3.2 Signature Required

3.3 Pouches

4.0 Firm Mailing Book

316
Enter and Deposit

1.0 Express Mail Next Day and Second
Day Delivery

2.0 Express Mail Custom Designed
3.0 Express Mail Military Service

4.0 Pickup on Demand Service
4.1 Availability
4.2 Pickup on Demand Fee



320
Priority Mail
Flats

TOPICS

323 Prices and Eligibility

324 Postage Payment and
Documentation

325 Mail Preparation

326 Enter and Deposit

323 2.0 Markings

Prices and Eligibility 3.0 Preparation of Permit Imprint
........................................................................... Mailings

3.1 Identical Weight Pieces

3.2 Nonidentical Weight Pieces

1.0 Prices and Fees
1.1 Price Application
1.2 Commercial Base Prices
1.3 Commercial Plus Prices 4.0 Additional Standards for Preparing

1.4 Critical Mail Prices i g"t'“,' Mg'_:'atlsM -
1.5 Flat Rate Envelopes-Basic ' repaning rtical Mait Fiats in frays

Standards 4.2 Pogtage for Critical Mail and Priority
1.6 Hold For Pickup Mai
1.7 Pickup on Demand Fee
1.8 Determining Single-Piece Weight 326

1.9 Computing Postage Enter and Deposit
2.0 Content Standards for Priority Mail 1,0 peposit

2.1 General 1.1 General

2.2 Matter Required to be Mailed as 1.2 Stamped Pieces

First-Class Mail

3.0 Basic Standards for Priority Mail

3.1 Definition

3.2 Additional Standards for Critical Mail
Flats

3.3 IMpb Standards

3.4 Service Objectives

3.5 Matter Closed Against Postal
Inspection

2.0 Pickup on Demand Service

324
Postage Payment and
Documentation

1.0 Basic Standards for Postage
Payment

1.1 Postage Payment Options

1.2 Affixing Postage —Single-Piece
Mailings

2.0 Postage Paid With Permit Imprint

2.1 Advance Deposit Account

2.2 Minimum Quantity

2.3 Postage Statement

325
Mail Preparation

1.0 General Information for Mail
Preparation

1.1 Priority Mail Packaging Provided by
the USPS

1.2 Required Use of Return Address
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330
First-Class Mail
Flats

TOPICS

333 Prices and Eligibility

334 Postage Payment and
Documentation

335 Mail Preparation

336 Enter and Deposit

262

333
Prices and Eligibility

1.0 Prices and Fees for First-Class
Mail
1.1 Price Application

1.2 Price Computation for
First-Class Mail Flats

Presorted and Automation Prices for
Flats

Presort Mailing Fee

Computing Postage for
First-Class Mail

Determining Single-Piece Weight

1.3

1.4
1.5

1.6

2.0 Content Standards for

First-Class Mail Flats
2.1 General
2.2 Bills and Statements of Account
2.3 Personal Information

2.4 Handwritten and Typewritten
Material

Matter Not Required to be Mailed as
First-Class Mail

Prohibited Air Transportation
Round-Trip Mailings with One
Optical Disc

Eligibility Standards for
First-Class Mail Flats

3.1 Description of Service

3.2 Defining Characteristics

3.3 Additional Basic Standards for
First-Class Mail

3.4 Presort Mailing Fee

3.5 Move Update Standards

3.6 ZIP Code Accuracy

4.0 Additional Eligibility Standards for

Nonautomation First-Class Mail
Flats

4.1 Basic Standards for Nonautomation
First-Class Mail

Barcodes on Nonautomation
First-Class Mail

Nonmachinable Flat-Size Pieces

Additional Eligibility Standards for
Automation First-Class Mail Flats
5.1 Basic Standards for Automation
First-Class Mall

Eligibility Standards for Full-Service
Automation First-Class Mail Flats
Price Application—

Bundle-Based Flats

2.5

2.6
2.7

3.0

4.2

4.3
5.0

5.2

5.3
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5.4 Price Application—Tray-Based Flats

5.5 Address Standards for
Barcoded Pieces

5.6 Reply Cards and Envelopes
Enclosed in Automation Price
First-Class Mail

334
Postage Payment and
Documentation

1.0 Basic Standards for
Postage Payment

1.1 Postage Payment Options

2.0 Postage Payment for Presorted

and Automation Flats

2.1 Payment Methods

2.2 Affixing Postage for Presorted and
Automation First-Class Mail

Postage Affixed at Lowest Price
to All Pieces

2.3

3.0 Mailing Documentation
3.1 Completing Postage Statements
3.2 Basic Documentation Standards

3.3 Documentation Standards for
Automation Mailings

Documentation Submission—
Full-Service Automation Option

3.5 Preparing Documentation

3.6 Multiple Standards

3.7 Standard Format for Documentation
3.8 Providing Additional Information

3.9 Reporting Multiple Mailings on
One Statement

3.10 Facsimile Postage Statements

3.4

335
Mail Preparation

1.0 General Definition of Terms

1.1 Definition of Presort Process

1.2 Definition of Mailings

1.3 Terms for Presort Levels

1.4 Preparation Definitions and
Instructions

2.0 Bundles

2.1 General

3.0 Flat Trays
3.1 Presort



330
First-Class Mail
Flats

3.2
3.3
3.4
3.5

3.6

4.0
4.1
4.2

4.3
4.4
45

4.6
4.7

4.8
4.9

5.0

5.1
52

5.3
5.4
5.5
5.6

6.0
6.1
6.2
6.3
6.4
6.5

6.6

6.7
6.8

Standard Containers

Flat Tray and Letter Tray Sizes
Preparation for Flats in Flat Trays
Preparation for Flats in EMM Letter
Trays

Origin/Entry 3-Digit/Scheme Trays

Tray Labels
Basic Standards

Physical Characteristics of a Tray
Label

Line 1 (Destination Line)
Line 2 (Content Line)

Line 3 (Office of Mailing or Mailer
Information Line)

Abbreviations for Lines 1 and 3

Placement of Extraneous
Information

Placement of a Tray Label
Barcoded Tray Labels
Preparation of Nonautomation
Flats

Basic Standards

Single-Piece Price Pieces Presented
With Presort Mailings

Nonautomation Pieces

Bundling and Labeling

Traying and Labeling

Cotraying and Cobundling With
Automation Price Mail
Preparation of Automation Flats
Basic Standards

Mailings

Marking

General Preparation

First-Class Mail Required
Bundle-Based Preparation

First-Class Mail Optional Tray-Based
Preparation

5-Digit Scheme Bundle Preparation

Cotraying and Cobundling With
Presorted Price Mail

336
Enter and Deposit

1.0
1.1
1.2
1.3

Deposit

Service Obijectives

Time and Location of Deposit
Approved Collections
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1.4 Permit Imprint Collection

2.0 Verification

2.1 USPS Verification and
Mailer Correction

2.2 Timeframe for Corrective Action

2.3 Payment at Single-Piece Price
Rather than Correcting Errors
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340
Standard Mail
Flats

TOPICS

343 Prices and Eligibility

344 Postage Payment and
Documentation

345 Mail Preparation

346 Enter and Deposit

264

343
Prices and Eligibility

1.0 Prices and Fees for Standard Mail
1.1 Price Application
1.2 Standard Mail Price Application

1.3 Regular and Nonprofit Standard
Mail—Presorted, Enhanced Carrier
Route, and Automation Prices

1.4 Fees
1.5 Computing Postage —
Standard Mail
2.0 Content Standards for
Standard Mail Flats
2.1 Definition and Weight
2.2 Personal Information
2.3 Bills and Statements of Account
2.4 Handwritten and Typewritten Matter
2.5 Attachments and Enclosures
2.6 Written Additions
3.0 Basic Standards for Standard Mail
Flats
3.1 Description of Service
3.2 Defining Characteristics

3.3 Additional Basic Standards for
Standard Mail

3.4 Presort Mailing Fees
3.5 Merging Similar Standard Mailings
3.6 Residual Volume Requirement

3.7 Residual Mail Subject to First-Class
Mail or Priority Mail Prices

3.8 ZIP Code Accuracy
3.9 Move Update Standard

4.0 Price Eligibility for Standard Mail

4.1 General Information

4.2 Minimum Per Piece Prices

4.3 Piece/Pound Prices

4.4 Shape, Flexibility, and Uniform
Thickness

5.0 Additional Eligibility Standards for
Nonautomation Standard Mail
Flats

5.1 Basic Standards

5.2 Price Application

5.3 5-Digit Prices for Flats

5.4 3-Digit Prices for Flats

5.5 ADC Prices for Flats

5.6 Mixed ADC Prices for Flats
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6.0

6.1

6.2
6.3

6.4

6.5

7.0

7.1

7.2

7.3
7.4

7.5

8.0

8.1
8.2

Additional Eligibility Standards for
Enhanced Carrier Route
Standard Mail Flats

General Enhanced Carrier Route
Standards

Carrier Route Code Accuracy

Basic Price Enhanced Carrier Route
Standards

High Density Enhanced Carrier
Route Standards

Saturation Enhanced Carrier Route
Standards

Additional Eligibility Standards for
Automation Standard Mail Flats

Basic Eligibility Standards for
Automation Standard Mail

Eligibility Standards for Full-Service
Automation Standard Mail Flats

Price Application

Address Standards for
Barcoded Pieces

Enclosed Reply Cards and
Envelopes

Incentive Programs for Standard
Mail Flats
General Description

Saturation and High Density
Incentive Program

344
Postage Payment and
Documentation

1.0

1.1
2.0

2.1
2.2
2.3

3.0

3.1
3.2

3.3

4.0
4.1
4.2

Basic Standards for
Postage Payment

Postage Payment Options
Postage Payment for Presorted
and Enhanced Carrier Route Flats
Identical-Weight Pieces
Nonidentical-Weight Pieces
Combined Price

Postage Payment for

Automation Flats

All Pieces

Affixing Postage for Automation
Standard Mail Flats

Mixed Price Mailing Documentation

Mailing Documentation
Completing Postage Statements
Basic Documentation Standards



340
Standard Mail
Flats

4.3 Documentation Standards for
Automation Mailings

4.4 Documentation Submission—
Full-Service Automation Option

4.5 Preparing Documentation

4.6 Multiple Standards

4.7 Standard Format for Documentation
4.8 Providing Additional Information

4.9 Reporting Multiple Mailings on
One Statement

4.10 Facsimile Postage Statements

5.0 Residual Pieces

5.1 Residual Standard Mail Subject to
First-Class Mail Prices

5.2 Residual Standard Mail Subject to
Priority Mail Prices

345
Mail Preparation

1.0 General Information for
Mail Preparation

1.1 Definition of Presort Process
1.2 Definition of Mailings
1.8 Terms for Presort Levels

1.4 Preparation Definitions
and Instructions

1.5 Optional Containerization

2.0 Bundles
2.1 General

3.0 Sacks and Trays

3.1 Standard Containers

3.2 Sack Preparation

3.3 Tray Sizes

3.4 Preparing Flats in Letter Trays
3.5 Tray Sleeving and Strapping
3.6 Strapping Exception

3.7 Origin/Entry 3-Digit Sacks

4.0 Sack and Tray Labels
4.1 Basic Standards

4.2 Line 1 (Destination Line)
4.3 Line 2 (Content Line)

4.4 Line 3 (Office of Mailing or Mailer
Information Line)

4.5 Abbreviations for Lines 1 and 3

4.6 Placement of Extraneous
Information

4.7 Sack Label
4.8 Tray Labels
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4.9 Use of Barcoded Sack and Tray
Labels

5.0 Preparing Nonautomation Flats

5.1 Basic Standards

5.2 Required Bundling

5.3 Bundling and Labeling

5.4 Loose Packing

5.5 Required Sacking or Traying

5.6 Drop Shipment

5.7 Sacking and Labeling

5.8 Cotraying and Cobundling Flats With
Automation Mail

5.9 Merged Containerization of Carrier
Route, Automation, and
Nonautomation Flats

5.10 Residual Pieces

6.0 Preparing Enhanced Carrier Route
Flats

6.1 Basic Standards

6.2 Residual Pieces

6.3 Carrier Route Bundle Preparation

6.4 Bundles, Trays, and Sacks With
Fewer Than the Minimum Number of
Pieces Required

6.5 Multi Carrier Routes Bundle
6.6 Required Sack Minimums
6.7 Sack Preparation

6.8 Merged Containerization of
Carrier Route, Automation, and
Presorted Price Flats

6.9 Delivery Sequence Standards
6.10 Delivery Sequence Documentation

7.0 Preparing Automation Flats

7.1 Basic Standards

7.2 Mailings

7.3 Marking

7.4 Standard Mail Bundle Preparation

346
Enter and Deposit

1.0 Presenting a Mailing

1.1 Basic Standards for
Standard Mail Deposit

1.2 Separation of Mailing

2.0 Destination Entry
2.1 General
2.2 Minimum Volume
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340
Standard Mail
Flats

266

2.3

2.4
2.5
2.6

3.0

3.1
3.2
3.3
3.4

3.5
3.6

4.0

4.1
4.2
4.3

5.0

5.1
5.2

Postage Payment and
Documentation

Plant Loads

Verification

Deposit

Destination Network Distribution
Center (DNDC) Entry
Definition

Eligibility

Eligibility for ADC Mailpieces
Eligibility for Mixed ADC Bundles,
Sacks or Trays

Vehicles

Form 4410

Destination Sectional Center
Facility (DSCF) Entry
Definition

Eligibility

Vehicles

Destination Delivery Unit
(DDU) Entry

Definition

Eligibility
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360

Bound
Printed Matter
Flats

TOPICS

363 Prices and Eligibility

364 Postage Payment and
Documentation

365 Mail Preparation

366 Enter and Deposit

363
Prices and Eligibility

1.0 Prices and Fees for Bound Printed
Matter

1.1 Nonpresorted Bound Printed Matter
1.2 Commercial Bound Printed Matter

2.0 Basic Eligibility Standards for

Bound Printed Matter
2.1 Service Objectives
2.2 Postal Inspection
2.3 Delivery and Return Addresses

3.0 Content Standards for Bound

Printed Matter Flats
3.1 Basic Content Standards
3.2 Attachments or Enclosures of
Periodicals Sample Copies
3.3 Attachments and Enclosures
3.4 Written Additions

4.0 Price Eligibility for Bound Printed

Matter Flats
4.1 Price Eligibility
4.2 Nonidentical Weight Pieces
4.3 ZIP Code Accuracy

5.0 Additional Eligibility Standards for

Presorted and Carrier Route
Bound Printed Matter Flats

5.1 Basic Standards
5.2 Additional Standards for Carrier
Route Bound Printed Matter

Full-Service Intelligent Mail Eligibility
Standards for Carrier Route Flats

Carrier Route Accuracy

Additional Eligibility Standards for
Barcoded Bound Printed Matter
Flats

6.1 Basic Eligibility Standards for
Barcoded Bound Printed Matter
Eligibility Standards for Full-Service
Automation Bound Printed Matter
Flats

6.3 Weight Standard

6.4 Address Standards for Barcode
Discount

5.3

54
6.0

6.2
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364
Postage Payment and
Documentation

Basic Standards for Postage
Payment

1.1 Postage Payment Options
Minimum Volume Requirements

Mailing Documentation
2.1 Completing Postage Statements
Basic Documentation Standards

Documentation for Nonpresorted,
Nonidentical-Weight Mailpieces

Documentation Submission—
Full-Service Automation Option

2.5 Preparing Documentation

2.6 Multiple Standards

2.7 Standard Format for Documentation
2.8 Providing Additional Information

2.9 Reporting Multiple Mailings on One
Statement

2.10 Facsimile Postage Statements

2.4

365
Mail Preparation

1.0 General Information for Mail
Preparation

1.1 Basic Preparation—Nonpresorted

1.2 Definition of Presort Process

1.3 Definition of Mailings

1.4 Terms for Presort Levels

1.5 Preparation Definitions and
Instructions

2.0 Bundles

2.1 General

2.2 Preparing Bundles

2.3 Bundle Sizes

3.0 Sacks
3.1 Preparation

4.0 Sack Labels
4.1 Basic Standards

4.2 Physical Characteristics of a Sack
Label

4.3 Additional Standards for Barcoded
Sack Labels

Line 1 (Destination Line)
Line 2 (Content Line)

4.4
4.5

267



360

Bound
Printed Matter
Flats

268

4.6 Line 3 (Office of Mailing or Mailer
Information Line)

4.7 Abbreviations for Lines 1 and 3

4.8 Placement of Extraneous
Information

4.9 Basic Standards for Barcoded Sack
Labels

5.0 Preparing Presorted Flats
5.1 Basic Standards

5.2 Bundling

5.3 Sacking

6.0 Preparing Carrier Route Flats
6.1 Basic Standards

6.2 Required Bundling

6.3 Sacking

7.0 Preparing Barcoded Flats
7.1 Basic Standards

7.2 Mailings

7.3 Bundling

7.4 Sacking

7.5 Mixed Price Preparation

366
Enter and Deposit

1.0 Deposit of Nonpresorted Bound
Printed Matter

1.1 Nonpresorted Mailings

2.0 Presenting a Mailing

2.1 Verification and Entry—Presorted,
Carrier Route, Destination Entry, and
Barcoded Mailings

2.2 Verification and Entry—
Nonpresorted Mailings

2.3 Office of Mailing

2.4 Redirected Mailings

2.5 NDC Acceptance

2.6 Drop Shipment Information

3.0 Destination Entry

3.1 General

3.2 Minimum Volume

3.3 Postage Payment

3.4 Mailing Fee

3.5 Documentation

3.6 Plant Loads

3.7 Mailings of Unsacked Bundles
3.8 Verification

3.9 Deposit
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4.0

4.1
4.2

5.0

5.1
5.2
5.3

6.0

6.1
6.2
6.3

Destination Network Distribution
Center (DNDC) Entry

Eligibility

Presorted and Carrier Route Flats
Destination Sectional Center
Facility (DSCF) Entry

Eligibility

Presorted Flats

Carrier Route Flats

Destination Delivery Unit (DDU)
Entry

Eligibility

Presorted Flats

Carrier Route Flats



370

Media Mail and
Library Mail
Flats

TOPICS

373 Prices and Eligibility

374 Postage Payment and
Documentation

375 Mail Preparation

376 Enter and Deposit

373
Prices and Eligibility

1.0 Prices and Fees for Media Mail and
Library Mail

1.1 Price Application

1.2 Shape, Flexibility, and Thickness

1.3 Media Mail Prices and Library Mail
Presorted Prices

Mailing Fees for Presorted Prices
Computing Postage

1.4
1.5

2.0 General Content Standards for

Media Mail and Library Mail Flats
2.1 General
2.2 Delivery and Return Addresses
2.3 Postal Inspection
2.4 Enclosures

3.0 Content Standards for Media Mail

Flats
3.1 Content Standards
3.2 Enclosures in Books

4.0 Content Standards for Library Mail

Flats
4.1 Sender and Recipient Qualifications

4.2 Content Standards for Mailings
Between Entities

4.3 Qualified Mailings “To” or “From”

4.4 Enclosures in Books and Sound
Recordings

5.0 Enclosures and Attachments
5.1 Invoice

5.2 Incidental First-Class Malil
Attachments and Enclosures

5.3 Loose Enclosures
5.4 Written Additions

6.0 Price Eligibility for Media Mail and

Library Mail Flats
6.1 Basic Weight Standards
6.2 Price Eligibility Standards

6.3 Price Categories for Media Mail and
Library Mail

374
Postage Payment and
Documentation

1.0 Basic Standards for Postage
Payment

1.1 Postage Payment Options
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2.0 Mailing Documentation
2.1 Completing Postage Statements
2.2 Basic Documentation Standards

2.3 Reporting Multiple Mailings on One
Statement

2.4 Facsimile Postage Statements

375
Mail Preparation

1.0 General Information for Mail
Preparation

1.1 Definition of Presort Process

1.2 Definition of Mailings

1.3 Terms for Presort Levels

1.4 Preparation Definitions and
Instructions

2.0 Bundles

2.1 General

3.0 Sacks and Sack Labels
3.1 Maximum Weight of Sacks
3.2 Basic Standards for Sack Labels

3.3 Physical Characteristics of a Sack
Label

Line 1 (Destination Line)

Line 2 (Content Line)

Line 3 (Office of Mailing or Mailer
Information Line)

3.7 Abbreyviations for Lines 1 and 3
3.8 Placement of Extraneous
Information

3.4
3.5
3.6

4.0 Preparing Presorted Flats
4.1 Basic Standards

4.2 Bundling

4.3 Sacking

376
Enter and Deposit

1.0 Verification and Deposit

269
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Commercial Flats
Design Standards

301 Physical Standards

302 Elements on the Face of a Mailpiece
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Commercial Flats: Physical Standards for Flats
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301 Physical Standards

Overview 1.0 Physical Standards for Flats
2.0 Physical Standards for Nonautomation Flats
3.0 Physical Standards for Automation Flats

1.0 Physical Standards for Flats

1.1 General Definition of Flat Size Mail
[5-7-12] Flat-size mail must have the following characteristics:

a. Be more than 11-1/2 inches long, or more than 6-1/8 inches high, or more than
1/4 inch thick, other than automation flats under 3.0 or as allowed for Standard
Mail pieces with simplified addresses under 2.2.2.

b. Be not more than 15 inches long or more than 12 inches high or more than 3/4
inch thick, except for:

1. Periodicals flats mailed under 707.26.0.

2. Polywrapped flats, with selvage that extends beyond the contents, up to a
maximum length of 15-3/4 inches. The enclosed contents must not be
longer than 15 inches. Also see 1.5.3.

c. Be rectangular with four square corners or with finished corners that do not
exceed a radius of 0.125 inch (1/8 inch). See Exhibit 1.1c.

Exhibit 1.1c Maximum Corner Radius for Flat-Size Mailpieces

Corner Radius Maximum 1/8"

:

Ve

Graphic at 100%

Place mailpiece against
template to test accuracy

d. Be categorized as a catalog, if meeting the standards in 1.9.

e. Other size or weight standards may apply to mail addressed to certain APOs
and FPOs, and mail sent by the Department of State to U.S. government

personnel abroad.
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1.2

1.3

Length and Height of Flats

The length of a flat-size mailpiece is the longest dimension. The height is the
dimension perpendicular to the length. When determining the maximum height or
length of a flat, include any selvage of polywrap material that may enclose the piece.
When determining the minimum height or length of a flat, do not include the selvage
of any polywrap material that may enclose the piece. Also see 1.5.3.

Minimum Flexibility for Flat-Size Pieces

Flat-size pieces must be flexible. Boxes—with or without hinges, gaps, or breaks
that allow the piece to bend —are not flats. Tight envelopes or wrappers that contain
one or more boxes are not flats. At the customer's option, customers may perform
the following test on their own mailpieces. When a postal employee observes a
customer demonstrating that a flat-size piece is flexible according to these
standards, the employee should not perform the test. Test flats as follows:

a. Allflats (see Exhibit 1.3a):

1. Place the piece with the length parallel to the edge of a flat surface and
extend the piece halfway off the surface.

2. Press down on the piece at a point 1 inch from the outer edge, in the
center of the piece's length, exerting steady pressure.

3. The piece is not flexible if it cannot bend at least 1 inch vertically without
being damaged.

4. The piece is flexible if it can bend at least 1 inch vertically without being
damaged and it does not contain a rigid insert. No further testing is
necessary.

5. Test the piece according to 1.3b or 1.3c below if it can bend at least
1 inch vertically without being damaged and it contains a rigid insert.
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Exhibit 1.3a Flexibility Test—All Flats

Y3AN3S

SS34aay NyNL3y

For flats,
length is
the longest
dimension.

H
------------------ - . ..
: .% 1inch minimum

‘ flexibility required

ISNIVA vezT
NMOo¥g NHor

T CEV-59/86 sn 'NMO.LANV

FLEX TEST

Length runs
parallel to surface

Flats 10 inches or longer that pass the test in 1.3a and contain a rigid insert (see

Exhibit 1.3b):

1. Place the piece with the length perpendicular to the edge of a flat surface
and extend the piece 5 inches off the surface.

b.

2. Press down on the piece at a point 1 inch from the outer edge, in the
center of the piece's width, exerting steady pressure.

3. Turn the piece around and repeat steps 1 and 2. The piece is flexible if
both ends can bend at least 2 inches vertically without being damaged.
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Exhibit 1.3b Flexibility Test—Flats 10 Inches or Longer

For flats, length is
the longest dimension.

BRo
123 Wiy
ANY: “chIN ST, :
N, 393765_4 !
32 '
'
"""""""""""" ‘s 2inch
: minimum
. flexibilit
FLEX TEST : ity
.......................... required

Flats 10 inches or longer
that contain arigid insert,
perpendicular to surface

c. Flats less than 10 inches long that pass the test in 1.3a and contain a rigid
insert ( see Exhibit 1.3c):

1. Place the piece with the length perpendicular to the edge of a flat surface
and extend the piece one-half of its length off the surface.

2. Press down on the piece at a point 1 inch from the outer edge, in the
center of the piece's width, exerting steady pressure.

3. Turn the piece around and repeat steps 1 and 2. The piece is flexible if
both ends can bend at least 1 inch vertically without being damaged.
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Exhibit 1.3c Flexibility Test—Flats Less Than 10 Inches Long

For flats, length is
the longest dimension.

DRESS

JOHN BRO\NN
1234 My g1

ANy
TOWN, g 98765435,

:‘ """"""""""" 1inch minimum
_________________________ flexibility required
FLEX TEST

Flats less than 10

inches that contain

a rigid insert; perpen-

dicular to surface

Uniform Thickness
Flat-size mailpieces must be uniformly thick so that any bumps, protrusions, or other
irregularities do not cause more than 1/4-inch variance in thickness. When
determining thickness, exclude the outside edges (1 inch from each edge) when the
contents do not extend into those edges. Also, exclude the selvage of any polywrap
covering (see 1.5) from this determination. Mailers must secure nonpaper contents
to prevent shifting of more than 2 inches within the mailpiece if shifting would cause

the piece to be nonuniformly thick or result in the contents bursting out of the

mailpiece. (see 601.3.3).

Polywrap Coverings

1.5.1 Polywrap Films and Similar Coverings
Mailers using polywrap film or similar material on flat-size mailpieces, except pieces
mailed at high density or saturation prices, must use a product meeting the
standards in 1.5. Film approved for use under 1.5.4 must meet the specifications in

Exhibit 1.5.1 as follows: Films or similar coverings must meet all six properties in

Exhibit 1.5.1.

a.

If the address label is affixed to the outside of the polywrap, the haze property

(property 2) does not apply.

Only products listed as approved on the USPS RIBBS Web site
(http.//ribbs.usps.gov) may be used on flat-size mailpieces.
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Exhibit 1.5.1 Polywrap Specifications
Mailers who polywrap flats, except for saturation and high density pieces, must use
polywrap that meets all of the properties in this exhibit, except under 1.5.1b.

TEST METHODS
PROPERTY REQUIREMENT IN USPS T-3204 COMMENT
1. Kinetic Coefficient of
Friction, MD
a. Film on Stainless Steel <0.45 USPS-T-3204
with No. 8 (Mirror) Section 4.5.2
Finish
b. Film on Film 0.20t0 0.55 USPS-T-3204
Section 4.5.1
2. Haze <70 USPS-T-3204 Affixing address labels to
Section 4.5.3 outside of polywrap is an

alternative to meeting this
requirement.

3. Secant Modulus,
1% elongation

a. D >50,000 psi USPS-T-3204
Section 4.5.4
b. MD >40,000 psi USPS-T-3204
Section 4.5.4
4. Nominal Gauge >0.001 in USPS-T-3204
Section 4.5.5
5. Static Charge <2.0kV USPS-T-3204
Section 4.5.7
6. Blocking <159 USPS-T-3204 To be conducted at
Section 4.5.6 140 (+3.6°) degrees

Fahrenheit.

1.5.2 Wrap Direction and Seam Placement
Wrap direction, seam direction, and seam placement must follow these standards:

a. The wrap direction must be around the longer axis (parallel to the length) of the
mailpiece, with the seam parallel to that axis.

b. The polywrap over the address area must be a smooth surface to avoid
interference with address and barcode readability. The preferred seam
placement is on the nonaddressed side of the mailpiece. If the seam is placed
on the addressed side, the seam must not cover any part of the address and
barcode, postage area, or any required markings or endorsements.

1.5.3 Overhang

For purposes of the polywrap standards for overhang (selvage) only, the top edge of
the mailpiece is one of the two longer edges of the piece. Any polywrap selvage
must meet these standards:

a.  When the mailpiece contents are totally positioned at the bottom of the
polywrap, the overhang must not be more than 0.5 inch at the top of the
mailpiece.
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b.  When the mailpiece contents are totally positioned to the left or to the right side
of the polywrap, the overhang must not be more than 1.5 inches on the
opposite side.

c. The polywrap covering must not be so tight that it bends the mailpiece.

1.5.4 Polywrap Certification Process for Manufacturers

Specification USPS-T-3204, Test Procedures for Polywrap Films describes exact
test procedures and acceptable values for polywrap film characteristics.
Independent testing laboratories may certify products for manufacturers who do not
have the facilities or experience to conduct each of the test procedures. The
specification includes a list of laboratories experienced in conducting these tests.
Customers may obtain the test procedures by contacting USPS Engineering (see
608.8.1 for address) or on the USPS RIBBS Web site (http.//ribbs.usps.gov).
Manufacturers must submit a letter, on their letterhead, indicating the value for each
of the specifications in 1.5.1 for each polywrap film, to USPS Mailing Standards (see
608.8.1 for address). When the USPS receives the letter or certificate of
conformance from an approved lab, films that meet the standards will be listed on
http://ribbs.usps.gov. Manufacturers should follow this process before submitting
the certification letter:

a. Test each film according to procedures listed in USPS-T-3204, Test Procedures
for Polywrap Films.

b. Test each surface treatment separately. Manufacturers or approved labs may
test the thinnest film of one product with identical surface treatment and
characteristics. If the thinnest film meets the characteristics after being tested,
the USPS will list the product as approved for all gauges of that product that
also meet the gauge test.

Maximum Deflection for Flat-Size Mailpieces

Flat-size mailpieces must meet maximum deflection standards. Flat-size pieces
mailed at high density or saturation prices, and flats mailed at basic carrier route
prices entered by the mailer at destination delivery units (DDUs), are not required to
meet these deflection standards. Test deflection as follows:

a. For pieces 10 inches or longer (see Exhibit 1.6a):

1. Place the piece on a flat, straight-edge surface with the length
perpendicular to the edge of the surface and extend the piece 5 inches off
the edge of the surface. Test square-shaped bound flats by placing the
bound edge parallel to the edge.

2. Place aflat 12-inch ruler (or other similar flat object 12 inches or longer) on
top of the mailpiece with the length of the ruler parallel to the edge of the
surface and as close to the edge as possible so that the 5-pound weight
(see 1.6a3) does not extend past the edge.

3. Place a certified 5-pound weight on the center of the ruler to hold the
piece in place.

4, Determine the vertical deflection in inches.

5. Turn the piece around 180 degrees and repeat the process.
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6. The piece is mailable as a flat if it does not droop more than 3 inches
vertically at either end.

Exhibit 1.6a Deflection Test—Pieces 10 Inches or Longer

For flats, length is the longest dimension

SENDER
RETURN ADDRESS

S8,
N BRO
r 1234 A':v;
AN\’T{)
N, Us 9‘576
435,

‘ ’ 3inch

maximum

DROOP TEST H P
: roop
For flats 10 inches | ]

or longer T T $
(. |
] |

b. For pieces less than 10 inches long (see Exhibit 1.6b):

1. Place the piece on a flat, straight-edge surface with the length
perpendicular to the edge of the surface and extend the piece one-half of
its length off the edge of the surface. Test square-shaped bound flats by
placing the bound edge parallel to the edge.

2. Place aflat 12-inch ruler (or other similar flat object 12 inches or longer) on
top of the mailpiece with the length of the ruler parallel to the edge of the
surface and as close to the edge as possible so that the 5-pound weight
(see 1.6b3) does not extend past the edge.

3. Place a certified 5-pound weight on the center of the ruler to hold the
piece in place.

4. Determine the vertical deflection in inches.
5. Turn the piece around 180 degrees and repeat the process.

6. The piece is mailable as a flat if it does not droop more than 2 inches less
than the extended length at either end. For example, a piece 8 inches long
would be extended 4 inches horizontally off a flat surface. It must not
droop more than 2 inches vertically at either end.
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Exhibit 1.6b Deflection Test—For Pieces Less Than 10 Inches Long

For flats, length is the longest dimension.

SENDER
RETURN ADDRESS %
: =

r Cannot droop more
‘ ‘ " than 2 inches less than

' L ....% theextendedlength
DROOP N
TEST [
|
For flats less than | |
10 inches long I

1.7 Flat-Size Pieces Not Eligible for Flat-Size Prices

[1-22-12] Flat-size mailpieces that do not meet the standards in 1.3 through 1.6
must pay applicable higher prices as noted in either 1.7a or 1.7b below.

Flat-size pieces that do not meet flexibility, uniform thickness, or polywrap

- standards in 1.3 through 1.5 must pay these applicable prices:
1.  First-Class Mail—parcel prices.
2. Periodicals—parcel prices.
3. Standard Mail—parcel prices.
4. Bound Printed Matter—parcel prices.
b. Flats that do not meet deflection standards in 1.6 must pay the applicable

prices as noted in Exhibit 1.7b. Under the column heading “eligibility as
presented,” flats will be considered to be presented as automation flats only if
they meet all other eligibility standards for automation flats.
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Exhibit 1.7b Pricing for Flats Exceeding Maximum Deflection

(see 1.6)

FIRST-CLASS MAIL AUTOMATION

Eligibility as presented
Automation 5-digit flat
Automation 3-digit
Automation ADC
Automation MADC

Eligibility with failed deflection
Presorted flat
Presorted flat
Presorted flat

Presorted flat

FIRST-CLASS MAIL PRESORTED (nonautomation)

Eligibility as presented
Presorted flat

Eligibility with failed deflection

Single-piece flat or presorted parcel

PERIODICALS OUTSIDE COUNTY

Piece price eligibility as presented

Basic Carrier Route flat, if not entered
at a DDU

Machinable barcoded 5-digit flat
Machinable barcoded 3-digit flat
Machinable barcoded ADC flat
Machinable barcoded MADC flat
Machinable nonbarcoded 5-digit flat
Machinable nonbarcoded 3-digit flat
Machinable nonbarcoded ADC flat
Machinable nonbarcoded MADC flat

Nonmachinable barcoded
or nonbarcoded flat

Piece price eligibilty with failed deflection
Machinable 5-digit flat

Nonmachinable barcoded 5-digit flat
Nonmachinable barcoded 3-digit flat
Nonmachinable barcoded ADC flat
Nonmachinable barcoded MADC flat
Nonmachinable nonbarcoded 5-digit flat
Nonmachinable nonbarcoded 3-digit flat
Nonmachinable nonbarcoded ADC flat
Nonmachinable nonbarcoded MADC flat

Price claimed, if otherwise eligible

PERIODICALS IN-COUNTY

Piece price eligibility as presented

Basic Carrier Route flat, if not entered
at a DDU

Automation 5-digit flat
Automation 3-digit flat

Automation basic flat

Piece price eligibility with failed deflection

Nonautomation (or automation, if barcoded)
5-digit flat

Nonautomation 5-digit flat
Nonautomation 3-digit flat

Nonautomation basic flat
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STANDARD MAIL
Eligibility as presented Eligibility with failed deflection
Basic Carrier Route flat, if not entered Nonautomation 5-digit flat
ata DDU
Automation 5-digit flat Nonautomation 5-digit flat
Automation 3-digit flat Nonautomation 3-digit flat
Automation ADC flat Nonautomation ADC flat
Automation MADC flat Nonautomation MADC flat
Nonautomation flat (all sort levels) Nonautomation MADC flat
BOUND PRINTED MATTER
Eligibility as presented Eligibility with failed deflection
Carrier Route flat, if not entered at a DDU Carrier Route parcel
Barcoded presorted flat Presorted parcel
Nonbarcoded presorted flat Presorted parcel
Nonbarcoded nonpresorted flat Price as claimed, if otherwise eligible

Labels, Stickers, and Release Cards

1.8.1 Use

A label, sticker, or release card may be placed on a flat-sized mailpiece. Standard
Mail flats with a label, a sticker, or a release card must meet additional standards in
343.2.5. These attachments may be:

a. Alabel or sticker less than 0.007 inch thick, other than repositionable notes
affixed under 705.23.0, as follows:

1. A permanent label or sticker (designed not to be removed or relocated)
affixed directly to the outside of the mailpiece with permanent adhesive.

2. Arelocatable label, to be placed on the outside of, or on the contents of, a
reply mailpiece. Labels must be affixed under 1.8.2 or 1.8.3.

b. Up to two release cards, each at least 0.007 inch thick and no more than 0.012
inch thick, when affixed according to 1.8.4 and 1.8.5.

c. On pieces mailed at First-Class Mail, Periodicals, Standard Mail, or Package
Services prices, only if permitted by the applicable content and eligibility
standards.

1.8.2 Pressure-Sensitive Label

Any pressure-sensitive label or sticker affixed directly to a mailpiece before mailing
must have a minimum peel adhesion to stainless steel of 8 ounces/inch. This
standard does not apply to pressure-sensitive labels provided by the USPS to
mailers to label bundles for sortation levels.
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1.8.3 “Sandwich” Label

A face stock/liner label (“sandwich” label) is a two-part unit with a face stock (top
label) attached to a liner (bottom label) affixed to the mailpiece. The face stock must
have a peel adhesion value of at least 2 ounces/inch with respect to the liner label
and at least 8 ounces/inch when reapplied to stainless steel.

1.8.4 Flats with Attached Release Cards

Mailings of flat-size mailpieces with a release card attached to the outside of each
piece must include 8 pieces, as part of the mailing, addressed to “USPS
Engineering—Flat Mail Technology” with the attention line: “Release Card Sample”,
using the street address in 608.8.1. Flat-size mailpieces, with up to two attached
release cards, must be between 6 and 12 inches (inclusive) high, between 8 and 15
inches (inclusive) long, between 0.02 and 0.75 inch (inclusive) thick as mailed, and
meet the following conditions:

a. All flats must be at least 6 inches high, at least 8 inches long, and at least 0.02
inch thick. In addition, nonautomation and carrier route flats must have at least
one dimension larger than one maximum letter-size dimension. A flat with two
attached release cards must have a minimum cover thickness of 0.003 inch.

b. Enveloped flats must be made of paper with a minimum 60-pound book grade
paper.
c. Window envelopes must have only one closed panel address window.

d. Bound flats must have a cover with a minimum thickness of 0.003 inches.

e. Release cards must meet the standards in 1.8.5.

1.8.5 Standards for Release Cards
One or two release cards, each at least 0.007 inch thick and no more than 0.012
inch thick, may be attached to the same side of a flat-size mailpiece, and also must:

a. Be rectangular, but allowed with finished corners having a radius of at least 1/8
inch up to 1/2 inch.

b. Be between 2 and 2-1/2 inches high, and between 3 and 3-1/2 inches long. A
card may be affixed with either edge parallel to the length of the mailpiece.

c. Be affixed by machine to ensure adequate adhesion. Manually affixed
attachments are not allowed.

d. Be affixed, on the address side of the mailpiece, a minimum of 4 inches from
the bottom of an enveloped or card-type mailpiece or from the binding of a
bound flat and must not interfere with the readability of the address, barcode,
or postage information. Maintain a clear space of at least 1/4 inch from all other
edges when a release card is on the address side. Maintain a clear space of at
least 1/4 inch from all edges when a release card is on the nonaddress side of a
mailpiece.

e. Be affixed to a liner (backing) and meet the following adhesion standards:

1. Adhesive used to affix the backing to the mailpiece must have a peel
adhesion of at least 2 pounds/inch to stainless steel with a 20 minute
dwell time at 300"/minute at 90 degrees per ASTM test D3330F.
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2. Adhesive used to attach the release card to the backing must have a peel
adhesion of at least 1.5 ounces/inch to stainless steel with a 30 minute
conditioning time, at 300"/minute at 90 degrees per ASTM test D3330F.

Catalogs
1. Acatalog is a bound flat-sized mailpiece with at least 16 pages, meeting
the criteria in 1.0. Catalogs provide a listing of products offered for sale
arranged systematically and includes images, photographs or illustrations
of the products, descriptive details, and prices. Catalogs must contain an
order form, a phone number, or a web address to place orders and
provides shipping options for the products offered for sale.

Physical Standards for Nonautomation Flats

First-Class Mail
These additional standards apply to First-Class Mail flat-size pieces:

a. First-Class Mail flats cannot exceed 13 ounces. First-Class Mail flats weighing
more than 13 ounces are Priority Mail.

b. Flat-size pieces that do not meet the standards in 1.1 through 1.4 must be
prepared as parcels and pay the applicable parcel price.

Standard Mail

2.2.1 Basic Physical Standards
[1-22-12] These additional standards apply to Standard Mail flat-size pieces:

a. [Each piece must weigh less than 16 ounces.

b. Flat-size pieces that do not meet the standards in 1.3 through 1.5 must be
prepared as parcels and pay the parcel prices.

2.2.2 Dimensions for Standard Mail Flats with Simplified Addresses
[5-7-12] Standard Mail flats with simplified addresses for which saturation flats
prices are paid must have at least one dimension that is greater than a letter-size
maximum dimension as noted in 1.1a. The minimum thickness must be at least
0.007 inch up to a maximum 0.75 inch. As an exception to the minimum length, flats
with simplified addresses may have a length shorter than a letter-size maximum
length, under all of the following conditions:

a. The length must be greater than 10.5 inches up to a maximum 15 inches.

b. The height must be at least 3.5 inches up to a maximum height of 12 inches,
but the height must be no greater than the length.

c. Ifthe piece is also entirely within letter-size dimensions under 201; the piece
must bear an "EDDM" marking directly after the "ECRWSS" marking required in
302.3.2.1c.

d. When the piece is mailed as part of a saturation flats mailing under applicable
conditions in 602.3.2.
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2.3

24

25

2.6

e. Letter-size pieces that meet the size standards in 2.2a and 2.2b and that are
addressed to rural routes may be mailed as letters or flats with simplified
addresses at the mailer's option.

2.2.3 Cover Page and Protective Cover

If the piece is not completely enclosed in a mailing wrapper, then any protective
cover or cover page must cover both the front and back of the host publication and
extend to within at least 3/4 inch of the edge opposite the fold or binding.
Exception: Flat-size pieces may have short covers as provided in 3.4.2.

Bound Printed Matter

2.3.1 General Standards
These additional standards apply to Bound Printed Matter:

a. Flat-size pieces that do not meet the standards in 1.3 through 1.4 must be
prepared as parcels and pay the applicable parcel prices.

b. Bound Printed Matter may not weigh more than 15 pounds.

c. Two or more flats may be mailed as a single piece if they are about the same
size or shape or if they are parts of one article, if they are securely wrapped or
fastened together, and if they do not together exceed the weight or size limits.

Media Mail

2.41 General Standards
These additional standards apply to Media Mail:

a. Flat-size pieces that do not meet the standards in 1.3 through 1.4 must be
prepared as parcels.

b. No piece may weigh more than 70 pounds.

c. Two or more flats may be mailed as a single piece if they are about the same
size or shape or if they are parts of one article, if they are securely wrapped or
fastened together, and if they do not together exceed the weight or size limits.

Library Mail

2.5.1 General Standards
These additional standards apply to Library Mail:

a. Flat-size pieces that do not meet the standards in 1.3 through 1.4 must be
prepared as parcels.

b. No piece may weigh more than 70 pounds.

c. Two or more flats may be mailed as a single piece if they are about the same
size or shape or if they are parts of one article, if they are securely wrapped or
fastened together, and if they do not together exceed the weight or size limits.

Express Mail, Priority Mail, and Critical Mail Flats

Mailers are encouraged, but not required to design and produce Express Mail and
Priority Mail flat-size pieces under the general standards in 1.0 and the automation
standards in 3.0. Critical Mail flat-size pieces (see 323) that do not meet the
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standards for flats in 1.0 and 3.0 are not eligible for Critical Mail flats prices, but are
eligible for Priority Mail Commercial Plus Flat Rate Envelope prices (volume
thresholds apply).

Physical Standards for Automation Flats

Basic Standards for Automation Flats

[1-22-12] Flat-size pieces claimed at automation prices must meet the standards in
1.0 and in 3.0, and the eligibility standards for the class of mail and price claimed.
For automation flats, the size standards in 3.2 supersede the size standards in 1.1.

Additional Criteria for Automation Flats

3.2.1 Shape and Size

Each flat-size piece must be rectangular, except that flat-size mailpieces may have
finished corners that do not exceed a radius of 0.125 inch (1/8 inch). See Exhibit
1.1c. The following minimum and maximum dimensions apply to First-Class Mail,
Standard Mail, Periodicals (except under 707.26.0), and Bound Printed Matter
pieces:

a.  Minimum height is 5 inches. Maximum height is 12 inches.

b.  Minimum length is 6 inches. Maximum length is 15 inches, except for
polywrapped flats as allowed in 1.1.

c. For bound or folded pieces, the edge perpendicular to the bound or folded
edge may not exceed 12 inches.

d.  Minimum thickness is 0.009 inch. Maximum thickness is 0.75 inch.

3.2.2 Maximum Weight
Maximum weight limits are as follows:

a. For Critical Mail, 13 ounces.
b. For First-Class Mail, 13 ounces.

For Periodicals, 20 ounces.

o

d. For Standard Mail, less than 16 ounces.

e. For Bound Printed Matter, 20 ounces.
Prohibitions

3.3.1 Protrusions
Clasps, strings, buttons, or like materials, or other protrusions that impede or
damage mail processing equipment are prohibited.

3.3.2 Staples

Staples must not be substituted for tabs or wafer seals on pieces in automation
price mailings. As a binding method, staples may be placed in the fold or spine of a
magazine or booklet-type or similar mailpiece if parallel with the bound edge, tightly
and securely inserted, and not protruding to damage or interfere with mail
processing equipment.
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3.4

3.5

Tabs, Wafer Seals, Tape, and Glue

3.4.1 General

Although not required, mailpieces may be prepared with tabs, wafer seals,
cellophane tape, or permanent glue (continuous or spot) if these sealing devices do
not interfere with the recognition of the barcode, price marking, postage
information, and delivery and return addresses. Cellophane tape may not be placed
over the barcode or where any part of the barcode will be printed. Tabs or seals
placed in the area on which any part of the barcode is printed must contain a paper
face meeting the standards for background reflectance. Tabs, wafer seals, and tape
must have a peel adhesion (shear strength) value of at least 15 ounces/inch at a
speed of 12 inches/minute after application to a stainless steel plate; the test is to
be conducted 10 minutes after the material is applied to the plate.

3.4.2 Short Covers

Flats may be prepared with a cover page or protective cover that is more than

3/4 inch from each edge if the cover page is secured with at least two tabs, wafer
seals, or glue spots placed within 1 inch of the top and bottom edges of the cover
page or protective cover.

Uniformity and Exterior Format

3.5.1 General

A flat-size mailpiece prepared and claimed at automation prices must be uniformly
thick (see 1.4). Each flat-size mailpiece must have a smooth and regular shape and
be free of creases, folds, tears, or other irregularities not compatible with automation
equipment. The exterior surface must not have protuberances caused by prohibited
closures; attachments (except as provided below); irregularly shaped or distributed
contents; or untrimmed excess material from the envelope, wrapper, or sleeve.

3.5.2 Outside Attachment

Except as allowed under 1.8, an attachment to a flat-size mailpiece must be a single
sheet, the same size as the cover. The attachment must be permanently, securely,
and uniformly affixed to the front or back cover along a bound, folded, or otherwise
closed edge, except as allowed under 1.8. Pieces claimed at a Periodicals price
may bear attachments only if permitted by the applicable standards.

3.5.3 Booklet-Type Piece or Magazine

The contents of flat-size mailpieces prepared in sleeves or other wrappers must be
sufficiently secure in the sleeve or wrapper to stay in place during processing. If
material bearing the delivery address or barcode for the mailpiece is enclosed in a
partial wrapper, that wrapper must be sufficiently secure to prevent the contents
from shifting and obscuring the delivery address or barcode.
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1.0 All Mailpieces

2.0 Address Placement

3.0 Placement and Content of Mail Markings

4.0 Placement and Physical Standards for Endorsements
5.0 Barcode Placement

All Mailpieces

Clear Space
A clear space must be available on all mail for the address, postage (permit imprint,
postage stamp, or meter stamp), postmarks, and postal endorsements.

Delivery and Return Address

The delivery address specifies the location to which the USPS is to deliver a
mailpiece. Except for mail prepared with detached address labels under 602.4.0,
the mailpiece must have the address of the intended recipient, visible and legible,
only on the side of the piece bearing postage (Periodicals do not display postage
and the address may appear on either side). Use at least 8-point type (each
character must be at least 0.080 inch high). A sans-serif font is preferred. Addresses
printed in all capital letters are also preferred. See additional standards in 2.0. A
return address is required in specific circumstances (see 4.2 and 602.1.5 for more
information about return addresses).

Postage Payment
The mailer is responsible for proper payment of postage. Standards for postage
payment are specified for each shape and class of mail.

Address Placement

Basic Standards

On all Periodicals, Standard Mail, Bound Printed Matter, Media Mail, and Library Mail
flats mailed at presorted, automation, or carrier route prices, mailers must place the
delivery address at least 1/8 inch from any edge of the mailpiece. For the purposes
of these standards, the “delivery address” is the recipient’s name or other
identification; the company information line; the street and number, and any
necessary secondary information; and the city, state, and ZIP Code. The delivery
address may appear on the front or the back of the mailpiece (but must be on the
side bearing postage, except for Periodicals), parallel or perpendicular to the top
edge, but it cannot be upside down as read in relation to the top edge. See 2.2 for
additional standards for enveloped or polywrapped pieces, and card-style pieces;
and 2.3 for bound or folded pieces not in envelopes or polywrap. See 601.6.4 for
addressing standards when a window envelope is used.
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2.2 Address Placement on Enveloped or Polywrapped Pieces
The following standards apply to enveloped, polywrapped, or card-style Periodicals
(including shrinkwrapped Firm bundles), Standard Mail, Bound Printed Matter,
Media Mail, and Library Mail flats mailed at presorted, automation, or carrier route
prices:

a. The “top” of the mailpiece is either of the shorter edges.

b. The entire delivery address must be within the top half of the mailpiece (see
Exhibit 2.2), except under 2.2¢ or 2.2d. Optimal placement is at the top edge
(while maintaining the 1/8-inch clearance requirement).

c. Ifavertical address will not fit entirely within the top half, the address may cross
the midpoint if it is placed within 1 inch of the top edge.

d. If the delivery address is placed on an insert polywrapped with the host piece:
1. The address must not appear on a component that rotates within the bag.

2. The address must remain visible throughout the addressed component's
range of motion.

3. The insert must be affixed to maintain the address entirely in the top half
throughout processing and delivery or, if not affixed, the insert must
maintain at least the beginning 0.5 inch of the address in the top half. The
“beginning 0.5 inch” means the first half-inch of the recipient, delivery
address, and city/state/ZIP Code lines, and not the end of each line.
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302.2.3

Exhibit 2.2 Delivery Address on Enveloped, Polywrapped, and Card-Style
Pieces

Address cannot read upside Address can read right or left
down and must be within and must be within top half

| top half of mailpiece of mailpiece

Front or Back of Piece Front or Back of Piece

Address Placement on Bound or Folded Pieces

The following standards apply to bound or folded Periodicals, Standard Mail, Bound
Printed Matter, Media Mail, and Library Mail flats mailed at presorted, automation, or
carrier route prices not in envelopes or polywrap (see 2.2 for all card-style pieces):

a. The “top” is the upper edge of the mailpiece when the bound or final folded
edge is vertical and on the right side of the piece. Exception: For Carrier Route
(or Enhanced Carrier Route) saturation pieces, the “top” of the mailpiece is
either of the shorter edges.

b. The entire delivery address must be within the top half of the mailpiece (see
Exhibit 2.3), except under 2.3c. Optimal placement is at the top edge (while
maintaining the 1/8-inch clearance requirement).

c. Ifavertical address will not fit entirely within the top half, the address may cross
the midpoint if it is placed within 1 inch of the top edge.
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Exhibit 2.3 Delivery Address on Bound or Folded Pieces

Address cannot read upside Address can read right or left
down and must be within and must be within top half

| top half of mailpiece of mailpiece
l

Front or Back of Piece Front or Back of Piece
8in. : : 8in.
Spine or final fold Spine or final fold
(piece not in envelope or polybag) (piece not in envelope or polybag)

Type Size and Line Spacing

On all First-Class Mail, Periodicals, Standard Mail, Bound Printed Matter, Media
Mail, and Library Mail flats mailed at presorted, automation, or carrier route prices,
mailers must print the delivery address using at least 8-point type (each character
must be at least 0.080 inch high). A sans serif font is preferred. Addresses printed in
all capital letters are also preferred. These additional standards apply to automation
pieces:

a.

The individual characters in the address cannot overlap. The individual lines in
the address cannot touch or overlap. A minimum 0.028-inch clear space
between lines is preferred.

Each element on each line of the address may be separated by no more than
five blank character spaces. One or two blank spaces is preferred. For
example, “ANYTOWN US 12345,” not “ANYTOWN US 12345.” A “blank”
character space can equal the width of the widest character in the address.

For pieces that bear a POSTNET barcode with a delivery point routing code
under 708.4.2 or an Intelligent Mail barcode with a delivery point routing code
under 708.4.3, mailers may print the delivery address in a minimum of 6-point
type (each character must be at least 0.065 inch high) if all capital letters are
used.
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3.2

302.3.2.1

Placement and Content of Mail Markings

Express Mail, Priority Mail, and Critical Mail Markings

Express Mail pieces must be marked “Express Mail,” by using a mailing label
according to 315.2.1. Priority Mail pieces must have the basic price marking of
“Priority Mail” printed prominently on the address side; see more options in 102.3.1.
Critical Mail flats (see 323) have the marking “Critical Mail” preprinted on the
USPS-produced packaging. Critical Mail flats with permit imprint postage must have
“Critical Mail” in the indicia when a class of mail is printed. In addition, except for
pieces paid using an Express Mail Corporate Account or permit imprint, Express
Mail and Priority Mail pieces claiming the Commercial Base or Commercial Plus
price must bear the appropriate commercial price marking, printed on the piece or
produced as part of the meter imprint or PC Postage indicia. Place the commercial
price marking directly above, directly below, or to the left of the postage. Markings
are as follows:

a. “Commercial Base Price” “Commercial Base Pricing” or “ComBasPrice”

b. “Commercial Plus Price” “Commercial Plus Pricing” or “ComPlIsPrice”
First-Class Mail and Standard Mail Markings

3.2.1 Placement
Mailpieces must be marked under the corresponding standards to show the class of
service and/or price paid:

a. Basic Marking. The basic required marking that indicates the class or subclass
which must be printed or produced as part of; directly below; or to the left of the
permit imprint, meter imprint, or stamp as follows:

1. “First-Class”
2. “Standard” or “STD.”
3. “Presorted Standard” or “PRSRT STD”
4. “Nonprofit Organization,” “Nonprofit Org.,” or “Nonprofit”
b. Other Markings. Mailers may place price-specific markings as follows:
1. Inthe location specified in 3.2.1a.

2. Inthe address area on the line directly above or two lines above the
address if the marking appears alone or if no other information appears on
the line with the marking except optional endorsement line information
under 708.7.0 or carrier route information under 708.8.0.

3. If preceded by two asterisks (**), the “AUTO,” “PRESORTED” (or
“PRSRT"), “CUSTOMIZED MARKETMAIL” (or “CUST MKTMAIL” or
“CMM”), or “Single-Piece” (or “SNGLP”) markings also may be placed on
the line directly above or two lines above the address in a mailer keyline or
a manifest keyline, or it may be placed above the address and below the
postage in an MLOCR ink-jet printed date correction/meter drop shipment
line.
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3.3

Additional Requirements for Carrier Route. “ECRLOT,” “ECRWSH,” and
“ECRWSS” (Standard Mail only) must appear in their entirety wherever placed,
except “ECR” may be placed in the postage area if “LOT,” “WSH,” or “WSS,” as
applicable, is placed in the line above or two lines above the address. Pieces
not mailed at ECR prices must not bear these markings.

3.2.2 Exceptions to Markings
Exceptions are as follows:

a.

Automation Flats. First-Class Mail and Standard Malil flats do not require an
“AUTO” marking. First-Class Mail flats not marked “AUTO” must bear both the
“Presorted” or “PRSRT” and “First-Class” markings. Standard Mail flats not
marked “AUTO” must bear the appropriate basic marking in 3.2.1a.

Manifest Mailings. The basic marking must appear in the postage area on each
piece. The two-letter price category code, printed in the keyline on manifest
mailing system pieces using batch processing under 705.2.0, Manifest Mailing
System, meets the requirement for other price markings when those pieces are
part of a manifest mailing or another automation mailing. If a single-piece
marking (“SP”) has been applied to pieces that subsequently become part of a
presorted or automation mailing, the “SP” marking must be marked out and
replaced with a “Presorted” or “PRSRT” marking.

MLOCR Prepared Automation Mailings. The basic marking must appear in the
postage area on each piece. The other “AUTO” marking must be replaced by
the appropriate identifier/price code marking described in 705.5.3.2, Price and
Postage Marking, on those pieces that have the marking applied by an
MLOCR. This seven-character marking provides a description of the Product
Month Designator, MASS/FASTforward System Identifier, postage payment
method, and the price of postage affixed for metered and precanceled stamp
mail or other postage information for permit imprint mail.

Bound Printed Matter, Media Mail, and Library Mail Markings

3.3.1 Basic Markings

The basic required Package Services subclass marking— “Bound Printed Matter” or
“BPM,” “Media Mail,” or “Library Mail”—must be printed on each piece claimed at
the respective price. The basic required marking must be placed in the postage area
(i.e., printed or produced as part of, or directly below or to the left of, the permit
imprint indicia or meter stamp or impression). Optionally, the basic required marking
may be printed on the shipping address label as service indicators composed of a
service icon and service banner (see Exhibit 3.3.1, Package Services Indicator
Examples):

a.

The service icon that will identify all Package Services subclasses will be a
1-inch solid black square. If the service icon is used, it must appear in the upper
left corner of the shipping label.

The service banner must appear directly below the postage payment area and
the service icon, and it must extend across the shipping label. If the service
banner is used, the appropriate subclass marking (e.g.,“BOUND PRINTED
MATTER,” “MEDIA MAIL”) must be preceded by the text “USPS” and must be
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printed in minimum 20-point bold sans serif typeface, uppercase letters,
centered within the banner, and bordered above and below by minimum 1-point
separator lines. There must be a 1/16-inch clearance above and below the text.

Exhibit 3.3.1 Package Services Indicator Examples

US POSTAGE PAID
WASHINGTON DC
PERMIT NO. 123

USPS BOUND PRINTED MATTER

US POSTAGE PAID
WASHINGTON DC
PERMIT NO. 123

USPS MEDIA MAIL

3.3.2 Bound Printed Matter Markings

In addition to the basic marking “Bound Printed Matter” or “BPM,” each piece of
Bound Printed Matter mailed at a presorted or carrier route price must bear
additional price markings. The additional markings may be placed in the postage
area as specified in 3.3.1, Basic Markings. Alternatively, these markings may be
placed in the address area on the line directly above or two lines above the address
if the marking appears alone, or if no other information appears on the line with the
marking except postal optional endorsement line information under 708.7.0 or
postal carrier route bundle information under 708.6.0. The additional price markings
are:

a. For Presorted price mail, the additional required marking is “Presorted” (or
“PRSRT”). For presorted flats claiming the barcode discount prepared under
365.7.0, the optional marking “AUTO” may be used in place of “Presorted” (or
“PRSRT”). If the “AUTO” marking is not used, the automation price flats must
bear the “Presorted” (or “PRSRT”) price marking.

b. For carrier route price mail, the additional required marking is “Carrier Route
Presort” (or “CAR-RT SORT”).

3.3.3 Media Mail Markings

Each piece of Media Mail mailed at a presorted price must bear the required
marking “Presorted” or “PRSRT” in addition to the basic marking “Media Mail.” This
additional marking may be placed in the postage area as specified in 3.3.1, Basic
Markings. Alternatively, these markings may be placed in the address area on the
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3.4

3.5

3.6

4.0
4.1

4.2

4.3

line directly above or two lines above the address if the marking appears alone, or if
no other information appears on the line with the marking except postal optional
endorsement line information under 708.7.0.

3.3.4 Library Mail Markings

Each piece of Library Mail mailed at a presorted price must bear the required
marking “Presorted” or “PRSRT” in addition to the basic marking “Library Mail.” This
additional marking may be placed in the postage area as specified in 3.3.1, Basic
Markings. Alternatively, these markings may be placed in the address area on the
line directly above or two lines above the address if the marking appears alone, or if
no other information appears on the line with the marking except postal optional
endorsement line information under 708.7.0.

Enclosures

Enclosures, attachments, and mixed price mailpieces must be marked under the
applicable standards in 703.9.0, Mixed Classes, and 705.18.0, Express Mail Open
and Distribute and Priority Mail Open and Distribute.

Printing and Designs

Required markings may be printed by a postage meter or other means that ensures
a legible marking. A marking may not include or be part of a decorative design or
advertisement.

Marking Hazardous Materials
All mailable hazardous materials must be labeled and/or marked as required in
601.10.0, Hazardous Materials.

Placement and Physical Standards for Endorsements

Endorsements for Delivery Instructions and Ancillary Services

The mailer must place the correct endorsement on each mailpiece to provide
delivery instructions (retention period under 507.4.4.4, or carrier release under
508.1.2) or to request an ancillary service (forwarding, return, or address correction
under 507.1.0), subject to the corresponding standards for use and availability.

Return Address

When a printed ancillary service endorsement is used, or a request is embedded
within an Intelligent Mail barcode, a domestic return address must be placed in the
upper left corner of the address side of the mailpiece or the upper left corner of the
addressing area. If the return address is a multiple delivery address, it must show a
unit designator (e.g., an apartment number).

Placement of Endorsements
Placement of the endorsement on the mailpiece is determined as follows:

a. A retention period specified by the mailer must be placed directly above the
return address.

b. Any ancillary service endorsement (e.g., Address Service Requested,
Forwarding Service Requested, Return Service Requested, Change Service
Requested) must be placed in one of these four positions:
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1. Directly below the return address.

2. Directly above the delivery address area (which includes the delivery
address block and any related nonaddress elements such as a barcode,
keyline, or optional endorsement line).

3. Directly to the left of the postage area and below or to the left of any price
marking.

4. Directly below the postage area and below any price marking.

Physical Standards for Endorsements
The endorsement, or, if combined, endorsements, must meet these
physical standards:

a. The type size of the endorsement must be at least 8 points.

b. The read direction of the endorsement and return address must be the same as
the read direction of the delivery address.

c. The color contrast between the endorsement and the mailpiece background
must be kept at a reasonable degree. A brilliant colored background or reverse
printing is not permitted.

d. Aclear space of at least 1/4 inch around (above, below, and both sides) the
total area containing the endorsement(s) is required. This 1/4-inch clear space
is not required for an endorsement that is applied with a multiline optical
character reader (MLOCR) inkjet and placed in the location directly below the
postage area and any price marking if the endorsement is clear and legible.

Barcode Placement

General Barcode Placement for Flats

On any flat-size piece claimed at automation prices, the piece may bear one
POSTNET barcode or Intelligent Mail barcode under 5.2 or it may bear two
POSTNET barcodes under 5.3. Other non-USPS barcodes may appear on the
address side of the piece if the barcode format is not discernable to automated
postal equipment.

Applying One Barcode

On any flat-size mailpiece claimed at an automation price, the barcode may be
anywhere on the address side as long as it is at least 1/8 inch from any edge of the
piece. The portion of the surface of the piece on which the barcode is printed must
meet the barcode dimensions and spacing requirements in 708.4.2.5, and the
reflectance standards in 708.4.4. Intelligent Mail barcodes are subject to standards
in 708.4.3.2.

Applying Second Barcode

At the mailer’s option, a second POSTNET barcode may be applied to the piece
only if the first POSTNET barcode on the piece is an address block barcode
prepared under 5.2, that is not CASS-certified. In addition, the second barcode
must meet the following requirements:
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a. It must be a delivery point barcode (DPBC).

b. The preferred placement is the lower right corner of the mailpiece parallel to
and in the same direction as the delivery address.

c. It must be placed at least 1 inch below the return address.

d. The space between the two POSTNET barcodes must be greater than 1 inch.

5-Digit and ZIP+4 Barcodes

The delivery point barcode may appear in the address block when printed on an
insert that appears through a window or on an address label affixed directly to the
piece; or it may appear in the lower right corner either printed directly on the
mailpiece or on an insert that appears through a window. An automation price
flat-size piece must not bear a 5-digit or a ZIP + 4 barcode.

DPBC Numeric Equivalent

In delivery point barcoded automation price mailings only, the numbers
corresponding to the POSTNET bars in a correct delivery point barcode (DPBC)
may appear in the delivery address. If read from left to right, a correct DPBC
numeric equivalent consists of five digits, a hyphen, and seven digits.

Barcode in Address Block
When the barcode is included as part of the address block:

a. The barcode must be placed in one of these positions:
1. Above the address line containing the recipient’s name.
2. Below the city, state, and ZIP Code line.
3. Above or below the keyline information.
4.  Above or below the optional endorsement line.

b. The printing of the barcode is prohibited anywhere between the address line
containing the recipient’s name and the city, state, and ZIP Code line.

c. The minimum clearance between the barcode and any information line above
or below it within the address block must be at least 0.040 (1/25) inch for
POSTNET barcodes or 0.028 inch for Intelligent Mail barcodes, and the
separation between the barcode and top line or bottom line of the address
block must not exceed 0.625 (5/8) inch. The clearance between the leftmost
and rightmost bars and any adjacent printing must be at least 0.125 (1/8) inch.

d. If a window envelope is used, the clearance between the leftmost and
rightmost bars and any printing or window edge must be at least 0.125 (1/8)
inch, and the clearance between the barcode and the top and bottom window
edges must be at least 0.040 (1/25) inch for POSTNET barcodes or 0.028 inch
for Intelligent Mail barcodes. These clearances must be maintained during the
insert's range of movement in the envelope. Covers for address block windows
are subject to 5.7. Window envelopes also must meet the specifications in
601.6.3.
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e. Ifan address label is used, a clear space of at least 0.125 (1/8) inch must be left
between the barcode and the left and right edges of the address label, and the
clearance between the barcode and the top and bottom edges of the address
label must be at least 0.040 (1/25) inch for POSTNET barcodes or 0.028 inch
for Intelligent Mail barcodes.

Window Cover

The window cover must be of a nontinted clear or transparent material (e.g.,
cellophane or polystyrene) that permits the barcode and its background, as viewed
through the window material, to meet the reflectance standards in 708.4.4. The
edges of the window cover must be securely glued to the envelope.
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Prices and Fees

Prices Charged Per Piece

[1-22-12] Except for Flat Rate Envelopes under 1.5, Express Mail postage is
charged for each addressed piece according to its weight and zone. For shipments
presented in Express Mail pouches under an Express Mail Custom Designed
agreement, each pouch is considered an addressed piece.

Price Application

Except under 1.5, Flat Rate Envelopes, Express Mail items are charged the
0.5-pound price for items up to 0.5 pound. Iltems over 0.5 pound are rounded up to
the next whole pound. For example, if a piece weighs 0.25 pound, the weight
(postage) increment is 0.5 pound; if a piece weighs 0.75 pound, the weight
(postage) increment is 1 pound. Express Mail items mailed under a specific
customer agreement are charged according to the individual agreement.

Commercial Base Prices
Express Mail Commercial Base prices are less than Express Mail retail prices (see
Notice 123 —Price List). These prices apply to:

a. Customers who use an Express Mail Corporate Account (EMCA), including
Federal Agency Accounts.

b. Click-N-Ship customers.

c. Registered end-users of USPS-approved PC Postage providers when using a
qualifying shipping label managed by the PC Postage system used.

d. Customers using USPS-approved IBl postage meters that print the IBIl with the
appropriate price marking (“Commercial Base Price,” “Commercial Base
Pricing,” or “ComBasPrice”) and who electronically transmit transactional data
to the USPS and use an approved Express Mail shipping label.

e. Customers who pay postage with a permit imprint using the Electronic
Verification System (eVS) program to document and pay postage (see 705.2.9).

Commercial Plus Prices
Express Mail Commercial Plus prices are less than Express Mail retail prices (see
Notice 123 —Price List).
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1.4.1 Eligibility

Commercial Plus prices are available for customers whose cumulative account
volume exceeds 5,000 pieces in the previous four quarters or who have a customer
commitment agreement with the USPS (see 1.4.2) and who are:

a. Express Mail Corporate Account (EMCA) customers, including Federal Agency
Accounts.

b. Registered end-users of USPS-approved PC Postage products when using a
qualifying shipping label managed by the PC Postage system used.

c. Permit imprint customers using the eVS program to document and pay
postage under 705.2.9.

d. Customers using USPS-approved IBI postage meters that print the IBI with the
appropriate price marking (see 302.3.1) and who electronically transmit
transactional data daily to USPS for all mailpieces and mail categories and use
an approved Express Mail shipping label.

1.4.2 New Express Mail Customers

Commercial Plus prices are available for new Express Mail customers who have a
customer commitment agreement with the USPS. Shippers must contact their
account manager or the manager, Shipping Support, Shipping Services (see
608.8.0 for address) for additional information.

Flat Rate Envelopes

[1-22-12] Only USPS-produced or approved Flat Rate Envelopes are eligible for the
Flat Rate Envelope price and are charged a flat price, regardless of the actual weight
(up to 70 pounds) of the piece or its domestic destination. When sealing a Flat Rate
Envelope, the container flaps must be able to close within the normal folds. Tape
may be applied to the flaps and seams to reinforce the container provided the
design of the container is not enlarged by opening the sides and the container is not
reconstructed in any way. See Notice 123 —Price List.

Sunday and Holiday Premium

When delivery is guaranteed for a Sunday or holiday, there is a premium (see Notice
123 —Price List), unless paying via an Express Mail Manifesting Agreement.
Customers not desiring delivery on a Sunday or a holiday may avoid the premium by
opting for guaranteed delivery on the subsequent delivery day.

Pickup on Demand

The Pickup on Demand fee is charged every time pickup service is provided,
regardless of the number of pieces picked up. This service may be combined with
Priority Mail and Package Services pickups (see 507.7.0). See Notice 123—Price
List.

Delivery Stop

Express Mail Custom Designed items are subject to an additional fee for each
delivery stop for items presented for delivery to addressee. See Notice 123—Price
List.
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Determining Single-Piece Weight

When determining single-piece weight, express all weights in decimal pounds
rounded off to two decimal places (except mailers using eVS). Mailers using eVS
may round off to two or four decimals, because eVS will automatically round to the
appropriate decimal place. When using a manifest mailing system, the manifest
weight field must be properly completed by adhering to the rules relative to the
specific manifest.

Content Standards for Express Malil

General
All mailable matter may be sent as Express Mail, except matter prohibited by
standards (e.g., certain hazardous materials).

Matter Required to be Mailed as First-Class Mail
Mailers have the option to use Express Mail or Priority Mail for mailpieces required to
be mailed as First-Class Mail (see 133.3.0).

Basic Standards for Express Mail

Definition

Express Mail is an expedited service for shipping any mailable matter, with
guaranteed delivery, subject to the standards below. Express Mail International is
available between the United States and most foreign countries (see the
International Mail Manual).

IMpb Standards

[1-22-12] Commercial Express Mail with postage paid through a PC Postage
system must bear an Intelligent Mail package barcode (IMpb) prepared under
708.5.0. Effective January 7, 2013, all commercial Express Mail pieces (except for
pieces paying postage through EMCA) must bear an IMpb.

Matter Closed Against Postal Inspection

Matter closed against postal inspection includes First-Class Mail, Priority Mail
(including Critical Mail), and Express Mail. The USPS may open mail other than First-
Class Mail, Priority Mail (including Critical Mail), or Express Mail to determine whether
the proper price is paid. Material wrapped or packaged so that it cannot be
examined easily or examined without destruction or serious damage is closed
against postal inspection and is charged the appropriate First-Class Mail, Priority
Mail, or Express Mail price.
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Service Features of Express Mall

General

[1-22-12] Customers may access delivery information at www.usps.com or by
calling 1-800-222-1811 toll-free and providing the article number. A delivery record,
including the addressee’s signature, will be faxed or mailed upon request. See
315.2.2 for more information regarding the addressee’s signature.

Express Mail Next Day Delivery

4.2.1 Availability

Express Mail Next Day Delivery is available via designated USPS facilities,
designated Express Mail collection boxes, or Pickup on Demand service, for
overnight service to designated destination 3-digit ZIP Code delivery areas. Except
for items endorsed “Guaranteed by End of Day” with an approved customer
agreement, items are delivered to an addressee within the delivery area of the
destination facility by noon or 3 p.m. on the next day. If delivery is not made, the
addressee is notified, a second notice is left on the third day, and a second delivery
is attempted upon customer request. For additional options, see 4.2.4, Hold for
Pickup, and 4.4, Express Mail Custom Designed.

4.2.2 Where Not Available
Next Day Delivery may not be available at or between all Post Offices or at all times
of deposit. An Express Mail Next Day Delivery directory is available at Post Offices.

4.2.3 Acceptance Times

Express Mail Next Day Delivery mail must be presented by the times authorized by
the postmaster. Express Mail Next Day Delivery items mailed after the time
authorized by the postmaster are accepted for delivery on the second day after
mailing, subject to 4.3.

4.2.4 Hold for Pickup

Under Hold for Pickup service, items presented under 4.2.1 are available for claim
by the addressee at the destination facility by 10 a.m., 12 p.m., or 3 p.m. of the next
day the destination office is open for retail business.

4.2.5 Refunds

For Express Mail Next Day Delivery, the USPS refunds the postage for an item not
available for customer pickup at destination or for which delivery to the addressee
was not attempted, subject to the standards for this service, unless the delay was
caused by one of the situations in 314.3.0.

Express Mail Second Day Delivery

4.3.1 Availability

Express Mail Second Day Delivery is available to any destination not listed in the
Next Day Delivery directory mentioned in 4.2.2. Except for items endorsed
“Guaranteed by End of Day” per an approved customer agreement, items are
delivered to an addressee within the delivery area of the destination facility by noon
or 3 p.m. on the second delivery day. If delivery is not made, the addressee is
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notified, a second notice is left on the third day, and a second delivery is attempted
upon customer request. For additional options, see 4.2.4, Hold for Pickup and 4.4,
Express Mail Custom Designed.

4.3.2 Acceptance
Express Mail Second Day Delivery is accepted at designated USPS facilities, at
Express Mail collection boxes, and through Pickup on Demand service.

4.3.3 Acceptance Times
Express Mail Second Day Delivery shipments must be presented by 5 p.m., or such
time authorized by the postmaster.

4.3.4 Hold for Pickup Service

Under Hold for Pickup service, items presented under 4.3.3 are available for pick up
by the addressee at the destination facility by 10 a.m., 12 p.m., or 3 p.m. of the
second delivery day that the destination office is open for retail business.

4.3.5 Refunds

For Express Mail Second Day Delivery, the USPS refunds the postage for an item
not available for customer pickup at destination or for which delivery to the
addressee was not attempted, subject to the standards for this service, unless the
delay was caused by one of the situations in 314.3.0.

Express Mail Custom Designed

4.4.1 Availability

A service agreement is required for Custom Designed mailings. Custom Designed
items are not eligible for Flat Rate pricing. Express Mail Custom Designed is
available only on a scheduled basis between designated USPS facilities or other
designated locations for mailable matter presented under the service agreement
between the USPS and the mailer.

4.4.2 Additional Fee
Express Mail Custom Designed items are subject to an additional fee for each
delivery stop for items presented for delivery to addressee.

4.4.3 Service Agreement Information
Each Express Mail Custom Designed Agreement must specify the scheduled:

a. Place, time, and day or date of origin for each shipment presented for service to
each specific destination.

b. Place, time, and day or date for claim or delivery at destination for each
scheduled shipment.

4.4.4 Service Commencement
Service provided under a service agreement must begin not more than 10 days after
the signed service agreement is presented to the USPS.

4.4.5 Changes in Destination Address
At least 30 days' advance notice is required to change the Express Mail destination
address for origin caller service mail (accelerated reply mail).
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4.6

4.4.6 Termination by USPS

Express Mail Custom Designed provided under a service agreement may be
terminated by the USPS on 10 days' written notice to the mailer, if service cannot be
provided for reasons beyond the control of the USPS or because of changes in
USPS facilities or operations, or if the mailer fails to adhere to the terms of the
service agreement or these standards.

4.4.7 Termination by Mailer
A service agreement may be terminated by the mailer for any reason by notice to
the USPS.

4.4.8 Refunds

For Express Mail Custom Designed, the USPS refunds the postage for an item not
available for customer pickup at destination or not delivered to the addressee within
24 hours of mailing, unless the item was mailed under a service agreement that
provides for delivery more than 24 hours after scheduled presentation at the point of
origin or if the delay was caused by one of the situations in 314.3.0.

Express Mail Military Service (EMMS)

4.5.1 Objectives

For Express Mail Military Service (EMMS), items presented at APO/FPO and DPO
facilities before the published cut-off time are delivered the second day after
acceptance. ltems presented after the published cut-off time are delivered the third
day after acceptance. For EMMS, the USPS refunds postage for an item not
available for customer pickup at the APO/FPO and DPO address or for which
delivery to the addressee was not attempted domestically within the times specified
by the standards for this service, unless the item was delayed by Customs; the item
was destined for an APO/FPO and DPO that was closed on the intended day of
delivery (delivery is attempted the next business day); or the delay was caused by
one of the situations in 314.3.0.

4.5.2 Availability

EMMS (under 2.6) is available between the United States and designated APO/FPO
and DPOs to provide Department of Defense personnel stationed overseas, and
others entitled to APO and FPO mailing privileges, an expedited delivery service to
or from the United States. EMMS Custom Designed Service and EMMS drop
shipment service are available to authorized APO/FPO destinations.

Drop Shipment

Express Mail Custom Designed, Express Mail Next Day Delivery, and Express Mail
Second Day Delivery may be used to expedite movement of any other class of mail
from one domestic USPS facility to another by Express Mail drop shipment, subject
to the standards in 705.19.0.
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1.0
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Postage Payment and Documentation

1.0 Basic Standards for Postage Payment Options
2.0 Corporate Accounts
3.0 Postage Refunds

Basic Standards for Postage Payment Options

Federal agency and USPS official Express Mail may use the appropriate indicia,
subject to 703.7.0. The mailer is responsible for proper payment of postage.
Customers may pay postage with a permit imprint via the electronic verification
system (eVS) program to manifest Express Mail items, according to 705.2.9.9.

Commercial Base Pricing
Commercial Base Express Mail postage may be paid with:

a. An Express Mail Corporate Account (see 2.0), including federal agency
accounts.

b. Click-N-Ship.

c. USPS-approved PC Postage products by registered end-users in conjunction
with a qualifying shipping label managed by the PC Postage system used.

d. USPS-approved IBI postage meters that print the IBI with the appropriate price
marking (see 302.3.1) and transactional data is electronically transmitted to
USPS with an approved Express Mail shipping label.

e. Permit imprint through the Electronic Verification System (eVS) under 705.2.9.

Commercial Plus Pricing
Commercial Plus Express Mail postage may be paid with:

a. An Express Mail Corporate Account (see 2.0), including federal agency
accounts.

b. USPS-approved PC Postage products by registered end-users in conjunction
with a qualifying shipping label managed by the PC Postage system used.

c. Permit imprint through the Electronic Verification System (eVS) under 705.2.9.

d. USPS-approved IBI postage meters that print the IBI with the appropriate price

marking (see 402.2.1) and transactional data is electronically transmitted daily
to USPS for all mailpieces and mail categories with an approved Express Mail
shipping label.
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2.5

2.6

Corporate Accounts

Availability

An Express Mail Corporate Account (EMCA) is available to any mailer, subject to 2.3
through 2.6 and the terms on Form 5639. The address provided by the mailer on
Form 5639 must be valid as a condition of an account being opened.

Account

Written application is required to mail with an Express Mail Corporate Account.
Mailers must pay postage through an Express Mail Corporate Account for all
Express Mail items accepted under the terms of an Express Mail Manifesting
agreement in 705.2.6.

Postage Liability

The mailer must pay all postage and fees resulting from shipments presented
bearing the assigned account number while the account is active and up to 30 days
after the account is closed. After that, any shipment bearing the account number is
refused and returned to the mailer.

Payment Method
For opening and maintaining an account, the mailer may do any of the following:

a. Use a personal or business credit card.

b. Authorize the USPS to originate an Automated Clearing House (ACH) debit
from a specified bank account.

c. Participate in the Centralized Account Processing System (CAPS) debit only if
combined with other PostalOne! accounts such as permit imprint, Periodicals,
and Business Reply Mail.

d. Existing EMCA customers who deposit cash and checks in local trust accounts
must maintain a minimum balance in the account equal to an average week's
postage and fees, or $100, whichever is higher.

USPS Report

By the 10th of the month, the account holder receives a mailing activity report for
the previous month. This report includes beginning and ending balances; deposits
made; and postage and fees deducted. Accounts with activity have an itemized
page included in the report. This itemization lists each piece mailed, the mailing
date, label number, origin and destination ZIP Codes, and postage and fees.
Deposits, withdrawals, and adjustments also are itemized.

Closing Account

The USPS may close an account with 10 days' written advance notice to the
account holder, (and reserves the right to refer closed corporate accounts with
negative balances or unpaid mailings to a collection agency), for any of the following
reasons:

a. The ending balance on the mailing activity report is below the minimum balance
required for two consecutive months.

b. The account remains inactive for one year, unless circumstances warrant
otherwise (e.g., a seasonal mailer, positive balance, etc.).
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For any unpaid mailings.

There are repetitive unpaid mailings due to rejection of payment by the account
holders' credit card company or ACH institution. The closing of an account due
to repetitive unpaid mailings caused by the rejection of the payment by the
banking institution is subject to review by the manager, Business Mail Entry.

Postage Refunds
[1-22-12] Postage refunds may not be available if delivery was attempted within the
times required for the specific service, or for any of the following reasons:

a.
b.

C.

The item was properly detained for law enforcement purposes.
The item was delayed due to strike or work stoppage.

The item was delayed because of an incorrect ZIP Code or address; forwarding
or return service was provided after the item was made available for claim.

The shipment is available for delivery, but the addressee made a written
request, i.e. Hold Mail request, that the shipment be held for a specific day(s).

The delivery employee discovers that the shipment is undeliverable as
addressed before leaving on the delivery route.

If authorized by USPS Headquarters, and the delay was caused by
governmental action beyond the control of USPS or air carriers; war,
insurrection, or civil disturbance; delay or cancellation of flights; projected or
scheduled transportation delays; breakdown of a substantial portion of USPS
transportation network resulting from events or factors outside the control of
USPS; or acts of God.

The shipment contained live animals and was delivered or delivery was
attempted within 3 days of the date of mailing.

The Express Mail Next Day shipment was mailed December 22 through
December 25 and was delivered or delivery was attempted within 2 business
days of the date of mailing.

Postage refunds, other than for loss, may not be obtained if the Express Mail
piece is destined to Guam, American Samoa, the Commonwealth of the
Northern Mariana Islands, the Republic of the Marshall Islands, or the Federated
States of Micronesia (see 608.2.4.1 for ZIP Codes).
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Mail Preparation

1.0 General Information for Mail Preparation
2.0 Express Mail Next Day and Second Day
3.0 Express Mail Custom Designed

4.0 Firm Mailing Book

General Information for Mail Preparation

Express Mail Packaging Provided by the USPS

Express Mail packaging provided by the USPS must be used only for Express Mail.
Regardless of how the packaging is reconfigured or how markings may be
obliterated, any material mailed in USPS-provided Express Mail packaging is
charged the appropriate Express Mail price.

Price Marking
See 302.3.1 for price markings.

Express Mail Next Day and Second Day

Mailing Label

For each Express Mail item, the mailer must complete Label 11-B or Label 11-F for
Post Office to Addressee Service, Label 11-HFPU for Hold for Pickup service, or a

single-ply Express Mail label generated through Click-N-Ship or an USPS-approved
method. Mailers authorized to present Next Day or Second Day Express Mail items
using an Express Mail Manifesting System must follow label preparation procedures
in Publication 97, Express Mail Manifesting Technical Guide.

Waiver of Signature

[1-22-12] For editions of Express Mail Label 11-B or Label 11-F, Express Mail Post
Office to Addressee, printed before January 2012, a mailer sending an Express Mail
item may instruct the USPS to deliver an Express Mail Next Day Delivery or Express
Mail Second Day Delivery item without obtaining the signature of the addressee or
the addressee’s agent by checking and signing the waiver of signature on

Label 11-B or Label 11-F, or indicating waiver of signature is requested on single-ply
commercial label. Completion of the waiver of signature authorizes the delivery
employee to sign upon delivery. The item is delivered to the addressee’s mail
receptacle or other secure location. Mailers who request waiver of signature are
provided only the delivery date and time, and not an image of a signature when
accessing delivery information on the Internet or by phone.

Signature Required

[1-22-12] For editions of Express Mail Label 11-B or Label 11-F printed on or after
January, 2012, a mailer sending an Express Mail item, and requiring the addressee’s
signature, must instruct USPS to obtain a signature from the addressee upon
delivery of the item by checking the “signature required” box on Label 11-B or Label
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11-F or indicating signature is requested on single-ply commercial label. If the
signature required box is selected, an image of the signature will be provided when
accessing delivery information.

ZIP Code Determination

For Express Mail Next Day Delivery, the mailer determines if the item is destined to a
ZIP Code area to which Express Mail Next Day Delivery is offered from the point of
origin by accessing an Express Mail Next Day Delivery directory, available at Post
Offices. If the destination is not listed, only Express Mail Second Day Delivery is
available.

Express Mail Custom Designed

Forms

The mailer must complete Form 5625 and, when appropriate, Form 3877. The
completed form is placed in an EP-13 envelope that is affixed to the Express Mail
pouch.

Signature Required
[1-22-12] The addressee’s (or agent’s) signature is required for all Express Mail
Custom Designed service.

Pouches
Express Mail Custom Designed items must be presented in sealed Express Mail
pouches.

Firm Mailing Book
Form 3877 is available at no cost to any mailer who mails an average of three or
more Express Mail items at one time, following these instructions:

a. The mailer must prepare Express Mail Custom Designed and Express Mail Next
Day Delivery or Second Day Delivery items as described above and present the
completed form with the items to be mailed.

b. The mailer must enter on Form 3877 the full number of each Express Mail item
and the addressee's name and address.

c. All entries must be made in duplicate by typewriter, ink, or ballpoint pen. One
copy is kept by the accepting employee. The other is receipted and returned to
the mailer.

d. All unused parts of the address column in Form 3877 must be obliterated by
drawing a diagonal line through the unused part. Any alteration must be initialed
by the mailer and accepting employee.

e. For Express Mail Manifesting, a special manifest is used to present Express
Mail items for acceptance as described in Publication 97, Express Mail
Manifesting Technical Guide. Form 3877 may be used only to list items for
which extra services have been requested. See 705.2.6 for more information.
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Enter and Deposit

1.0 Express Mail Next Day and Second Day Delivery
2.0 Express Mail Custom Designed

3.0 Express Mail Military Service

4.0 Pickup on Demand Service

Express Mail Next Day and Second Day Delivery

Commercial Express Mail Next Day and Second Day Delivery items:

a. May be deposited in Express Mail collection boxes, handed to delivery and
collection employees during their normal delivery and collection duties, or
picked up by USPS Pickup on Demand service. The “time and date of mailing”
for items deposited in these ways is the time and date the items are brought to
the Express Mail acceptance unit.

b. If manifested, will be accepted at the locations specified in the Express Mail
Manifesting agreement.

Express Mail Custom Designed
Express Mail Custom Designed items must be deposited on a scheduled basis
under the service agreement.

Express Mail Military Service
Express Mail Military Service items must be presented by the times authorized by
the local postmaster.

Pickup on Demand Service

Availability
Express Mail Pickup on Demand service is available from designated Post Offices.

Pickup on Demand Fee
The Pickup on Demand fee is assessed and paid as described in 507.7.0.
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Prices and Eligibility

1.0 Prices and Fees
2.0 Content Standards for Priority Mail
3.0 Basic Standards for Priority Mail

Prices and Fees

Price Application
The following price applications apply:

a.

Except Commercial Plus items weighing up to 0.50 pound (see 1.1¢) and
Commercial Plus cubic items (see 423.1.1d.), Priority Mail mailpieces are
charged per pound; any fraction of a pound is rounded up to the next whole
pound. For example, if a piece weighs 0.75 pound, the weight (postage)
increment is 1 pound.

Flat-rate prices are not based on weight and zone but are charged a flat rate
regardless of actual weight (up to 70 pounds) of the mailpiece and domestic
destination.

The minimum postage amount per addressed piece is the 1-pound price
except Commercial Plus items weighing up to 0.50 pound. Charge the 0.50-
pound price for Commercial Plus items up to 0.50 pound. ltems over 0.50
pound are rounded up to the next whole pound. For example, if a Commercial
Plus piece weighs 0.10 pound, the weight (postage) increment is 0.50 pound; if
a piece weighs 0.75 pound, the weight (postage) increment is 1 pound.

Priority Mail items mailed under a specific customer agreement are charged
according to the individual agreement.

Commercial Base Prices
For prices, see Notice 123—Price List. The Commercial Base prices are available

for:
a.
b.

Click-N-Ship customers.

Registered end-users of USPS-approved PC Postage products when using a
qualifying shipping label managed by the PC Postage system used.

Customers using permit imprint.
Priority Mail Open and Distribute customers; see 423.1.3 and 705.18.0.

Priority Mail mailpieces returned to Merchandise Return Service (MRS) permit
holders (see 505.3.0).

Customers using USPS-approved IBI postage meters that print the IBI with the
appropriate price marking (see 302.3.1) and electronically transmit transactional
data to the USPS.
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Commercial Plus Prices

1.3.1 Basic Eligibility

For prices, see Notice 123 —Price List. Commercial Plus prices are available to
Priority Mail (including Critical Mail) customers who qualify for Commercial Base
prices and whose cumulative account volume exceeds a combined total of 5,000
letter-size and flat-size pieces (including Flat Rate Envelopes, but not the Padded
Flat Rate Envelope) or 75,000 total pieces (see 423) in the previous calendar year
(except Priority Mail Open and Distribute) or who have a customer commitment
agreement with USPS, and are:

a. Registered end-users of USPS-approved PC Postage products.
b. Permit imprint customers.

c. Priority Mail Open and Distribute (PMOD) customers (see 423.1.3 and
705.18.0).

d. MRS permit holders (see 423.1.3 and 505.3.0).

e. Customers using USPS-approved IBI postage meters that print the IBI with the
appropriate price marking for commercial price items (see 302.3.1) and
electronically transmit transactional data daily to USPS for all mailpieces and
mail categories.

1.3.2 New Priority Mail Customers

Commercial Plus prices are available for new Priority Mail customers who have a
customer commitment agreement with the USPS. Shippers must contact their
account manager or the manager, Shipping Support, Shipping Services (see
608.8.0 for address) for additional information.

Critical Mail Prices

1.4.1 Basic Eligibility

Critical Mail flat-size pieces are charged a flat rate regardless of domestic
destination or weight for barcoded, automation flats up to 13 ounces. Critical Mail
flat-size pieces that exceed 13 ounces in weight or exceed 3/4 inch thickness, or
are not barcod