| >

UNITED STATES
POSTAL SERVICE.

Domestic Mail Manual
DMM Issue 58 Updated 9-16-04

Purpose. The Domestic Mail Manual (DMM), revised and published periodically, contains the
official rates and standards of the U.S. Postal Service governing domestic mail services (see G020).

Effective Date. This book includes all revisions issued since the publication of DMM Issue 58
(dated 8-10-03). This edition includes all of the rate and classification changes effective June 30,
2002.

Summary of Changes. A description of revisions made since the publication of DMM Issue 58 is in
1010. The summary of changes is presented in two ways: by effective date and by DMM module.
Mailing standards in the DMM are amended or rescinded by notices in the Postal Bulletin or the
Federal Register.

Availability

Public. The public can access the DMM and other publications in PDF and HTML formats on the
Postal Explorer Web site at http://pe.usps.gov. The online DMM is updated monthly. Annual
subscriptions for printed copies are available only through the Superintendent of Documents, U.S.
Government Printing Office, 202-512-1800.

USPS. Postal employees can access the DMM and other publications in PDF and HTML formats on
the USPS Web site. The online DMM is updated monthly. Each printed issue of the DMM is
distributed to postal facilities. Offices requiring more copies must order them through the Material
Distribution Center using standard ordering procedures.

How to Use This Book. A “how-to” guide is located at the beginning of this book. Also included is a
series of Quick Service Guides — two-page overviews of mail classification and preparation.

DMM Transformation Project. We are transforming the DMM into a series of printed documents
and electronic systems that make it easy for readers to find information and understand USPS
mailing standards. Two publications are available now: DMM 100, A Customer's Guide to Mailing,
for retail customers; and DMM 200, A Guide to Mailing for Businesses and Organizations. Both
publications are in post offices and online at www.usps.com.

Comments. Contact your local post office, business mail entry unit, or rates and classification
service center with comments or questions about the standards in this document (see G042 for
addresses and telephone numbers).

Stephen M. Kearney
Vice President
Pricing and Classification



DOMESTIC MAIL MANUAL
DMM Issue 58 Updated 9-16-04

Published by
Mailing Standards
Pricing and Classification
U.S. Postal Service



Addressing -

DMM lIssue 58 Updated 9-16-04

>
Q
[«
=
[
73
e,
=3
«

Contents

A000 Basic Addressing
A010 Standard Addressing Formats
A020 Alternative Addressing Standards
A030 Address Quality
A060 Detached Address Labels (DALSs)

A800 Addressing for Barcoding

A900 Customer Support
A910 Mailing List Services
A920 Address Sequencing Services
A930 Other Services
A950 Coding Accuracy Support System (CASS)







Standard Addressing Formats A010.1.3 oy

AO00 Basic Addressing
A010 Standard Addressing Formats

Summary AO010 describes the required elements of a complete address and proper
placement of delivery and return addresses. It also provides standards for
addressing military mail, Periodicals, and using a return address.

0L0

1.0 ADDRESS CONTENT AND PLACEMENT

Delivery Address  The delivery address specifies the location to which the USPS is to deliver a
1.1 mailpiece. Except for mail prepared with detached address labels under A060, the
piece must have the address of the intended recipient, visible and legible, only on
the side of the piece bearing postage.

Address Elements  [5-13-04] All mail not bearing a simplified address under A020 must bear a delivery
1.2  address that contains at least the following elements in this order from the top line:

a. Intended recipient’s name or other identification.

b. Private mailbox designator (“PMB” or alternative “#”) and number if the
mailpiece is addressed to a commercial mail receiving agency (CMRA)
address.

c. Street and number. (Include the apartment number, or use the post office box
number, or general delivery, or rural route or highway contract route
designation and box number, as applicable.)

d. City and state (or state abbreviation). The city is any acceptable mailing
name for the 5-digit ZIP Code serving the intended recipient as shown in
Publication 65, National Five-Digit ZIP Code and Post Office Directory, and
the USPS City State Product.

e. ZIP Code (5-digit or ZIP + 4) where required:

(1) ZIP Codes are required on Express Mail, Presorted and automation
rate First-Class Mail, Periodicals mail, Standard Mail, Package
Services mail (except single-piece rate Parcel Post), all mail sent to
military addresses within the United States and to APO and FPO
addresses, all official mail (penalty mail), all business reply mail, and
all merchandise return service mail.

(2) Unless required above, ZIP Codes may be omitted from single-piece
rate First-Class Mail (including Priority Mail), single-piece rate Parcel
Post, and pieces bearing a simplified address.

OCR Read Area On a letter-size piece, the recommended address placement is within the optical
1.3 character reader (OCR) read area, which is a space on the address side of the
mailpiece defined by these boundaries (see Exhibit 1.3):

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.

DMM Issue 58 Updated 9-16-04 A-1
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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.
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A clear space must be available on all mail for the address, postage (permit
imprint, postage stamp, or meter stamp), postmarks, and postal endorsements.

If the names and addresses of the sender and intended recipient do not appear on
both the host and attachment, the sender’s name and address must be placed on
one piece and the recipient's name and address on the other. Combination
containers that have inseparable parts or compartments are mailable with the
names and addresses on only one.

Basic addressing standards for First-Class Mail, Express Mail, Standard Mail, and
Package Services are in E100, E500, E600, and E700, respectively. Additional
standards for Periodicals are in 7.0. Additional standards apply to overseas military
mail, Department of State mail, mail in window envelopes, international mail, and
mail claimed at any automation rate.

ZIP CODE

The ZIP (Zone Improvement Plan) Code system is a numbered coding system that
facilitates efficient mail processing. The USPS assigns ZIP Codes. All post offices
are assigned at least one unique 5-digit ZIP Code. Larger post offices may be
assigned two or more 5-digit ZIP Codes (multi-5-digit ZIP Code offices). Separate
5-digit ZIP Codes are assigned to each delivery unit at these offices. Unique 3-digit
and multi-5-digit ZIP Code post offices have street listings in Publication 65,
National Five-Digit ZIP Code and Post Office Directory.

The most complete ZIP Code is a nine-digit number consisting of five digits, a
hyphen, and four digits, which the USPS describes by its trademark ZIP+4. The
correct format for a numeric ZIP+4 code is five digits, a hyphen, and four digits.
The first five digits represent the 5-digit ZIP Code; the sixth and seventh digits (the
first two after the hyphen) identify an area known as a sector; the eighth and ninth
digits identify a smaller area known as a segment. Together, the final four digits
identify geographic units such as a side of a street between intersections, both
sides of a street between intersections, a building, a floor or group of floors in a

DMM Issue 58 Updated 9-16-04
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building, a firm within a building, a span of boxes on a rural route, or a group of
post office boxes to which a single USPS employee makes delivery.

A numeric equivalent of a delivery point barcode (DPBC) consists of five digits
followed by a hyphen and seven digits as specified in C840. The numeric
equivalent is formed by adding three digits directly after the ZIP+4 code.

0L0

COMPLETE ADDRESS

A complete address has all the address elements necessary to allow an exact
match with the current USPS ZIP+4 Product to obtain the finest level of ZIP+4
code for the delivery address. A complete address may be required on mail at
some automation rates.

A complete delivery address includes:
a. Addressee name or other identifier and/or firm name where applicable.
b. Private mail box designator and number (PMB 300 or #300).

c. Urbanization name (Puerto Rico only, ZIP Code prefixes 006 to 009, if area is
so designated).

d. Street number and name (including predirectional, suffix, and postdirectional
as shown in USPS ZIP+4 Product for the delivery address or rural route and
box number (RR 5 BOX 10), highway contract route and box number (HC 4
BOX 45), or post office box number (PO BOX 458), as shown in USPS ZIP+4
Product for the delivery address). (“PO Box” is used incorrectly if preceding a
private box number, e.g., a college mailroom.)

e. Secondary address unit designator and number (such as an apartment or
suite number (APT 202, STE 100)).

f. City and state (or authorized two-letter state abbreviation). Use only city
names and city and state name abbreviations as shown in USPS City State
Product. Contact the National Customer Support Center (see A930) for more
information about the City State Product.

g. Correct 5-digit ZIP Code or ZIP+4 code. If a firm name is assigned a unique
ZIP+4 code in the USPS ZIP+4 Product, the unique ZIP+4 code must be
used in the delivery address.

RETURN ADDRESS

[5-13-04] The return address tells the USPS where the sender of a mailpiece
wants it returned if the piece cannot be delivered.

[5-13-04] The return address contains elements corresponding to those for the
delivery address. A return address is required in specific circumstances (see 4.4).
If the sender’s name is not included in the return address, another clear
designation (apartment, suite, or room number) is required to ensure proper
handling of ancillary services and/or return of the piece. ZIP Codes (5-digit or
ZIP+4) are required in the return address of all mail on which postage is paid with
precanceled stamps or company permit imprint, and in the sender’s return address
on Periodicals mail when “Address Service Requested” is specified. Official mail
(penalty mail) also requires a ZIP Code in the return address.

The USPS uses the return address to provide ancillary services requested by the
mailer (e.g., “Return Service Requested”). The return address on any mailpiece
endorsed for an ancillary service must identify where the piece is to be returned
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and where the mailer is prepared to pay applicable postage and fees for pieces
returned or for ancillary service provided at the mailer’s request. A domestic return
address must be placed in the upper left corner of the address side of the piece or
the upper left corner of the addressing area.

[5-13-04] Except as provided in 4.2, the sender’s domestic return address must
appear legibly on:

a. Mail of any class, when its return and/or an address correction service is
requested.

. Official mail.

. Mail paid with precanceled stamps.

. Matter bearing a company permit imprint.
. Priority Mail.

- O O o T

. Periodicals in envelopes or wrappers.
. Package Services (except unendorsed Bound Printed Matter).

0 «Q

. Registered mail.

i. Insured mail.

j. Collect on delivery (COD) mail.

k. Certified malil if a return receipt is requested.

I. Express Mail if a return receipt is requested. The return address on the
Express Mail label meets this standard.

An endorsement directing return to point of mailing (postmark) is not honored.

RESTRICTIONS

Mail with a dual address, i.e., both a street address and a post office box number,
is delivered to the address immediately above the city and state (or to the post
office box if both the street address and post office box are on the same line). If a
ZIP+4 code or 5-digit ZIP Code is used, it must correspond to the address element
immediately above the city and state (or with the post office box number in the
address if both the street address and post office box are on the same line). These
restrictions also apply to return addresses on mail (for more information, see
Publication 28, Postal Addressing Standards).

Mail with the name of more than one post office in the delivery address or return
address is not acceptable for mailing.

Mail sent to an addressee at a commercial mail receiving agency (CMRA) must be
addressed to their private mailbox (“PMB” or “#”) number at the CMRA mailing
address.

MILITARY MAIL

Overseas military addresses must conform to domestic addressing standards. The
delivery line (i.e., the second line from the bottom in the address) must show the
ship name, unit number, CMR or PSC number, and box number if assigned. The
last line must contain the APO and FPO designation and the appropriate two-letter
“state” abbreviation (AA, AE, or AP), followed by the ZIP+4 or 5-digit ZIP Code.

DMM Issue 58 Updated 9-16-04
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AA, AE, and AP are used for addresses with the 3-digit ZIP Code prefixes 340,
090-098, and 962-966, respectively. In addition:

a. Mail addressed to Army personnel must show full name, including first name
and middle name or initial, and unit number.

0L0

b. Mail addressed to Air Force personnel must show full name, including first
name and middle name or initial, and PSC or unit number.

¢. Mail addressed to Navy and Marine Corps personnel must show full name,
including first name and middle name or initial, and PSC number for
shore-based units, or ship name.

d. Mail sent to dependents residing in overseas areas must be addressed in
care of the sponsor.

Mail showing a foreign city and country in addition to the military address is subject
to the postage rates and conditions for international mail.

Mail addressed to military personnel within the United States must show the name
of the military installation, state, and either the correct ZIP Code or ZIP+4 code. In
addition:

a. Mail addressed to Army personnel must show full name, including first name
and middle name or initial, and organization.

b. Mail addressed to Air Force personnel must show full name, including first
name and middle name or initial, organization, and box number (if served by
a PSC).

c¢. Mail addressed to Navy and Marine Corps personnel must show full name,
including first name and middle name or initial, and organization.

d. Mail sent to dependents of military personnel for delivery through the
sponsor’s military unit must be addressed in care of the sponsor.

e. Mail sent to dependents of military personnel for delivery at the sponsor’s
military quarters need not be addressed in care of the sponsor.

ADDITIONAL STANDARDS FOR PERIODICALS

Each addressed piece, including the top copy of a firm bundle, must bear the
addressee’s name and address. The address must include the correct ZIP+4 code
or 5-digit ZIP Code.

White or other light-colored paper must be used for the address label. To identify
the mailpiece as Periodicals, the mailer may place, vertically along the left-hand
side of the label, a 1/4-inch or narrower strip of solid pink or of pink “PER”
characters.

The delivery address must be clearly visible on or through the outside of the
mailpiece, whether placed on a label or directly on the host publication, a
component, or the mailing wrapper. If placed on the mailing wrapper, the address
must be on a flat side, not on a fold (see Exhibit 7.3). If a polybag is used, the
address must not appear on a component that rotates within the bag, and the
address must remain visible throughout the addressed component’s range of
motion.
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Address Placement
for Periodicals FRONT COVER BACK COVER

Exhibit 7.3 TR
NATIONAL Lo
PREVIEW

Tomorrow’s News Today

USSR D6 HOYIE TUMAN
AV XOREIERLS N 917 |
DNVINA A

Address Label Placement
—Binding or Fold

Return Address  The return address must appear on any mailing wrapper that is endorsed “Address
7.4  Service Requested”

A-6 DMM Issue 58 Updated 9-16-04
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Basic Addressing
Alternative Addressing Standards

A020 specifies the conditions for use and treatment of mail bearing alternative
addressing formats. These formats are the simplified address format (i.e., “Postal
Customer” in lieu of specific name and address); the occupant address format (i.e.,
“Occupant” in lieu of specific name, followed by specific address); and the
exceptional address format (i.e., “Jane Doe or Current Occupant,” followed by
specific address).

02c0

[4-1-04] GENERAL USE AND TREATMENT

Alternative addressing formats may be used as described in 2.0 through 4.0.

Alternative addressing formats may not be used on:
a. Express Mail pieces.
b. Mail with any special service under S900.
¢. Mail with any ancillary service endorsement under FO10.

d. Periodicals intended to count as subscriber or requester copies to meet the
applicable circulation standards.

e. Mail addressed to an overseas military post office under A010.6.0.

Mail with an occupant or an exceptional address format is delivered as addressed
and is not forwarded. Such mail is treated as undeliverable only when the address
is incorrect or incomplete or when the mail cannot be delivered for another reason
related solely to the address (e.g., a vacant building), as shown in FO10.Exhibit

4 1. Periodicals publishers are notified when mailpieces with the occupant or
exceptional address formats are undeliverable for solely address-related reasons.
Mail with a simplified address format is distributed to all deliveries on a route or to
post office boxholders. Undeliverable mail with any alternative addressing format is
disposed of as waste under F010.8.1.

SIMPLIFIED ADDRESS

[4-1-04] The simplified address format (i.e., “Postal Customer”) may be used on
mail only when complete distribution (except as provided for congressional mail
under E050) is made to each family or boxholder on a rural or highway contract
route at any post office and/or to all post office boxholders at a post office without
city carrier service. A more specific address such as “Rural Route Boxholder” for
mail intended to all boxholders on a rural route, followed by the name of the post
office and state, may be used. The word “Local,” instead of the post office and
state name, is optional.

[4-1-04] When distribution is to be made to each active possible delivery on city
carrier routes or to each post office boxholder at a post office with city carrier
service, the addressee’s name; mailing address; and city, state, and ZIP Code may
be omitted from the address only on pieces mailed as official matter by agencies of
the federal government (including mail with the congressional frank prepared
under E050); any state, county, or municipal government; and the governments of
the District of Columbia, the Commonwealth of Puerto Rico, and any U.S. territory

11



A020.2.3 Alternative Addressing Standards

or possession listed in GO11. The requirement for distribution to each stop or post
office boxholder may be modified for congressional mail under E050. The following
also applies:

a. Only these forms of address may be used instead of the addressee’s name
and address:

(1) “Postal Customer” (delivery desired at all addresses).

(2) “Residential Customer” (delivery desired at residential addresses
only).

(3) “Business Customer” (delivery desired at business addresses only).

b. At least 10 days before the mailing date, the mailer must submit a sample
mailpiece and the following information to the entry office postmaster (in
response, the mailer receives a mailing schedule that must be followed):

(1) Proposed mailing date.

(2) Total number of pieces being mailed.

(3) Method of postage payment.

(4) Names of all city delivery post offices to receive any of the mailing and
the number of pieces for each.

Mail Preparation  All pieces must be prepared in carrier route or 5-digit carrier route or carrier routes
2.3 containers; 3-digit carrier route or carrier routes containers are not allowed. All

flat-size pieces must be prepared in carrier route or 5-digit carrier route sacks. All
pieces for the same carrier route must be tied in bundles of 50, so far as
practicable, and each bundle must bear a facing slip showing desired distribution
(e.g., 5-digit ZIP Code and route number). If the pieces are tied in quantities other
than 50 each, the actual number must be shown on the facing slip. Delivery
statistics for routes may be obtained as described in A930. Pieces in such mailings
also must meet the following standards:

a. All pieces must be in the same processing category.
b. Pieces must be marked according to M012.

c. Letter-size pieces must be prepared in trays, and flat-size pieces must be
prepared in sacks under M220 or M620, as applicable.

d. If selective distribution is desired, enough pieces must be presented to cover
the route or routes selected.

Postage [4-1-04] Postage must be paid with permit imprint, meter indicia, precanceled
2.4  stamps, or other authorized methods not requiring cancellation, according to the
standards for the class of mail.

Address Designation  Only the address designations in 2.1 or 2.2 may be used. Other designations (e.g.,

A-8

2.5 “Food Buyer, “Voter’) are not permitted.

3.0 OCCUPANT ADDRESS

The occupant address format (i.e., “Postal Customer” or “Occupant,”
“Householder,” or “Resident”) may be used to address mail selectively to a rural
route and box number, a specific street number, or a specific post office box
number without using the addressee’s name:

Example

POSTAL CUSTOMER
2711 ORDWAY ST NW APT 204
WASHINGTON DC 20008-5036

DMM Issue 58 Updated 9-16-04

12



Alternative Addressing Standards A020.4.2 oy

4.0 EXCEPTIONAL ADDRESS

Use The exceptional address format (i.e., “Jane Doe or Current Resident” or “Jane Doe
4.1  or Current Occupant”’) may be used on any mail except mail types listed in 1.2.
The word “Current” is optional. The order of the words may be reversed (e.g.,
“Current Resident or Jane Doe” rather than “Jane Doe or Current Resident”).

02c0

Placement The exceptional address format must be placed in the address block, with the
4.2 following exceptions:

a. If all the current resident/occupant information cannot be placed on the first or
second line of the address, the exceptional address format may be placed no
more than 3/4 inch above the address block.

b. If an optional endorsement line (OEL) is used, the mailer may elect to place
the exceptional address format above the OEL. In these cases, the
exceptional address format must be at least 1/2 inch, but not more than 3/4
inch, above the optional endorsement line. If a window envelope is used with
an OEL, the exceptional address information may be printed either in the
area on the insert showing through the window or on the envelope above the
window.

DMM Issue 58 Updated 9-16-04 A-9
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Basic Addressing
Address Quality

A030 describes the standards for addressing processes required for specific
classes of mail and rates. These processes are the Move Update standard, the
ZIP Code accuracy standard, and the carrier route accuracy standard.

0€0

MOVE UPDATE

[11-13-03] The Move Update standard is a means of reducing the number of
mailpieces in a mailing that require forwarding or return by the periodic matching of
a mailer’s address records with customer-filed change-of-address orders received
and maintained by the USPS. For the purposes of this standard, address means a
specific address associated with a specific occupant name. Addresses used on
pieces claiming certain rates that are subject to the Move Update standard under
1.2 must meet these requirements:

a. Each address and associated occupant name used on the mailpieces in a
mailing must be updated within 185 days before the mailing date, with one of
the USPS-approved methods in 1.4.

b. Each individual address in the mailing is subject to the Move Update
standard.

c. If an address used on a mailpiece in a mailing at one class of mail and rate is
updated with an approved method (e.g., Address Change Service), the same
address may be used during the following 185 days and meets the Move
Update standard required in 1.2.

Except as provided in 1.3, addresses used on pieces claiming First-Class Mail
Presorted and automation rates, regardless of processing category and any
required surcharges, must meet the Move Update standard.

The First-Class Mail Move Update standard does not apply to mail bearing an
alternative addressing format under A020.

The following methods are authorized for meeting the Move Update standard:
a. Address Change Service (ACS).
b. National Change of Address (NCOA) or NCOAL"k,
¢. FASTforward Mailing List Correction (MLC).

d. FASTforward MLOCR processes (letter-size and flat-size mail only) if used
each time before mail entry. If a mailpiece that initially uses FASTforward
MLOCR processing is rejected and then entered into a Direct View Encoding
Desk (DVED) operation (or similar system), the piece does not meet the
Move Update standard. The name and address information on the piece
must then be processed through a FASTforward RVE system to meet the
Move Update standard. FASTforward RVE processes also meet the Move
Update standard if used each time before mail entry. As provided in
C010.6.0, a letter-size envelope containing a window that intrudes into the
barcode clear zone (see C840) is not eligible for MLOCR or RVE
FASTforward processing.

e. Mailer Move Update Process Certification and USPS-approved alternative
methods for mailers with legitimate restrictions on incorporating

15
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USPS-supplied change-of-address information into their mailing lists. The
National Customer Support Center (see G043 for address) administers and
approves both Mailer Move Update Process Certification and alternative
methods.

f. Ancillary service endorsements under F010.5.1 except “Forwarding Service
Requested”

The mailer’s signature on the postage statement certifies that the Move Update
standard has been met for each address in the corresponding mailing presented to
the USPS.

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. Addresses used on pieces claiming certain rates under
2.2 that are subject to the ZIP Code accuracy standard must meet these
requirements:

a. Each address and associated 5-digit ZIP Code used on the mailpieces in a
mailing must be verified and corrected within 12 months before the mailing
date with one of the USPS-approved methods in 2.4.

b. Each individual address in the mailing is subject to the ZIP Code accuracy
standard.

c. If an address used on a mailpiece in a mailing at one class of mail and rate is
verified and corrected with an approved method, the same address may be
used during the following 12 months to meet the ZIP Code accuracy standard
required for mailing at any other class of mail and rate.

Except as provided in 2.3, addresses used on pieces claiming the rates listed for
the following classes of mail, regardless of processing category and any required
surcharges, must meet the ZIP Code accuracy standard:

a. First-Class Mail, Presorted rate.

b. Periodicals, Presorted rate.

c. Standard Mail, Presorted rate.

d. Bound Printed Matter, Presorted rate.

The ZIP Code accuracy standard does not apply to mail of any class bearing a
simplified address format under A020.

The following methods are authorized for meeting the ZIP Code accuracy
standard:

a. For computerized lists, Coding Accuracy Support System (CASS)-certified
address matching software and current USPS City State Product, within a
mailer's computer systems or through an authorized service provider.

b. For manually maintained lists or small computerized lists, options include the
following:
(1) Current USPS Publication 65, National Five-Digit ZIP Code and Post
Office Directory.
(2) Surveys of addressees on mailer's address list inquiring about the
accuracy of ZIP Code information.
(3) Any mailing list service in A910.

DMM Issue 58 Updated 9-16-04
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(4) An authorized service provider.
(5) CASS-certified matching software.
(6) USPS Web site www.usps.com.

The mailer’s signature on the postage statement certifies that the ZIP Code
accuracy standard has been met for each address in the corresponding mailing
presented to the USPS.

0€0

CARRIER ROUTE ACCURACY

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 rates under 3.2 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 3.4. For the First-Class Mail automation
carrier route rate and the Enhanced Carrier Route Standard Mail automation
rate, USPS City State Product information must also be updated within 90
days before the mailing date.

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 rate 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 rate.

Except as provided in 3.3, addresses used on pieces claiming the rates listed for
the following classes of mail, regardless of processing category and any required
surcharges, must meet the carrier route accuracy standard:

a. First-Class Mail, automation carrier route rate.

b. Periodicals, carrier route rate.

c. Standard Mail, all Enhanced Carrier Route rates.
d. Bound Printed Matter, carrier route rate.

The carrier route accuracy standard does not apply to mail of any class bearing a
simplified address format under A020.

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 A930 and A950. Printed
Carrier Route Files (schemes) may be used only for Periodicals carrier route mail
and for Standard Mail Enhanced Carrier Route flat-size mail at basic, high density,
and saturation rates.

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.
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Detached Address Labels (DALS) A060.1.5 oy
AOOO Basic Addressing
A060 Detached Address Labels (DALS)

Summary  A060 describes how to use DALs. It covers the label preparation, including paper
stock, placement and type of address format, mail preparation, and postage. It also
describes the handling of excess DALs or mailpieces.

1.0 USE
Definition  For these standards, item(s) refers inclusively to the types of mail described in 1.2

1.1

Periodicals or
Standard Mail Flats
1.2

Standard Mail
Merchandise Samples
1.3

Bound Printed Matter
1.4

Alternative
Addressing Formats
1.5

DMM Issue 58 Updated 9-16-04

through 1.4.

Saturation mailings of unaddressed Periodicals or Standard Mail flats may be
mailed with detached address labels (DALs). For this standard, saturation mailing
means a mailing sent to at least 75% of the total addresses on a carrier route or
90% of the residential addresses on a route, whichever is less. Deliveries are not
required to every carrier route of a delivery unit.

Merchandise samples more than 5 inches wide (high) or 1/4 inch thick, or
nonuniform in thickness, mailed at Standard Mail rates, must be mailed with DALs
when prepared for general distribution on city delivery routes. Merchandise
samples may be mailed with DALs for general distribution on other (e.g., rural)
routes and for the residual portion of a general distribution mailing. For this
standard, general distribution means distribution in a single mailing to at least 25%
of the addresses in any 5-digit ZIP Code delivery area regardless of the number of
samples addressed to a single route or the number of 5-digit areas to which
samples are addressed. If the same mailing includes a general distribution to one
or more 5-digit areas and a secondary distribution of lesser quantities to one or
more other 5-digit areas, pieces in the secondary distribution are considered
residual.

Unaddressed pieces of Bound Printed Matter may be mailed with DALs when:

a. The mail is prepared on 5-digit pallets meeting the standards in M040 and
MO045, except that for flat-size mail, separate 5-digit pallets of Carrier Route
and Presorted rate mail are not required. The destination delivery unit is
determined using the Drop Shipment Product under the provisions for the
DDU rate in E752. The mail may not be prepared on pallets when the Drop
Shipment Product indicates that the delivery unit that serves the 5-digit pallet
destination cannot handle pallets. For such delivery units, mail with DALs
must be prepared in sacks. The trays or cartons of DALs must be prepared
under 3.0, placed on the same pallet as the pieces, and must be
stretch-wrapped together as one unit.

b. The mail is prepared in 5-digit sacks and entered at the destination delivery
unit. The destination delivery unit is determined by using the Drop Shipment
Product under the provisions for the DDU rate in E752. DALs must be
bundled under 3.0 and presented to the destination delivery unit with the
accompanying items to be distributed with the DALSs.

The addresses on DALs may be prepared using an alternative addressing format
under A020, subject to the applicable eligibility, volume, density, and preparation
standards.

19



A060.1.6

Detached Address Labels (DALSs)

Documentation
1.6

Special Services
1.7

2.0

Label Construction
2.1

Addressing
2.2

Ratio
2.3

Required Information
2.4

Other Information
25

3.0

Notice to Delivery
Office
3.1

When requested by the USPS, DAL mailers must provide documentation to
establish that the applicable distribution standards in 1.2 through 1.4 are met.

Items mailed with DALs may not be combined with any special services.

LABEL PREPARATION

Each DAL must be made of paper or cardboard stock that is not folded, perforated,
or creased, and that meets these measurements:

a. Between 3-1/2 and 5 inches high (perpendicular to the address label).
b. Between 5 and 9 inches long (parallel to the address label).
c. At least 0.007 inch thick.

The address for each item must be placed on a DAL, parallel to the longest
dimension of the DAL, and may not appear on the item it accompanies. The DAL
must contain the recipient’s delivery address and the mailer’s return address. A
ZIP+4 code or 5-digit ZIP Code is required unless a simplified address format is
used. The delivery address may include the correct delivery point barcode.

Only one DAL may be prepared for each accompanying item, and only one item
may be identified for delivery per DAL (i.e., a single DAL may not be prepared to
deliver one each of different accompanying items or multiples of the same item).

The following words must appear in bold type at least 1/8 inch high on the front of
each DAL: “USPS regulations require that this address label be delivered with its
accompanying postage-paid mail. If you should receive this label without its
accompanying mail, please notify your local postmaster” The title or brand name
of the item (which may include an illustration of the item) must also appear on the
front or back of the DAL to associate it with the accompanying item.

Nothing may appear on the front of a DAL except the information described in 2.2
and 2.4, an indicium of postage payment, and official pictures and data circulated
by the National Center for Missing and Exploited Children. Ancillary service
endorsements are not permitted. Undeliverable material is treated under 4.0.

MAIL PREPARATION

Each delivery office to receive a DAL mailing must be notified in writing at least 10
days before the requested delivery period. To ensure that the delivery office can
readily relate the notice to the cartons containing the corresponding items, a copy
of that letter must be enclosed with the DALs unless the initial notice and the
cartons used for the DALs and items each conspicuously bears a mailing
identification number. The letter must contain the following information:

a. Name and telephone number of mailer or representative.
. Origin post office of mailing.
. Expected mailing date.

b

c

d. Description of mailing.

e. Number of addressees for each 5-digit ZIP Code.
f

. Number of DALs per carton or bundle.
g. Number of items per carton or bundle.

DMM Issue 58 Updated 9-16-04
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h. Expected delivery period (range of dates).
i. Requested action for excess or undeliverable DALSs or items (see 4.0).

DALs The DALs must be presorted, counted, and packed by 5-digit ZIP Code delivery
3.2 area. Only DALs for the same 5-digit area may be placed in the same carton. DAL

mailings claimed at carrier route or walk-sequence rates must be further prepared
under the corresponding standards. Different size cartons may be used in the
same mailing, but each must be filled with dunnage as necessary to ensure that
the DALSs retain their integrity while in transit. Each carton of DALs must bear a
label showing the information in 3.5 unless a mailing identification number is used
(see 3.1). Multiple containers of DALs must be numbered sequentially (“1 of __”“2
of _ etc.).

Items The items to be distributed with the DALs must be placed in cartons or prepared in
3.3 bundles placed in sacks, as appropriate for the type of item and subject to the

standards for the rate claimed. A label bearing the content description information
in 3.5 must be affixed to each carton, sacked bundle, or pallet unless a mailing
identification number is used (see 3.1). Cartons of items (including those on
pallets) may be of different sizes but must be filled with dunnage as necessary to
ensure the integrity of the items while in transit. The gross weight of each carton or
sack must not be more than 40 pounds.

Combined Cartons  Both the DALs and the accompanying items may be enclosed in the same carton
3.4  when sent to a small volume 5-digit ZIP Code area. If packed together, these
standards apply:

a. The DALs must be bundled and labeled under 3.2 and placed on top of the
items.

b. The carton must be packed with dunnage to ensure the integrity of the
contents while in transit.

c. The gross weight of the carton must not exceed 40 pounds.
d. The exterior of the carton must be labeled under 3.5 and marked “DALs
ENCLOSED” in letters not less than 1/2 inch high.

Label Information  Sacks, cartons, and pallets of DAL mail must be labeled under the preparation
3.5 standards for the rate claimed. A second label must be affixed to each carton or
sacked bundle to provide the following information (unless a mailing identification
number is used under 3.1):

a. Delivery post office name and 5-digit ZIP Code delivery area.
. Title, brand name, or other description of the items.

. Name and telephone number of the mailer or representative.
. Number of labels or items in the carton, as applicable.

O O O T

. Instructions to open and distribute either the DALs with matching items or the
items with matching DALS, as appropriate.

Use of Equipment  Cartons, bundles of flats, and sacks of items may be palletized under the
3.6  applicable standards; cartons of DALs must be palletized with the corresponding
items under the same standards. The USPS plant manager at whose facility a DAL
mailing is deposited may authorize other types of equipment for the portion of the
mailing to be delivered in that plant’s service area.

DMM Issue 58 Updated 9-16-04 A-17
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Detached Address Labels (DALSs)

4.0

Excess Material
4.1

Undeliverable DAL
4.2

5.0

Available Rates
5.1

Initial Distribution
5.2

Returns
5.3

Additional ltems
5.4

DISPOSITION OF EXCESS OR UNDELIVERABLE MATERIAL

The letter required under 3.1 must either request that the delivery office contact the
mailer (or representative) about excess DALSs or items, or provide instructions for
their treatment. (If the mailer does not provide information about excess DALs or
items, such material is disposed of as waste by the USPS.) The mailer must
choose one of the following options for each DAL mailing and the items:

a. Disposal of any excess material as waste.

b. Return of the excess material to the mailer, postage due at the applicable
single-piece rate under 5.0.

c¢. Holding of the excess material for pickup by the mailer (or representative). If
pickup is not made within 15 calendar days of the notice to the mailer, the
material is returned to the mailer postage due.

d. Holding of the excess material while additional DALs or items are supplied
(as applicable). If additional material is not supplied within 15 days of the
notice to the mailer, the excess material is returned to the mailer postage
due. Additional material must be sent prepaid to the delivery post office as
First-Class Mail, Priority Mail, or Express Mail.

A DAL that is undeliverable as addressed (UAA) is handled under FO10 for the
applicable class of mail. The accompanying item is treated as specified by the
mailer under 4.1.

POSTAGE

DAL mailings are not eligible for any automation rate, but they may qualify for a
carrier route rate, subject to the applicable standards.

Postage is computed based on the weight of the entire mailpiece (i.e., the
combined weight of the item and the accompanying DAL). If the number of DALs
and items mailed is not identical, the number of pieces used to determine postage
is the greater of the two. No postage refund is allowed in these situations. The total
weight of the mailing excludes the weight of the cartons used to carry the DALs or
items, dunnage, and carton labels. In addition, these methods of postage payment
apply:

a. Periodicals flats must be prepaid. A notice of entry must appear in the upper

right corner of the DAL.

b. Standard Mail flats and samples and Bound Printed Matter must be paid by
permit imprint, which must appear on each DAL. Standard Mail postage is
computed at the applicable nonletter rates.

Postage for excess or undeliverable DALs that are properly endorsed or for
items being returned is computed at the single-piece rate (First-Class Mail,
Priority Mail, or Package Services) applicable to the combined weight of the
DAL and the accompanying item, regardless of whether both are returned. The
total amount due for returned material, which includes the return postage and the
applicable address correction fee for each DAL or item returned, is collected when
the material is returned to the mailer.

Postage for additional material (DALs or items) mailed to the USPS under 4.1d
must be prepaid as First-Class Mail, Priority Mail, or Express Malil, subject to the
eligibility standards for the rate claimed and the conditions in 5.2.

DMM Issue 58 Updated 9-16-04
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A800 Addressing for Barcoding

Summary  A800 describes the basic address standards and current ZIP+4 file matching when
used with CASS-certified address matching software for automation-compatible
mail.

1.0 ACCURACY

Basic Standards  To qualify for automation rates, addresses must be sufficiently complete to enable
1.1 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 C840 that appears on a mailpiece claimed
at an automation rate must be the correct barcode for the corresponding delivery
address on the piece.

Numeric ZIP+4 A numeric ZIP+4 code must consist of five digits, a hyphen, and four digits.
1.2

Numeric DPBC A numeric equivalent of the delivery point barcode (DPBC) consists of five digits
1.3  followed by a hyphen and seven digits as specified in C840. The numeric
equivalent is formed by adding three digits directly after the ZIP+4 code.

2.0 DEPTH OF CODE

Firm Name An address must include a firm name when necessary to obtain a match with the
2.1 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.

Elements Addresses must include the correct street number, predirectional, street name,
2.2  suffix, and postdirectional that are input to obtain a match with the current USPS
ZIP+4 Product.

Secondary If a secondary address designator (e.g., an apartment number) is shown in the
Designator address, the mailpiece must show the appropriate ZIP+4 code representing the
2.3 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.

008

Rural and Highway If a rural route or highway contract route box number is included in the address, the
Contract Routes  mailpiece must show the appropriate ZIP+4 code representing the range for that
2.4  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

DMM Issue 58 Updated 9-16-04 A-19
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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.

P.O. Box A post office box address must contain a post office box number that can be
2.5 exactly matched with the USPS ZIP+4 Product in effect.

A-20 DMM Issue 58 Updated 9-16-04
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Mailing List Services

A910.2.4 =

A900
A910

Summary

1.0

Definition
1.1

Carrier Route File
1.2

Purpose
1.3

Lists
1.4

Prohibitions
1.5

2.0

Corrections
2.1

Rural Route
Consolidation
2.2

Cards
2.3

Election Board and
Voter Commissions
2.4

DMM Issue 58 Updated 9-16-04

Customer Support
Mailing List Services

A910 describes the services available for improving address quality of mailing lists.
It includes the procedures for submitting mailing lists and the fees associated with
these services. Also listed are the procedures for use of ancillary service
endorsements and change-of-address information by election boards and voter
registration commissions.

BASIC INFORMATION

A mailing list is a listing of names and addresses, or addresses only, produced on
individual cards or in sheet form.

The official city delivery scheme, called the Carrier Route File, is available to
mailers.

To improve address quality, the USPS offers (for a designated fee) mailing list
services to correct name and address lists; correct occupant lists; and sort mailing
lists on cards by 5-digit ZIP Code (available only for multi-ZIP Code post offices).
These services are available for mailing lists submitted by members of Congress;
federal agencies; departments of state governments; municipalities; religious,
fraternal, and recognized charitable organizations; and concerns or persons who
solicit business by mail. For the designated fee, the USPS also provides address
changes to election boards and voter registration commissions.

In providing services, the USPS does not compile any mailing list, including an
occupant list. All corrections are marked on the list submitted by the customer.

Persons other than USPS employees may not copy, or record by any means,
names or addresses from carrier cases. Labels, wrappers, envelopes, stamped
cards, or postcards indicating one-time use are not accepted as mailing lists.

FEE ASSESSMENT

The fee for correcting name and address lists or occupant lists is assessed for
each name or street address on the list. Individual apartments are considered
separate addresses. The minimum fee in R900 applies to lists with fewer than 30
names or addresses. For assessing the fee, the USPS considers a list to be all the
addresses sent at one time to the appropriate postal facility.

No fee is charged for correcting name and address lists or occupant lists where
rural routes are consolidated or changed to another post office, or where rural
route and box number addresses are changed to city-style addresses. The lists
must contain only names and/or addresses of persons residing on the routes
involved, and the lists must be submitted for correction during the time when the
local post office is required to keep the address conversion information.

The fee for sorting mailing lists on cards by 5-digit ZIP Code is assessed per 1,000
addresses or fraction thereof.

The fee for address changes provided to election boards and voter registration
commissions is assessed for each Form 3575 submitted. The fee is collected on a
per card basis regardless of the number of changes made on the card and

A-21
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Mailing List Services

Payment
2.5

Time Limit
2.6

3.0

Preparation
3.1

Card Size
3.2

Submission
3.3

Postage
3.4

Elements Corrected

A-22

3.5

whether the change concerns a person on the board’s or commission’s list of
registrants. Instead of the actual forms, the USPS may supply facsimiles of the
forms or copies of the information they contain at no additional fee.

The post office providing the correction service annotates the total fee due on the
outside of the package containing the corrected cards or lists. Payment must be
made to the postal installation to which the list was submitted. Payment must be in
cash or by check or money order made payable to the postmaster. Payment for
correcting a list submitted by a federal agency or a person authorized to send
matter as official mail may be made under the official mail reimbursement program.
Payment may be made when the list is submitted or when the corrected list is
delivered.

The USPS corrects and returns a mailing list to the owner within 15 workdays after
receipt. This time limit does not apply to mailing lists received for correction
between November 16 and January 1; they are returned as soon as possible.

NAME AND ADDRESS LIST CORRECTION

If addresses are submitted in list form, the list must be typewritten, printed, or
computer-prepared and in sheet form, with enough space between or next to each
address to permit entry of corrections. The list owner's name must appear in the
upper left corner of each page or sheet. Lists must be separated by post office. A
separate list must be presented for each carrier route served by a post office with
190 or more revenue units. Each post office can advise customers in this regard.

If the addresses are submitted on cards, the cards must be about the size (3-1/2
by 5-1/2 inches) and quality of a stamped card; data processing cards are
acceptable. Information on the cards must be typewritten, printed, or
computer-prepared, having only one name and address per card, and with enough
space to permit entry of corrections. The list owner's name must appear in the
upper left corner of each card. Lists (groups of cards) must be separated by
individual post office.

The customer must submit the address cards or mailing lists to the district
manager of Address Management Systems for addresses within the district. (The
address of each district and the ZIP Codes each serves may be found in
Publication 65, National Five-Digit ZIP Code and Post Office Directory.) Unless
directed otherwise by the district, the customer must address the submission as
follows:

MANAGER

ADDRESS MANAGEMENT SYSTEMS

[STREET ADDRESS]

[CITY STATE zIP CODE]

Cards or lists may be mailed by their owners to the designated district, but the list
owner must prepay the postage for such items at the applicable rate. The
submitted items are returned free of postage.
USPS employees:

a. Cross off names to which mail cannot be delivered or forwarded.

b. Correct initials and/or last names when the name apparently is known to the
owner of the list.

DMM Issue 58 Updated 9-16-04
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No Additions
3.6

4.0

Submission
4.1

Elements Corrected
4.2

5.0

Coding
5.1

Preparation
5.2
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c. Correct the house, rural, or post office box number; correct the last line (post
office name, state abbreviation, and 5-digit ZIP Code); and, in multiple-unit
buildings, add apartment, suite, or room numbers if known by the USPS
employee.

d. Correct spelling of street names, suffixes, and placement of directionals to
conform to the Carrier Route File scheme.

e. Provide new addresses, including ZIP Codes, for customers who have moved
and filed permanent forwarding orders that are still active, and for addresses,
if known, that are undeliverable because of USPS adjustments.

f. Mark an “X” in the upper right corner of the card or next to each entry on the
sheet where no change is necessary.

In making list corrections, USPS employees do not add a new name or address to
a card or list.

OCCUPANT LISTS

Customers must submit occupant lists of street addresses in the same way as for
name and address corrections. Customers must not submit lists that include more
than 110% of the possible deliveries for a specific 5-digit ZIP Code delivery area.

USPS employees:

a. Provide new addresses, if known, for addresses that are undeliverable
because of USPS adjustments.

b. Correct last lines (post office names, state abbreviations, and 5-digit ZIP
Codes), spelling of street names, suffixes, and placement of directionals to
conform to the Carrier Route File scheme.

c. Cross off numbers representing incorrect or nonexistent street addresses, but
do not change or add numbers.

d. Indicate business addresses with a “B” in the upper right corner of the card,
or opposite the street number as printed on the sheet, as applicable.

e. Indicate rural route addresses with an “R” in the upper right corner of the
card, or opposite the street number as printed on the sheet, as applicable.

f. Enter the number of separate family units opposite addresses of multiple-unit
dwellings.

g. Mark an “X” in the upper right corner of the card or next to each entry on the
sheet where no change is necessary.

h. Group the corrected cards or sheets by carrier route for return to the list
owner.

SORTATION OF LISTS ON CARDS BY 5-DIGIT ZIP CODE

The customer must code mailing lists by 5-digit ZIP Code for single 5-digit ZIP
Code post offices.

To allow the USPS to sort a mailing list to 5-digit ZIP Codes, a mailing list of
addresses only for multi-ZIP Code post offices must be prepared on cards about
the size (3-1/2 by 5-1/2 inches) and quality of a stamped card; data processing
cards are acceptable. Only one address may appear on each card. The owner
must separate the cards by post office of address and submit each group to the
district manager of Address Management Systems serving that post office. The list
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Mailing List Services

A910.5.3
USPS Sortation
5.3
6.0
General
6.1
Procedure
6.2

owner must wrap mailing lists (cards) for mailing when practicable. The owner's
name and address must appear on the outside of the wrap or container.

USPS employees sort cards by 5-digit ZIP Code and securely package them with
a facing slip marked “All for ZIP Code Area (00000).” ZIP Codes are not written on
individual cards.

ELECTION BOARDS AND VOTER REGISTRATION COMMISSIONS

Election boards or voter registration commissions may use the “Return Service
Requested” endorsement and/or the National Change of Address (NCOA) system
or NCOAN" to maintain current address lists.

Election boards or voter registration commissions using permanent registration
also may obtain residential change-of-address information from Forms 3575:

a. An authorized official of the board or commission must sign and submit to the
manager, address management systems (district), a written request that lists
the post offices for which change-of-address information is desired.

b. If the request is approved, an agreement must be obtained from and signed
by an authorized official of the board or commission detailing the terms under
which the change-of-address information is to be released.

c. The board or commission receives the requested information from the
postmasters of the listed post offices and pays those postmasters the
applicable fees.

DMM Issue 58 Updated 9-16-04
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A900 Customer Support
A920 Address Sequencing Services

Summary  A920 describes address card sequencing services, including the procedures for
preparation and submission of address cards and the fees associated with each of
these services.

1.0 SERVICE LEVELS

The USPS provides the following levels of manual or electronic address
sequencing service for city carrier routes, rural routes, highway contract routes,
and post office box sections:

a. Sequencing of address cards or electronic address files.

b. Sequencing of address cards or electronic address files, plus inserting only
blank cards for missing addresses or missing sequence numbers for the
addresses missing from the electronic files.

¢. Sequencing of address cards or electronic address files, plus inserting cards
with addresses for missing or new addresses, or inserting addresses into
electronic files for missing or new addresses.

d. For address cards or electronic files, if qualification is met, the USPS will
provide seeded addresses to the list owners for inclusion in their address files
for file protection.

e. If a request for sequencing contains a seeded address, the owner of the
seeded address will be notified within 30 days of detection. If all known
possibilities of fraud cannot be ruled out, the request will be denied and the
Postal Inspection Service will be notified.

2.0 CARD PREPARATION AND SUBMISSION

Color, Size,and  When submitting cards, all address cards must be made of white or buff-colored
Quantity card stock and of an identical size (5 to 8-5/16 inches long and 2-1/4 to 4-1/4
2.1 inches high). Blank cards for missing and/or new addresses must be of the same
size as the submitted address cards but of a different color. A customer must
provide enough blank cards to equal at least 10% of the number of address cards
submitted.

Limitation  The customer must not submit address cards or an address file in excess of 110%
2.2  of the possible deliveries for a specific 5-digit ZIP Code delivery area. Customers
requesting the service level in 1.0c will be allowed three attempts to qualify a ZIP
Code for the service within a 12-month period. Failure to qualify within three
attempts within 12 months will result in a suspension of 1 year for any additional
attempts to qualify the ZIP Code.

0¢6
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Addressing Format
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2.3

Header Cards
2.4

Delivery Unit
Summary
25

5-Digit ZIP Codes
2.6

Addressing format is specific to the media being used.

a. Card Processing. Cards must be faced in the same direction and bear only
one address each. The customer’s current address information must be
computer-generated, typed, or printed along the top of the card. The address
must be within 1 inch from the top edge of the card in about the same
location on each card submitted. Each card must include a complete
address, but the ZIP Code is optional. Street designators may be abbreviated
as shown in Publication 28, Postal Addressing Standards. When sequence
cards are used to obtain address sequencing information for post office
boxes, the box section number must be substituted for the carrier route
number (if shown).

b. Electronic Processing. The customer must submit address files on electronic
media, as described by the Postal Service. Call the National Customer
Support Center at 1-800-331-5747 for a copy of the required format.

When submitting address cards, customers must provide carrier route header
cards prepared with standard 80-column computer card stock (or another size
as described in 2.1). The header cards must be typed, computer-generated, or
printed by the customer. A route header card of the same size as the address
cards must be placed in front of the cards for each route. All columns must be
provided on the header cards, regardless of the service level requested. Column
headings may be abbreviated. Examples of the required format for the route
header card can be obtained from the National Customer Support Center (see
G043 for address).

A Delivery Unit Summary must be typed, computer-generated, or printed and
provided by the customer for card processing. A printed copy or electronic file will
be acceptable for address file submissions. When submitting address cards, an
original and two copies must be submitted for each 5-digit ZIP Code. When
submitting an address file, an original and two copies of a printed form or one
electronic file must be submitted for each 5-digit ZIP Code. This form, used by the
USPS to provide summary information to the customer, is necessary for
calculating total charges for the service level provided. For address card
submissions, the original is returned to the customer with the cards as the
customer’s bill. For electronic address file submissions, a computer-generated
Delivery Unit Summary is returned as the customer's bill. Upon receipt of payment,
the ZIP Code will be qualified for Computerized Delivery Sequence (CDS), and
product fulfillment will begin. Examples of the required printed or electronic format
of the Delivery Unit Summary can be obtained from the National Customer
Support Center (see G043 for address).

When submitting address cards, the cards for each 5-digit ZIP Code must be
placed in separate containers, each with an envelope affixed containing a
packing list and Delivery Unit Summary sheets for that 5-digit ZIP Code. For
each 5-digit ZIP Code, the customer must also show the number of containers
submitted on the Delivery Unit Summary and number those containers
sequentially (e.g., “1 of 3,” “2 of 3, and “3 of 3”). If there is more than one
container for the 5-digit ZIP Code, the Delivery Unit Summary must be affixed to
the first container.
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Submitting Cards or  The designated place for submission of addresses for sequencing depends on the
Electronic Files type of media used.

2.7 a. Card Processing. The customer must submit the containers of address cards

to the district manager of Address Management Systems for carrier routes
within the corresponding district. (Exception: Address cards only for
addresses in the city where the customer is located may be submitted to the
postmaster of that city.) Unless directed otherwise, the customer must
address containers of address cards to:

MANAGER ADDRESS MANAGEMENT SYSTEMS

UNITED STATES POSTAL SERVICE

[STREET ADDRESS]

[CITY/STATE/ZIP+4]

b. Electronic Processing. The customer must submit address files on electronic
media to:
COMPUTERIZED DELIVERY SEQUENCING DEPARTMENT
NATIONAL CUSTOMER SUPPORT CENTER
UNITED STATES POSTAL SERVICE
6060 PRIMACY PKWY STE 201
MEMPHIS TN 38188-0001

Postage Containers of cards mailed to the post office must have postage paid at the
2.8 applicable rate. Address files can be mailed at the appropriate rate or be
electronically transmitted, as determined by the USPS, to the National
Customer Support Center. They are returned to the customer free of postage.

USPS Sequencing Unsequenced address cards received at post offices or unsequenced address files
2.9 received at the National Customer Support Center will be arranged in sequence of
carrier route delivery without charge. Cards with incorrect or undeliverable
addresses are removed from carrier route bundles, bundled separately, and
returned to the customer. When address files are submitted, incorrect or
undeliverable addresses are removed from the original file and returned as a
separate file.

USPS Time Limits  The post office or the National Customer Support Center, whichever performs
and Billing the service, returns the cards or address file and the bill for applicable charges
2.10 to the customer within 15 working days after receiving a properly prepared
request for address sequencing. This time limit does not apply to cards received
between November 16 and January 1; they are returned as soon as possible.

Seasonal Addresses  Under all service levels, correct addresses subject to seasonal occupancy, but
2.11  which do not indicate seasonal treatment, will be identified with an “S” on cards or

a flag on address files. If the address is included in a series, such as those used
for apartment buildings, trailer parks, and seasonal delivery areas in general, the
appropriate “seasonal” indicator box is checked on the card or flagged on the
address file. When correct address cards or address files that are not subject to
seasonal occupancy but that include seasonal treatment notations are submitted,
the seasonal indicator is marked out on cards or left blank on address files. For
cards, a rubber band is placed around the card to identify it before it is put in
carrier route sequence order in the returned deck of cards. No charge is assessed
for this service.
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SEQUENCING CARDS WITH BLANKS FOR MISSING ADDRESSES OR
SEQUENCING ADDRESS FILES WITH MISSING SEQUENCE NUMBERS

USPS employees at post offices (for cards) or the National Customer Support
Center (for address files) arrange unsequenced addresses in sequence of carrier
route delivery without charge, remove incorrect or undeliverable addresses, and, if
cards, package separately for return to the customer, and insert a blank card or
missing sequence number for address files for each existing address that is not
included in the customer’s cards or address file. (If several addresses in a series
are missing, a single blank card is inserted for the series showing the number of
missing addresses, or for address files a series of missing sequence numbers will
be omitted identifying the number of missing addresses.)

SEQUENCING WITH ADDRESS CARDS OR ADDRESS FILE SEQUENCING
WITH ADDRESSES ADDED FOR MISSING AND NEW ADDRESSES

USPS employees at post offices (for cards) or the National Customer Support
Center (for address files) arrange unsequenced addresses in sequence of carrier
route delivery without charge, remove incorrect or undeliverable addresses, and, if
cards, package separately for return to the customer or, if an address file, return as
a separate file, and add new or missing addresses (including rural address
conversions to city delivery) for each existing address that is not included in the
customer’s cards or address file.

Separate groups of address cards must be submitted for the addresses in each
5-digit ZIP Code delivery area: city carrier (residential addresses only); city carrier
(business addresses only); city carrier (combination of residential and business
addresses); rural and highway contract route addresses; or post office box
addresses (whether business, residential, or a combination). If submitting an
electronic address file, a single file meeting the same requirements is acceptable.
Each group must be accompanied by a statement showing:

a. Types of addresses (i.e., residential, business, or a combination).
b. Number of addresses on the cards or in the address file.
¢. Name, mailing address, and telephone number of the list owner or agent.

Within a 5-digit ZIP Code, post office box addresses must be placed in separate
groups from city carrier, rural, and highway contract route addresses and
separately identified on the customer’s statement.

For the 5-digit ZIP Code, the mailing list that the cards or address file represents
must contain 90% of all possible residential or business city carrier addresses in
the respective address group, 90% of all city carrier addresses in a combination
residential/business address group, or 90% of all possible deliveries in
rural/highway contract route and post office box groups.

In calculating the total number of addresses within a 5-digit ZIP Code, each
apartment unit in an apartment building or each office in an office building that is a
deliverable address is treated as a separate address.

Customers must monitor community growth and determine when address cards
or address files need to be submitted for resequencing to maintain the 90%
eligibility level of address coverage. Such a determination is not supplied by the
USPS. See A930 for information on obtaining delivery statistics.
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SERVICE CHARGES

For sequencing of address cards or address files, the fee in R900.2.1 is
charged for each address card or address that is removed because of an
incorrect or undeliverable address. All cards removed are packaged separately
and returned to the customer.

For sequencing of address cards or address files with total possible deliveries
shown, the fee in R900.2.2 is charged for each address card or address that is
removed because it is incorrect or undeliverable. No charge is assessed for the
insertion of blank cards or missing sequence numbers (for address files) showing
the range of missing addresses in a submitted list.

For sequencing of address cards or address files with missing or new
addresses added, the fee in R900.2.3 is charged for each address card or
address that is removed because it is incorrect or undeliverable, and for each
address (possible delivery) that is added to the customer’s list. For apartment or
office buildings with a series of addresses for which the USPS provides a range of
addresses, the charge is for each address (possible delivery) in the range or
series.

For all services, the original of the Delivery Unit Summary is returned to the
customer after completion by USPS employees and serves as the customer’s bill.
The customer must submit payment for the amount due to the local post office or
as instructed.

These services are provided at no charge for all three levels of service:

a. If the customer includes a rural address (box number) in a deck of cards or
address file submitted for sequencing, and a street address is assigned to
that box number so it can be served on a city delivery route, a correct
address card or address is included at no charge.

b. The USPS attempts, but does not guarantee, to make simple corrections to
addresses (e.g., obvious spelling errors) that can be identified as a specific
delivery address and are not undeliverable as addressed or nonexistent.
Corrections are noted on the cards placed in proper carrier route sequence in
the returned cards and identified by a rubber band around the card.

SUBMITTING PROPERLY SEQUENCED MAILINGS

The customer must ensure that mailings are prepared in correct carrier route
delivery sequence and resequence cards or an address file when necessary.
The USPS does not provide list-sequencing service for mailings not prepared in
correct carrier route delivery sequence if the customer is so notified but fails to take
corrective action.

When delivery changes affect delivery sequence but do not cause scheme
changes, card customers will be notified in writing and must then submit cards for
the affected routes or the complete ZIP Code for resequencing. Computerized
Delivery Sequence (CDS) customers will automatically receive an updated
electronic file from the USPS.

If a mailing is found to be out of sequence, the customer is informed in writing both
of the error and that, unless the situation is corrected, the USPS will not provide
carrier route sequencing service. If the customer does not take corrective action,
the USPS gives written notice that the customer is no longer allowed to submit
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Reinstatement
6.4

address cards to the post office or address files to the National Customer
Support Center for sequencing. Within 30 days, the customer may file a written
appeal with the postmaster who gave notice.

Generally, a customer denied address card or address file sequencing service for
a specific ZIP Code may not submit address cards (to the post office) or address
files (to the National Customer Support Center) for sequencing where that
sequencing service was terminated for 1 year after the effective date of
termination. After that time, the customer is again authorized to submit the ZIP
Code address cards (to the post office) or address files (to the National Customer
Support Center) for sequencing. At any time during the year after termination of
service, the customer may renew the submission if the postmaster (for address
cards) or the National Customer Support Center (for address files) is convinced
that the customer has taken all necessary action to correct the past errors.
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Other Services

A930 describes delivery statistics file, Address Information System (AIS) products
and database products, carrier route schemes, and delivery statistics. It also
provides information about ordering and using these products.

DELIVERY STATISTICS FILE

Delivery statistics for all city carrier routes, rural routes, highway contract routes,
general delivery units, and post office box sections are included in the Delivery
Statistics File. This database is available on CD-ROM or cartridge for the entire
nation. Printed files may be obtained only for individual 3-digit or 5-digit areas.
Information by states also is available on CD-ROM. The information is updated
monthly through transaction files and can be ordered either with a single base file
in the initial shipment or with a base file provided bimonthly. For information on
charges and an order form, call 1-800-238-3150. To order the products, send a
written request and appropriate payment to the USPS Delivery Statistics File,
National Customer Support Center (see G043 for address).

AIS DATABASE PRODUCTS

Customers may use USPS Address Information System (AIS) products to obtain
correct 5-digit ZIP Codes for the addresses on their mailing lists. These products
generally are more economical than mailing list services. Customers with
computerized address lists may obtain the City State Product, Five-Digit ZIP Code
File, Line-of-Travel (LOT) or enhanced Line of Travel (eLOT) information,
ZACHANGE File, ZIPMOVE File, Carrier Route File, and ZIP+4 tapes. Customers
also may use the USPS 5-digit directory product to find correct 5-digit ZIP Codes
for single and multi-ZIP Coded offices. Information about ordering and using these
products is available by calling 1-800-238-3150.

AIS DATABASE PRODUCTS

The following products may be ordered from the USPS:

a. Database Cartridge and Bimonthly Cumulative Updates, which contain a
master copy plus bimonthly updates of all add, change, or delete actions that
have occurred within the database since the last release date.

b. Database Cartridge and Monthly Transactions, which contain a master copy
plus monthly updates of all add, change, or delete actions that have occurred
within the database since the last release date.

¢. Technical Guide, a printed (paper) document that provides data formats and
field definitions of the records in AIS products. The guide accompanies any
product ordered, but may also be ordered separately or accessed at
WWW.USPS.COM.

The products in 3.1 may be obtained by sending a written request and appropriate
payment to the National Customer Support Center. For information on charges,
call 1-800-238-3150.

In the written request, mailers must specify the name of the product needed. The
request must specify CD-ROM, ASCII, or EBCDIC cartridge at 38K BPI.
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CARRIER ROUTE SCHEMES

Under A910, a mailer may ask for a copy of the city scheme used by clerks for
sorting mail. The mailer may also ask that the USPS sort address cards, plates, or
stencils by carrier routes. However, the mailer is responsible for sorting under the
latest bimonthly Carrier Route File scheme. The mailer is considered to have made
a sorting error only if the mail was not sorted according to the latest bimonthly
Carrier Route File scheme.

DELIVERY STATISTICS

In post offices with rural delivery, highway contract box delivery, and post office box
delivery, postmasters must provide, at no charge, the following information for their
respective offices:

a. Number of post office boxes rented.

b. Route numbers, number of boxes, and number of families on each rural and
highway contract box delivery route (including seasonal data, if applicable).

¢. Number of families served or number of business places served by rural or
highway contract box delivery routes within the total delivery area.

COMPUTERIZED DELIVERY SEQUENCE (CDS)

The Computerized Delivery Sequence (CDS) file is a 5-digit ZIP Code-based
electronic customer product that provides and updates delivery sequence address
information by carrier route for qualified mailers. Mailers must first qualify for CDS
information through the sequencing described in A920. Once a mailer has
qualified for a 5-digit ZIP Code area, delivery sequence information is made
available via electronic media. The CDS file is updated bimonthly.

DELIVERY SEQUENCE FILE? (DSF?)

The Delivery Sequence File® (DSF?) is a computerized file that contains
information on all delivery point addresses serviced by the USPS, with the
exception of general delivery. Each matching address record is assigned the ZIP+4
code, carrier route code, delivery sequence, delivery type, and seasonal delivery
information. The DSF? is updated monthly and is available through licensees
approved by the USPS. A list of licensees is available at www.ribbs.gov or by
contacting the National Customer Support Center (see G043 for address).

ENHANCED LINE-OF-TRAVEL (ELOT) PRODUCT

The USPS provides an electronic product called “eLOT.” The USPS requires
address lists to be processed through CASS-certified ZIP+4 address-matching
software before being processed against an eLOT product. Records that are not
ZIP+4-coded may not be used with this product. eLOT products are updated
bimonthly and are available for purchase from the National Customer Support
Center (see G043 for address).

DMM Issue 58 Updated 9-16-04

36



Coding Accuracy Support System (CASS)

A950.2.3 =

A900
A950

Summary

1.0

Purpose
1.1

Requirement
1.2

Methods
1.3

2.0

General
2.1

Software
Configuration
2.2

Permissible
Configurations
2.3

DMM Issue 58 Updated 9-16-04

Customer Support
Coding Accuracy Support System (CASS)

A950 describes use of CASS-certified software for automation and carrier route
rate mailings and describes the documentation required for each mailing.

BASIC INFORMATION

The Coding Accuracy Support System (CASS) improves the accuracy of delivery
point codes, ZIP+4 codes, 5-digit ZIP Codes, and carrier route codes on
mailpieces. CASS provides a common platform to measure the quality of address
matching software and to diagnose and correct software problems.

Any mailing claimed at an automation rate must be produced from address lists
properly matched and coded with CASS-certified address matching methods listed
below. A mailer using multiline optical character readers (MLOCRS) to print
delivery point barcodes on mailpieces (or for flats, ZIP+4 barcodes) must also
obtain CASS certification (including Multiline Accuracy Support System (MASS))
for the address matching software used on the MLOCRs.

[12-11-03] Delivery point or ZIP+4 coding may be obtained by using the National
Change of Address (NCOA) process or NCOAL"K: CASS-certified DPC address
matching software; CASS-certified Z4CHANGE process; or Delivery Sequence
File, Second Generation (DSF?) process.

SOFTWARE CERTIFICATION

Any user of address matching software that applies ZIP+4 codes to address lists to
obtain an automation rate must use address matching software that is
CASS-certified. Address matching software used to ZIP+4 code address records
must, as part of its process, return a standardized address to ensure that the
ZIP+4 code or mailer-applied barcode represents the proper depth of code
available. The original input address submitted for coding may also be returned.
The CASS-certified address matching software must be used according to specific
parameter settings (configurations) as described below.

All address lists used to produce mailings for automation rates must be matched
and ZIP+4 coded with current CASS-certified software in line with the configuration
standards shown below. Summary output reports or computer-generated facsimile
Forms 3553 must contain information about the configuration used when
processing the address list on the CASS-certified address matching software.

These are permissible configurations for address matching software:

a. Vendor-Supplied Software With Vendor CASS-Certified Software
Configurations. The software vendor is CASS-certified for specific
configurations. The user is using that software as prescribed by the vendor
and with the CASS-certified configurations obtained by the vendor.

b. Vendor-Supplied Software With User CASS-Certified Software
Configurations. The software user is using vendor-supplied software in a
configuration not CASS-certified by the vendor but by the user.
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c. User-Developed Software for Which User Obtained CASS Certification. The
software user obtained individual user CASS certification for self-developed
software and is using it as certified.

When used for ZIP+4 or delivery point barcoding, the address matching software
and coding methods must have a valid CASS certification and use the current
USPS ZIP+4 Product updated to include all applicable change transaction files.

DATE OF ADDRESS MATCHING AND CODING

Unless Z4CHANGE is used, all automation and carrier route mailings bearing
addresses coded by any AIS product must be coded with current CASS-certified
software and the current USPS database. Coding must be done within 90 days
before the mailing date for all carrier route mailings and within 180 days before the
mailing date for all non-carrier route automation rate mailings. All AIS products
may be used immediately on release. New product releases must be included in
address matching systems no later than 45 days after the release date. The
overlap in dates for product use allows mailers adequate time to install the new
data files and test their systems. Mailers are expected to update their systems with
the latest data files as soon as practicable and need not wait until the “last
permissible use” date. 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 “current USPS database” product cycle is defined by the following
matrix.

File Release Required Use Last Permissible Use

Use of file released on... Must begin no later than... And must end no later than...
February 15 April 1 May 31

April 15 June 1 July 31

June 15 August 1 September 30

August 15 October 1 November 30

October 15 December 1 January 31

December 15 February 1 March 31

When using Z4CHANGE to match and code address lists for automation rate
mailings:
a. The entire address list must first be matched and ZIP+4 coded with current

CASS-certified software and the current USPS ZIP+4 Product (defined in
3.1).

b. Every 60 days after the first matching, the address list must be processed
through Z4CHANGE using USPS-certified software to identify changed
records since the last update.

¢. The changed records identified through the Z4CHANGE processing must
then be matched and coded using current CASS-certified address matching
software and the current ZIP+4 Product (defined in 3.1).

d. The entire address list must be rematched and ZIP+4 coded every 3 years
using current CASS-certified software and the current USPS ZIP+4 Product
(defined in 3.1).

DEFINITIONS—MAILING AND ADDRESS LISTS

For this section, mailing list or address list is the group of names and addresses to
which mailpieces in the corresponding mailing are addressed. Whether the
addresses used in a mailing are obtained from a single list or from two or more
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lists (whole lists or extracts of those lists), each list used to produce a mailing
claimed at an automation rate must meet the standards in A950.

5.0 DOCUMENTATION

Form 3553  Unless excepted by standard, the mailer must complete a Form 3553 for each
5.1 mailing claimed at all automation rates and all carrier route rates. A

computer-generated facsimile may be used if it contains the required data
elements in a format similar to the USPS form. The data recorded on Form 3553
must refer only to the address list used to produce the mailing with which it is
presented. The postage statement must be annotated in the block(s) provided to
reflect the date when address matching and coding were performed. When a
mailing is produced using multiple lists, the mailer must show the earliest (oldest)
date of address matching and coding (shown on Form 3553, section B2). The
mailer certifies compliance with this standard when signing the corresponding
postage statement.

Retention Period Form 3553 and other documentation must be retained by the mailer or the mailer's
5.2  agent for 1 year from the date of mailing and be made available to the USPS on
24-hour notice.

Using Output  The data recorded on Form 3553 is taken from the summary output report
Information  generated by the computer process by which address lists are matched and ZIP+4
5.3  coded using CASS-certified software. The summary output information may also

be generated as a facsimile Form 3553. Form 3553 may show summary output
information for a single address list or consolidate summary output information
from multiple address lists combined to produce a single mailing. Figures on Form
3553 are not required to match total mailpiece figures on the corresponding
postage statement.

Providing Required = Summary output reports or computer-generated Forms 3553 must contain this
Data information:

5.4 a. CASS-certified company name as it appears on the CASS certificate; name

and software version that received CASS certification; and the software
configuration used when processing the address list.

b. Name of the list processor using the CASS-certified software to match and
code the address list, the date the address list was processed, the date of
the USPS database used to code the address list, the address list name or
identification number, the total number of address records on the list
submitted for coding, the total number of address records successfully
coded to the appropriate depth of code, and the valid dates for the records
successfully coded.

Using a Single List When a mailing is produced using all or part of a single address list, the mailer
5.5 must retain one Form 3553 and other required documentation reflecting the
summary output information for the entire list, as obtained when the list was coded.
When the same address list is used for other mailings within 180 days of the date it
was matched and coded, a copy of the Form 3553 must be retained with the
documentation for each mailing.

Using Multiple Lists  When a mailing is produced using multiple address lists, the mailer must retain a
5.6  consolidated Form 3553 summarizing the individual summary output and/or
facsimile Forms 3553 for each list used (and other required documentation). As an
alternative, the mailer may combine the addresses selected from the multiple lists
into a single new list, reprocess the addresses using CASS-certified address
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matching software, and retain one Form 3553 for the summary output generated
by that process.

Using CASS  If the name of the CASS-certified company entered on Form 3553 does not
Certificate  appear on the list published by the USPS, a copy of the CASS certificate for the
5.7 software used also must be retained by the mailer with the documentation.
6.0 CASS CERTIFICATION
Testing To obtain information on standards and arrange for testing of carrier route, ZIP+4,
Arrangements  or delivery point address matching software, contact the National Customer
6.1 Support Center by calling 1-800-238-3150, or by writing to CASS/ZIP+4 Matching,
National Customer Support Center (see G043 for address).
CASS Stagel The CASS certification process is a two-stage procedure. Stage | is a test file with
6.2  answers supplied on request to customers wanting to certify an address matching
software product. The Stage | file contains fabricated sample addresses from
address ranges across the country with missing or incorrect address elements.
The correct answers supplied on this Stage | test file allow self-assessment of
address matching software/hardware accuracy so that software/hardware vendors
or users can predetermine product readiness for the actual test.
CASS Stage Il The Stage Il file is the actual test without answers. This test measures the
6.3  accuracy of address matching software/hardware. Similar to the Stage | file, the

Certification
Standards
6.4

Customer Notification
6.5

A-36

Stage |l file contains fabricated sample addresses from address ranges across the
country with missing or incorrect address elements that the address matching
software must correct. Software vendors or users process the Stage Il file against
their address matching products, appending the correct or missing information in
each address record. After completing the test, the vendor or user returns the
Stage Il file to the USPS for analysis, scoring, and, if qualified, certification. For
multiline optical character readers (MLOCRSs) and encoding stations, CASS
certification is obtained by barcoding sample mailpieces in a test deck. After
completing the test, the vendor or user returns the test deck to the USPS for
analysis, scoring, and, if qualified, certification.

To be CASS-certified:

a. Delivery point code address matching software/hardware must correctly
ZIP+4 code the addresses in the Stage |l file or test deck with 98% accuracy
and must correctly append the additional two digits of the delivery point code
(plus a check digit) to the Stage Il file or test deck with 100% accuracy.

b. A 2-digit utility (separate or stand-alone address matching software that
appends only the correct 2-digit DP9019C information) must use the
standardized address information returned by DPC address matching
software when determining the correct delivery point code. A 2-digit utility
must assign the 2-digit delivery point code (plus a check digit) to the
addresses in the Stage |l file with 100% accuracy.

c. Address matching software used to assign 5-digit ZIP Codes and carrier
route codes must assign the appropriate codes to the Stage Il file with 98%
accuracy.

The USPS sends written notice informing the customer of the results of the
analysis and the product certification status. Follow-up notification is mailed to
remind previously certified vendors and users of the next certification.
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C010.2.1

C000
Co010
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1.0
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1.1
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1/4" Thick or Less
Exhibit 1.1

Maximum
1.2

Length and Height
1.3

2.0

Adequacy
2.1
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General Information
General Mailability Standards

C010 describes the minimum and maximum dimensions for a mailpiece. It details
the kind of container to use for a parcel and proper ways to seal and reinforce your
mailpieces. The proper packaging of books, high-density items, magnetic tapes,
and other odd-size mail is also described.

0L0

[8-5-04] MINIMUM AND MAXIMUM DIMENSIONS

For mailability, the following standards apply:
a. All mailpieces must be at least 0.007 inch thick.

b. All mailpieces (except keys and identification devices) that are 1/4 inch thick
or less must be:
(1) Atleast 3-1/2 inches high and at least 5 inches long.
(2) Rectangular, with four square corners and parallel opposite sides (see
Exhibit 1.1), unless prepared as Customized MarketMail under E660.

] Dimensions

~ Height | 3-1%2

™ Length | s
Thickness | o.007"

(all pieces are subject to minimum
thickness; keys and identification
devices are not subject to minimum
= length and height)

! 5 |

No mailpiece may weigh more than 70 pounds. Except for Parcel Post (see C700),
no mailpiece may measure more than 108 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.

The location and orientation of the delivery address on a mailpiece generally
establish which dimensions of the piece are the length and the height. The length
is the dimension parallel to the address as read; the height is the dimension
perpendicular to the length; the top and bottom of the piece are the upper and
lower edges, respectively, when the address is positioned for normal reading. This
general rule does not apply to:

a. Automation rate flats.

b. Standard Mail Enhanced Carrier Route flats.

c¢. Standard Mail Customized MarketMail.

d. Pieces thicker than 1/4” that are not prepared and mailed as a flat.

PACKAGING

Articles presented for mailing must be prepared under the general and specific
standards in this document. The USPS accepts properly packaged and marked
parcels but reserves the right to refuse nonmailable or improperly packaged

C-1
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C010.2.2

General Mailability Standards

Acceptability
2.2

Stationery
2.3

Liquids
24

Aerosols
2.5

High-Density Iltems
2.6

Infectious
Substances
2.7

Load Type
2.8

articles or substances. Additional or other standards can apply to overseas military
post offices and international mail.

No item may be packaged so that its contents could harm employees, equipment,
or other mail. Fragile items must be packaged to withstand mail processing and
transportation. Heavy items must be braced and cushioned to prevent damage to
other mail.

Stationery-type items thicker than 1 inch or heavier than 1 pound are not accepted
in letter-style envelopes. The contents of these packages must be unitized by tying,
banding, or using partitions on close-fitting interior containers to prevent shifting.

Containers of liquid with only friction-top closures are generally not acceptable;
screw caps, soldering, clips, or other means must be used for closure. Glass and
other breakable containers of liquid with a capacity of more than 4 fluid ounces
must be cushioned, with material sufficient to absorb all leakage in case of
breakage, inside a sealed, waterproof container. Containers of liquid with a
capacity of more than 32 fluid ounces are acceptable for mailing if cushioned as
above and packaged within another sealed, waterproof container such as a can or
plastic bag. The outer shipping container must be strong enough to protect the
contents and must be marked to show the liquid nature of the contents. Steel pails
and drums with carrying handles and positive closures, such as locking rings or
recessed spouts under screw-cap closures, may be accepted without additional
packing.

Aerosols (i.e., containers under pressure) are hazardous materials (see C023) and
must be constructed to prevent accidental discharge of the contents during postal
handling. Mailable aerosol containers must be packaged under C023.

High-density items are defined as packages of solid objects other than books
whose weight is comparatively high for their volume (e.g., hardware, machine and
auto parts, tools). Such items weighing more than 15 pounds and packaged so
that they exert no more than 60 pounds per square foot (0.4167 pound per square
inch) pressure on the smallest side of the container are machinable.

Infectious substances (etiologic agents), clinical specimens, and biological
products must be packaged and marked as specified in C023 and C050, as
applicable.

The following three terms describe types of loads, based on the content, degree of
protection, and strength of the package used:

a. An easy load is one that contains items of moderate density that either
completely fill the container or are packaged in interior containers that
completely fill the outer mailing container. This load type is not readily
damaged by puncture or shock and does not move within the package or
present a hazard to other parcels.

b. An average load is one that contains moderately concentrated items packed
directly into a shipping container or that are subjected to an intermediate
stage of packing and providing partial support to all surfaces of the container.
This load type can be prepackaged by nesting items within partitions or in
separate paperboard boxes to stabilize items and prevent shifting and
damage.

DMM Issue 58 Updated 9-16-04
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C010.3.5

Preservation
2.9

3.0

Boxes
3.1

Difficult Load
3.2

Paper Bags and
Wraps
3.3

Plastic Bags
3.4

Plastic Film
3.5
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c. A difficult load is one that contains items that require a high degree of
protection to prevent puncture, shock, or distortion to the items or the
package. Fragile items, delicate instruments, and high-density, small-bulk
items that do not support the mailing container are not acceptable in
paperboard boxes, bags, or wraps.

0L0

The mailer must package the contents of a shipment to prevent deterioration or
degradation.

ACCEPTABLE CONTAINERS

Boxes are acceptable, subject to these standards:
a. Paperboard boxes may be used for easy and average loads to 10 pounds.

b. Metal-stayed paperboard boxes may be used for easy and average loads to
20 pounds.

¢. Solid and corrugated fiberboard boxes may be used according to the limits in
the following chart, unless otherwise specified. The first maximum reached
governs the grade of the box used.

Maximum Weight of

Box and Content (pounds)

Easy or Difficult Maximum Length

Average Load Load and Girth (inches) Box Grade

20 — 67 125
40 20 100 175
65 45 108 200
70 65 108 275
— 70 108 350

d. Wood, metal, or plastic boxes may be used for all types of loads, assuming
adequate construction.

e. The size of the box must be adequate to contain the items and provide
enough space for cushioning material.

f. Good, rigid, used boxes with all flaps intact are acceptable.

g. Boxes with difficult loads to out-of-town destinations must be reinforced with
banding about every 8 inches in each direction around the package.

The USPS does not accept bags, bales, or wraps with difficult loads. The contents
in bags, bales, and wraps must be compressed when possible.

For easy loads of up to 5 pounds, paper bags and wraps are acceptable when at
least of a 50-pound basis weight (the strength of an average large grocery bag)
and the items are immune from impact or pressure damage. A combination of plies
adding up to or exceeding 50-pound basis weight is not acceptable. For easy and
average loads of up to 20 pounds, reinforced bags or bags with a minimum of
70-pound basis weight are acceptable. Nonreinforced loose-fill padded bags are
not acceptable as exterior containers, unless the exterior ply is at least 60-pound
basis weight.

Plastic bags must be at least 2 mil thick polyethylene or equivalent for easy loads
up to 5 pounds; 4 mil thick for easy loads up to 10 pounds.

Heat-shrinkable plastic film—either irradiated polyethylene, linear low-density
polyolefin, or copolymer—must be at least 3/4 mil thick for an easy load up to 5
pounds, and 1-1/4 mil thick for an average load up to 5 pounds. When requested,
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General Mailability Standards

Cloth Bags
3.6
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3.7

Envelopes
3.8
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Packages

3.9

Cans and Drums
3.10

4.0

Volume
4.1

Several ltems Within
Container
4.2

5.0

Tape
5.1
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mailers must provide documentation that these types of film are being used for
mailing.

Cloth bags are acceptable for easy and average loads of up to 10 pounds, if the
seams of the bags equal the strength of the basic material.

Bales are acceptable within postal weight limits, if adequately compressed and
reinforced to contain the material.

Envelopes may be used as containers for articles if the package can reasonably be
expected to be processed and delivered without damage to the contents or other
mail. Letter-style (nongusseted flat) envelopes are acceptable as containers for
nonrigid stationery and similar material, up to 1 pound and 1 inch thick. Larger or
heavier envelopes are acceptable for easy loads up to 5 pounds if made from
envelope paper equivalent to 28 substance weight or greater, or made from
extra-strength materials with a Mullen strength of more than 90 pounds per square
inch. Envelopes for photographic film mailers or gusseted (three dimensional)
envelopes are acceptable if made from envelope paper equivalent to 24 substance
weight or greater. Envelopes may be used as containers for odd-shaped items
mailed at nonautomation Standard Mail rates, if the piece meets the standards for
that class of mail.

Fiberboard tubes and similar long packages are acceptable if their length does not
exceed 10 times their girth. The strength of the tube ends must be at least equal to
the tube sidewall strength, unless the contents are lightweight, rolled items.
Sidewall strength is always equal to solid fiberboard 1/16 inch thick for tubes less
than 18 inches long, 3/32 inch thick for tubes 18 to 32 inches long, and 5/32 inch
thick for tubes more than 32 inches long. Crimped or taped end closures are not
acceptable for other than lightweight rolled items. Tape must completely encircle
the seams on friction slide closures of mailing tubes.

Cans and drums with positive closures are acceptable. Generally, friction closures
alone are not acceptable. Protruding devices, such as locking rings, must be
shielded by padding to prevent injury to USPS employees, equipment, or other
mail.

CUSHIONING

Loose-fill cushioning must overfill the container before closure to hold the item and
prevent its movement to an outside surface of the container or to other items in the
package. Shock and pressure forces must be dissipated over as much of the
surface of the item as possible.

When several items are inside a package, they must be protected from each other
as well as from external forces. Concentrated heavy items must not be packaged
with fragile items unless extreme care is exercised to separate them from each
other. Heavy items must be adequately stabilized.

CLOSURE, SEALING, AND REINFORCEMENT

Cellophane and masking tape may not be used for closure or reinforcement of
packages but may be used to augment adhesive closures on envelopes or to cover
staples on bags.

DMM Issue 58 Updated 9-16-04

46



General Mailability Standards C010.6.1

Paper Tape
5.2

Tape Size
5.3

Adhesive
5.4

Banding
5.5

Staples and Steel
Stitching
5.6

6.0

Window Envelope
6.1

DMM Issue 58 Updated 9-16-04

Paper tape must be at least 60-pound basis weight kraft. The adhesives on
gummed tapes must be adequately activated before application and firmly applied
with the tape extending at least 3 inches over the adjoining side of the box.

Except for pressure-sensitive filament tape, tapes used for closure and
reinforcement may not be less than 2 inches (or 48 mm metric) wide.
Nonreinforced plastic tapes must be at least as strong in the cross direction as in
the machine (long) direction.

0L0

Adhesives for closure on box flaps or on tapes must remain serviceable from -20
degrees to +160 degrees Fahrenheit. Hot-melt adhesive may be used if at least
four strips are applied on each part of the box flap where the outer flap overlays
the inner flap; each strip is 3/16 inch wide after compression; the strips are not
more than 1-1/2 inches apart, with the first strip no more than 1/2 inch from the
center seam; and all strips are the full width of the inner flap, unless hot-melt
adhesive is applied to 25% of the area where the outer flap lies over the inner flap.

When banding is used for closure and reinforcement, it must encircle the length
and girth of the package at least once. If twine or cord is used for closure and
reinforcement, it must be at least 20-pound tensile strength and secured at an
intersection at least once on each side. Loose strapping and metal strapping are
not acceptable.

Staples and steel stitching are acceptable if spaced not more than 5 inches apart
for easy and average loads (or 2-1/2 inches apart for difficult loads) and not more
than 1-1/4 inches from the ends of the box. Boxes not meeting these requirements
may be made acceptable by applying a strip of 3-inch-wide reinforced tape in the
gap between the staples or by strapping to compensate for the gap in the staple
closure. Improperly clinched staples in flats, envelopes, and cards are not
acceptable.

SPECIAL MAILING ENVELOPES

[2-5-04] For all letter-size and flat-size mail in window envelopes, every character
in the delivery address, including any postal barcode, marking, or endorsement,
must be completely visible through the window throughout the full range of
movement of the insert bearing the delivery address. Any window envelope used
for letter-size or flat-size mail claimed at automation rates or for letter-size mail
claimed at Enhanced Carrier Route high density or saturation rates must also meet
the barcoding standards for letters and flats in C840. Any window envelope used
for letter-size or flat-size mail claimed at any other rate must meet the following
additional standards:

a. The address and any barcode visible through the window must be printed on
white paper or paper of a very light color.

b. A clear space of at least 1/8 inch is required between the address block,
which includes any optional endorsement line and any barcode, and the top,
bottom, and left and right edges of the address window, and must remain
when the insert is moved to its full limits in each direction within the envelope
to ensure efficient processing and delivery. For nonautomation rate mail, the
bottom edge of the address window must not extend more than 1/8 inch into
the barcode clear zone as defined in C840. Any letter-size envelope
containing a window that intrudes into the barcode clear zone is not eligible
for MLOCR or RVE FASTforward processing options for the Move Update
standard in A030.
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Express Mail and
Priority Mail
Packaging

6.2

Green Diamond
Border Envelope
6.3

Reusable Mailpiece
6.4

c. Window cover material, if used over the address window, must be made of a
nontinted clear or transparent material (e.g., cellophane or polystyrene) and
must permit the address, as viewed through the window material, to meet the
print-contrast ratio standards in C840 to ensure efficient processing and
delivery. Glassine may be used for window cover material. All edges of the
window cover material must be glued securely to the envelope. The bottom
edge of an address window must be at least 1/2 inch from the bottom edge of
the envelope.

d. For letter-size mail, the delivery address window must be parallel with the
longest edge of the envelope. For flat-size mail, the address window may be
parallel with any edge of the envelope.

e. For registered mail, the opening on a window envelope must be covered as
described in S911.

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

An envelope or card bearing a green diamond border must be used only for
First-Class Mail. Any envelope or card bearing a green diamond border is charged
the appropriate First-Class Mail rate, regardless of mail content or of requested
class or service. When printed on letter-size mail, the border must not enter the
OCR read area or barcode clear zone unless a delivery point barcode appears in
the address block as described in C840.

A reusable mailpiece is an envelope, self-mailer, or similar mailpiece designed for
two-way mailing. The recipient removes part of the original mailpiece or refolds the
piece to cover the delivery address of the recipient and reveal the delivery address
of the originator (sender) for return. Except for reusable mailpieces that originate
as permit imprint mailings, the piece must meet these standards:

a. Basic Design. The piece must be designed and constructed to allow the
recipient to reconfigure or modify the piece to remove or obscure the
address, POSTNET barcode, postage, and any marking or endorsement that
applied to the piece when it was originally mailed so that these elements are
not mistaken by USPS employees or mail processing equipment as applying
to the returned piece. The instructions on the piece must ensure that the
recipient can prepare the piece correctly for remailing. If a reusable mailpiece
does not meet the applicable standards, the piece must be reenveloped and
new postage affixed before distribution by the originator.

b. Distribution. When the piece is mailed by the originator, the piece must show
only one complete delivery address and, if used, the corresponding barcode;
the appropriate postage; and any required marking or endorsement. The
originator’s address and barcode for returning the piece and any postage,
marking, endorsement, and facing identification mark (FIM) provided for that
purpose must be obscured so that they are not mistaken by USPS
employees or postal mail processing equipment as applying to the originating
piece.

c. Return. When the piece is reconfigured for return from the recipient to the
originator, the piece must show only one complete delivery address and, if
used, the corresponding barcode; the appropriate postage; and any required
marking, endorsement, and FIM. If a reusable mailpiece does not meet the

DMM Issue 58 Updated 9-16-04

48



General Mailability Standards C010.7.1

Reusable Mailpieces
That Originate as
Permit Imprint
Mailings

6.5

7.0

Books
71

DMM Issue 58 Updated 9-16-04

applicable standards, the piece must be reenveloped and new postage
affixed before return by the recipient.

As an alternative to the standards in 6.4, reusable mailpieces that originate as
permit imprint mailings may meet these standards:

0L0

a. Basic Design. The piece must be designed and constructed so that the
recipient may reconfigure or modify it to remove or obscure the address that
applied to the piece when it was originally mailed. The instructions on the
piece must ensure that the recipient can prepare the piece correctly for
remailing. If a reusable piece does not meet the applicable standards, the
piece must be reenveloped and new postage affixed before distribution by the
originator.

b. Distribution. When reusable mailpieces are originally mailed, postage must
be paid with permit imprint and a complete address and corresponding
barcode must be located in the address block. Reusable pieces must be
entered at a postal facility as part of a permit imprint mailing. On mailpieces
other than window envelopes, the address block for return of the piece
(including the delivery address and a corresponding barcode) and FIM A will
be located on the reverse side. If included, prepaid reply postage must be
located or obscured so that it is not mistaken by postal mail processing
equipment or employees as applying to the originating piece.

c. Return. When the piece is reconfigured for return from the recipient to the
originator, only one complete address with a corresponding barcode located
in the address block and a FIM must be visible on the piece. If a reusable
mailpiece does not meet the applicable standards, the piece must be
reenveloped and new postage affixed before return by the recipient.

BULK MAIL SYSTEM STANDARDS

Books with 24 pages or more, fastened together along one edge between
hardback, paperback, or self-covers, and more than 1 inch thick or 1 pound must
not be accepted in letter-style nongusseted, flat envelopes. Other envelopes
meeting the standards above must be used. Void spaces within multiple book
containers must be filled with dunnage or otherwise stabilized to prevent shifting or
damage to the contents or container. Shipments of books are packaged according
to these weight categories:

a. Up to 5 pounds, closure must be by multiple friction closures, completely
clinched staples, heat-sealing, adhesives, tape, or nonmetallic banding.
Although shrinkwrap is not acceptable as the only packaging for hardback
books exceeding 1 pound or 1 inch thick, it may be used on the exterior of
otherwise acceptable containers. Shrinkwrap may be used as the only
method of packaging for paperback books up to 3 pounds.

b. From 5 to 10 pounds, closure must be by tape, nonmetallic banding, or
adhesives. Reinforced tape or nonmetallic banding is adequate for both
closure and reinforcement. Nonmetallic banding must be firmly applied to the
point that the straps must be tightened until they depress the carton at the
edges.

¢. From 10 to 25 pounds, reinforced tape or nonmetallic banding is adequate for
closure and reinforcement. Nonmetallic banding must be firmly applied to the
point that the straps tighten until they depress the carton at the edges.
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d. From 25 to 50 pounds, hardbound books must be packaged in 275-pound
test fiberboard boxes and paperback books must be packaged in 200-pound
test fiberboard boxes.

e. From 50 to 70 pounds, hardbound books must be packaged in 350-pound
test fiberboard boxes and paperback books must be packaged in 275-pound
test fiberboard boxes.

High-density items (see 2.6) weighing from 20 to 45 pounds must be packaged in
fiberboard boxes constructed of a minimum 200-pound test board or equivalent
wood, metal, or plastic containers. Plastic, metal, and similar hard containers must
be packaged, treated, or otherwise prepared so that their coefficient of friction or
ability to slide on a smooth, hard surface is similar to that of a domestic-class
fiberboard box of the same approximate size and weight. Closure must be done by
staples, heat-shrinking, adhesives, or tape. Boxes without inner packing or
containing loose material must be reinforced or banded with reinforced paper or
plastic tape, pressure-sensitive filament tape, or firmly applied nonmetallic
banding. Internal blocking and bracing, including the use of interior containers, cut
forms, partitions, dunnage, and liners, must be used as required so that packages
are capable of maintaining their integrity without damage to the contents if dropped
once on one of their smallest sides on a solid surface from a height of 3 feet.
These items from 45 to 70 pounds must be similarly packaged, closed, and
reinforced, except that exterior containers must be a minimum of 275-pound test
fiberboard or equivalent.

Boxes containing soft goods (e.g., textiles, clothing, sheets, blankets, pillows and
pillowcases, draperies, cloth, and any wearing apparel) weighing up to 5 pounds
must be filled to capacity. Soft goods between the weight range of 5 to 20 pounds
must be packaged in material with a minimum 70-pound outer ply basis weight.
Closure of bags must be by completely clinched staples, heat-sealing, adhesives,
sewing, or tape. Improperly clinched staples must be removed. Shrinkwrapping is
not acceptable as the only packaging. Fiberboard containers must be made of at
least 200-pound test board for soft goods weighing from 20 to 45 pounds and at
least 275-pound test board for soft goods weighing from 45 to 70 pounds.

Shipments of recordings (e.g., records and cassette tapes in paper sleeves,
paperboard, or chipboard shells) weighing up to 10 pounds must be packed in
70-pound basis weight envelopes for weights up to 3 pounds, or outer corrugated,
fiberboard containers for weights up to 10 pounds. When shipments weigh from 20
to 40 pounds, multiple shell containers must be packaged in 175-pound test
fiberboard containers or equivalent and closed and reinforced by adhesives, kraft
paper tape, equivalent plastic tape, or staples. When shipments weigh from 40 to
65 pounds, multiple shell containers up to 65 pounds must be packaged in
200-pound test fiberboard containers or equivalent and closed and reinforced as
described for 20- to 40-pound containers, except that containers must be
reinforced about every 8 inches around the package. Shipments weighing more
than 65 pounds must be packaged in 275-pound test fiberboard containers or
equivalent.

Shipments of multiple magnetic tapes and cartridges up to 5 pounds must be
packed in outer fiberboard containers or chipboard containers (minimum 0.022
mil). Closure must be by multiple friction closures, completely clinched staples,
heat-shrinking or adhesives, or by tape. Paper tape must be a minimum of
60-pound basis weight kraft. Shrinkwrapping is acceptable on the exterior of
otherwise acceptable boxes of multiple tape shipments. Standards for shipments

DMM Issue 58 Updated 9-16-04
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weighing from 5 to 20 pounds are similar, except that closure must be only by the
use of adhesives, tape, or staples. Standards are also similar for shipments
weighing from 20 to 40 pounds, except that the contents must be placed in
175-pound test containers that are banded or reinforced at two points with
reinforced paper or plastic tape, pressure-sensitive filament tape, or firmly applied
nonmetallic banding. Shipments from 40 to 65 pounds must be similarly packaged,
except that fiberboard containers of at least 200-pound test board or equivalent
must be used. Shipments weighing more than 65 pounds must be packaged in
275-pound test fiberboard containers or equivalent.

0L0

MARKING

The mailer must mark the package using material that is not readily water soluble
or easily smeared or rubbed off. The marking must be readable at a distance of 30
inches. Marking methods or surfaces must permit application and retention of
adhesive stamps, postage meter impressions, and postal endorsements made
with hand stamp, ballpoint pen, or Number 2 pencil. Any address label or envelope
must be firmly affixed to the mailing container, with no more than an 1/8-inch
separation between the ends of the label or envelope and the container.

Certain markings may be used to identify handling, content, and special service.
Unauthorized markings not designating rate, class, address, handling, content, or
special service are not permitted. Extraneous information, which can be confused
with ZIP Codes, may not be placed next to or directly under the last line of the
delivery address. Any obsolete marking on a container to be reused for mailing
must be obliterated. The following markings must be placed in an area below the
postage and above the addressee’s name in the delivery address and to the right
of the return address:

a. Handling markings such as “Fragile” must be applied only to packages
containing delicate items such as glass and electrical appliances. Markings
such as “Do Not Bend” must be used only when the content is protected with
stiffeners.

b. Content markings such as “Perishable” must be applied to any package
containing items or substances that can degrade or decompose rapidly such
as meat, produce, plants, or certain chemical and hazardous materials
samples. Restricted and hazardous articles must be marked and labeled
under applicable standards. A container improperly identified by content is
not acceptable for mailing (e.g., a box marked “Art Supplies” that contains
flammable liquid or a box marked “Bleach” that contains clothing).

c. Special service markings such as “Return Receipt Requested” must use the
wording or label required by the applicable special service standards.

NONMAILABLE MATTER

Certain potentially undesirable, harmful, or dangerous matter is nonmailable by
statute or regulation. The standards for nonmailable articles and substances and
the special conditions under which certain of these articles and substances may
be mailed are in C020. The standards in C030 apply to nonmailable matter in
written, printed, or graphic form and contain the rules on advising mailers of matter
covered in C020 and C030. The standards in C020 apply to the military postal
system, its employees, and undelivered mail that is or has been in the official
custody of this system and its employees. References to Inspection Service apply
to the Postal Inspection Service and authorized employees, not military
investigative services.
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Other Nonmailable [3-4-04] Matter is nonmailable also when it cannot be delivered because of an
Matter illegible, incorrect, or insufficient address, or when it does not meet USPS
9.2  standards for mail preparation, classification, postage rates, size, or weight.

Mailer’s It is the mailer’s responsibility to refrain from depositing nonmailable matter in the
Responsibility  mail. The mailer must comply with applicable postal laws and regulations
9.3 governing mailability and preparation for mailing, as well as nonpostal laws and
regulations on the possession, treatment, transmission, or transfer of particular
matter. Information about USPS standards is available from postmasters, business
mail entry managers, and RCSC managers (see G042).

Unauthorized  Postmasters are not authorized to decide whether written, printed, or graphic
Decisions  matter is nonmailable based on its content or to deny entry to such matter or
9.4  exclude it from the mail.

Refusal  Written, printed, or graphic matter not properly prepared for mailing can be
9.5 refused.

C-10 DMM Issue 58 Updated 9-16-04
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General Information
Restricted or Nonmailable Articles and Substances

Articles and Substances Generally

C021 describes the legal regulations prohibiting or restricting the mailing of certain
items such as liquors, abortive and contraceptive devices, odd-shaped items in
envelopes, motor vehicle master keys, and locksmithing devices.

120

RESTRICTED MATTER—GENERAL

Restricted matter is an article or substance prohibited or limited by Title 18, U.S.
Code (liquors, abortive and contraceptive devices, odd-shaped items in envelopes,
motor vehicle master keys, and locksmithing devices). It also includes matter not
otherwise described in C020 that is restricted by 18 USC 1716(a) because it may,
under conditions encountered in the mail, be injurious to life, health, or property
(obnoxious odors, liquids, powders, and battery-powered devices).

NONMAILABLE ARTICLES AND SUBSTANCES—GENERAL

The basic premise of the postal mailability statutes is that anything “which may Kkill
or injure another, or injure the mails or other property...”” is nonmailable. Several
statutory exceptions to this rule permit mailings of otherwise nonmailable matter
under specified conditions. Statutory exceptions apply to live scorpions, poisonous
drugs and medicines, poisons for scientific use, switchblade knives, firearms,
motor vehicle master keys, locksmithing devices, and abortive and contraceptive
devices. The statutes also provide that the USPS may, by regulation, permit the
mailing, under required conditions of preparation and packing, of potentially
harmful matter not “outwardly or of [its] own force dangerous or injurious to life,
health, or property” The standards in C021 summarize the statutory prohibitions
and exceptions. The mailability standards that apply to perishable, hazardous, and
restricted matter are detailed in C022, C023, and C024, respectively. Publication
52, Hazardous, Restricted, and Perishable Mail, contains additional clarification
and further describes the conditions of preparation and packaging under which the
USPS accepts for mailing potentially harmful matter that is otherwise nonmailable.
Publication 52 also contains detailed information on the mailability of specific
hazardous materials.

The mailer must comply with applicable postal laws and regulations governing
mailability and preparation for mailing, as well as nonpostal laws and regulations
on the shipment of particular matter.

USPS employees may refuse an article for mailing if the content of the article is
described by the mailer or otherwise revealed to be nonmailable.

Particular matter may be mailable under postal statutes and regulations, but
customers may have responsibilities under nonpostal statutes and regulations
concerned with possession, treatment, transmission, or transfer of such matter
(e.g., 49 CFR 100-185 (Department of Transportation Regulations); the
Comprehensive Drug Abuse Prevention and Control Act of 1970 (Public Law
91-513), 21 USC 801, et seq.; and the Gun Control Act of 1968 (Public Law
90-618), 18 USC 921, et seq.).

18 USC 2510, et seq., constitutes a statutory system of regulating interception of
wire, oral, or electronic communications. Any person contemplating the mailing of
a device primarily useful for surreptitiously effecting such interception should
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consider the provisions of 18 USC 2510, et seq., particularly section 2512. This
statute makes it a crime, except as otherwise provided in 18 USC 2510, et seq.,
for a person intentionally to send through the mail any device whose design that
person knows, or has reason to know, renders the device primarily useful for
surreptitious interception of wire, oral, or electronic communications. The statute
does not declare that such a device in itself constitutes nonmailable matter but, as
indicated, provides criminal penalties for the act of intentionally mailing it.

A postmaster may decide whether articles and substances other than written,
printed, or graphic matter are nonmailable and, where appropriate, is authorized to
refuse to accept for mailing such matter determined to be nonmailable. The mailer
may seek a review of the postmaster’s decision by the RCSC. The mailer may file
a written appeal of the RCSC ruling with the USPS Recorder, Judicial Officer, with
a copy or description of the determination or ruling. The rules of procedure for the
determination of such appeals are in 39 CFR 953.

A postmaster may take any step reasonable and necessary to protect USPS
employees and equipment from potentially dangerous or injurious materials or
substances found in the mail.

C020 applies to the military postal system, its personnel, and undelivered mail that
is or has been in the official custody of that system and its personnel. References
to the Inspection Service refer to the Postal Inspection Service and its authorized
employees, not to military investigative services.

INJURIOUS AND HARMFUL ARTICLES

Except as provided in this document, any article, composition, or material is
nonmailable if it can kill or injure another or injure the mail or other property.
Harmful matter includes, but is not limited to:

a. All types and classes of poisons, including controlled substances.

b. All poisonous animals except scorpions mailed for medical research
purposes or for the manufacture of antivenom; all poisonous insects; all
poisonous reptiles; and all types of snakes, turtles, and spiders.

c. All disease germs or scabs.

d. All explosives, flammable material, infernal machines, and mechanical,
chemical, or other devices or compositions that may ignite or explode.

Harmful matter also includes regulated hazardous materials as defined in C023
that are likely to harm USPS employees or to destroy, deface, or otherwise
damage mail or postal equipment.This includes materials such as caustic poisons
(acids and alkalies), oxidizers, or highly flammable liquids, gases, or solids; or
materials that are likely, under conditions incident to transportation, to cause fires
through friction, absorption of moisture, or spontaneous chemical changes or from
retained heat from manufacturing or processing, including explosives or containers
previously used for shipping high explosives with a liquid ingredient (such as
dynamite), ammunition, fireworks, radioactive materials, matches, or articles
emitting obnoxious odors.

MARKING

Except for firearms and switchblade knives, controlled substances, radioactive
materials, and motor vehicle master keys and locksmithing devices, the identity of
the content of anything mailed under C020 must be plainly and durably marked on
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the address side of each mailpiece as a condition of mailing. When the contentis a
hazardous material as defined in 49 CFR, each mailpiece must be marked as
required in C023.

For any matter mailed under the provisions in C020, the recipient’s name and
address must be affixed or applied directly to the mailpiece using a material or
method that is not water-soluble and not easily smeared or rubbed off. Except for
diagnostic specimen mailpieces using a business reply mail format and
nonregulated materials, a return address that includes the sender’s name and
address must appear on all matter mailed under C020. The return address, when
required, must be applied using a material or method that is not water-soluble and
not easily smeared or rubbed off.

120

Except for controlled substances mailed under C024, any label or other marking
required by federal law or the regulation of any federal agency must be securely
affixed or applied to the address side of each mailpiece. See C023 for the warning
label requirements that apply to the mailing of hazardous materials.

55



56



¢c0

Perishables C022.3.2
C000 General Information
C020 Restricted or Nonmailable Articles and Substances
C022 Perishables
Summary C022 describes the normal transit time standards for mailing perishable goods,
including live animals, furs, plants, and nonmailable plant pests. In addition, it
provides preparation and packaging information.
1.0 TIME FACTOR
Mailable perishable matter may be sent through the mail only if it can reach its
destination in good condition in the normal transit time between the mailing and
address points. Mailable perishable foods that do not rapidly decay or generate
obnoxious odors in the mail may be sent at the mailer’s risk.
2.0 PREPARATION
Container Any container used to mail perishable matter must be constructed to protect and
2.1 securely contain the contents.
Produce Fruits and vegetables are not mailable unless presented in dry condition.
2.2
Water Ice  Water ice used as a refrigerant must be packed under C010 as though it were a
2.3 liquid.
Dry Ice A parcel containing dry ice (carbon dioxide solid) must be packed in a container
2.4 that allows the release of carbon dioxide gas. If a fiberboard box is used, enough
insulation is necessary to prevent condensation and wetting of the mailing carton.
3.0 LIVE ANIMALS
Animal Fighting  [9-4-03] Under 7 USC 2156, the mailing of a live animal for the purpose of
Prohibition participating in an animal fighting venture is prohibited (regardless of whether such
3.1 venture is permitted under the laws of the state in which it is conducted). The term

Day-Old Poultry
3.2

DMM Issue 58 Updated 9-16-04

state means any state of the United States, the District of Columbia, the
Commonwealth of Puerto Rico, or any U.S. territory or possession. Violators can
be subject to the criminal penalties in 7 USC 2156.

Day-old poultry vaccinated with Newcastle disease (live virus) is nonmailable. Live
day-old chickens, ducks, geese, partridges, pheasants (pheasants may be mailed
only from April through August), guinea fowl, quail, and turkeys are acceptable in
the mail only if:

a. They are not more than 24 hours old and are presented for mailing in the
original unopened hatchery box from the hatchery of origin.

b. The date and hour of hatching is noted on the box by a representative of the
hatchery who has personal knowledge thereof. (For COD shipments made by
a hatchery for the account of others, the name or initials and address of the
hatchery or the post office box number and address of the hatchery must be
prominently shown for this standard.)

c. The box is properly ventilated, of proper construction and strength to bear
safe transmission in the mail, and not stacked more than 10 units high.
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d. They are mailed early enough in the week to avoid receipt at the office of
address, in case of missed connections, on a Sunday, on a national holiday,
or on the afternoon before a Sunday or holiday.

e. They can be delivered to the addressee within 72 hours of the time of
hatching, whether the addressee resides in town or on a rural route or
highway contract route.

f. The shipment bears special handling postage in addition to regular postage,
unless sent at the First-Class Mail or Priority Mail rate.

g. When live, day-old poultry is to be transported by aircraft, all provisions of the
airline tariffs are met and air carriers have equipment available to safely
deliver shipments within the specified time limits, allowing for delays en route
in air and ground transportation.

h. Day-old poultry, originally shipped by air express or air cargo and then
presented for mailing, must be in first-class condition and prepared as
specified in 3.2a through 3.2e.

i. Boxes of day-old poultry of about identical size, securely fastened together to
prevent separation in transit, may be accepted for mailing as a single parcel,
if such parcel is not more than 100 inches in length and girth combined.

Small, harmless, cold-blooded animals (except snakes and turtles) that do not
require food or water or attention during handling in the mail and that do not create
sanitary problems or obnoxious odors are mailable (e.g., baby alligators and
caimans not more than 20 inches long, bloodworms, earthworms, mealworms,
salamanders, leeches, lizards, snails, and tadpoles).

Adult turkeys, guinea fowl, doves, pigeons, pheasants, partridges, and quail, as
well as ducks, geese, and swans sent by Express Mail in biologically secure
containers approved by the manager of Mailing Standards (see G043 for address)
are mailable if the number of birds per parcel follows the container manufacturer
limits, and if each bird weighs more than 6 ounces. Under the applicable
standards, indemnity may be paid only for loss, damage, or rifling, and not for
death of the birds in transit if there is no visible damage to the mailing container.

[9-4-03] Adult chickens must be sent by Express Mail. The Express Mail containers
used must pass the standards in International Safe Transit Association (ISTA) Test
Procedure 1A (detailed in Publication 2, Packaging for Mailing); be designed to
remain intact during normal handling; be constructed to fotally confine the
chickens; contain shavings or other material to prevent damage to the bottom of
the container; and be ventilated properly to ensure humane treatment in transit.
The number of birds in each parcel must not exceed the container manufacturer's
limit. Under the applicable standards, indemnity may be paid only for loss,
damage, or rifling, and not for death of the chickens in transit if there is no visible
damage to the container. The mailing of chickens for animal fighting purposes is
prohibited under 3.1.

Warm-blooded animals, except the specified birds under specific conditions
detailed above, are not mailable (e.g., hamsters, mice, rats, guinea pigs, rabbits,
cats, dogs, squirrels, parakeets, and canaries).

Animals mailed to the Republic of Palau, the Republic of the Marshall Islands, and
the Federated States of Micronesia require a permit issued by the government of
the destination country.

DMM Issue 58 Updated 9-16-04
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Bees are acceptable in the continental surface mail when shipped under federal
and state regulations to ensure that they are free of disease. Packages of
honeybees must bear special handling postage, except those sent at a First-Class
Mail rate. Only queen honeybees may be shipped via air transportation. Each
queen honeybee shipped via air transportation may be accompanied by up to eight
attendant honeybees.

¢c0

Other live, nonpoisonous, and nondisease-conveying insects may be sent through
the mail when properly prepared for mailing and when shipped under regulations
of the U.S. Department of Agriculture. Such insects mailed to the Republic of
Palau, the Republic of the Marshall Islands, and the Federated States of
Micronesia are also subject to the regulations of the destination country.

Live scorpions that are to be used for medical research or the manufacture of
antivenin are accepted only in the continental surface mail when packaged in a
double mailing container, both parts of which are closed or fastened to prevent
escape of the scorpions. The inner container must be of material that cannot be
punctured by the scorpions and must be plainly marked “Live Scorpions.”
Cushioning material must be used when necessary to prevent shifting of the inner
container. The outer container must be strong enough to prevent crushing of the
package or exposure of the contents during normal handling in the mail. The outer
container must be plainly marked “Live Scorpions.”

Any mailing container used for mailable animals must be made of at least
275-pound test, double wall, corrugated, weather-resistant fiberboard (W5c) or
equivalent and must be adequately ventilated. The container must be constructed
to prevent escape of the animals while in the mail and to preclude the container
and its contents from being crushed in normal handling. The outside of the
container must include a return address and a description of the contents. A
container marked “If Undeliverable, Abandon” is not accepted.

The USPS does not accept any shipment of animals that the USPS reasonably
believes cannot reach its destination in a viable condition. Such a determination is
based on factors including the expected temperatures (weather conditions) while
the shipment is in the mail; the types of vehicles on which the shipment is to be
transported; the expected transit time; and the types of packaging used for
protection against suffocation, crushing, and handling.

Any parcel of live animals that cannot be delivered to the addressee or returned to
the sender within 72 hours (for live day-old poultry) or within the delivery period
marked on the parcel (for other animals) is immediately disposed of under the
relevant standards. A parcel not marked with the delivery period is disposed of
immediately if it reasonably appears that the animals cannot be returned to the
sender in a viable condition.

DEAD WILD ANIMALS

The dead bodies, or parts thereof, of any wild animals, wild birds, or eggs are
acceptable for mailing only when they are lawfully killed or taken, and their
shipment is not prohibited by law of the United States or of the state, territory,
district, or foreign country or subdivision thereof in which killed or taken or offered
for shipment. Mailing of fresh game is also subject to these standards.
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FURS, HIDES, SKINS, AND PELTS

A parcel containing the fur, hide, skin, or pelt of a wild animal is mailable only if the
matter is properly dried or cured and has no offensive odor, and only if the parcel is
plainly marked, labeled, or tagged on the outside with the names and addresses of
the shipper and addressee. The parcel must bear any endorsement required by
state laws.

Hides and pelts must be wrapped when necessary to prevent damage to other
mail.

MAILING PLANTS

In general, plants and plant products are mailable within the United States and its
territories and possessions, subject to certain prohibitions imposed under U.S.
agriculture and conservation statutes. To the extent specified below, when such
prohibitions make shipment of plants or plant products unlawful, those articles
constitute nonmailable matter. More detailed information is in Publication 14,
Prohibitions and Restrictions on Mailing Animals, Plants, and Related Matter.

Under 39 USC 3014(b), any plant, plant product, or other article capable of
carrying a dangerous plant disease or insect infestation is nonmailable from a
quarantined area, if shipping such item by common carrier is prohibited by a U.S.
Department of Agriculture (USDA) quarantine issued under 7 USC 161, except,
any such item is mailable from a quarantined area if:

a. lts movement by common carrier is allowed under conditions prescribed in
the quarantine notice or in other USDA regulations, issued under 7 USC 161,
governing its inspection, disinfection, certification, and other conditions for its
movement.

b. Its movement by mail complies with all such conditions.

Any plant, article, or matter, the importation or interstate shipment of which is
prohibited under the Act of August 20, 1912 (37 Stat. 315, chapter 308; 7 USC 151
et seq.), commonly known as the Plant Quarantine Act, is made nonmailable by 39
USC 3015(c).

Any plant, the conveyance of which is prohibited under section 3 of the Lacey Act
Amendments of 1981 (16 USC 3372), is made nonmailable by 39 USC 3015(d).

18 USC 1716B provides criminal penalties for mailing anything nonmailable under
39 USC 3014(b), unless the item is excepted under USPS regulations. 18 USC
1716D provides criminal penalties for mailing anything nonmailable under 39 USC
3015(c) and (d).

USDA quarantine notices, issued under 7 USC 161, are published in the Federal
Register and codified in 7 CFR (e.g., 7 CFR 301 and 318). Details on these and
other USDA regulations may be obtained by writing to the USDA Animal and Plant
Health Inspection Service (APHIS) Plant Protection and Quarantine (PPQ)
Programs (see G043 for address).

DMM Issue 58 Updated 9-16-04
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NONMAILABLE PLANT PESTS, INJURIOUS ANIMALS, AND ILLEGALLY
TAKEN FISH OR WILDLIFE

More detailed information is in Publication 14. Under the respective provisions of
39 USC 3015(a), (b), and (d), the following items are nonmailable:

a. Any injurious animal, the importation or interstate shipment of which is
prohibited under 18 USC 42.

b. Any plant pest, the movement of which is prohibited under section 103 or 104
of the Federal Plant Pest Act (7 USC 150bb or 150cc).

c. Any fish or wildlife, the conveyance of which is prohibited under section 3 of
the Lacey Act Amendments of 1981 (16 USC 3372).

¢c0

18 USC 1716D provides criminal penalties for mailing anything nonmailable under
39 USC 3015(a), (b), or (d).
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General Information
Restricted or Nonmailable Articles and Substances

Hazardous Materials

C023 describes the general standards, restrictions, and prohibitions that apply to
the mailability of hazardous materials.

€¢0

GENERAL

The following definitions apply:

a. Hazardous material is any article or substance designated by the U.S.
Department of Transportation (DOT) as being capable of posing an
unreasonable risk to health, safety, and property during transportation. In
international commerce, hazardous materials are known as “dangerous
goods.”

b. Limited quantity is the maximum amount of a specific hazardous material that
is exempted from the labeling or packaging requirements in 49 CFR. Not
every hazardous material is eligible to be shipped as a limited quantity.
Almost all limited quantity materials are nonmailable.

¢. ORM-D (Other Regulated Material) material is a limited quantity of a
hazardous material that presents a limited hazard during transportation due
to its form, quantity, and packaging. In almost all instances, the proper
shipping name for an ORM-D material is consumer commaodity. Not all
hazardous material permitted to be shipped as a limited quantity can qualify
as an ORM-D material. ORM-D materials having the proper shipping name of
“consumer commodity” are mailable subject to USPS quantity and packaging
standards.

d. Consumer commodity is a hazardous material that is packaged and
distributed in a quantity and form intended or suitable for retail sale and
designed for consumption by individuals for their personal care or household
use purposes. This term can also include certain drugs or medicines. Not all
hazardous material permitted to be shipped as a limited quantity can qualify
as a consumer commodity.

e. Air transportation requirements, for the purposes of C023 only, apply to all
mailable hazardous materials sent at the First-Class Mail, Priority Mail, or
Express Mail rates. All mailable hazardous materials sent at those rates must
meet the requirements that apply to air transportation. Mailable hazardous
materials sent at any of those rates may or may not be transported via air
depending on the distance between the point of origination and the point of
destination, and the ability of the USPS to obtain an air carrier between those
points.

f. Surface transportation requirements, for the purposes of C023 only, apply to
all mailable hazardous materials sent at the Standard Mail or Package
Services rates. All mailable hazardous materials sent at the Standard Mail or
Package Services rates must meet the requirements that apply to surface
transportation.

g. Primary receptacle is the container (e.g., tube, vial, bottle) that holds the
hazardous material.

h. Secondary container is the packaging component into which the primary
receptacle(s) and any required absorbent and cushioning material is securely

C-21
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placed. The packaging of certain mailable hazardous materials does not
require the use of a secondary container.

i. Outer shipping container is the exterior packaging component into which a
primary receptacle, along with any required absorbent and cushioning
material, and the secondary container (if required) are securely placed. The
outer shipping container bears the addressing information along with all
required markings.

The U.S. Department of Transportation (DOT) regulates the surface and air
carriage of hazardous materials within the United States via any means of
transportation. The DOT regulations for the transport of hazardous materials are
codified in Title 49, Code of Federal Regulations (49 CFR) 100—-185. USPS mailing
standards for hazardous materials generally adhere to 49 CFR, but also include
many additional limitations and prohibitions.

The USPS standards generally restrict the mailing of hazardous materials to
ORM-D materials with the proper shipping name of “consumer commodity” that
meet USPS quantity limitations and packaging requirements. The few non-ORM-D

materials permitted to be mailed are subject to the standards in C023. Detailed
information on the mailability of specific hazardous materials is contained in
Publication 52, Hazardous, Restricted, and Perishable Mail.

Hazard Class

Every hazardous material is assigned to one of nine hazard classes identified in 49

1.4 CFR 172.101 and 173. Some hazard classes are further separated into divisions
based on their physical or chemical properties. For postal purposes, Exhibit 1.4
generally summarizes the mailability of hazardous materials by hazard class.

Exhibit 1.4DOT Hazard Classes and Mailability Summary

Domestic Mail Domestic Mail
Air Surface International
Class Hazard Class Name and Division Transportation Transportation Mail
1 Explosives Prohibited Prohibited except with Prohibited
Division 1.1 Mass Explosive Hazard written permission as
Division 1.2 Projection Hazard allowed in 2.2
Division 1.3 Fire Hazard and/or Minor
Blast/Minor Projection Hazard
Division 1.4 Minor Blast Hazard
Division 1.5 Very Insensitive With Mass
Explosion Hazard
Division 1.6 Extremely Insensitive With No
Mass Explosion Hazard
2 Gases Division 2.1 and Divisions 2.1, 2.2: Only | Prohibited
Division 2.1 Flammable Gases 2.3: Prohibited. ORM-D material per
Division 2.2 Nonflammable, Nontoxic Gases Division 2.2: Only 3.3.
Division 2.3 Toxic Gases ORM-D material Division 2.3: Prohibited
per 3.3
3 Flammable and Combustible Liquids Flammable Flammable liquids: Prohibited
liquids: Prohibited. | Only ORM-D material
Combustibles: per 4.2.
Only ORM-D Combustibles: Only
material per 4.3 ORM-D material per 4.3
4 Flammable Solids Prohibited Only ORM-D material Prohibited
Division 4.1 Flammable Solids per5.2
Division 4.2 Spontaneously Combustible
Division 4.3 Dangerous When Wet
5 Oxidizing Substances, Organic Peroxides Only ORM-D Only ORM-D material Prohibited
Division 5.1 Oxidizing Substances material per 6.2 per 6.2
Division 5.2 Organic Peroxides
C-22 DMM Issue 58 Updated 9-16-04
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Domestic Mail
Air

Domestic Mail
Surface

International

Class Hazard Class Name and Division Transportation Transportation Mail
6 Toxic Substances and Infectious Substances Division 6.1: Only Division 6.1: Only Division 6.1:
Division 6.1 Toxic Substances ORM-D material ORM-D material per Prohibited.

Division 6.2 Infectious Substances

per7.2.
Division 6.2: Only
per 8.0

7.2.
Division 6.2: Only per
8.0

Division 6.2: Only
mailable per IMM
135

€¢0

7 Radioactive Materials Prohibited Only in limits per 9.0 Only mailable in
and Publication 52 limits per IMM 135
8 Corrosives Only ORM-D Only ORM-D material Prohibited
material per 10.2 per 10.2
9 Miscellaneous Hazardous Materials Only ORM-D Only ORM-D material Prohibited, except
material per 11.0 per 11.0 magnetized
materials per IMM
136

Mailer Responsibility
1.5

Mailability Rulings
1.6

Warning Labels
1.7
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Full responsibility rests with the mailer to comply with all postal and nonpostal laws
and regulations regarding the mailing of hazardous materials. Anyone who mails,
or causes to be mailed, a nonmailable or improperly packaged hazardous material
can be subject to legal penalties, including but not limited to those specified in 18
USC.

Generally, the acceptability for mailing chemicals and other types of hazardous
materials depends on container fluid/vapor capacities, the ability of the complete
mailpiece to contain the material, and the method of absorbing and containing the
product in case of accidental leakage of the primary receptacle. To determine
mailability of a specific material, a mailer must submit a material safety data sheet
(MSDS) and the following information to the appropriate rates and classification
service center (RCSC):

a. Name of material, hazard class, and assigned United Nations (UN) or North
America (NA) identification number.

. Chemical composition by percentage of ingredient.

. Flashpoint.

. Toxic properties.

. Irritant action when inhaled, swallowed, or contacted by eyes or skin.

-~ ® O O T

. Special precautions necessary to permit handling without harm to USPS
employees or damage to property or other mail.

g. Explanation of warning labels and shipping papers required by state or
federal regulations.

h. Proposed packaging method, including the addressing and required
markings.

. Proposed number of pieces to be mailed, class of mail, and post office(s) of
mailing.

With few exceptions as noted in these standards, most hazardous materials
acceptable for mailing fall within the Other Regulated Materials (ORM-D)
regulations of CFR 49 173.144, which do not require DOT hazard class warning
labels. Except for Division 6.2 materials under 8.5 and dry ice under 11.4, any
hazardous material bearing or required to bear a DOT hazard class warning label
under the requirements in 49 CFR is prohibited from mailing. Mailable ORM-D
material must be marked as required in 1.8. Mailable hazardous material must
bear DOT handling labels (e.g., orientation arrows, magnetized materials) when
applicable.

C-23
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Each mailpiece containing a mailable hazardous material must be plainly and
durably marked on the address side with the required shipping name and UN
identification number. The UN identification number is not required on a mailpiece
that contains an ORM-D material. A mailable ORM-D material must be marked on
the address side with “ORM-D” or “ORM-D AIR;” as applicable, immediately
following or below the proper shipping name. The proper shipping name for a
mailable ORM-D material is “consumer commodity.” The designation “ORM-D” or
“ORM-D AIR”, as required, must be placed within a rectangle that is approximately
6.3 mm (1/4 inch) larger on each side than the designation. Mailable ORM-D
materials sent as Standard Mail or Package Services must also be marked on the
address side as “Surface Only” or “Surface Mail Only”

A shipper’s declaration for dangerous goods (i.e., shipping paper) prepared under
49 CFR 172.200 through 172.205 is required for certain types of hazardous
materials when mailed. The shipping paper must be completed and signed in
triplicate by the mailer. It must be affixed to the outside of the mailpiece within an
envelope or similar carrier that can be easily opened and resealed to allow viewing
of the document. Shipping papers are required as follows:

a. Air transportation requirements. Except for nonregulated materials sent under
8.3 or 8.10 and diagnostic specimens sent under 8.6, mailpieces containing
mailable hazardous materials sent at the First-Class Mail, Priority Mail, or
Express Mail rates must include a shipping paper.

b. Surface transportation requirements. Except for nonregulated materials sent
under 8.3 or 8.10 and mailable ORM-D materials, mailpieces containing
mailable hazardous materials sent at the Standard Mail or Package Services
rates must include a shipping paper.

All mailable hazardous materials sent at the First-Class Malil, Priority Mail, or
Express Mail rates must meet the requirements for air transportation. The following
types of hazardous materials that are prohibited from carriage on air transportation
must not be sent at the First-Class Mail, Priority Mail, or Express Mail rates:

a. Anything susceptible to damage or that can become harmful because of
changes in temperature or atmospheric pressures unless protected against
the effects of such changes.

b. Magnetic materials that have a field strength sufficient to cause a compass
deviation at a distance of 15 feet (4.6 meters) or more from any point on the
outer packaging.

c. Flammable materials (gases, liquids, and solids).
d. Radioactive materials.

e. Materials excluded from air shipment by DOT regulations (49 CFR 100-185)
or of the applicable state (country) or air carrier operator variations. Certain
restricted articles, as described in 49 CFR 100-185 and the operator
variations of the air carriers, may be accepted for air transportation if properly
packaged. These articles must be labeled and bear a shipper's declaration in
triplicate, as required by 49 CFR 172.204, or must be marked according to
the air carrier's operator variations. Refer to the technical instruction of the
International Civil Aviation Organization (ICAQ) for air carrier operator
variations.
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EXPLOSIVES (HAZARD CLASS 1)

An explosive is any substance, article, or device that is designed to function by
explosion (i.e., an extremely rapid release of gas and heat) or that, by chemical
reaction within itself, is able to function in a similar manner even if not designed to
function by explosion, unless the substance or article is otherwise classed under
the provisions in 49 CFR. Hazard class 1 has six divisions as shown in Exhibit 1.4.
No further explanation of the six divisions is provided in these standards because
explosives are prohibited in the mail except as permitted in 2.2.
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Explosives are prohibited in international mail. Explosives are prohibited in the
domestic mail via air transportation. For domestic surface transportation,
explosives are prohibited except for certain Division 1.4S toy propellant devices
and safety fuses specifically approved by the manager of Mailing Standards (see
G043 for address) before mailing. A mailable explosive must meet the packaging
and marking requirements provided with the manager’s approval. A shipping paper
is required.

GASES (HAZARD CLASS 2)

Hazard class 2 consists of three divisions:

a. Division 2.1, Flammable Gases. A material that is a gas at 68°F (20°C) or
less and 14.7 psi (101.3 kPa) of pressure. Flammable gases also include
materials that have a boiling point of 68°F (20°C) or less at 14.7 psi (101.3
kPa) and that are ignitable at 14.7 psi (101.3 kPa) when in a mixture of 13%
or less by volume with air or that have a flammable range at 14.7 psi (101.3
kPa) with air of at least 12% regardless of the lower limit. These conditions
must be established in accordance with ASTM E681-85, Standard Test
Method for Concentration Limits of Flammability of Chemicals, or other
approved equivalent method. The flammability of aerosols must be
determined using the tests specified in 49 CFR 173.306(i).

b. Division 2.2, Nonflammable, Nontoxic Gases. A material that does not meet
the definition of Division 2.1 or 2.3 and exerts in its packaging an absolute
pressure of 40.6 psia (280 kPa) or greater at 68°F (20°C).

c. Division 2.3, Toxic Gases. A material that is poisonous by inhalation and is a
gas at 68°F (20°C) or less and a pressure of 14.7 psi (101.3 kPa) or a
material that has a boiling point of 68°F (20°C) or less at 14.7 psi (101.3 kPa).

Gases are prohibited in international mail. Toxic gases in Division 2.3 are
prohibited in domestic mail. Flammable gases in Division 2.1 are prohibited in
domestic mail via air transportation, but are permitted via surface transportation if
the material can qualify as an ORM-D material and meet the standards in 3.3 and
3.4. Nonflammable gases in Division 2.2 are generally permitted in the domestic
mail via air or surface transportation if the material can qualify as an ORM-D
material and meet the standards in 3.3 and 3.4.

An other-than-metal primary receptacle containing a mailable gas may be
acceptable if the water capacity of the primary receptacle is 4 fluid ounces (7.22
cubic inches) or less per mailpiece and the primary receptacle meets 49 CFR
requirements. Mailable nonflammable and flammable compressed gases are
acceptable in metal primary receptacles that have a water capacity up to 33.8 fluid
ounces (1 liter or 61.0 cubic inches), depending on their internal pressure. A DOT
2P container must be used as the primary receptacle if the internal pressure is
from 140 to 160 psig at 130°F (55°C). A DOT 2Q container must be used as the
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primary receptacle if the pressure is from 161 to 180 psig at 130°F (55°C). A
container with an internal pressure over 180 psig at 130°F (55°C) is prohibited
from mailing. Mailable flammable compressed gases are restricted to 33.8 fluid
ounces (1 liter) per mailpiece. Mailable nonflammable compressed gases are
permitted in individual 33.8 fluid ounce (1 liter) containers that must be securely
packed within an outer shipping container. Each mailpiece must not exceed a total
weight of 25 pounds.

Marking For surface transportation, packages of mailable gases must be clearly marked on
3.4 the address side with “Surface Only” or “Surface Mail Only” and “ORM-D”
immediately following or below the proper shipping name (consumer commaodity).
For air transportation, packages must be plainly and durably marked on the
address side with “ORM-D AIR” immediately following or below the proper shipping
name and must also bear a shipper's declaration for dangerous goods.

4.0 FLAMMABLE AND COMBUSTIBLE LIQUIDS (HAZARD CLASS 3)

Definitions  The terms used in the standards that apply to hazard class 3 are defined as
4.1 follows:

a. Flammable liquid means a liquid that has a flashpoint of not more than 141°F
(60.5°C), or any material in a liquid phase that has a flashpoint at or
above100°F (38°C).

b. Combustible liquid means any liquid that does not meet the definition of any
other hazard class and has a flashpoint above 141°F (60.5°C) and below
200°F (93°C). Note: A flammable liquid with a flashpoint at or above 100°F
(38°C) that does not meet the definition of any other hazard class may be
reclassified as a combustible liquid per 49 CFR 173.120(b).

Flammable Liquid  Flammable liquid is prohibited in international mail. Flammabile liquid with a
Mailability flashpoint of 20°F (-7°C) or below is prohibited in domestic mail. Other flammable
4.2  liquid is prohibited in domestic mail via air transportation but is permitted via
surface transportation if the material can qualify as an ORM-D material and meet
the following conditions as applicable:

a. The flashpoint is above 20°F (-7°C) but no more than 73°F (23°C); the liquid
is in a metal primary receptacle not exceeding 1 quart, or in another type of
primary receptacle not exceeding 1 pint, per mailpiece; enough cushioning
surrounds the primary receptacle to absorb all potential leakage; the
cushioning and primary receptacle are packed within a securely sealed
secondary container that is placed within a strong outer shipping container;
and each mailpiece is plainly and durably marked on the address side with
“Surface Only” or “Surface Mail Only” and “ORM-D” immediately following or
below the proper shipping name.

b. The flashpoint is above 73°F (23°C) but less than 100°F (38°C); the liquid is
in a metal primary receptacle not exceeding 1 gallon, or in another type of
primary receptacle not exceeding 1 quart, per mailpiece; enough cushioning
surrounds the primary receptacle to absorb all potential leakage; the
cushioning and primary receptacle are placed within a securely sealed
secondary container that is placed within a strong outer shipping container;
and each mailpiece is plainly and durably marked on the address side with
“Surface Only” or “Surface Mail Only” and “ORM-D” immediately following or
below the proper shipping name.
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Combustible Liquid  Combustible liquid is prohibited in international mail. Combustible liquid is
Mailability = permitted in domestic mail if the material can qualify as an ORM-D material and
4.3 meet the following conditions as applicable:

a. For surface transportation, if the flashpoint is 100°F (38°C) but no more than
141°F (60.5°C); the liquid is in a metal primary receptacle not exceeding 1
gallon, or in another type of primary receptacle not exceeding 1 quart, per
mailpiece; enough cushioning surrounds the primary receptacle to absorb all
potential leakage; the cushioning and primary receptacle are packed in a
securely sealed secondary container that is placed within a strong outer
shipping container; and each mailpiece is plainly and durably marked on the
address side with “Surface Only” or “Surface Mail Only” and “ORM-D”
immediately following or below the proper shipping name.
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b. For surface or air transportation, if the flashpoint is above 141°F (60.5°C) but
no more than 200°F (93°C); the liquid is in a primary receptacle not
exceeding 1 gallon per mailpiece; enough cushioning surrounds the primary
receptacle to absorb all potential leakage; the cushioning and primary
receptacle are packed in a securely sealed secondary container that is
placed within a strong outer shipping container; and each mailpiece is plainly
and durably marked on the address side with “ORM-D” or “ORM-D AIR;” as
applicable, immediately following or below the proper shipping name.
Mailable material sent via surface transportation must be marked on the
address side as “Surface Only” or “Surface Mail Only” For air transportation,
each mailpiece must bear a shipper’s declaration for dangerous goods.

c. For air or surface transportation, if the flashpoint is above 200°F (93°C) the
material is not regulated as a hazardous material. Such nonregulated
materials must be properly and securely packaged to prevent leakage under
the general packaging requirements in C010.

Cigarette Lighters A cigarette lighter equipped with an ignition element and containing fuel is a Class
4.4 3 flammable liquid. A cigarette lighter that contains a flammable gas is classed as
a Division 2.1 flammable gas. A cigarette lighter containing either flammable liquid
or flammable gas is permitted only in domestic mail via surface transportation
when all of the following conditions are met:

a. The design of the lighter and its packaging are approved by the DOT
Associate Administrator for Hazardous Material Safety, per 49 CFR 173.21(i)
and 173.308; and a DOT Approval Number (T-Number) is issued.

b. The prospective mailer of the lighter submits to the appropriate RCSC
manager a written request for authorization to mail the lighter, accompanied
by a legible photocopy of the official DOT notice conveying the approval
described in 4.4a and a specimen of the actual lighter, the packaging
materials in which each lighter is to be mailed, the number of mailpieces and
mailing location; and the mailer receives from the RCSC manager a letter
approving the requested authorization for mailing.

¢. When presented for mailing, the address side of the mailpiece containing the
lighter prominently displays the T-Number, the proper shipping name
“Lighter(s)” or “Lighter(s) for Cigarette,” and the marking “Surface Only” or
“Surface Mail Only”; all preparation and packaging requirements in the RCSC
manager's approval letter are met; and a legible photocopy of the RCSC
manager's approval letter accompanies the mailing.
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FLAMMABLE SOLIDS (HAZARD CLASS 4)

Hazard class 4 consists of three divisions:

a. Division 4.1, Flammable Solids. Any solid material other than one classed as
an explosive that, under conditions normally incident to transportation, is
likely to cause fires through friction or retained heat from manufacturing or
processing, or that can be ignited readily and, when ignited, burns so
vigorously and persistently as to create a serious transportation hazard.

b. Division 4.2, Spontaneously Combustible. A liquid or solid pyrophoric material
that even in small amounts and without an external ignition source can ignite
within 5 minutes after coming in contact with air, or a self-heating material
that, when in contact with air and without an energy supply, is liable to
self-heat.

c. Division 4.3, Dangerous When Wet. A material that, by contact with water, is
likely to become spontaneously flammable or to give off flammable or toxic
gas at a rate greater than 1 liter per kilogram of the material per hour.

Flammable solids are prohibited in international mail. Flammable solids are
prohibited in domestic mail via air transportation. A flammable solid that can qualify
as an ORM-D material is permitted in domestic mail via surface transportation if
the material is contained in a secure primary receptacle having a weight of 1
pound or less; the primary receptacle(s) is packed in a strong outer shipping
container with a total weight of 25 pounds or less per mailpiece; and each
mailpiece is plainly and durably marked on the address side with “Surface Only” or
“Surface Mail Only” and “ORM-D” immediately following or below the proper
shipping name.

Matches are classified as flammable solids. Strike-anywhere matches are
prohibited in international and domestic mail. Safety matches (book, card, or
strike-on-box) are prohibited in international mail, and in domestic mail via air
transportation, but are permitted in domestic mail via surface transportation if:

a. They do not ignite spontaneously under conditions normally incident to
transportation or when subjected for 8 consecutive hours to a temperature of
200°F (93°C).

b. They cannot be readily ignited by friction unless struck on their own or a
similar box, card, or book.

c. They are tightly packed in a securely sealed primary receptacle to prevent
any shifting or movement that could cause accidental ignition by rubbing
against adjoining items. The primary receptacle(s) is placed securely within
an outer shipping container made of fiberboard, wood, or other equivalent
material. Multiple primary receptacles may be placed in a single outer
shipping container. The address side of the mailpiece must be marked
“Surface Only” or “Surface Mail Only” and “Book Matches,” "Strike-on-Card
Matches,” or “Card Matches,” as appropriate. A shipping paper is not
required.

d. The gross weight of each mailpiece is not more than 25 pounds.

OXIDIZING SUBSTANCES, ORGANIC PEROXIDES (HAZARD CLASS 5)

Hazard class 5 consists of two divisions:

a. Division 5.1, Oxidizing Substances. A material that may, generally by yielding
oxygen, cause or enhance the combustion of other materials.
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b. Division 5.2, Organic Peroxides. Any organic compound that contains oxygen
in the bivalent structure and that may be considered a derivative of hydrogen
peroxide, where one or more of the hydrogen atoms have been replaced by
organic radicals.

€¢0

Mailability  Oxidizing substances and organic peroxides are prohibited in international mail.
6.2  For domestic mail, a material that can qualify as an ORM-D material is permitted

via air or surface transportation. Liquid materials must be enclosed within a
primary receptacle having a capacity of 1 pint or less; the primary receptacle(s)
must be surrounded by absorbent cushioning material and held within a
leak-resistant secondary container that is packed within a strong outer shipping
container. Solid materials must be contained within a primary receptacle having a
weight capacity of 1 pound or less; the primary receptacle(s) must be surrounded
with cushioning material and packed within a strong outer shipping container. Each
mailpiece may not exceed a total weight of 25 pounds. The address side of each
mailpiece must be plainly and durably marked with “ORM-D AIR” or “ORM-D,” as
applicable, immediately following or below the proper shipping name. A mailable
Class 5 material sent via surface transportation must be marked “Surface Mail” or
“Surface Mail Only” on the address side. A mailable material sent via air
transportation must bear a shipper’s declaration for dangerous goods.

7.0 TOXIC SUBSTANCES (HAZARD CLASS 6, DIVISION 6.1)

Definitions The terms used in the standards for Division 6.1 material are:

7.1 a. Toxic substance is a poisonous material, other than a gas, that is known to be

so toxic to humans as to cause death, injury, or harm to human health if
swallowed, inhaled, or contacted by the skin.

b. Oral toxicity applies to a liquid with a lethal dose (LDsgq) for acute oral toxicity
of not more than 500 mg/kg or a solid with an LDg for acute oral toxicity of
not more than 200 mg/kg that when administered by mouth is likely to cause
death within 14 days in half of the test animals.

c. Dermal toxicity applies to a material with an LDg for acute dermal toxicity of
not more than 1,000 mg/kg that when administered by continuous contact
with bare skin is likely to cause death within 14 days in half of the test
animals.

d. Inhalation toxicity applies to a dust or mist with a lethal concentration (LCsgq)
for acute inhalation toxicity of not more than 10 mg/L; or a saturated vapor
concentration in air at 68°F (20°C) of more than one-fifth of the LCs for acute
toxicity on inhalation of vapors and with an LCsgq for acute inhalation toxicity
of vapors of not more than 5,000 ml/m?; that when administered by
continuous inhalation for 1 hour is likely to cause death within 14 days in half
of the test animals.

e. Irritating material is any liquid or solid substance (e.g., tear gas) that gives off
intense fumes and causes extreme irritation and impairment to a person's
ability to function.

Mailability = Toxic substances or poisons are prohibited in international mail. For domestic mail,
7.2  aDivision 6.1 toxic substance or poison that can qualify as an ORM-D material is
permitted when packaged under the applicable requirements in 7.4. Certain other
poisonous materials are permitted to be mailed only between the authorized
parties and under the conditions in 7.3.
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8.1

A Division 6.1 toxic substance having an LDso for oral toxicity of greater than
5mg/kg but less than or equal to 50 mg/kg is mailable only if packaged under the
applicable requirements in 7.4 and when sent between authorized parties and
under specified conditions, as follows:

a. Toxic substances for scientific use (not outwardly or of their own force
dangerous or injurious to life, health, or property) may be sent only between
manufacturers, dealers, bona fide research or experimental scientific
laboratories, and employees of federal, state, or local governments who have
official use for such poisons and are designated by the agency head to
receive or send such poisons. For air transportation, a shipper’s declaration
for dangerous goods is required.

b. Poisonous drugs and medicines may be sent only from the manufacturer or
dealer of the drugs and medicines to licensed physicians, surgeons, dentists,
pharmacists, druggists, cosmetologists, barbers, and veterinarians (18 USC
1716).

The following requirements must be met, as applicable:

a. A toxic substance that can qualify as an ORM-D material and does not
exceed a total capacity of 8 ounces per mailpiece is permitted if: the material
is held in a primary receptacle(s); enough cushioning material surrounds the
primary receptacle to absorb all potential leakage; the cushioning and
primary receptacle(s) are packed in another securely sealed secondary
container that is placed within a strong outer shipping container. Each
mailpiece must be plainly and durably marked on the address side with
“ORM-D” or “ORM-D AIR;” as applicable, immediately following or below the
proper shipping name. Mailable material sent via surface transportation must
be marked on the address side as “Surface Only” or “Surface Mail Only”

b. Other toxic substances and poisons are permitted to be sent between the
authorized parties and under the conditions in 7.3 when they do not exceed 8
ounces per mailpiece and if: the material is held in a leak-resistant primary
receptacle(s); sufficient absorbent and cushioning material completely
surround each primary receptacle; the primary receptacle(s) and the
absorbent and cushioning materials are firmly held within a leakproof (for
liquids) or siftproof (for solids) secondary container; the secondary container
is firmly and securely held within a strong outer shipping container of
200-pound grade corrugated fiberboard or equivalent strength. The address
side of each mailpiece must be marked with the proper shipping name and
UN (or NA) identification number of the material (unless exempted by
C024.11.2). Mailable materials sent via surface transportation must be
marked on the address side as “Surface Only” or “Surface Mail Only.” Each
mailpiece must bear a shipping paper.

Irritants are prohibited in international mail and domestic mail.

INFECTIOUS SUBSTANCES (HAZARD CLASS 6, DIVISION 6.2)

The materials covered under Division 6.2 include infectious substances (i.e.,
etiologic agents), biological products, cultures and stocks, diagnostic (clinical)
specimens, regulated medical waste, sharps waste, toxins, and used health care
products. Division 6.2 materials are not permitted in international mail or domestic
mail, except when they are intended for medical or veterinary use, research, or
laboratory certification related to the public health; and only when such materials
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are properly prepared for mailing to withstand shocks, pressure changes, and
other conditions related to ordinary handling in transit. Mailable Division 6.2
materials sent as international mail must meet the standards in International Mail
Manual 135. For domestic mail, mailable Division 6.2 materials must meet the
applicable standards in 8.0. Unless otherwise noted, all mailable Division 6.2
materials in Risk Groups 2, 3, or 4 must be prepared to meet the requirements for
air transportation.

€¢0

The terms used in the standards for Division 6.2 materials are defined as follows:

a. Division 6.2 (infectious substance) means a material known to contain or
suspected of containing a pathogen. A pathogen is a virus or microorganism
(including its viruses, plasmids, or other genetic elements, if any) or a
proteinaceous infectious particle (prion) that has the potential to cause
disease in humans or animals. A Division 6.2 material must be assigned to a
risk group as defined in 8.2f. Assignment to a risk group is based on the
known medical condition and history of the source patient or animal, endemic
local conditions, symptoms of the source patient or animal, or professional
judgment concerning individual circumstances of the source patient or
animal. Infectious substances are subject to applicable requirements in 42
CFR 72 (Interstate Shipment of Etiologic Agents).

b. Biological product means a virus, therapeutic serum, toxin, antitoxin, vaccine,
blood, blood component or derivative, allergenic product, or analogous
product used in the prevention, diagnosis, treatment, or cure of diseases in
humans or animals. A biological product includes a material manufactured
and distributed in accordance with one of the following provisions: 9 CFR 102
(Licenses for Biological Products); 9 CFR 103 (Experimental Products,
Distribution, and Evaluation of Biological Products Prior to Licensing); 9 CFR
104 (Permits for Biological Products); 21 CFR 312 (Investigational New Drug
Application); 21 CFR 314 (Applications for FDA Approval to Market a New
Drug); 21 CFR 600-680 (Biologics); or 21 CFR 812 (Investigational Device
Exemptions). A biological product known to contain or suspected of
containing a pathogen in Risk Group 2, 3, or 4 must be classed as Division
6.2, described as an infectious substance, and assigned to UN 2814 or UN
2900, as appropriate, unless otherwise excepted by standard.

c. Cultures and stocks means a material prepared and maintained for growth
and storage and containing a Risk Group 2, 3, or 4 infectious substance.

d. Diagnostic (clinical) specimen means any human or animal material,
including excreta, secreta, blood and its components, tissue, and tissue fluids
being transported for diagnostic or investigational purposes, but excluding live
infected animals. A diagnostic specimen is not assigned a UN identification
number unless the source patient or animal has or may have a serious
human or animal disease from a Risk Group 4 pathogen, in which case it
must be classed as Division 6.2, described as an infectious substance, and
assigned to UN 2814 or UN 2900, as appropriate. Assignment to UN 2814 or
UN 2900 is based on known medical condition and history of the patient or
animal, endemic local conditions, symptoms of the source patient or animal,
or professional judgment concerning individual circumstances of the source
patient or animal.

e. Regulated medical waste, for USPS purposes, means a soft waste material
(other than a sharp) known to contain or suspected of containing an
infectious substance in Risk Group 2 or 3 and generated in the diagnosis,
treatment, or immunization of human beings or animals; research on the
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Exhibit 8.2f

diagnosis, treatment, or immunization of human beings or animals; or the
production or testing of biological products. Soft medical waste includes items
such as used rubber gloves, swabs, gauze, tongue depressors, etc.
Regulated medical waste classified in Risk Group 4 is nonmailable.

. Risk group means a ranking of a microorganism's ability to cause injury

through disease. A risk group is defined by criteria developed by the World
Health Organization (WHO) that are based on the severity of the disease
caused by the organism, the mode and relative ease of transmission, the
degree of risk to both an individual and a community, and the reversibility of
the disease through the availability of known and effective preventive agents
and treatment. There is no relationship between a risk group and a DOT
packing group. Assignment to a risk group is based on the known medical
condition and history of the source patient or animal, endemic local
conditions, symptoms of the source patient or animal, or professional
judgment concerning individual circumstances of the source patient or
animal. The sender is responsible for accurately ranking a mailable material
within the correct risk group. Exhibit 8.2f details the criteria for each risk group
according to the level of risk.

Risk Risk to Risk to
Group Pathogen Individuals | Community
4 A pathogen that usually causes serious human High High

or animal disease and that can be readily
transmitted from one individual to another,
directly or indirectly, and for which effective
treatments and preventive measures are not
usually available.

A pathogen that usually causes serious human High Low
or animal disease but does not ordinarily spread
from one infected individual to another, and for
which effective treatments and preventive
measures are available.

A pathogen that can cause human or animal Moderate Low
disease but is unlikely to be a serious hazard,
and, while capable of causing serious infection
on exposure, for which there are effective
treatments and preventive measures available
and the risk of spread of infection is limited.

A microorganism that is unlikely to cause human | Noneor Noneor
or animal disease. A material containing only Very Low Very Low
such microorganisms is not subject to regulation
as a hazardous material, but it is subject to the
packaging requirements in 8.10, unless
otherwise noted in 8.0.

g. Sharps, for USPS purposes, means any object contaminated with a

pathogen or that may become contaminated with a pathogen through
handling or during transportation and that is also capable of cutting or
penetrating skin or a packaging material. Sharps include used medical waste
such as needles, syringes, scalpels, broken glass, culture slides, culture
dishes, broken capillary tubes, broken rigid plastic, and exposed ends of
dental wires. Sharps waste classified in Risk Group 4 is nonmailable.

. Toxin means a Division 6.1 material from a plant, animal, or bacterial source.

A toxin containing an infectious substance or a toxin contained in an
infectious substance must be classed as Division 6.2, described as an
infectious substance, and assigned to UN 2814 or UN 2900, as appropriate.
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i. Used health care product means a medical, diagnostic, or research device or
piece of equipment, or a personal care product used by consumers, medical
professionals, or pharmaceutical providers that does not meet the definition
of a diagnostic specimen, biological product, regulated medical waste, or
sharps waste, is contaminated with potentially infectious body fluids or
materials, and is not decontaminated or disinfected to remove or mitigate the
infectious hazard prior to transportation. A used health care product classified
in Risk Group 4 is nonmailable.
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Nonregulated The following materials are not subject to regulation as Division 6.2 hazardous
Materials materials and are mailable when the packaging requirements in 8.10 are met:

8.3 a. A diagnostic (clinical) specimen known to contain or suspected of containing

a microorganism in Risk Group 1, or that does not contain a pathogen. Also,
a diagnostic specimen in which the pathogen has been neutralized or
inactivated so that exposure to it cannot cause disease.

b. A biological product known to contain or suspected of containing a
microorganism in Risk Group 1, or that does not contain a pathogen. Also
any biological product, including an experimental product or component of a
product, subject to Federal approval, permit, or licensing requirements, such
as those required by the Food and Drug Administration (FDA) of the
Department of Health and Human Services (HHS) or the U.S. Department of
Agriculture (USDA).

c. Blood collected for blood transfusion or the preparation of blood products;
blood products; tissues intended for use in surgical procedures; and human
cell, tissues, and cellular and tissue-based products regulated under authority
of the Public Health Service Act and/or the Food, Drug, and Cosmetic Act.
Also, blood collected for blood transfusion or the preparation of blood
products and sent for testing as part of the collection process, except where
the person collecting the blood has reason to believe it contains a pathogen
in Risk Group 2 or 3, in which case the test sample must be packaged under
8.6.

d. A material, including a Division 6.2 waste, that previously contained an
infectious substance that has been treated by steam sterilization, chemical
disinfection, or other appropriate method, so it no longer meets the definition
of an infectious substance in Risk Group 2, 3, or 4.

e. Forensic material in Risk Group 1 transported on behalf of a U.S.
government, state, local, or Indian tribal government agency.

f. Environmental microbiological samples, such as samples of dust from a
ventilation system or mold from a wallboard, collected to evaluate
occupational and residential exposure risks.

Packaging—General All materials mailable under the provisions in 8.0 must be properly packaged.
8.4  Exhibit 8.4 lists the specific reference in 8.0 under which each type of mailable
material must be packaged.
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Exhibit 8.4

Packaging of
Division 6.2
Infectious
Substances
8.5

Risk Group

Material 1 2 3 4

Blood for Transfusion 8.10 8.6 8.6 nm
Biological Product 8.10 8.5 8.5 8.5
Culture or Stock 8.10 8.5 8.5 8.5
Diagnostic Specimen 8.10 8.6 8.6 8.5
Division 6.2 (Infectious Substance) 8.10 8.5 8.5 8.5
Forensic Material 8.10 8.9 8.9 8.5
Regulated Medical Waste 8.7 8.7 8.7 nm
Sharps Waste 8.7 8.7 8.7 nm
Toxin (Division 6.2) 8.10 8.5 8.5 8.5
Treated Medical Waste 8.10 n/a n/a n/a
Used Health Care Product 8.8 8.8 8.8 nm

nm - nonmailable; n/a - not applicable

Division 6.2 materials include infectious substances (etiologic agents), biological
products, cultures or stocks, and toxins known or suspected to contain a Risk
Group 2, 3, or 4 pathogen. Division 6.2 also includes diagnostic specimens known
or suspected to contain a Risk Group 4 pathogen. The packaging of Division 6.2
infectious substances is subject to these standards:

a. All Division 6.2 materials must meet the packaging requirements in 49 CFR
173.196. Either the primary receptacle or the secondary container must be
capable of withstanding, without leakage, an internal pressure that produces
a pressure differential of not less than 0.95 bar, 14 psi (95 kPa), and
temperatures in the range of -40°F to 131°F (-40°C to 55°C) as required by
49 CFR 173.196.

b. The material must be packaged in a securely sealed and watertight primary
receptacle (test tube, vial, etc.) that is enclosed in another watertight and
durable secondary container that is securely sealed. Several primary
receptacles may be enclosed in the secondary container if there is adequate
cushioning material between them to prevent breakage during normal
handling, and if the total volume of the material in all enclosed primary
receptacles does not exceed 50 ml for liquids or 50 g for solids. The primary
receptacle(s) and the secondary container must be marked with the
international biohazard symbol as shown in Exhibit 8.7¢c(2).

c. The space between the primary receptacle(s) and the secondary container at
the top, bottom, and sides must contain enough absorbent material to take up
the entire contents of the primary receptacle(s) in case of breakage or
leakage.

d. The primary receptacle(s) and the secondary container must be securely
enclosed in an outer shipping container constructed of fiberboard or other
equivalent material. No external surface of the outer shipping container may
be less than 3.9 inches (100 mm) as required by 49 CFR 173.196. An
itemized list of the contents of the primary receptacle(s) must be enclosed
between the secondary container and the outer shipping container.

e. Each mailpiece must be designed and constructed so that, if it were subject
to the environmental and test conditions in 49 CFR 178.609, there would be
no release of the contents to the environment and no significant reduction in
the effectiveness of the packaging.
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f. All mailpieces sent under 8.5 must be sent First-Class Mail or Priority Mail
and must be marked on the address side with the proper shipping name and
UN number of the material (e.g., “UN 2814, Infectious Substances, Affecting
Humans” or “UN 2900, Infectious Substances, Affecting Animals”). Each
mailpiece must bear a DOT Class 6 label for infectious substances (etiologic
agents), proper UN package specification markings, and orientation
markings. A shipping paper is required. Any mailpiece classified as a Risk
Group 4 material and that contains any of the select agents or toxins listed in
42 CFR 73.4 or 73.5 must meet all requirements in 42 CFR 72 and must also
be sent using Registered Mail service.

€¢0

g. Articles that include dry ice as a refrigerant for the infectious substance must
meet the requirements in 49 CFR 173.196(b)(2)(ii).

Packaging for A diagnostic (clinical) specimen known or suspected to contain a Risk Group 4
Diagnostic  pathogen must be packaged under 8.5. A diagnostic specimen classified in Risk
Specimens in Risk  Group 1 must be packaged under 8.10. A diagnostic specimen classified in Risk
Group 2or3 Group 2 or 3 and that meets the definition in 8.2d must be sent as First-Class Mail,
8.6  Priority Mail, or Express Mail. Such materials must be packaged in a triple
packaging, consisting of a primary receptacle, secondary container, and outer
shipping container, subject to the following specific requirements:

a. Liquid Diagnostic (Clinical) Specimens.

(1) The specimen must be contained in a leakproof and securely sealed
primary receptacle. A single primary receptacle may not contain more
than 500 ml of a specimen. Multiple primary receptacles are permitted
in a single mailpiece if the mailpiece does not contain more than
4,000 ml. The primary receptacle(s) must be surrounded with sufficient
cushioning material to withstand shock and pressure changes and
with absorbent material capable of taking up the entire liquid contents
should the primary receptacle(s) leak.

(2) The primary receptacle(s) and the absorbent material must be
securely packed within a secondary container in such a way that,
under normal conditions of transport, the primary receptacle cannot
break, be punctured, or leak its contents into the secondary container.

(3) The secondary container must be leakproof, securely sealed, and
placed within a strong outer shipping container having suitable
cushioning material such that any leakage of the contents does not
impair the protective properties of the cushioning material or the outer
shipping container. The secondary container must be marked with the
international biohazard symbol as shown in Exhibit 8.7¢c(2).

(4) The primary receptacle(s) or the secondary container must be capable
of withstanding, without leakage, an internal pressure producing a
pressure differential of not less than 0.95 bar, 14 psi (95 kPA). The
completed mailpiece must be capable of successfully passing the drop
test in 49 CFR 178.603 at a drop height of at least 1.2 meters (3.9
feet). The address side of the outer shipping container must be clearly
and durably marked “Diagnostic Specimen.” A shipping paper is not
required.

b. Solid (or Dried) Diagnostic Specimens.
(1) The primary receptacle must be siftproof with a capacity of not more
than 500 g (1.1 pounds).
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If several fragile primary receptacles are placed in a single secondary
container, they must be individually wrapped or separated with
sufficient cushioning material to prevent contact between them. The
secondary container must be siftproof to contain the contents should
the primary receptacle(s) leak. The secondary container must be
marked with the international biohazard symbol as shown in

Exhibit 8.7¢(2).

The outer shipping container may not exceed 4 kg (8.8 pounds)
capacity. The outer shipping container must be clearly and durably
marked “Diagnostic Specimen.” A shipping paper is not required.

Regulated medical waste and sharps waste known to contain or suspected of
containing an infectious substance in Risk Group 4 are nonmailable. Regulated
medical waste and sharps waste as defined in 8.2e and 8.2g, respectively, and
classified in Risk Group 1, 2, or 3 are permitted for mailing only using merchandise
return service (see S923) with First-Class Mail or Priority Mail, subject to the
following requirements:

a. Authorization. Each distributor or manufacturer of a complete regulated
medical waste or sharps waste mailing container system (including all
component parts required to safely mail such waste to a storage or disposal
facility) must obtain authorization from the USPS prior to mailing. Before
applying for authorization, each type of mailing container system must be
tested and certified under the standards in 8.7d by an independent testing
facility. The manufacturer or distributor in whose name the authorization is
being sought must submit a written request to the manager, Mailing
Standards, USPS Headquarters (see G043 for address). The request for
authorization must contain the following:

(1)

An irrevocable $50,000 surety bond or letter of credit as proof of
sufficient financial responsibility to cover disposal costs if the
manufacturer (or distributor) ceases doing business before all its waste
container systems are disposed of or to cover cleanup costs if spills
occur while the containers are in USPS possession. The surety bond
or letter of credit must be issued in the name of the manufacturer or
distributor seeking the authorization and must name the USPS as the
beneficiary or obligee, as appropriate.

Address of the headquarters or general business office of the
distributor or manufacturer seeking the authorization.

Address of each disposal and storage site.

List of all types of mailing container systems to be covered by the
request, a complete sample of each mailing container system, and
proof of package testing certifications performed by the independent
testing facility that subjected the packaging materials to the testing
requirements in 8.7d.

Copy of the proposed waste manifest (i.e., shipping paper) to be used
with each mailing container system.

24-hour toll free telephone number for emergencies.

List of the types of waste to be mailed for disposal in each mailing
container system.

Copy of the merchandise return service label to be used with each
mailing container system.
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b. Packaging. Regulated medical waste and sharps waste in Risk Group 4 are
nonmailable. A waste material treated by steam sterilization, chemical
disinfection, or other appropriate method, so it no longer meets the definition
of an infectious substance in Risk Group 2, 3, or 4, must be packaged under
8.10. The packaging for regulated medical waste and sharps waste in Risk
Group 1, 2, or 3 is subject to these standards:

(1) Regulated medical waste and sharps waste meeting the definitions in
8.2e and 8.2g, respectively, must be collected in a rigid, securely
sealed, and leakproof primary receptacle. For sharps waste, the
primary receptacle must also be puncture-resistant and may not have
a maximum capacity that exceeds 3 gallons in volume. For regulated
medical waste, the primary receptacle may not have a maximum
capacity that exceeds 5 gallons in volume. Each primary receptacle
may not contain more than 50 ml (1.66 ounces) of residual waste
liquid. Each primary receptacle must display the international
biohazard symbol shown in Exhibit 8.7¢(2). Each primary receptacle
must maintain its integrity when exposed to temperatures between 0°
and 120°F.

(2) The primary receptacle must be packaged within a watertight
secondary container or containment system. The secondary container
may consist of more than one component. If one of the components is
a plastic bag, it must be at least 3 mil in thickness and be used in
conjunction with a strong fiberboard box. A plastic bag by itself does
not meet the requirement for a secondary container. Several primary
receptacles may be enclosed in a secondary container. The primary
receptacle(s) must fit securely and snugly within the secondary
container to prevent breakage during ordinary processing.

(3) The secondary container must be enclosed in a strong outer shipping
container constructed of 200-pound grade corrugated fiberboard. The
joints and flaps of the outer shipping container must be securely taped,
glued, or stitched to maintain the integrity of the container. When tape
or glue is used to secure an outer shipping container, the material
must be water-resistant. Fiberboard boxes with interlock bottom flaps
(i.e., easy-fold) are not permitted as outer shipping containers unless
reinforced with water-resistant tape. The secondary container must fit
securely and snugly within the outer shipping container to prevent
breakage during ordinary processing.

(4) There must be enough material within a watertight barrier to absorb
and retain three times the total liquid allowed within the primary
receptacle (150 ml per primary receptacle) in case of leakage.

(5) Each mailpiece must not weigh more than 25 pounds.

(6) In each mailing container system, the authorized manufacturer or
distributor must include a step-by-step instruction sheet that clearly
details the proper sequence and method of container system
assembly prior to mailing to prevent package failure during transport
due to improper assembly. The instruction sheet must also include a
customer service telephone number, or provide specific information on
where such a telephone number is located elsewhere on the container
system, for third-party end users to contact if they have assembly
questions or find a component part is missing.

c. Mailpiece Labeling, Marking, and Documentation. Regulated medical waste
and sharps waste must meet the following requirements:

C-37

79

€¢0




C023.8.7 Hazardous Materials

(1) Each primary receptacle and outer shipping container must bear a
label, which cannot be detached intact, showing: (a) the company
name of the manufacturer or the distributor to which the mailing
authorization is issued; (b) the USPS Authorization Number, and; (c)
the container ID number (or unique model number) signifying that the
packaging material is certified and that the manufacturer or distributor
obtained the authorization required by 8.7a.

(2) The primary receptacle(s) and the outer shipping container must bear
the international biohazard symbol in black with either a fluorescent
orange or fluorescent red background as shown in Exhibit 8.7¢(2).

International
Biohazard Symbol

Exhibit 8.7¢(2) Fluorescent Orange

or Red Background

v,

BIOHAZARD

— Black

(3) Each mailpiece must have a four-part waste manifest, which also
serves as the shipping paper. The manifest must be affixed to the
outside of the mailpiece in an envelope or similar carrier that can be
easily opened and resealed to allow review of the document. The
manifest must comply with all applicable requirements imposed by the
laws of the state from which the container system is mailed. At a
minimum, the information in Exhibit 8.7¢(3) must be on the manifest.

Manlfest_for Manifest for Regulated Medical Waste and Sharps Waste Containers
Regulated Medical 1. Generator (Mailer)

Waste and Sharps

. a. Name.
Waste qonta'ners b. Complete address (not a Post Office box).
Exhibit 8.7¢(3) c. Telephone number.

d. Description of contents of mailing container. “Regulated Medical Waste” or
“Regulated Medical Waste—Sharps” is required as appropriate.

e. Date container was mailed.

f. State permit number of approved facility in which contents are to be disposed of.

2. Destination Facility (Disposal Site)
Complete address (not a Post Office box).
3. Generator’s (Mailer’s) Certification

The following certification statement must be printed on manifest:

“I certify that this container has been approved for the mailing of [insert either “regulated
medical waste” or “sharps waste,” as appropriate], has been prepared for mailing in
accordance with the directions for that purpose, and does not contain excess liquid or
nonmailable material in violation of the applicable Postal Service regulations. | AM
AWARE THAT FULL RESPONSIBILITY RESTS WITH THE GENERATOR (MAILER)
FOR ANY VIOLATION OF 18 USC 1716 WHICH MAY RESULT FROM PLACING
IMPROPERLY PACKAGED ITEMS IN THE MAIL. | also certify that the contents of this
consignment are fully and accurately described above by proper shipping name and are
classified, packed, marked, and labeled, and in proper condition for carriage by air
according to the national governmental regulations.”

This statement must be followed by printed or typewritten name of generator (mailer),
signature of generator, and date signed.
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Manifest for Regulated Medical Waste and Sharps Waste Containers

4. Destination Facility (Storage or Disposal Site)

The following certification statement of receipt, treatment, and disposal must be printed
on manifest:

“| certify that the contents of this container have been received, treated, and disposed
of in accordance with all local, state, and federal regulations.”

This statement must be followed by printed or typewritten name of an authorized
recipient at destination facility, signature of authorized recipient, and date signed.

5. Transporter Intermediate Handler Other Than the Postal Service (If Different From
Destination Facility)

a. Name.

b. Complete address (not a Post Office box).

c. Printed or typewritten name of transporter or intermediate handler.
d. Signature of transporter or intermediate handler and date signed.

6. Serialized Waste Manifests

Each waste manifest or mail disposal service shipping record must be serialized using a
unique numbering system for identification purposes.

7. Comment Area

Each manifest must contain an area designated for entering comments or noting
discrepancies.

8. Completion and Distribution of Waste Manifest

Each manifest must contain instructions for properly completing the four-part form.
Copies of the form must be distributed as follows:

a. One copy must be kept by generator (mailer).

b. One copy must be kept by transporter or intermediate handler for 90 days.
c. One copy must be kept by destination facility for 90 days.

d. One copy must be mailed to generator by destination facility.

9. Emergency Telephone Number

Each manifest must bear the following statement with appropriate information:

“IN CASE OF EMERGENCY, OR THE DISCOVERY OF DAMAGE OR LEAKAGE, CALL
1-800-###-#i#t##.”

(4) The outer shipping container must bear a properly prepared

merchandise return service label (see S923). The merchandise return

service permit must be held in the same name as that of the
authorized medical waste manufacturer or distributor.

(5) The outer shipping container must be marked on two opposite side
walls with the package orientation marking in 49 CFR 173.312 to
identify the proper upright position of the mailpiece during handling.

(6) Mailpieces containing regulated medical waste or sharps waste must

be marked on the address side with the correct UN number and
proper shipping name (e.g., “Regulated Medical Waste, UN 3291” or
“Regulated Medical Waste—Sharps, UN 3291”).

d. Package Testing. Testing must be performed by an independent testing

facility on one sample of each type of mailing container system to prove
compliance with 8.7a. The sample mailing container system must withstand

the tests in 49 CFR 178.604 (leakproof test), 178.606 (stacking test), 178.608

(vibration standard), and 178.609(e), (f), and (h) (test requirements for

packaging for infectious substances). In addition, the absorbent material must

withstand an absorbency test that satisfies the requirements in 8.7b(4). The
test results must show that if every container system prepared for mailing

were to be subject to the environmental and test conditions in 49 CFR, there

would be no release of the contents to the environment and no significant
reduction in the effectiveness of the packaging. Periodic retesting must be
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performed whenever a change is made to the design of the container system
or every 24 months, whichever occurs first.

A used health care product known or suspected to contain a Risk Group 4
pathogen is nonmailable. A used health care product meeting the definition in 8.2i,
classified in Risk Group 1, 2, or 3, and being returned to the manufacturer or
manufacturer's designee is mailable as First-Class Mail, Priority Mail, or Express
Mail subject to the following packaging requirements:

a. Each used health care product must be drained of liquid to the extent
possible and placed in a watertight primary receptacle designed and
constructed to ensure that it remains intact under normal conditions of
transport. For a used health care product capable of cutting or penetrating
skin or packaging material, the primary receptacle must be capable of
retaining the product without puncture of the packaging under normal
conditions of transport. The primary receptacle must be marked with the
international biohazard symbol as shown in Exhibit 8.7¢c(2).

b. Each primary receptacle must be placed inside a watertight secondary
container designed and constructed to ensure that it remains intact under
normal conditions of transport. The secondary container must also be
marked with the international biohazard symbol as shown in Exhibit 8.7¢(2).

c. The secondary container must be placed inside an outer shipping container
with sufficient cushioning material to prevent movement between the
secondary container and the outer shipping container. An itemized list of the
contents of the primary receptacle and information concerning possible
contamination with a Division 6.2 material, including its possible location on
the product, must be placed between the secondary container and the outer
shipping container. A shipping paper and a content marking on the outer
shipping container are not required.

Forensic material in Risk Group 1 sent on behalf of a U.S. government, state, local,
or Indian tribal government agency must be packaged under 8.10. Forensic
material known or suspected to contain a Risk Group 4 infectious substance must
be packaged under 8.5. Forensic material known or suspected to contain a Risk
Group 2 or 3 pathogen is mailable as First-Class Mail, Priority Mail, or Express
Mail when packaged in a triple packaging consisting of a primary receptacle,
secondary container, and outer shipping container as follows:

a. The forensic material must be held within a securely sealed primary
receptacle. The primary receptacle must be surrounded by sufficient
absorbent material (for liquids) and cushioning material to protect the primary
container from breakage. The absorbent material must be capable of taking
up the entire liquid contents of the primary receptacle in case of leakage. The
primary receptacle must be marked with the international biohazard symbol
as shown in Exhibit 8.7¢(2).

b. The primary receptacle and the absorbent and cushioning material must be
enclosed in a watertight and securely sealed secondary container. The
secondary container must also display the international biohazard symbol as
shown in Exhibit 8.7¢(2).

¢. The secondary container must be firmly and snugly packed within a strong
outer shipping container that is securely sealed. A shipping paper and a
content marking on the outer shipping container are not required.
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Division 6.2 materials in Risk Group 1 are not subject to regulation as hazardous
materials (see 8.3), but when presented for mailing they must be properly
packaged. Regulated medical waste, sharps waste, and used health care products
classified in Risk Group 1 must be packaged and mailed under the applicable
requirements in 8.7 or 8.8. All other Risk Group 1 materials are mailable as
First-Class Mail, Priority Mail, Express Mail, or Package Services. Such materials
must be held within a securely sealed primary receptacle. The primary receptacle
must be surrounded by sufficient absorbent material (for liquids) and cushioning
material to protect the primary receptacle from breakage. The absorbent material
must be capable of taking up the entire liquid contents of the primary receptacle in
case of leakage. Either the primary receptacle or the inner packaging must be
marked with the international biohazard symbol as shown in Exhibit 8.7¢(2). The
primary receptacle and the absorbent and cushioning material must be snugly
enclosed in a strong outer shipping container that is securely sealed. A shipping
paper and a content marking on the outer shipping container are not required. Risk
Group 1 diagnostic specimens and biological products are subject to the following
packaging standards:

a. Liquid Diagnostic (Clinical) Specimens and Biological Products. A diagnostic
(clinical) specimen in Risk Group 4 or a biological product in Risk Group 2, 3,
or 4 must be packaged under 8.5. A diagnostic specimen in Risk Group 2 or
3 must be packaged under 8.6. The packaging of a diagnostic specimen in
Risk Group 1 (e.g., a urine specimen or blood specimen used in drug testing
programs or for insurance purposes) or a biological product (e.g., polio
vaccine) in Risk Group 1 is subject to the following standards:

(1) Not Exceeding 50 ml. A diagnostic specimen or biological product
consisting of 50 ml or less per mailpiece must be packaged in a
securely sealed primary receptacle. Two or more primary receptacles
whose combined volume does not exceed 50 ml may be enclosed
within a single mailpiece. Sufficient absorbent material and cushioning
material to withstand shock and pressure changes must surround the
primary receptacle(s), or be otherwise configured to take up the entire
liquid contents in case of leakage. The primary receptacle(s) and the
absorbent cushioning must be enclosed in a secondary container
having a leakproof barrier that can prevent failure of the secondary
container if the primary receptacle(s) should leak during transport. The
secondary container must be securely sealed and it may serve as the
outer shipping container provided it has sufficient strength to withstand
ordinary postal processing. The secondary container must be marked
with the international biohazard symbol as shown in Exhibit 8.7¢c(2),
except when the secondary container also serves as the outer
shipping container. In that case, the biohazard symbol must appear
either on the inner packaging or on the primary container. A shipping
paper and a content marking on the outer shipping container are not
required.

(2) Exceeding 50 ml. A clinical specimen or biological product that
exceeds 50 ml must be packaged in a securely sealed primary
receptacle. A single primary receptacle must not contain more than
500 ml of specimen. Two or more primary receptacles whose
combined volume does not exceed 500 ml may be enclosed in a
single secondary container. Sufficient absorbent material and
cushioning material to withstand shock and pressure changes must
surround the primary receptacle(s), or be otherwise configured to take
up the entire liquid contents in case of leakage. The primary
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receptacle(s) and the absorbent cushioning must be enclosed in a
secondary container having a leakproof barrier that can prevent failure
of the secondary container if the primary receptacle(s) should leak
during transport. The secondary container cannot serve as the outer
shipping container. The secondary container must be marked with the
international biohazard symbol as shown in Exhibit 8.7¢(2). The
secondary container must be securely and snugly enclosed in a
fiberboard box or container of equivalent strength that serves as the
outer shipping container. The maximum amount of a specimen that
may be enclosed in a single mailpiece must not exceed 4,000 ml. A
shipping paper and a content marking on the outer shipping container
are not required.

b. Solid (or Dried) Specimens. A solid or dry specimen, such as a saliva swab,
blood spot, or fecal smear in Risk Group 1 must be completely dried prior to
placing it in or on a secure primary receptacle. Cushioning material to
withstand shock and pressure changes is required only if the dry specimen is
held in a breakable primary receptacle. When required, the cushioning
material must surround the primary receptacle to prevent breakage or
damage to the primary receptacle. The primary receptacle (and cushioning
material, if required) must be enclosed in a secondary container having a
leakproof barrier that can prevent failure of the secondary container if the
primary receptacle breaks during shipment. The secondary container must
be securely sealed and it may serve as the outer shipping container provided
it has sufficient strength to withstand ordinary postal processing. The
secondary container must be marked with the international biohazard symbol
as shown in Exhibit 8.7¢(2), except when the secondary container also
serves as the outer shipping container. In that case, the biohazard symbol
must appear either on the inner packaging or on the primary container. A
shipping paper and a content marking on the outer shipping container are not
required.

RADIOACTIVE MATERIALS (HAZARD CLASS 7)

Radioactive materials are prohibited in international mail and domestic mail if
required to bear the DOT Radioactive White-I, Radioactive Yellow-II, or Radioactive
Yellow-lIl label (49 CFR 172.436, 172.438, or 172.440, respectively) or if it contains
quantities of radioactive material in excess of those authorized in Publication 52,
Hazardous, Restricted, or Perishable Mail. Radioactive materials are prohibited in
domestic mail via air transportation. For international mail, the standards in IMM
135 apply.

CORROSIVES (HAZARD CLASS 8)

A corrosive is any liquid or solid that causes visible destruction or irreversible
alteration in human skin tissue at the site of contact or a liquid that has a severe
corrosion rate on steel.

Corrosives are prohibited in international mail. A corrosive that can qualify as an
ORM-D material is permitted in domestic mail via air or surface transportation
subject to these limitations:

a. Liquid Corrosive. A liquid mixture must be 1 pint or less and must contain
15% or less corrosive material with the remainder of the mixture not being a
hazardous material, unless otherwise specified for a specific corrosive
material. Primary receptacles must be securely sealed compatible glass
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bottles that are enclosed within securely sealed metal or plastic secondary
containers. The secondary container must be packed within a strong outer
shipping container that does not exceed 25 pounds per mailpiece.

b. Solid Corrosive. A solid mixture must be 10 pounds or less per primary
receptacle and must contain 10% or less corrosive material with the
remainder of the mixture not being a hazardous material, unless otherwise
specified for a specific corrosive solid. The primary receptacle(s) and
secondary container must be securely sealed compatible siftproof containers
packed in strong outer shipping container. The total weight of a mailable solid
corrosive cannot exceed 25 pounds per mailpiece.

€¢0

For surface transportation, the mailpiece must be plainly and durably marked on
the address side with “Surface Only” or “Surface Mail Only” and “ORM-D”
immediately following or below the proper shipping name. For air transportation,
the mailpiece must be plainly and durably marked on the address side with
“ORM-D AIR” immediately following or below the proper shipping name and must
bear a shipper's declaration for dangerous goods.

A battery containing liquid electrolyte is prohibited from mailing unless the battery
casing is completely sealed to prevent the liquid corrosive from spilling during
handling. Nonspillable batteries with UN2800 are prohibited in international mail,
but may be sent as domestic mail via air or surface transportation under the
following conditions:

a. The nonspillable battery must be protected from short circuits, surrounded
with sufficient cushioning material, and securely packaged in a strong
fiberboard box that serves as the outer shipping container.

b. The outer shipping container must be marked “NONSPILLABLE BATTERY,
UN2800” on the address side.

¢. The nonspillable battery must be capable of withstanding the vibration and
pressure differential tests cited in 49 CFR 173.159(d)(i) and (ii).

d. Only one nonspillable battery is allowed per mailpiece and the weight of the
mailpiece cannot exceed 25 pounds.

MISCELLANEOUS HAZARDOUS MATERIALS (HAZARD CLASS 9)

A miscellaneous hazardous material is a substance or article that presents a
hazard during transportation but does not meet the definition of any other hazard
class. Examples of miscellaneous hazardous materials (not all of which are
mailable) include solid dry ice, elevated temperature substances, environmentally
hazardous substances, life-saving appliances, and asbestos.

A miscellaneous hazardous material is prohibited in international mail. A
miscellaneous hazardous material that can qualify as an ORM-D material is
permitted for domestic mail via air or surface transportation, subject to the
applicable 49 CFR requirements.

For surface transportation, the mailpiece must be plainly and durably marked on
the address side with “Surface Only” or “Surface Mail Only” and “ORM-D”
immediately following or below the proper shipping name. For air transportation, a
mailable material must be plainly and durably marked on the address side with
“ORM-D AIR” immediately following or below the proper shipping name and bear a
shipper's declaration for dangerous goods.
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Dry lce Dry ice (carbon dioxide solid) is prohibited in international mail. Dry ice is permitted
11.4 in the domestic malil via air or surface transportation when used as a refrigerant to
cool the contents of a mailpiece. A mailpiece containing dry ice must be packed in
a container that is designed to permit the release of carbon dioxide gas and
prevent a build-up of pressure that could rupture the parcel. Containers must
conform to 49 CFR 173.217 and 175.10(a)(13). Additionally, the following applies:

a. Air Transportation Requirements. Each mailpiece may not contain more than
5 pounds of dry ice. The address side of each mailpiece must be clearly
marked “Carbon Dioxide Solid, UN1845” or “Dry Ice, UN1845” along with the
net weight of the dry ice and the identity of the contents being cooled. A
shipper’s declaration prepared in triplicate and a DOT Class 9 warning label
for miscellaneous hazardous materials must be affixed to the outside of the
mailpiece.

b. Surface Transportation Requirements. The amount of dry ice per mailpiece
may exceed 5 pounds. The address side of each mailpiece must be clearly
marked “Carbon Dioxide Solid” or “Dry Ice” and “Surface Only” or “Surface
Mail Only” along with the net weight of the dry ice and the identity of the
contents being cooled. A shipper’s declaration and a DOT Class 9 warning
label are not required for the dry ice.

12.0 OTHER REGULATED MATERIALS—MAGNETIZED MATERIALS

A magnetized material is not classified within any of the nine hazard classes. Such
material is regulated as a hazardous material only if offered for carriage on air
transportation and when it has a magnetic field strength capable of causing the
deviation of aircraft instruments. Regulated magnetized materials are mailable
subject to the following limitations:

a. Definition. A magnetized material is any article that has a magnetic field
strength capable of causing the deviation of aircraft instruments. A
magnetized material is regulated as a hazardous material when it is
presented for air transportation and has a measurable magnetic field strength
greater than 0.00525 gauss at 15 feet. Magnetized materials include
magnets and magnetized devices such as magnetrons and light meters of
sufficient strength to possibly cause erroneous aircraft compass readings. If
the maximum field strength observed at a distance of 7 feet is less than 0.002
gauss or there is no significant compass deflection (less than 0.5 degree), the
article is not restricted as a magnetized material.

b. Mailability. Regulated magnetized material is prohibited in international
mail. A material with a measurable magnetic field strength greater than
0.00525 gauss at 15 feet is prohibited from domestic mail via air
transportation. Mailable materials must be packaged and marked as
specified in Publication 52, Hazardous, Restricted, and Perishable Mail.
Mailable material permitted via air transportation must bear a shipper’s
declaration for dangerous goods. Magnetized material is not regulated as
a hazardous material when transported via surface transportation.

C-44 DMM Issue 58 Updated 9-16-04

86



Other Restricted or Nonmailable Matter C024.1.3

C000
C020

C024

Summary

1.0

Definitions
1.1

Handguns
1.2

Authorized Persons
1.3

DMM Issue 58 Updated 9-16-04

General Information
Restricted or Nonmailable Articles and Substances

Other Restricted or Nonmailable Matter

C024 describes other restricted or nonmailable items (e.g., firearms, sharp
instruments, controlled substances, pesticides).

154\

PISTOLS, REVOLVERS, AND OTHER CONCEALABLE FIREARMS

The terms used in this standard are defined as follows:

a. Handgun means any pistol, revolver, or other firearm or device the mailing of
which is regulated by this standard.

b. Pistol or revolver means a handgun styled to be fired by the use of a single
hand and to fire or otherwise expel a projectile by the action of an explosion,
spring, or other mechanical action, or air or gas pressure with enough force
to be used as a weapon.

c. Firearm means any device, including a starter gun, designed to, or that may
readily be converted to, expel a projectile by the action of an explosion,
spring, or other mechanical action, or air or gas pressure with enough force
to be used as a weapon.

d. Other firearms capable of being concealed on the person include, but are not
limited to, short-barreled shotguns and short-barreled rifles.

e. Short-barreled shotgun means a shotgun that has one or more barrels less
than 18 inches long. The term short-barreled rifle means a rifle that has one
or more barrels less than 16 inches long. These definitions include any
weapon made from a shotgun or rifle, whether by alteration, modification, or
otherwise, if such weapon as modified has an overall length of less than 26
inches. A short-barreled shotgun or rifle of greater dimension may be
regarded as nonmailable when it has characteristics to allow concealment on
the person.

f. Licensed manufacturer and licensed dealer mean, respectively, a
manufacturer of firearms or a bona fide dealer of firearms, duly licensed by
the Bureau of Alcohol, Tobacco and Firearms of the Department of the
Treasury, under the Gun Control Act of 1968 (Public Law 90-618), 18 USC
921, et seq.

g. Antique firearm means any firearm (including those with a matchlock,
flintlock, percussion cap, or similar type of ignition system) manufactured in or
before 1898, or any replica thereof, if such replica:

(1) Is not designed or redesigned for using rimfire or conventional
centerfire fixed ammunition.

(2) Uses rimfire or conventional centerfire fixed ammunition that is no
longer manufactured in the United States and that is not readily
available in the ordinary channels of commercial trade.

Pistols, revolvers, and other firearms capable of being concealed on the person
(referred to as handguns) are nonmailable unless mailed between the parties
listed in 1.3 and 1.5 after the filing of an affidavit or statement required by 1.4
and 1.6.

Subject to 1.4, handguns may be mailed by a licensed manufacturer of firearms, a
licensed dealer of firearms, or an authorized agent of the federal government or
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C024.1.4 Other Restricted or Nonmailable Matter

the government of a state, territory, or district, only when addressed to a person in
one of the following categories for use in the person’s official duties:

a. Officers of the Army, Coast Guard, Air Force, Navy, Marine Corps, or
Organized Reserve Corps.

b. Officers of the National Guard or militia of a state, territory, or district.

c. Officers of the United States or of a state, territory, or district, whose official
duty is to serve warrants of arrest or commitment.

d. USPS employees authorized by the Chief Postal Inspector.
e. Officers and employees of enforcement agencies of the United States.

f. Watchmen engaged in guarding the property of the United States, a state,
territory, or district.

g. Purchasing agent or other designated member of agencies employing
officers and employees included in 1.3c through 1.3e.

Affidavit of  Any person proposing to mail a handgun under 1.3 must file with the postmaster,
Addressee at the time of mailing, an affidavit signed by the addressee setting forth that the
1.4  addressee is qualified to receive the firearm under a particular category of 1.3a
through 1.3g, and that the firearm is intended for the addressee’s official use. The
affidavit must also bear a certificate stating that the firearm is for the official duty
use of the addressee, signed by one of the following, as appropriate:

a. For officers of Armed Forces, by the commanding officer.

b. For officers and employees of enforcement agencies, by the head of the
agency employing the addressee to perform the official duty with which the
firearm is to be used.

c. For watchmen, by the chief clerk of the department, bureau, or independent
branch of the government of the United States, the state, the territory, or the
district by which the watchman is employed.

d. For the purchasing agent or other designated member of enforcement
agencies, by the head of such agency, that the firearm is to be used by an
officer or employee included in 1.3c through 1.3e.

Manufacturers and Handguns may also be mailed between licensed manufacturers of firearms and
Dealers licensed dealers of firearms in customary trade shipments, or for repairing or
1.5 replacing parts.

Certificate of A licensed manufacturer or dealer need not file the affidavit under 1.4, but must file
Manufacturers and  with the postmaster a statement on Form 1508 signed by the mailer that he or she
Dealers is a licensed manufacturer or dealer of firearms, that the parcels containing
1.6 handguns (or major component parts thereof) are customary trade shipments or
contain such articles for repairing or replacing parts, and that to the best of his or
her knowledge or belief the addressees are licensed manufacturers or dealers of
firearms.

FBI Crime Detection = Handguns may be mailed without regard to 1.3 through 1.6 if:

Bureaus a. Addressed to the Federal Bureau of Investigation (FBI), or its director, or to
1.7 the scientific laboratory or crime detection bureau of any agency whose
members are federal law enforcement officers or officers of a state, territory,
or district authorized to serve warrants of arrest or commitment; or
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b. Offered by an authorized agent of the federal government as an official
shipment to any qualified addressee in categories 1.3a through 1.3g, orto a
licensed manufacturer or dealer of firearms or to a federal agency.

ANTIQUE FIREARMS

Antique firearms sent as curios or museum pieces may be accepted for mailing
without regard to 1.3 through 1.6.

154\

RIFLES AND SHOTGUNS

Although unloaded rifles and shotguns not precluded by 1.1e and 1.2 are mailable,
mailers must comply with the Gun Control Act of 1968, Public Law 90-618, 18
USC 921, et seq., and the rules and regulations promulgated thereunder, 27 CFR
178, as well as state and local laws. The mailer may be required by the USPS to
establish, by opening the parcel or by written certification, that the gun is unloaded
and not precluded by 1.1e.

LEGAL OPINIONS ON MAILING FIREARMS

Postmasters are not authorized to give opinions on the legality of any shipment of
rifles or shotguns. Contact the nearest office of the Bureau of Alcohol, Tobacco
and Firearms for further advice.

KNIVES AND SHARP INSTRUMENTS

Knives (including sharp-pointed instruments such as stilettos that lack cutting
edges) with a blade that opens automatically by hand pressure applied to a button
or other device in the handle, or by operations of inertia, gravity, or both, or with a
detachable blade propelled by a spring-operated mechanism, are mailable only
when sent to:

a. The respective government’s or organization’s designated supply or
procurement officers and employees ordering, procuring, or buying such
knives for use with the activities of the federal government; the National
Guard, the Air National Guard, or the militia of a state, territory, or the District
of Columbia; or the municipal government of the District of Columbia or of the
government of any state or territory, or of any county, city, or other political
subdivision of a state or territory.

b. Manufacturers of such knives, or bona fide dealers of such knives, in
connection with a shipment made under an order from any person
designated in 5.1a.

Before delivering a shipment (or parcel) that contains an article or articles
described in 5.1, a USPS employee may require that the recipient identify himself
or herself as in one of the categories in 5.1a.

Sharp-pointed or sharp-edged instruments such as knives, tools, ice picks, and
razor blades, that are otherwise mailable, must be wrapped to protect their points
and edges from cutting through the outer carton in which they are mailed.

PROHIBITED PARCEL MARKING

For any parcel containing a firearm or a ballistic or switchblade knife, any marking
that indicates the contents is not permitted on the outside wrapper or container.
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C024.7.0 Other Restricted or Nonmailable Matter
7.0 INTOXICATING LIQUOR
A potable beverage is nonmailable if it is of 0.5% or more alcoholic content by
weight, which is taxable under Chapter 51, Internal Revenue Service Code. The
product may be mailed if it conforms to applicable requirements of the Internal
Revenue Service and Food and Drug Administration and is not an alcoholic
beverage, poisonous, or flammable.
8.0 MATTER EMITTING OBNOXIOUS ODOR
Any matter that is a source of an obnoxious odor is nonmailable.
9.0 LIQUIDS AND POWDERS
Liquids and  Liquids and semisolids that may liquefy under normal conditions and are otherwise
Semisolids  mailable must be adequately prepared for mailing under C010.
9.1
Powders Powders that, if allowed to escape from their containers, could cause damage,
9.2  discomfort, destruction, or soiling, must either be packed in siftproof containers or
in other containers sealed in durable siftproof outer containers.
10.0 MOTOR VEHICLE MASTER KEYS AND LOCKSMITHING DEVICES

Motor Vehicle Master
Key—Definition
10.1

Nonmailable
10.2

Marking
10.3

Locksmithing

Device—Definition
10.4

C-48

A motor vehicle master key is any key (other than the key furnished by the
manufacturer with the motor vehicle, or the key furnished with a replacement lock,
or an exact duplicate of such keys) designed to operate two or more motor vehicle
ignition, door, or trunk locks of different combinations, including any pattern,
impression, or mold from which such a master key can be made (18 USC 1716A;
39 USC 3002).

Any motor vehicle master key, as defined in 10.1, and any advertisement for the
sale of such item, are nonmailable, unless sent to any of the following:

a. Lock manufacturer.

b. Professional locksmith.

¢. Motor vehicle manufacturer or dealer.

d. Federal, state, or local government agency.
Any marking identifying the contents is not permitted on the outside wrapper or
container of any parcel containing motor vehicle master keys.
A locksmithing device is:

a. A device or tool (other than a key) designed to manipulate the tumblers in a
lock into the unlocked position through the keyway of such lock.

b. A device or tool (other than a key or a device or tool under 10.4a) designed
for bypassing a lock or similar security device, or for opening it by a method
normally not used by consumers to open such locks or security devices.

c¢. A device or tool designed for making an impression of a key or similar
security device to duplicate such key or device.

DMM Issue 58 Updated 9-16-04
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Any locksmithing device, as defined in 10.4, is nonmailable, unless sent to any of
the following:

a. Lock manufacturer or distributor.
. Bona fide locksmith.

154\

. Bona fide repossessor.

b

c

d. Motor vehicle manufacturer or dealer.

e. Bona fide automotive repair shops or businesses.

CONTROLLED SUBSTANCES

A controlled substance means any anabolic steroid, narcotic, hallucinogenic,
stimulant, or depressant drug in Schedules | through V of the Controlled
Substances Act, 21 USC 801, et seq., and 21 CFR 1300, et seq. If distribution of a
controlled substance is unlawful under 21 USC 801, et seq., and any implementing
regulation in 21 CFR 1300, et seq., then distribution of such matter by mail also is
unlawful under 18 USC 1716.

If distribution of a controlled substance is lawful under 21 USC 801, et seq., and

any implementing regulation in 21 CFR 1300, et seq., the USPS considers such
distribution by mail to constitute the mailing of matter not outwardly or of its own

force dangerous or injurious to a person's life or health and accordingly mailable,
subject to these standards:

a. The inner container of any package containing controlled substances is
marked and sealed under the applicable provisions of the Controlled
Substances Act (21 USC 801, et seq., and any implementing regulation in 21
CFR 1300, et seq.) and placed in a plain outer mailing container or securely
overwrapped in plain paper.

b. If the mailing includes prescription drugs containing controlled substances,
the inner container is also labeled to show the prescription number and the
name and address of the pharmacy, practitioner, or other person dispensing
the prescription.

c. The outer mailing wrapper or container is free of markings that indicate the
nature of the content.

DRUG PARAPHERNALIA

It is unlawful to use domestic or international mail to transport drug paraphernalia.
The term drug paraphernalia refers to any equipment, product, or material of any
kind primarily intended or designed for use in manufacturing, compounding,
converting, concealing, producing, processing, preparing, injecting, ingesting,
inhaling, or otherwise introducing into the human body a controlled substance,
possession of which is unlawful under the Controlled Substances Act. Examples of
drug paraphernalia are items primarily intended or designed for use in ingesting,
inhaling, or otherwise introducing marijuana, cocaine, hashish, hashish oil, PCP, or
amphetamines into the human body, such as metal, wooden, acrylic, glass, stone,
plastic, or ceramic pipes with or without screens, permanent screens, hashish
heads, or punctured metal bowls; water pipes, chamber pipes, carburetor pipes,
electric pipes, ice pipes or chillers, and air-driven pipes; carburetion tubes and
devices; smoking and carburetion masks; roach clips (i.e., objects used to hold
burning material that is too small or short to be held in the hand); miniature spoons
with level capacities of 1/10 cubic centimeter or less; chillums; bongs; wired
cigarette papers; and cocaine freebase kits.
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C024.12.2

Other Restricted or Nonmailable Matter

Determination
12.2

Exceptions
12.3

13.0

14.0

15.0

16.0

In determining whether an item constitutes drug paraphernalia, in addition to all
other logically relevant factors, these factors may be considered:

a. Oral or written instructions or other descriptive materials provided with the
item that explain or depict its use.

b. National and local advertising on its use.
c. The manner in which the item is displayed for sale.

d. Whether the owner, or anyone in control of the item, is a legitimate supplier of
like or related items to the community, such as a licensed distributor or dealer
of tobacco products.

e. Direct or circumstantial evidence of the ratio of sales of the items to the total
sales of the business enterprise.

f. The existence and scope of legitimate uses of the item in the community.
g. Expert testimony on its use.

The standards in 12.1 and 12.2 apply neither to any person authorized by local,
state, or federal law to manufacture, possess, or distribute items described in 12.1
or 12.2; nor to any item that, in the normal lawful course of business, is sold
through the mail and traditionally intended for use with tobacco products, including
any pipe, paper, or accessory.

HOUSEHOLD SUBSTANCE

A household substance (39 USC 3001(f)), i.e., any matter unsolicited by the
addressee, that contains a substance as defined by section 2 of the Poison
Prevention Packaging Act of 1970 (15 USC 1471(2)), is permitted in the mail only if
it complies with the requirements for special child-resistant packaging established
for that substance by the Consumer Product Safety Commission (16 CFR 1700).

PESTICIDE

A pesticide (18 USC 1716), i.e., any matter that contains a pesticide as defined by
section 2 of the Federal Insecticide, Fungicide, and Rodenticide Act (7 USC
136(u)), is permitted in the mail only if it complies with child-resistant packaging
standards established by the Environmental Protection Agency applicable to that
particular matter (40 CFR 157) and meets the applicable standards in C023.

FRAGRANCE ADVERTISING SAMPLE

A fragrance advertising sample (39 USC 3001(g)), i.e., any matter normally
acceptable in the mail but containing a fragrance advertising sample, is permitted
in the mail only if it is sealed, wrapped, treated, or otherwise prepared in a manner
reasonably designed to prevent individuals from being unknowingly or involuntarily
exposed to the sample. A sample meets this requirement if it uses paper stocks
with a maximum porosity of 20 Sheffield units or 172 Gurley-Hill units treated
exclusively with microencapsulated oils, and if the sample is produced so that it
cannot be activated except by opening a glued flap or binder or by removing an
overlying ply of paper.

COMPLIANCE CERTIFICATE

A mailer who presents matter that is generally permitted in the mail under 13.0,
14.0, and 15.0 but for compliance with the specified packaging and preparation
requirements may submit an accompanying written statement certifying that the
matter is packaged or prepared under the applicable federal laws and postal
standards. The certifying statement may be made on the mailer's letterhead, on a
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postage statement, or as a notice on the exterior of each item presented for
mailing.

BATTERY-POWERED DEVICES

Any device powered by dry-cell batteries must have the batteries removed or
deactivated to prevent activating the device in the mail. A battery with liquid
electrolyte is not permitted in the mail unless it is a nonspillable type battery that
meets the standards in C023.

154\

ODD-SHAPED ITEMS IN PAPER ENVELOPES

Pens, pencils, key rings, bottle caps, and other similar odd-shaped items are not
permitted in letter-size or flat-size paper envelopes unless they are wrapped within
the other contents of the envelope to streamline the shape of the mailpiece and
prevent damage during postal processing. If an odd-shaped item is not properly
wrapped, it could burst through the envelope and cause injury to employees and
damage to USPS processing equipment. Odd-shaped items that are properly
wrapped within paper envelopes and sent at the First-Class Mail or Standard Mail
nonautomation rates may be subject to the nonmachinable surcharge under E130
or E620, as applicable. Certain types of odd-shaped items, when properly
wrapped, are permitted as automation rate letter-size mail subject to the standards
in C810. Flat-size automation rate mail is subject to the uniform thickness
requirement in C820.

ABORTIVE AND CONTRACEPTIVE DEVICES

Any article or thing designed, adapted, or intended for producing abortion is not
permitted in the mail (18 USC 1461).

Unsolicited samples of an article or thing designed, adapted, or intended for
preventing conception is permitted in the mail only when sent to a manufacturer or
a dealer of such an article or things, to a licensed physician or surgeon, or to a
nurse, pharmacist, druggist, hospital, or clinic (39 USC 3001; 18 USC 1461).

BUILDING CONSTRUCTION MATERIAL

Building construction material is not permitted in the mail if the acceptance and
processing is likely to harm or injure USPS employees, mail, or equipment. Factors
considered include but are not limited to whether the material may pose potential
storage problems at the postal facilities that may process the material; whether the
volume of material may impede the flow of mail in USPS transportation or mail
distribution systems; whether the volume of material may lead to security
problems; and whether processing the material may create safety hazards for
USPS employees.
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General Information
Nonmailable Written, Printed, and Graphic Matter

Written, Printed, and Graphic Matter
Generally

CO031 describes the mailing of solicitations requiring a disclaimer, lottery and
advertising matter, and other matter that may not be mailed (e.g., lewd, matter
inviting violence, animal fighting).

L€0

SOLICITATIONS IN GUISE OF BILLS, INVOICES, OR STATEMENTS OF
ACCOUNT (39 USC 3001(D); 39 USC 3005)

Any otherwise mailable matter that reasonably could be considered a bill, invoice,
or statement of account due, but is in fact a solicitation for an order, is nonmailable
unless it conforms to 1.2 through 1.6. A nonconforming solicitation constitutes
prima facie evidence of violation of 39 USC 3005. Compliance with this section
does not avoid violation of Section 3005 if any part of the solicitation or any
information with it misrepresents a material fact to the addressee (e.g., misleading
the addressee about the identity of the sender of the solicitation or about the
nature or extent of the goods or services offered may be a violation of Section
3005).

The solicitation must bear on its face either the disclaimer required by 39 USC
3001(d)(2)(A) or the notice: “THIS IS NOT A BILL. THIS IS A SOLICITATION. YOU
ARE UNDER NO OBLIGATION TO PAY THE AMOUNT STATED ABOVE
UNLESS YOU ACCEPT THIS OFFER!.” The statutory disclaimer or the alternative
notice must be displayed in conspicuous boldface capital letters of a color
prominently contrasting with the background against which it appears, including all
other print on the face of the solicitation and that are at least as large, bold, and
conspicuous as any other print on the face of the solicitation but not smaller than
30-point type (see Exhibit 1.2).

The notice or disclaimer required by this section must be displayed conspicuously
apart from other print on the page immediately below each portion of the
solicitation that reasonably could be construed to specify a monetary amount due
and payable by the recipient. It must not be preceded, followed, or surrounded by
words, symbols, or other matter that reduces its conspicuousness or that
introduces, modifies, qualifies, or explains the required text, such as “Legal Notice
Required by Law.

The notice or disclaimer must not, by folding or any other device, be made
unintelligible or less prominent than any other information on the face of the
solicitation.

If a solicitation consists of more than one page or if any page is designed to be
separated into portions (e.g., by tearing along a perforated line), the notice or
disclaimer required by 1.2 must be displayed in its entirety on the face of each
page or portion of a page that might be reasonably considered a bill, invoice, or
statement of account due as required by 1.2 and 1.3.

For this standard, color prominently contrasting excludes any color, or any intensity
of an otherwise included color, that does not permit legible reproduction by
ordinary office photocopying equipment used under normal operating conditions,
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C031.2.0 Written, Printed, and Graphic Matter Generally
and which is not at least as vivid as any other color on the face of the solicitation;
and colorincludes black.

Solicitation
Disclaimer ACCcOUNTS INCORPORATED
Exhibit 1.2 Qty. Listing Category Amount Due IMPORTANT: This form must be returned to ensure your correct
1 Retail Stores $50.00 directory listing. Please correct listing and ZIP Code if necessary.
D CheCk enCIOsed D BI" me |ater Lol L ILLJOLL LialLLLLG
ACCOUNTS INCORPORATED TOM'S RETAIL EMPORIUM
PO BOX 10000 1515 MAIN ST
WASHINGTON DC 20260-9876 FAR ROCKAWAY NY 11691-4904
| Detach and return this portion with your payment.
Retain this portion as your receipt.
Qty. Listing Category Amount Due Business listings to appear in the 1998
1 Retail Stores $50.00 Accounts Incorporated Directory.

2.0

USPS Endorsement

C-54

2.1

Nonmailable by
Government
Misrepresentation
2.2

Amount: $50 for each listing.

THIS IS NOT A BILL. THIS IS A SOLICITATION.
YOU ARE UNDER NO OBLIGATION TO PAY
THE AMOUNT STATED ABOVE UNLESS YOU
ACCEPT THIS OFFER.

SOLICITATIONS DECEPTIVELY IMPLYING FEDERAL CONNECTION,
APPROVAL, OR ENDORSEMENT (39 USC 3001(H) AND 3001(1);
39 USC 3005)

Any solicitation stating that it is approved by the USPS or the Postmaster General
or that it conforms to any postal law or regulation is nonmailable.

A solicitation that misrepresents a government entity is nonmailable subject to
these conditions:

a. Matter that contains a solicitation for products, services, information, or funds
that implies any federal government connection, approval, or endorsement
through the use of a seal, insignia, reference to the Postmaster General,
citation to a federal statute, name of a federal agency, department, or
commission, or program, trade, or brand name, or any other term or symbol;
or contains any reference to the Postmaster General or a citation to a federal
statute that misrepresents either the identity of the mailer or the protection or
status afforded such matter by the federal government is nonmailable unless
it conforms to 2.3. A nonconforming solicitation constitutes prima facie
evidence of violation of 39 USC 3005. Compliance with 2.3 does not avoid
violation of 39 USC 3005 if the solicitation or accompanying information
misrepresents material fact such as the nature, value, quantity, quality, or
efficacy of the products or services offered for sale, or of the activities of an
organization asking for information or monetary contributions.

b. Such solicitations must not contain a false representation that federal
government benefits or services will be affected by whether or not the
recipient makes a purchase or contribution.

c. Solicitations for payment for services otherwise available to the recipient free
of charge from the federal government are nonmailable unless they contain a
clear and conspicuous statement giving notice of that fact.

DMM Issue 58 Updated 9-16-04
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Written, Printed, and Graphic Matter Generally C031.2.3

Permitted A solicitation described in 2.2a may be mailable if it meets at least one of these
Solicitations  conditions (see Exhibit 2.3):

2.3 a. The solicitation is by a nongovernmental entity that actually has the federal

government connection, approval, or endorsement implied by the
solicitation’s terms or symbols.

L€0

b. The solicitation appears in a publication for which the addressee has paid or
promised to pay a consideration or which the addressee has otherwise
indicated he or she wants to receive, and the solicitation is not on behalf of
the publisher of the publication.

Disclaimers for
Solicitations Implying
Federal Connection
Exhibit 2.3

.......

R

% FBI

¥l PO BOX 4408

¥/ WASHINGTON DC 20026-4408
EXS2

THIS IS NOT A GOVERNMENT DOCUMENT

MR E Z MARK
3801 WALNUT ST
KANSAS CITY MO 64111-1517

=\ FBI
Y] PO BOX 4408
% WASHINGTON DG 20026-4408

THIS PRODUCT OR SERVICE HAS NOT
BEEN APPROVED OR ENDORSED BY

THE FEDERAL GOVERNMENT, AND THIS
OFFER IS NOT BEING MADE BY AN
AGENCY OF THE FEDERAL GOVERNMENT.

Dear Mr. Mark:

Here is a truly incredible offer which a person of your astuteness will not want to pass up. Qur company,
Fascinating Business Incorporated, publishes a monthly repol L L information, to which
oU can Now subscrib

c. The solicitation displays the notice required by 2.3¢(1) on the envelope or
outside cover or wrapper in which the solicitation is mailed, and one of the
two notices required by 2.3¢(2) on the contents. These notices must be
printed in boldface capital letters of a color prominently contrasting with the
background against which they appear. “Color prominently contrasting”
excludes any color or intensity that ordinary photocopying cannot reproduce
legibly. The color, which can include black, must be at least as vivid as any
other color on the face of the solicitation and its envelope or outside cover or
wrapper. The required wording, type size and style, and placement for the
notices are as follows:

(1) On the Envelope, Cover, or Wrapper. The face of the envelope or
outside cover or wrapper must bear the notice: “THIS IS NOT A
GOVERNMENT DOCUMENT. The letters for printing this notice must
be as large, bold, and conspicuous as any other letters on the face of
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C031.3.0 Written, Printed, and Graphic Matter Generally

such envelope, cover, or wrapper, but never smaller than 12-point type.
The notice must appear in the upper right quadrant, below the postage
stamp or other postage indicia and above the address, and it must be
surrounded by a clear space not less than 1/4 inch wide.

(2) On the Contents. The solicitation mailed within the envelope, cover, or
wrapper must bear at the outset on its face one of these two headlines,
depending on its purpose as indicated in parentheses: (a) “THIS
PRODUCT OR SERVICE HAS NOT BEEN APPROVED OR
ENDORSED BY THE FEDERAL GOVERNMENT, AND THIS OFFER
IS NOT BEING MADE BY AN AGENCY OF THE FEDERAL
GOVERNMENT” (for the purchase of or payment for a product or
service); (b) “THIS ORGANIZATION HAS NOT BEEN APPROVED
OR ENDORSED BY THE FEDERAL GOVERNMENT, AND THIS
OFFER IS NOT BEING MADE BY AN AGENCY OF THE FEDERAL
GOVERNMENT” (for information or the contribution of funds or
membership fees). The letters for printing these notices must be as
large, bold, and conspicuous as any other letters on the face of the
solicitation, but never smaller than 30-point type. The notice must be
surrounded by a clear space at least 1/2 inch wide. The notice must
not be preceded, followed, or surrounded by words, symbols, or other
matter that reduces its conspicuousness or introduces, modifies,
qualifies, or explains the required text, such as “Notice Required by
Law.” The notice must not, by folding or any other device, be made
unintelligible or less prominent than any other information on the face
of the solicitation.

3.0 LOTTERY MATTER (18 USC 1302)

Definition  For this standard, lottery is any scheme or promotion, whether lawful under the
3.1 laws of any state, which, on paying a consideration, offers a prize dependent in
whole or in part on lot or chance.

Unlawful Mail Matter  Unlawful matter includes any letter, newspaper, periodical, parcel, stamped card or
3.2  postcard, circular, or other matter permitting or facilitating participation in a lottery;
any lottery ticket or part thereof or substitute; and any form of payment for a lottery
ticket or share.

Fishing Contests, [10-2-03] This standard does not apply to:

Indian Gaming a. Any fishing contest not conducted for profit, in which prizes are awarded for
Regulatory Act, the species, size, weight, or quality of fish caught by contestants in any bona

Lotter;ez fide fishing or recreational event (18 USC 1305).
’ b. Mailings, to addresses within a state, of tickets or other material on a lottery

conducted by that state under its laws (18 USC 1307).

¢. Any gaming conducted by an Indian tribe under the Indian Gaming
Regulatory Act (25 USC 2720).

d. An advertisement, list of prizes, or other information on a lottery not
prohibited by the state where it is conducted.

C-56 DMM Issue 58 Updated 9-16-04
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C031.5.6

4.0
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5.2

Foreign Destination
5.3

Lewd or Filthy Matter
5.4

Matter Inciting
Violence
55

Other Matter
5.6
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ADVERTISING MATTER

Any advertising, promotional, or sales matter that solicits or induces the mailing of
any article described in C021, C022, or C023 is nonmailable except that such
matter relating to controlled substances, radioactive materials, restricted liquids
and powders, battery-powered devices, odd-shaped items in envelopes, and
switchblade and ballistic knives, as described in C021, C022, and C023, is
mailable if it contains packaging instructions and any other mailing limitations
under C020 and C030 (18 USC 1716).

L€0

Advertisements for motor vehicle master keys are nonmailable (18 USC 1716A, 39
USC 3002), except to lock manufacturers, professional locksmiths, motor vehicle
manufacturers or dealers; and federal, state, or local government agencies.

OTHER NONMAILABLE MATTER

Matter addressed to a person using a fictitious name, title, or address in
conducting, through the mail, any scheme or device in violation of law is
nonmailable if:

a. After notification, the addressee fails to appear at the post office and be
identified.

b. The fictitious character of such mail is established to the Judicial Officer’s
satisfaction in consequence of a proceeding initiated under 39 CFR 953 (18
USC 1342).

Mail of foreign origin is nonmailable if it contains matter determined by a court of
competent jurisdiction or by the International Trade Commission to violate the
Semiconductor Chip Protection Act of 1984 (17 USC 901-914) or to violate the
copyright laws of the United States or any copyright convention or treaty to which
the United States is a party (17 USC 601-603).

Matter addressed to foreign countries posted in violation of law or treaty stipulation
is nonmailable.

Obscene, lewd, lascivious, or filthy publications or writings, or mail containing
information on where, how, or from whom such matter may be obtained, and
matter that is otherwise mailable but that has on its wrapper or envelope any
indecent, lewd, lascivious, or obscene writing or printing, and any mail containing
any filthy, vile, or indecent thing is nonmailable (18 USC 1461, 1463).

Any matter of a character tending to incite arson, murder, assassination, treason,
insurrection, or forcible resistance to any law of the United States, or containing
any threat to take the life of, or to inflict harm upon, the President of the United
States is nonmailable (18 USC 1461, 1717).

Other matter that is nonmailable (18 USC 1717) includes every letter, writing,
circular, stamped card or postcard, picture, print, engraving, photograph,
newspaper, pamphlet, book, publication, or thing as described in these statutes:

a. Forged or altered military or official passes (18 USC 499).

b. Matter bearing forged or altered seals of government departments or
agencies (18 USC 506).

c. Defense information (18 USC 793, 794).

d. Documents obtained by persons falsely assuming to be foreign diplomats (18
USC 915).

C-57
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Animal Fighting
Matter
5.7

Private Identification
Without Disclaimer
5.8

6.0

Definition
6.1

Mailable Matter
6.2

C-58

e. False statements influencing foreign governments (18 USC 954).

f. Matter relating to a conspiracy to injure property of a foreign government (18
USC 956).

g. Matter unlawfully in aid of a foreign government (18 USC 957).
h. Matter relating to an expedition against a friendly nation (18 USC 960).

i. Matter relating to delivery of an armed vessel to a belligerent nation (18 USC
964).

j- Matter wrongfully bearing the seal of a government department or agency
(18 USC 1017).

k. Forged, altered, or misused passports (18 USC 1543, 1544). Passport
applications containing false statements, and passports falsely obtained (18
USC 1542).

I. Matter bearing false statements intended to injure Armed Forces during war
(18 USC 2388).

[9-4-03] Written, printed, or graphic matter (e.g., advertisements) promoting or
furthering an animal fighting venture conducted in any state (except a venture
involving live birds permitted under the laws of the state in which the fight is
conducted) is nonmailable under 7 USC 2156. Violators can be subject to the
criminal penalties in 7 USC 2156. For this standard:

a. Animal means any live bird, or any live dog or other mammal, except man.

b. Animal fighting venture means any event involving a fight between at least
two animals that is conducted for sport, wagering, or entertainment. The term
does not include any activity whose primary purpose involves using one or
more animals in hunting other animals.

c. State means any state of the United States, the District of Columbia, the
Commonwealth of Puerto Rico, or any U.S. territory or possession.
A private identification document without a disclaimer is nonmailable
(18 USC 1738; 39 USC 3001(a)). This group includes any document that:

a. Is of a type intended or commonly accepted for the identification of
individuals;

b. Bears a birth date or age purported to be that of the person named in it;
c. Is not issued by or under the authority of a government;

d. Is deposited in the mail by someone in the business of furnishing, for valuable
consideration, documents that meet criteria 5.8a and 5.8c;

e. |s deposited in the mail to further that business; and

f. Is deposited by someone who knows that it fails to carry diagonally printed,
clearly and indelibly on both the front and back, “NOT A GOVERNMENT
DOCUMENT” in capital letters no smaller than 12-point type.

SWEEPSTAKES MATTER (39 USC § 3001(K)(3)(A))

The term sweepstakes means a game of chance for which no consideration is
required to enter.

Sweepstakes matter is mailable only if it discloses all of the following:

a. In the body, in the rules, and on the order or entry form that no purchase is
necessary.
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b. In the body, in the rules, and on the order or entry form that a purchase will
not increase the odds of winning.

¢. All terms and conditions, including rules and entry procedures of the
sweepstakes.

d. The sponsor or mailer, with the principal place of business or address at
which the sponsor or mailer may be contacted.

e. Sweepstakes rules, including the odds of winning, quantity, value, and nature
of the prize and the schedule of any payments over time.

L€0

Nonmailable Matter = Sweepstakes matter is nonmailable if it does any of the following:

6.3 a. Represents that individuals not making a purchase may be disqualified from

receiving future solicitations.

b. Requires that the entry be accompanied by an order or payment for a product
or service previously ordered.

c. Represents that the recipient has won a prize unless that individual has won
such prize.

d. Otherwise contradicts or is inconsistent with any disclosure required by 6.2 or
6.3.

7.0  SKILL CONTESTS (39 USC 3001(K)(3)(B))

Definition  The term skill contest means a puzzle, game, competition, or other contest in
7.1 which a prize is awarded, the outcome depends upon the skill of the contestant,
and for which a payment, purchase, or donation is required to enter.

Mailable Matter  Skill contests are mailable only if they include all of the following:

7.2 a. Disclose the terms and conditions of the contest, including the rules and

entry procedures.

b. Disclose the sponsor or mailer, with the principal place of business or
address at which the sponsor or mailer may be contacted.

c. Contain rules that state all of the following:

(1) Number of rounds or levels and the cost to enter each round.

(2) If subsequent rounds will be more difficult.

(3) Maximum cost to enter all rounds.

(4) Number of entrants or percentage expected to correctly solve the
contest.

(5) Identity or qualifications of the judges, if judged by other than the
sponsor.

(6) Method of judging.

(7) Dates the winners will be determined and the prizes awarded.

(8) Quantity, value, and nature of the prize.

(9) Schedule of any payments over time.

8.0 FACSIMILE CHECKS (39 USC § 3001(K)(3)(C))

A facsimile check is nonmailable unless it states on the face of the check that it is
not a negotiable instrument and has no cash value.
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9.0
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9.2

10.0

Lists
10.1

Special Requirements
for Sweepstakes and
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Skill Contests
10.2

EXCLUSIONS AND DISCLOSURES (39 USC §§ 3001(K)(4) &
3001 (K)(5))

Matter described in 6.0, 7.0, and 8.0 is mailable if it appears in a magazine,
newspaper, or other periodical if the promotions are not directed to a named
individual, or the promotions do not include the opportunity to make a payment or
order a product or service.

Any notice or disclaimer required under 6.0, 7.0, or 8.0 shall be clearly and
conspicuously displayed. Disclaimers required by 6.2a and 6.2b must be more
conspicuously displayed than any other disclaimer.

REMOVAL OF NAMES FROM MAILING LISTS (39 USC § 3001(L))

In general, any person who uses the mails for any mailing falling under 2.0, 6.0,
7.0, or 8.0 shall adopt reasonable practices or procedures to prevent the mailing of
such matter to any person who, personally or through their legal representative,
submits a written request that no such matter shall be mailed to that person. Such
request may be made either to the mailer, or the Attorney General, or their
representative, of the appropriate state. Such requests shall be honored for a
period of five years from the date of the request. The mailer shall maintain a record
of all such written requests.

Any promoter of sweepstakes or skill contests must make a clear and conspicuous
disclosure of the address or toll-free telephone number by which an individual, or
their duly authorized representative, may notify a promoter to have that individual's
name and address removed from all lists of names and addresses used by that
promoter to mail any skill contest or sweepstakes. Promoters have 60 days from
the date of receipt of the removal request to effect the removal of the name and
address from all mailing lists used by that promoter for any skill contest or
sweepstakes.

DMM Issue 58 Updated 9-16-04

102



C000
C030

C032

Summary

1.0

Legal Means
1.1

Definition
1.2

Mailer Responsibility
1.3

2.0

USPS Form
2.1

Authorized Filers
2.2

Five-Year Retention
on List
2.3

General Information
Nonmailable Written, Printed, and Graphic Matter

Sexually Oriented Advertisements

C032 describes the standards involving the mailing of sexually oriented
advertisements.

BASIC INFORMATION

Section 3010 of Title 39 USC provides members of the public with a means to
protect themselves and their minor children from receiving unsolicited sexually
oriented advertisements through the mail. This section permits any person served
by the USPS to file with the USPS a statement that he or she does not want to
receive such advertisements through the mail. Any mailer who sends that person
an unsolicited sexually oriented advertisement more than 30 days after the date
when the USPS adds that person’s name to its reference list of those who want
this protection may be subject to civil and criminal sanctions, under 39 USC 3011
and in 18 USC 1735-37.

39 USC 3010(d) defines sexually oriented advertisement as “any advertisement
that depicts, in actual or simulated form, or explicitly describes, in a predominantly
sexual context, human genitalia, any act of natural or unnatural sexual intercourse,
any act of sadism or masochism, or any other erotic subject directly related to the
foregoing.” It also provides that “material otherwise within the definition of this
subsection shall be deemed not to constitute a sexually oriented advertisement if it
constitutes only a small and insignificant part of the whole of a single catalog,
book, periodical, or other work the remainder of which is not primarily devoted to
sexual matters.”

The responsibility for ensuring that no unsolicited sexually oriented advertisement
is sent through the mail to any person in violation of section 3010 is placed by that
section on the mailer of such advertisements. No USPS regulations may be used
to place this responsibility on the USPS.

APPLYING FOR LISTING

A person may invoke the protection of section 3010 by completing and filing, with
any postmaster or designated USPS representative, Form 1500, available at post
offices.

A person may file in his or her own behalf and in behalf of any of that person’s
children under the age of 19 years who reside with that person or are under his or
her care, custody, or supervision. An authorized officer, agent, fiduciary, surviving
spouse, or other representative, may file in behalf of a corporation, firm,
association, estate, or deceased or incompetent addressee.

A person’s name and address are kept on the list for 5 years, unless a request for
revocation is filed sooner by that person. A person must file a new application at
the end of the 5-year period to keep his or her name on the list. The names and
addresses of minor children are removed from the list after the 5-year period or
when they reach 19 years of age, whichever comes first. A minor must file an
original application in his or her own behalf if the minor wants his or her name to
remain on the list after reaching 19 years of age.
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The filing of a single application results in the listing of a single address for the
person filing. A person who moves must file a new Form 1500 to receive the
protection of section 3010 at his or her new address. Form 3575 may not be used
for this purpose.

It is not a violation of section 3010 to mail a sexually oriented advertisement to a
person at an address other than that which is shown for that person on the list. It is
a violation to mail such an advertisement to that person at the address shown for
that person even though he or she has moved from that address.

REMOVAL FROM LIST

A person, at any time, may request the removal of his or her name and address, or
that of one or more of his or her minor children, from the list by notifying the
manager of the Prohibitory Order Processing Center (POPC) (see G043 for
address).

It is not evidence of a violation of section 3010 if a person (or that person’s minor
child) receives a sexually oriented advertisement in the mail on or after the date he
or she requests the removal of his or her name from the list or his or her minor
child’s name.

AVAILABILITY OF USPS LISTS

Copies of the list and/or periodic amendments to the list are available to any
person paying the annual service fee. The list is provided on a CD-ROM.
Information about or requests for the list must be submitted to the manager of the
Prohibitory Order Processing Center (see G043 for address). A certified or
cashier’s check made payable to the USPS must be received in payment before
the list is provided to the buyer. More information on CD-ROM format can be
obtained from the manager.

The annual service fee is determined by dividing the number of buyers for the
previous calendar year into the total cost to the USPS of compiling, processing,
printing, and distributing the list.

This list may be used by a mailer only to protect persons whose names appear on
it from receiving unwanted sexually oriented advertisements through the mail. No
person, including a subscriber to the list, may use the list for any other purpose,
and no person may sell, lease, rent, lend, exchange, or license another to use this
list for any other purpose, including its use by another to remove names from a list
of persons to whom sexually oriented advertisements are to be sent. No person
may use the list or a copy of the list for preparing mailings or other lists for sale,
lease, rent, loan, exchange, or use by another. Violators are subject to criminal
prosecution.

ENVELOPE MARKING

Section 3010(a) authorizes and directs the USPS to provide a mark or notice that
must be placed on the envelope or cover of any sexually oriented advertisement
sent through the mail, with the sender’s name and address. The following
provisions implement this authority and direction:

a. Any person who mails or causes to be mailed any sexually oriented
advertisement must place in the upper left corner of the exterior face of the
mailpiece, whereon appear the address designation and postmarks, postage
stamps, or indicia thereof, the sender’'s name and address. In the right portion

104



6.0
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below the postage stamp, or indicia thereof, and above the addressee
designation, there must be placed “Sexually Oriented Ad.” The words
“Sexually Oriented Ad,” however, need not be placed on the exterior envelope
or cover of a mailpiece containing such an advertisement, if the contents of
the mailpiece are enclosed in a sealed envelope or cover, inside the exterior
envelope or cover, and the sealed envelope or cover bears conspicuously the
words “Sexually Oriented Ad”

b. The name and address of the sender and the required legend, if it is placed
on the exterior face of the mailpiece, must be printed in a type size no smaller
than that used for any other word on the envelope or other cover, and never
smaller than 12-point type. Such type must be no less conspicuous than the
boldest type used to print other words on the exterior face of the mailpiece.

c. The contrast between the background and printing of the sender’s name and
address and the contrast between the background and the printing of the
required notice must be no less than the contrast between the background
and printing of any other word on the envelope or other wrapper.

d. A clear space no less than 1/4 inch wide must surround the sender’s name
and address and the required notice, separating each from any other matter
on the same envelope or cover.

VIOLATIONS

This is a partial list of conduct that may violate 39 USC 3010 or 18 USC 1735:

a. The mailing of a sexually oriented advertisement in an envelope or other
wrapper that does not bear the name and address of the sender and the
legend “Sexually Oriented Ad,” under 5.0.

b. The mailing directly or indirectly of a sexually oriented advertisement to a
person whose name and address are on the list for more than 30 days.

c. The sale, loan, lease, or licensing of the use of the list or a copy thereof in
whole or in part.

d. The use of the list or a copy of it in whole or in part for any purpose other than
to ensure that no mailings of sexually oriented advertisements are made to
persons on the list.

A person who mails sexually oriented advertisements only to persons who request
to receive them does not violate the statute or regulations, if otherwise in
compliance with the law whether buying and using the USPS list.

Anyone who wants to report receipt of an unsolicited sexually oriented
advertisement after an addressee’s name and address are on the list for more than
30 days should submit to any postmaster, or directly to the POPC manager, the
entire mailpiece, including the envelope or other wrapper. The piece must have
been opened by the addressee. When submitting the piece, the addressee must
endorse the envelope or other wrapper and also the inside contents in substance
as follows: “I received this mailpiece on [date],” and sign the statement. If received
by the postmaster, the piece must be forwarded promptly to the POPC manager.
The manager then forwards the piece to the appropriate Inspection Service Field
Division Office.

A customer wanting to verify inclusion on the list should write to the Prohibitory
Order Processing Center (see G043 for address).
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Pandering Advertisements

CO033 describes instructions for how recipients of sexual material may file an order
forbidding the mailer from sending additional material to the recipient.

PROHIBITORY ORDER

Pursuant to 39 USC 3008, an addressee who receives a solicited or unsolicited
advertisement offering for sale matter that, in the addressee’s sole discretion, is
“erotically arousing or sexually provocative,” may, by completing Form 1500, obtain
a prohibitory order directing the mailer of the advertisement to refrain from making
further mailings to that addressee. Using this form is not mandatory if the
information that the form solicits is in a signed written statement.

The application for prohibitory order may be submitted at any post office and must
be accompanied by the advertisement on which the application is based, and its
opened envelope or other cover or wrapper. When applying for a prohibitory order,
if the addressee receives mail at more than one address, the addressee should
complete an additional Form 1500 for each address.

An addressee who is the parent of one or more children less than 19 years of age
residing with that parent may request an order on behalf of any or all such children.
If the parent of any such child determines that matter offered for sale in an
advertisement addressed to the child is “erotically arousing or sexually
provocative,” the parent may request issuance of an order prohibiting further
mailings to such child. This order is not enforced for mailings received by such
person after that person reaches 19 years of age. Such person, however, may
ratify the order by giving written notice to the manager of the Prohibitory Order
Processing Center (see G043 for address) that the order is to continue in effect for
himself or herself.

A person entitled to receive mail addressed to a deceased person is regarded as
the addressee of such mail for obtaining a prohibitory order in the name of the
deceased.

A person authorized to receive mail addressed to a job title (e.g., sales manager)
of any business, government agency, or institution, is regarded as the addressee of
such mail for obtaining a prohibitory order covering such job title.

Any person with apparent authority to act for a business, governmental, or
institutional addressee is regarded as the addressee of such organization’s mail for
obtaining a prohibitory order in the name of such organization.

The prohibitory order forbids the mailer, his or her agents, or assigns from making
further mailings to the designated addressees, effective on the 30th calendar day
after the mailer’s receipt of the order; directs immediate deletion of such
addressees from all mailing lists owned or controlled by the mailer, his or her
agents, or assigns; and prohibits any sale, rental, exchange, or other transaction
by the mailer, his or her agents, or assigns, involving mailing lists bearing the
names of the designated addressees.

C-65
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A prohibitory order is not issued when the application is based on any of these:

a. The request of a person who the USPS finds does not qualify under any of
the foregoing paragraphs of this section.

b. A mailpiece that the USPS finds does not offer matter for sale.

c. A mailpiece not originating with the person against whom the order is sought
(e.g., a newspaper or magazine not mailed by the person on whose
advertisement the application is based).

d. A mailpiece received by a foreign addressee who has no regular mailing
address at which mail is delivered directly by the USPS.

e. A mailpiece sent by a mailer not subject to U.S. jurisdiction.
f. A basis in any other way insufficient under the statute.

An applicant for a prohibitory order or its enforcement is deemed to have
abandoned the application if the applicant fails to comply, within 60 days, with any
USPS request to supplement, correct, or complete the application. The USPS
does not keep abandoned applications.

A prohibitory order is considered void on expiration of 5 years from the date of
issuance, except that, when application for enforcing a prohibitory order is made, it
is not considered void until expiration of 5 years from the last application for
enforcement. USPS files on such void orders may be disposed of, if a record is
kept of the disposal of each such file and the reason for the disposal.

An addressee protected by a prohibitory order who has a permanent change of
mailing address may continue the protection provided by the order by notifying the
mailer of his or her change of address and desire to have the order honored for the
new address. The notification must be sent by certified mail, return receipt
requested. To enforce any violation of the order at the new address, a copy of the
notification and return receipt must be submitted to the manager of the Prohibitory
Order Processing Center (see G043 for address). Such written notification must
modify the order by substituting the new address for the address designated in the
original or previously modified order. An order thus modified takes effect in the
same manner as the original order.

AVAILABILITY OF REMEDIES

The fact that a name and address is on the USPS list of persons not wanting to
receive sexually oriented advertisements through the mail does not limit or affect
the authority of the USPS to issue a prohibitory order protecting such name and
address. The issuance of a prohibitory order also does not limit or affect the
authority of the USPS to list, under C032, the name and address protected by
such prohibitory order.

VIOLATIONS

If a person protected by a prohibitory order who receives a mailpiece apparently in
violation of such order opens the envelope or other outside cover of such piece
and writes on it the identifying number of the prohibitory order (if known) and a
statement indicating receipt by mail and the date of receipt (for example, “I
received this mailpiece on [date].”), followed by the person’s signature. The person
submits the piece directly, or through a post office, to the Prohibitory Order
Processing Center. Such submission constitutes an application for enforcing the
order.

DMM Issue 58 Updated 9-16-04
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Pandering Advertisements C033.3.2

Enforcement When the USPS finds, after appropriate administrative proceedings under POPC
3.2  Standard Operation Procedures (formerly Notice 241) and 39 CFR 963, that
enforcement is warranted, it requests the U.S. Department of Justice to seek a
court order directing compliance with the prohibitory order.
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General Information
Mail Processing Categories

C050 describes the minimum and maximum size standards for all mail processing
categories. The minimum and maximum dimensions for cards, letters, flats, and
parcels are described.

BASIC INFORMATION

Every mailpiece is assigned to one of the mail processing categories in the
following sections. These categories are based on the physical dimensions of the
piece, regardless of the placement (orientation) of the delivery address on the
piece. Exhibit 1.0 shows the minimum and maximum dimensions for some mail
processing categories.

Letter-Size Mail

e D For automation rates, see size standards in C810.
- Dimension Minimum Maximum
ot Height  3-1/2" 6-1/8"
W B Length 5" 11-1/2"
\F? Thickness  0.007" 0.250" (1/4")
S —

Flat-Size Mail

For automation rates, see size standards in C820.

o D Dimension Minimum Maximum
Height 6-1/8"* 12"
N Length 11-1/2"* 15"
N Thickness 0.250" (1/4")* 3/4"
’ R O * Must exceed at least one of these
. letter-size maximums.
<’<|>
111"
15"

Machinable Parcels

Dimension Minimum Maximum

LETTER-SIZE MAIL

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 greater
than 1/4-inch thick.

C-69

111

T
o 2 Height 3" 17"
| | Length 6" 34"
< ——6"——_, Thickness 1/4" 17"
N~ "
= | W Weight 60z 35 Ib.
/{‘ * Machinability also is determined by the
34" . content and packaging of the piece.
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A letter-size piece is nonmachinable if it has one or more of the following
characteristics (see C010.1.3 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. Is polybagged, polywrapped, or enclosed in any plastic material.
c. Has clasps, strings, buttons, or similar closure devices.

d. Contains items such as pens, pencils, or loose keys or coins that cause the
thickness of the mailpiece to be uneven (see C024.18.0).

e. Is too 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. Self-mailers with a folded edge perpendicular to the address if the piece is
not folded and secured according to C810.8.2.

i. Booklet-type pieces with the bound edge (spine) along the shorter dimension
of the piece or at the top, regardless of the use of tabs, wafer seals, or other
fasteners.

Letters and cards mailed at automation rates must meet the standards in C810.

FLAT-SIZE MAIL

Flat-size mail other than that in 3.2 is (see Exhibit 1.0):

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

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

¢. Unwrapped, sleeved, wrapped, or enveloped.

For determining automation rate eligibility, automation-compatible flat-size mail is
all mail meeting the dimensional criteria in C820.

MACHINABLE PARCEL

A machinable parcel is any piece that is (see Exhibit 1.0):

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 C010.)

b. Not more than 34 inches long, or 17 inches high, or 17 inches thick, or 35
pounds in weight. For books or other printed matter, the maximum weight is
25 pounds.

Soft goods wrapped in paper or plastic bags and enveloped printed matter are
machinable only if all packaging standards in C010 are met.

DMM Issue 58 Updated 9-16-04
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[4-17-04] Some parcels may be successfully processed on BMC parcel sorters
even though they do not conform to the general machinability criteria in 4.1. The
manager, BMC Operations, USPS Headquarters (see G043 for address) may
authorize a mailer to enter such parcels as machinable parcels rather than
irregular parcels if the parcels are tested on BMC parcel sorters and prove to be
machinable. Mailers who wish to have parcels tested for machinability on USPS
parcel sorting machines must:

0G0

a. Submit a written request to BMC Operations. The request must list mailpiece
characteristics for every shape, weight, construction, and size to be
considered. If the letter requesting testing describes a mailpiece that falls
within the specifications of pieces that were tested previously, the mailpiece
will not be acknowledged for testing.

b. Define estimated number of parcels to be mailed in the coming year, and
preparation level (e.g., destination BMC pallets).

c. Upon acknowledgement from the manager, BMC Operations, send 100
mailpiece samples to the designated test facility at least 6 weeks prior to the
first mailing date. The manager, BMC Operations will recommend changes to
ensure machinability of parcels that do not qualify.

Items categorized as flats, irregular parcels, or outside parcels may not be
prepared as machinable parcels.

IRREGULAR PARCEL (NONMACHINABLE)

An irregular parcel is a parcel not meeting the dimensional criteria in 4.1. This
processing category also includes parcels that cannot be processed by BMC
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.

[4-17-04] OUTSIDE PARCEL (NONMACHINABLE)

An outside parcel is a parcel that exceeds the 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.

C-71
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First-Class Mail

C100 describes maximum weight and size for First-Class Mail, including pieces
mailed at card rates. Also described are the definitions, specifications, and
positioning of facing identification marks (FIMs).

DIMENSIONS

Each piece may not weigh more than 70 pounds. Matter at First-Class Mail rates
cannot exceed 13 ounces. First-Class Mail weighing more than 13 ounces is
Priority Mail (E120). The combined length and girth of a piece (i.e., 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 rates or
addressed to certain APOs and FPOs.)

Pieces are subject to the minimum standards in C010 and may be subject to other
minimum dimensions, based on the standards for specific rates.

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.

CARDS CLAIMED AT CARD RATES

Each card (i.e., each stamped card or postcard or each half of a double stamped
card or postcard) claimed at a card rate 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.

A card that does not meet the applicable standards in 2.0 must not bear the words
“Postcard” or “Double Postcard”

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.

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 2.6), 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.
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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.

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 rate claimed. For the purposes of 2.0,
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 rates 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.

(2) 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).

(3) For cards claimed at the Presorted rate, 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.

(4) For cards claimed at the automation rate, the standards for
automation-compatible mail in C810 and C840 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.

(2) 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).

(3) For cards claimed at the Presorted rate, 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 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.

DMM Issue 58 Updated 9-16-04
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(4) For cards claimed at the automation rate, the standards for
automation-compatible mail in C810 and C840 must be met.

Cards claimed at the single-piece card rate that have the format characteristics in
2.6a(3) or 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 M130.2.0.

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.

[2-5-04] A double card (i.e., 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 rate
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.

ENCLOSURES

Enclosures in double postcards prepared under 2.0 are prohibited at card rates.
Envelopes and cards enclosed in automation rate First-Class Mail are subject to
the corresponding standards in C810.

NONMACHINABLE PIECES

Letter-size pieces (except card rate pieces) that weigh 1 ounce or less and meet
one or more of the nonmachinable characteristics in C050.2.2 are subject to the
nonmachinable surcharge (see E130 and E140). Nonletters (flats and parcels) that
weigh 1 ounce or less are subject to the nonmachinable surcharge if any one of
the following applies (see C010.1.3 for how to determine the length and height of a
mailpiece):

a. The piece is greater than 1/4-inch thick.

b. The length is more than 11-1/2 inches or the height is more than 6-1/8
inches.
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c. The aspect ratio (length divided by height) is less than 1.3 or more than 2.5.

FACING IDENTIFICATION MARK (FIM)

The facing identification mark (FIM) serves to orient and separate certain types of
First-Class Mail during the facing-canceling process. The appropriate FIM is
required on all letter-size business reply mail (BRM) under S922. The appropriate
FIM also is required on letter-size courtesy reply mail (CRM) and meter reply mail
(MRM) provided as enclosures in automation rate mailings under C810. Letter-size
mail with IBI printed with nonfluorescent ink directly onto the envelope by an IBI
meter or a PC postage system must use FIM D. A FIM must not be used on any
other type of mail.

The FIM pattern is a nine-bit binary code represented by vertical bars (with
corresponding space element). A printed bar is considered binary 1; a nonprinted
bar (placeholder), binary 0. The required FIM pattern as shown below depends on
the type of mail and the presence of a POSTNET barcode as follows:

a. FIM A is used for CRM and MRM with a preprinted barcode. (FIM A binary
code is 110010011.)

b. FIM B is used for BRM without a preprinted BRM ZIP+4 barcode. (FIM B
binary code is 101101101.)

c. FIM C is used for BRM with a preprinted BRM ZIP+4 barcode. (FIM C binary
code is 110101011.)

d. FIM D is used for letter-size First-Class Mail with IBI printed with
nonfluorescent ink directly on the envelope. (FIM D binary code is
111010111.)

Name Pattern Use POSTNET Barcoded?
FIM A Courtesy reply mail Yes
Meter reply mail
FIM B Business reply mail No
FIM C Business reply mail Yes
FIM D IBI meters and PC Postage Not required
systems

The FIM must meet these specifications:

a. A FIM clear zone to the upper right of the address side of the mailpiece must
be maintained and must contain no printing other than the FIM. Exhibit 5.3
shows the FIM position and the FIM clear zone as defined by these
boundaries:

(1) Left: 3 inches from the right edge of the piece.

DMM Issue 58 Updated 9-16-04
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(2) Right: 1-3/4 inches from the right edge of the piece.
(3) Top: top edge of the piece.
(4) Bottom: 5/8 inch from the top edge of the piece.
b. The FIM bars must be 5/8 inch (+1/8 inch) high and 1/32 inch (+0.008 inch)
wide and positioned as follows:

(1) The right edge of the rightmost bar of the FIM must be 2 inches (+1/8
inch) from the right edge of the piece.

(2) The tops of the FIM bars must be no lower than 1/8 inch from the top
edge of the piece. The tops of the bars may extend over the top edge
of the piece to the back (flap) of the piece if at least a 1/2-inch bar
height is maintained on the address side.

(3) The bottoms of the FIM bars must touch the bottom boundary of the
FIM clear zone or be no more than 1/8 inch above or below this
boundary.

Position of FIM
Exhibit 5.3

- 3" >

- 1 1/4" > 1.3/4"

I

‘Bars touch top edge +1/8

: :

! T — 2" +1/8"
5/8" 1FIM

: iclear

H 1zone

Bars touch zone edge +1/8"

Dimensional Extraneous ink must not cause a FIM bar to exceed the specifications in 5.3. The
Tolerances combined effects of positional skew (slant of the entire FIM) and rotational skew
5.4  (slant of the individual FIM bars) must be limited to +5 degrees from the

perpendicular edge of the printed FIM to the top edge of the mailpiece. Mail
required to bear a FIM is considered nonmailable when the FIM has insufficient ink
coverage, improper measurement, or ink in the space between the bars or when
the FIM is enlarged or reduced. Camera-ready positives of FIMs, which must not
be enlarged or reduced, are available at no charge from the USPS.

Reflectance  There must be at least a 30% print reflectance difference between the ink used for
5.5  printing the FIM and the background material on which the FIM is printed in the red
and green portions of the optical spectrum when measured with a USPS or
USPS-licensed envelope reflectance meter.
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Periodicals

C200 describes permissible mailpiece components (e.g., enclosures, attachments,
and supplements), impermissible or prohibited components, and mailpiece
construction for Periodicals.

PERMISSIBLE MAILPIECE COMPONENTS

Pages are the printed sheets forming the publication or one of the mailpiece’s
components, bearing advertising, nonadvertising, or both, including pages having
textual and graphic matter (see E211), blank spaces for writing or marking, and
material to be completed or used by the reader. A minor portion of the pages in a
Periodicals mailpiece may have unusual characteristics, such as a different size,
shape, or construction, or portions that may be wholly or partially separable, and
pages prepared for folding out. No page may have dimensions (when folded, if
folded) that exceed the dimensions of the publication. Pages are also subject to
these standards:

00¢

a. Multilayer pages (including pages formed by sheets glued together and
pages that have unusual shapes, such as cutouts, movable flaps, or
“pop-ups”) may include small amounts of fastening material such as
grommets, string, or rubber bands as needed to assemble the page.
Multilayer pages may also be formed as pouches or pockets but may contain
only permissible loose enclosures (see 1.4) or other securely affixed
permissible components.

b. Multiple pages may be held together by staples or other means separate
from and in addition to the regular binding of the publication.

c. Oversized pages may be used for illustrations, charts, maps, and other
advertising and nonadvertising content.

Parts and sections are pages (subject to 1.1) that are physically separate
subdivisions of the publication, as identified by the publisher. Each part or section
must show the publication title, and the number of parts or sections in the issue
must be stated on the cover of the first part or section. Parts or sections produced
by someone other than the publisher may not be mailed at Periodicals rates if
these parts or sections are prepared by or for advertisers or if they are provided to
the publisher free or at a nominal charge. On request, the publisher must submit
contracts entered into with producers of parts or sections.

Matter to be paid at the applicable First-Class Mail or Standard Mail rate may be
enclosed in a Periodicals mailpiece subject to these conditions:

a. The total weight of all enclosed Standard Mail matter must be less than 16
ounces.

b. Postage and fee payment is subject to P070. A permit imprint that may
appear on a First-Class Mail or Standard Mail enclosure must not be visible
when the mailpiece is prepared for mailing except as provided under P070.

¢. When enclosing nonincidental First-Class Mail or any Standard Mail,
combination envelopes or containers with separate parts for the two classes
of mail may be used. If both the sender’s and addressee’s names and
addresses are not on both pieces, the sender's name and address must be
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Periodicals

Supplement
1.5

placed on one piece and the addressee’s name and address on the other.
Combination containers with inseparable parts may bear the names and
addresses on only one part.

. The applicable “First-Class Mail Enclosed” or “Standard Mail Enclosed”

marking must be placed on or in the host publication if it contains any
nonincidental First-Class Mail or any Standard Mail enclosure. If placed on
the outer wrapper, polybag, envelope, or cover of the host publication, the
marking must be set in type no smaller than any used in the required
“POSTMASTER: Send change of address...” statement. If placed in the
identification statement, the marking must meet the applicable standards.
The marking must not be on or in copies not accompanied by a First-Class
Mail or Standard Mail enclosure unless additional information is provided
under the applicable postage payment standards in P070.

Only the following material may be included loose as an enclosure in a Periodicals
mailpiece and be paid at Periodicals rates, subject to the corresponding conditions:

a. An incidental First-Class piece must be closely related but secondary to the

Periodicals publication with which it is enclosed and must consist of matter
that, if mailed separately, would require First-Class postage. Examples of an
incidental First-Class enclosure are a bill for the publication, a statement of
account for past publication purchases, or a personal message or greeting
included with the publication.

. A receipt, request, or order for a subscription may be printed or written;

prepared as a reply mail card or envelope for any authorized Periodicals
publication (or a publication pending Periodicals authorization); or inserted in
an envelope within the publication. The receipt or request may be part of, or
accompanied by, printed matter containing information related exclusively to a
receipt or request or order for a subscription provided the printed matter does
not advertise, promote, or offer for sale other products or services.

. A card or form for the recipient’s use in providing address correction

information to the publisher may be printed or written; prepared as a card or
envelope, including business reply, or as a combination form for two or more
Periodicals publications issued by the same publisher; inserted in an
envelope that is attached to, bound in, or loose within the publication; or
prepared as a detachable part of another permissible enclosure.

. Enclosures listed in 1.4b and 1.4c are not counted when determining the

percentage of advertising in the publication, but they are included in the total
weight of the publication reported on the postage statement. If the publication
otherwise consists entirely of nonadvertising matter, an incidental First-Class
enclosure as described in 1.4a may be treated as nonadvertising matter. In
all other cases, an incidental First-Class enclosure is considered part of the
advertising portion of the publication.

A supplement is one or more pages (subject to 1.1) formed by one or more printed
sheets that are not bound into a publication. A supplement may be devoted to a
single topic and may contain material different from that in the host publication.
The external dimensions of a supplement (i.e., its length and height) may not
exceed those of the host publication except when the host publication and the
supplement are contained in an envelope, polybag, or other complete wrapper.
Supplements are also subject to these conditions as applicable:

a. A loose supplement to a bound Periodicals publication must contain at least

25% nonadvertising matter and bear the endorsement “Supplement to”
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followed by the title of the publication or the name of the publisher. A bound
publication with one or more supplements must be enclosed in a wrapper
under 3.5. If a supplement to a bound publication is formed of more than one
sheet, all sheets making up the supplement must be bound together.

b. A supplement to an unbound publication must be combined with and inserted
within the publication under 3.4. If the supplement is included loose outside
the unbound publication, the publication and its supplement must be
enclosed in a wrapper or envelope under 3.5, and the supplement must bear
the endorsement “Supplement to” followed by the title of the publication or the
name of the publisher.

A cover may be placed on the outside of a Periodicals publication. A protective
cover is an additional cover placed around the outside of a publication; preparation
is subject to 3.6. Advertising, nonadvertising, or both may be printed on the cover
or protective cover. The cover and protective cover on a publication are included
when measuring advertising percentage. Nothing may be attached to the cover or
protective cover except as permitted under 1.8.

A mailing wrapper is an envelope, sleeve, partial wrapper, or polywrap used to
enclose the mailpiece. Advertising may be printed on the mailing wrapper and is
included when measuring advertising percentage. Nothing may be attached to the
mailing wrapper except as permitted under 1.8.

The following may be attached to a cover, protective cover, or mailing wrapper of a
publication:

a. Stickers of any size and shape. If stickers are attached to the cover, protective
cover, or mailing wrapper, no portion of the publication title may be obscured.

b. Material allowed as a loose enclosure described in 1.3 or 1.4. When
nonincidental First-Class Mail and/or Standard Mail enclosures (see 1.3) are
attached, the marking “First-Class” or “Letter Enclosed” must be on a
First-Class Mail attachment; “Standard” or “STD,” on a Standard Mail
attachment.

c. Material normally allowed within the contents of the publication composed of
advertising, nonadvertising, or a combination of both may be attached to the
cover or protective cover only when the publication and attached material are
enclosed in a wrapper. No portion of the publication title may be obscured.

Only the following may be printed on a copy of a Periodicals publication after it is
printed or placed on its cover, protective cover, or mailing wrapper:

a. The name and address of the intended recipient or of the publisher or sender.

. The printed title of the publication and its place of publication.
. The expiration date of the subscription.
. The request for address correction information from the addressee.

. The words “Sample Copy” (if the copy is a sample), “Marked Copy” (if the
copy contains a marked item or article), or “Address Service Requested” (if
the copy is to be returned to the sender if undeliverable as addressed).

O o O T

f. The number of copies enclosed in a bundle (on the outside of the bundle) or
a bundle count such as “2 of 4” (on the bundle wrapper).

g. Corrections of typographical errors or a mark, except by written or printed
words, to call attention to a word or passage.
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C200.1.10

Periodicals

Label Carrier
1.10

2.0

General Standard
2.1

Prohibited Matter
2.2

Products
2.3

h. Printed messages not required to be mailed as First-Class Mail or Express
Mail.

A label carrier may be used to carry the delivery address for the mailpiece and
must consist of a single unfolded, uncreased sheet of card or paper stock, securely
affixed to the cover of the publication or large enough so that it does not rotate
inside the wrapper (as defined in 1.7), subject to these conditions:

a. The label carrier must bear the title of the Periodicals publication or the name
and address of the publisher; the Periodicals imprint “Periodicals Postage
Paid at...” or the word “Periodicals” in the upper right corner of the address
side (unless “Periodicals” is printed on the address side of the polybag); and
the address to which the mailpiece can be returned if undeliverable (if
endorsed “Address Service Requested”).

b. The label carrier may bear a request for address correction from the
addressee. It also may bear information about requesting or subscribing to
any Periodicals publication (or a publication pending Periodicals
authorization), including a request or subscription form.

c. As applicable, the label carrier may show the endorsement “First-Class Mail
Enclosed” or “Standard Mail Enclosed” or the permit imprint used to pay
postage for the First-Class Mail or Standard Mail enclosure if that permit
imprint is below the Periodicals imprint or the word “Periodicals.”

d. Other printed information, whether advertising or nonadvertising, is permitted
only on the back of the label carrier and is subject to measurement and
postage payment accordingly. A single line of text calling attention to
information on the reverse may be placed on the front of the label carrier. If
any information on the reverse of the label carrier is advertising, the line of
text on the front is also treated as advertising.

IMPERMISSIBLE MAILPIECE COMPONENTS

Regardless of preparation or characteristics, or whether otherwise meeting the
standards in 1.0, the materials described in 2.2 through 2.5 are not eligible for
Periodicals rates.

Material that contains any one of the following printed items or that is referred to in
a component of the Periodicals mailpiece (by the use of one of these items) is
ineligible to be mailed at Periodicals rates:

a. A separate price or subscription instructions different from those of the host
publication.

b. The word “catalog”’

c. A First-Class Mail, Standard Mail, or Package Services permit imprint.

d. An ISBN (International Standard Book Number).

e. An ISSN (International Standard Serial Number) or USPS number different
from that of the host publication.

Products may not be mailed at Periodicals rates. Examples include stationery
(such as pads of paper or blank printed forms); cassettes; floppy disks;
merchandise; envelopes containing enclosures, other than receipts, orders for
subscriptions, and incidental First-Class matter; and wall, desk, and blank
calendars. Printed pages, including oversized pages and calendars, are not
considered products if they are not offered for sale.
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C200.3.8

Package Services
24

Nonprinted Sheets
25

3.0

Bound/Unbound
3.1

Physical Size
3.2

Uniformity
3.3

Without Mailing
Wrapper
3.4

With Mailing Wrapper
3.5

Cover Page and
Protective Cover
3.6

APO/FPO Copy
3.7

Sealing
3.8
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Package Services may not be combined with a Periodicals publication.

Any matter not formed of printed sheets (except as permitted under 1.1a) is not
eligible for Periodicals rates.

MAILPIECE CONSTRUCTION

Publications may be prepared in either a bound or unbound form, with or without
wrappers unless required by 3.7. A bound publication is a publication in which
pages are securely held together by two or more staples, spiral binding, glue,
stitching, or other permanent fastening. All other publications are unbound,
including folded multisheet and single-sheet publications and those in which pages
are loose and collated (“nested”) or in which pages are held together by a single
staple.

00¢

Standards for size or weight may apply to publications claimed at certain rates.
Requester publications must contain at least 24 pages per issue.

Automation-compatible pieces must remain uniformly thick. Cover attachments,
tabbed or glued half covers, flat-surfaced ride-along enclosures, loose
subscription materials, and flat-surfaced enclosures of other classes may be
included as long as the overall uniform thickness of the flat is maintained.

When the mailpiece does not have a mailing wrapper, all the components of an
unbound publication must be combined with and inserted inside the publication.
Only enclosures mailable at Periodicals rates under 1.4 may be included loose
inside a bound unwrapped publication. An enclosure under 1.3 or 1.4 may be
securely attached on the outside of an unwrapped publication along the bound
edge if it does not exceed any dimension of the cover of the publication and comes
within 3/4 inch of the edge opposite the fold or binding.

Except as provided in 1.5, when the mailpiece is completely enclosed in a mailing
wrapper, the components may be placed anywhere within that wrapper. When a
sleeve or other partial wrapper is used, the components must be secured so that
they do not fall out during handling. Bound publications carrying loose
supplements or prepared in physically separate parts or sections must be either
completely enclosed in an envelope, plastic wrapper (polybag), or paper wrapper
or inserted within a sleeve so that the component parts do not become separated
while in the mail.

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 C820.6.2. If the
host publication is bound, the protective cover must be permanently attached to
the publication.

Any single copy of an unbound publication that includes any enclosure,
supplement, or more than one part or section and that is mailed to an APO/FPO
address must be completely enclosed in a mailing wrapper.

Periodicals mail must be prepared so that it can be easily examined. The mailing of
publications at Periodicals postage rates represents consent by the sender to
USPS inspection of the contents whether loose or inserted in envelopes,
wrappers, or other covers. Mailers who want to ensure that publications are not
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opened for postal inspection must pay First-Class rates and mark such mail
accordingly.

4.0 PRINTED FEATURES

Publication Title and  The publication title must be displayed prominently on the publication and any
Address Notices protective cover. The title or the name and address of the publisher must be
4.1 displayed prominently on any opaque mailing wrapper. The publication title,

followed immediately by the USPS publication number (or ISSN if one has been
assigned), and the mailing address to which undeliverable copies or
change-of-address notices are to be sent may be shown in the upper left corner of
the address side of a mailing wrapper or directly on the outside of the host
publication if it can be read when the mailing wrapper is in place. The publication
number includes an alpha prefix and is to be within parentheses, e.g., THE
NATIONAL WEEKLY (ISSN 9876-543X) or THE COMMUNITY (USPS 123-456).

Periodicals Imprint  Mailing wrappers that completely enclose the host publication must bear the
4.2  Periodicals imprint “Periodicals Postage Paid at...” or the word “Periodicals” in the
upper right corner of the address area. If a clear plastic wrapper is used, those
words may appear anywhere on the address side of the wrapper or the topmost
item inside.

Advertising  Advertising (as defined in E211) may be printed on the pages of any component
4.3 of a publication, subject to the corresponding standards. Regardless of location,

an advertisement must be prepared as an integral part of the publication.
Except for advertisements in supplements, all advertisements in a bound
publication must be permanently attached. Except as provided in 1.4d, all
advertising must be included in the advertising portion of the issue measured
under P200. Different advertising may occupy the same space in different
editions of the same issue.

Marking of Paid  Pursuant to 18 USC 1734, if a valuable consideration is paid, accepted, or
Reading Matter  promised for the publication of any editorial or other reading matter in a Periodicals
4.4  publication, that matter must be plainly marked “advertisement” by the publisher.

When a single item of paid editorial or other reading matter occupies more than
one page, it need only be marked “advertisement” on the first page. The word
“advertisement” may be included in a statement that explains why the material is
marked “advertisement.” Such a statement must be prominent on the first page of
the material and the word “advertisement” in the statement must be in bold or
italicized print or otherwise emphasized so that it can be plainly seen. Editors or
publishers who print such matter without plainly marking it “advertisement” are
subject to a fine of not more than $500.

5.0 SIZE

Periodicals mail may not weigh more than 70 pounds or measure more than 108
inches in length and girth combined. Additional size limitations apply to individual
Periodicals rate categories.

C-84 DMM Issue 58 Updated 9-16-04

126



Express Mail C500.2.0

C500 Express Mail

Summary  C500 describes maximum weight and size for Express Mail and standards for
mailing outside parcels.

1.0 MAXIMUM WEIGHT AND SIZE
Each piece of Express Mail may not weigh more than 70 pounds. The combined
length and girth of a piece (i.e., 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 APOs and FPOs.)

2.0 OUTSIDE PARCELS
Express Mail items not required to be presented in a pouch (outside parcels) must
be large enough to hold the required mailing labels and indicia without bending or
folding on a single optical plane.

009G
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Standard Mail C600.2.0

C600 Standard Mail

Summary  C600 describes the basic dimension standards and weight limits for Standard Mail.

1.0 DIMENSIONS

Basic Standards  These standards apply to Standard Mail:

1.1 a. Each piece must weigh less than 16 ounces. Lower limits apply to pieces

mailing at automation rates.

b. Presorted rate and Customized MarketMail pieces are subject to the basic
mailability standards in C010.

c. ECR pieces mailed at high-density and saturation letter rates must meet the
standards for automation-compatible mail in C810 and barcoding in C840.

d. Automation rate pieces are subject to the size and weight limits in C810
(letters) or C820 (flats).

e. Except for automation basic carrier route rate pieces and merchandise
samples mailed with detached address labels (DALs), the maximum size for
Enhanced Carrier Route Standard Mail is 14 inches long, 11-3/4 inches high,
and 3/4 inch thick (see Exhibit 1.1e). Merchandise samples whose
dimensions exceed these maximums may be sent at the Enhanced Carrier
Route rates if mailed using DALSs, provided that the samples meet all other
applicable standards and the DALs meet the standards in AO60.

Maximum Dimensions : 15"

for Standard Mail e D (Maximums) CR Rates Mail
Flats Z Height  11-3/4" 12"

EXh'blt 1 . 1 e - Length 14" 15"
Thickness 3/4" 3/4"

Weight Lessthan Less than
16 ounces 16 ounces

Measure Enhanced Other Std.

11-3/4"
12"

14"

Cover Page and If the piece is not completely enclosed in a mailing wrapper, then any protective
Protective Cover cover or cover page must cover both the front and back of the host publication and
1.2  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 C820.6.2.

2.0 CUSTOMIZED MARKETMAIL
Mailpieces prepared as Customized MarketMail (CMM) under E660 must meet
these additional standards and physical characteristics:

a. The material used for constructing the pieces must be free of sharp edges,
protrusions, and other design elements that could cause harm or injury to
USPS personnel handling these pieces.

b. The dimensions of the pieces must not be smaller than the minimum
dimensions for letter-size mail in CO50 or greater than the maximum
dimensions for flat-size mail in C050. Length and height are defined as
follows:
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C600.3.0 Standard Mail

(1) The length and the axis of length are determined by drawing a straight
line between the two outer points most distant from each other.

(2) The height is determined by drawing perpendicular lines to the points
that are the greatest distance above and below the axis of length. The
sum of these two lines defines the height.

c. The maximum weight may not exceed 3.3 ounces.

d. Pieces may be rectangular or nonrectangular, may be uniform or nonuniform
in thickness, and may include die cuts, holes, and voids.

e. Pieces must be flexible enough to fit inside a minimum-size mail receptacle
measuring 4-7/8 inches wide, 14-7/8 inches high, and 5-7/8 inches long
(deep).

f. Design approval by the district business mail entry manager is not required,
but it is recommended.

3.0 RESIDUAL SHAPE SURCHARGE

Mail that is prepared as a parcel or is not letter-size or flat-size as defined in C050
is subject to a residual shape surcharge. Mail that is prepared as Customized
MarketMail under E660 is subject also to the residual shape surcharge. There are
different surcharges for Presorted rate pieces and Enhanced Carrier Route rate
pieces. Only the surcharges for Presorted rate pieces apply to CMM pieces.

4.0 NONMACHINABLE PIECES

Surcharge Applied The nonmachinable surcharge in R600 applies only to Regular and Nonprofit
4.1  Standard Mail letter-size pieces (including card-size pieces), except for letter-size
pieces prepared and entered as Customized MarketMail under E660, if the pieces
weigh 3.3 ounces or less, are claimed at Presorted letter rates, and are subject to
either of these conditions:

a. The pieces have one or more of the nonmachinable characteristics for
letter-size mail in C050.

b. The pieces are labeled for manual processing by the mailer under the manual
only option in M610.

Surcharge Not  The nonmachinable surcharge in R600 does not apply to Standard Mail pieces
Applied (including parcels) that are claimed at any nonletter rate. The surcharge also does
4.2 not apply to Standard Mail letter-size pieces that are claimed at these letter rates:

a. Automation rates.
b. Enhanced Carrier Route rates.

c. Presorted rates if the pieces are not subject to either of the two conditions in
4.1, or if the pieces are prepared and entered as Customized MarketMail
under E660.

5.0 POSTAL INSPECTION

Standard Mail is not sealed against postal inspection. Standard Mail may be
prepared for automated processing but must allow easy examination.

6.0 ENCLOSURES

Envelopes and cards enclosed in automation Standard Mail are subject to the
corresponding standards in C810.
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C700.2.0

C700

Summary

1.0

2.0
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Package Services

C700 describes the basic dimension standards and weight limits for Package
Services, including the criteria for nonmachinability.

PACKAGE SERVICES
These standards apply to Package Services:

a. No piece may weigh more than 70 pounds, except matter at Bound Printed
Matter rates may not weigh more than 15 pounds.

b. Except for Parcel Post under 1.0c, the combined length and girth of a piece
(i.e., the length of its longest side plus the distance around its thickest part)
may not exceed 108 inches.

c. 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 rate.

d. 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 15 pounds are mailable at the rate equal to that of a 15-pound
parcel for the zone to which the parcel is addressed.

e. 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.

f. Lower size or weight standards apply to mail claimed at certain rates,
addressed to certain APOs and FPOs, or sent by the Department of State to
U.S. government personnel abroad.

g. Pieces might be subject to minimum weight or dimensions based on the
standards for specific rates.

NONMACHINABLE PARCEL POST

Mailpieces described in this section that are mailed at the Inter-BMC/ASF Parcel
Post, Intra-BMC/ASF Parcel Post, DSCF Parcel Select, or DBMC Parcel Select
rates are subject to the applicable nonmachinable surcharge in R700 unless the
applicable special handling fee is paid. An oversized parcel as described in 1.0c is
not subject to the nonmachinable surcharge. Mailpieces are nonmachinable if they
meet any of the following criteria:

00.

a. A parcel more than 34 inches long, 17 inches wide, or 17 inches high.
b. A parcel less than 6 inches long, 1/4 inch thick, or 3 inches high.

c. A parcel that weighs less than 6 ounces or more than 35 pounds.
d

. A parcel containing more than 24 ounces of liquid in glass containers, or 1
gallon or more of liquid in metal or plastic containers.

(0]

. An insecurely wrapped or metal-banded parcel.
f. A can, roll, or tube, or wooden or metal box.
g. Books, printed matter, or business forms weighing more than 25 pounds.
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h. A high-density parcel weighing more than 15 pounds and exerting more than
60 pounds per-square-foot pressure on its smallest side.

i. A film case weighing more than 5 pounds or with strap-type closures, except
any film case the USPS authorizes to be entered as a machinable parcel
under C050 and to be identified by the words “Machinable in United States
Postal Service Equipment” permanently attached as a nontransferable decal
in the lower right corner of the case.

j- Parcels with characteristics (such as inadequate packaging) that could result
in damage to the contents of the mailpiece, other parcels, or postal
machinery if mechanical sortation is used.

3.0 POSTAL INSPECTION

Package Services is not sealed against postal inspection. Package Services may
be prepared for automated processing but must allow easy examination.
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Letters and Cards

C810.3.1

C800
C810

Summary
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2.0
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2.1

Aspect Ratio
2.2

Maximum Weight
2.3

3.0

Wraps and Closures
3.1
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Automation-Compatible Mail
Letters and Cards

C810 describes dimensions, aspect ratio, flexibility, and weight standards for
automation-compatible letter-size pieces, including cards. It also covers additional
standards for other types of automation-compatible pieces like self-mailers,
booklets, postcards, heavy letter mail, reply cards, and envelopes.

BASIC STANDARDS

Letters and cards claimed at automation rates and at some Standard Mail
Enhanced Carrier Route rates must meet the standards in 2.0 through 9.0. Pieces
claimed at First-Class Mail automation card rates also must meet the standards in
C100. Unless prepared under 8.2 through 8.4, each mailpiece must be prepared
either as a sealed envelope (the preferred method) or, if unenveloped, must be
sealed or glued on all four sides.

DIMENSIONS

Each letter-size piece must be rectangular and:
a. For height, no more than 6-1/8 or less than 3-1/2 inches high.
b. For length, 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.

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 C010.1.3.

Maximum weight limits are as follows:

a. First-Class Mail:
(1) Machinable Presorted: 3.3 ounces (0.2063 pound).
(2) Automation (see 8.5 for pieces heavier than 3 ounces): 3.3 ounces
(0.2063 pound).

b. Periodicals automation (see 8.5 for pieces heavier than 3 ounces): 3.3
ounces (0.2063 pound).

c¢. Standard Mail:
(1) Machinable Presorted: 3.3 ounces (0.2063 pound).
(2) Automation (see 8.5 for pieces heavier than 3 ounces): 3.5 ounces
(0.2188 pound).
(3) Enhanced Carrier Route high density and saturation and automation
carrier route (see 8.5 for pieces heavier than 3 ounces): 3.5 ounces
(0.2188 pound).

GENERAL PROHIBITIONS AND RESTRICTIONS

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.
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Letters and Cards

Staples and Saddle

Stitching
3.2
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6.0

Use
6.1

Pressure-Sensitive
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Label
6.2

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 items (e.g., pens, pencils, keys, bottle caps) are prohibited within mailpieces.
Reasonably flexible items (e.g., credit cards) are permitted. Subject to 5.0,
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, WAFER SEALS, TAPE, AND GLUE

Tabs, wafer seals, cellophane tape, or permanent glue (continuous or spot) may be
used as applicable to the particular type of mailpiece under 8.0 if the sealing
devices do not interfere with the recognition of the barcode, rate marking, postage
information, or delivery or return addresses. In all cases, additional tabs or seals
may be used. Cellophane tape is not acceptable within the barcode clear zone.
Tabs or wafer seals placed in the barcode clear zone must contain 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. 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.

FLEXIBILITY

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.

A mailer wanting to have mailpieces tested for flexibility must submit at least 50
sample pieces and a written request to USPS Engineering at least 6 weeks before
the mailing date. The request must describe mailpiece contents and construction,
number of pieces being produced, and preparation level (e.g., presort).
Engineering advises the mailer by letter of its findings. If the mailpiece is approved,
the letter includes a unique number identifying the piece tested and serves as
evidence that the piece meets the relevant standards. A copy of the letter must be
attached to 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 tested and approved.

OUTSIDE LABELS AND STICKERS

Permanent labels and stickers (i.e., those designed not to be removed or
relocated) must be affixed directly to the outside of the mailpiece with permanent
adhesive. A mailer may provide recipients with relocatable labels to place on the
outside of response pieces sent back to the mailer. On pieces mailed at First-Class
card rates or at Periodicals rates, labels and stickers may be used only if permitted
by the applicable standards.

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.
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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.

REPOSITIONABLE NOTES

A repositionable note may be affixed directly to the address side of First-Class Mail
and Standard Mail letter-size mailpieces that meet the standards in 7.2 through
7.6. The note is included as an integral part of the mailpiece for weight and
postage rate computation purposes. Repositionable notes must conform to any
content restrictions applicable to the class of the host piece.

Each mailpiece must:
a. Bear a valid delivery point barcode.
b. Meet the requirements for automation-compatible mail under C810.
c. Be eligible for and claim an automation letter rate.
d. Be uniformly thick.

Allowable characteristics of contents of the host piece include:
a. Paper.

b. Credit cards or similar plastic cards. Such cards must be affixed to or tightly
enclosed within the other contents. The position of the credit cards should
alternate in adjacent mailpieces between left and right ends (or left, center,
right) to keep the stack thickness consistent.

c. Maximum insert shift is 7/8 inch.

Each mailpiece must be rectangular and have a surface smoothness of 195
Shefield Units or smoother. The following standards also apply:

a. Enveloped mailpieces. Each mailpiece prepared in an envelope must be
constructed from a basis weight of 20 pounds or greater. Window envelopes
must have a closed panel made of polystyrene or glassine. Each enveloped
mailpiece is limited to the following dimensions:

(1) For height, no less than 4-1/8 inches and no more than 6 inches high.

(2) For length, no less than 8 inches and no more than 9-1/2 inches long.

(3) For thickness, no less than 0.02 inch and no more than 0.125 inch
thick.

b. Oversize cards. Each mailpiece prepared as an oversize card is limited to the
following dimensions:
(1) For height, no less than 4-1/2 inches and no more than 6 inches high.
(2) For length, no less than 8-1/2 inches and no more than 9 inches long.
(3) For thickness, no less than 0.009 inch thick (cards 5-3/4 inches or
more in height must be no less than 0.012 inch thick.)

[10-2-03] Repositionable notes must:
a. Measure 3 inches by 3 inches, plus or minus 1/8 inch for either dimension.

b. Not contain phosphorescent or red fluorescent colorants.

c. Be positioned parallel with the length of the piece, affixed by standard
labeling equipment, and placed no closer than 3/8 inch from the left of the
delivery address. Manually affixed notes are not permitted.
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C810.7.6

Letters and Cards

Compliance
7.6

8.0

Envelope or Piece

Sealed on All Sides

C-94

8.1

Folded Self-Mailer
8.2

d. Be at least 1/2 inch (plus or minus 1/8 inch) from the bottom and left edges of
the mailpiece.

e. Be adhered with a 3/4 inch (plus 1/4 inch or minus 1/16 inch) adhesive strip
across the top portion on the reverse side of the note.

f. Not be placed in a manner that interferes with the delivery address, and must
not display a specific address or ZIP Code. References to general landmarks
are permissible. The written and graphic characteristics of the notes are
considered when determining eligibility of mailpieces mailed at the Standard
Mail and Nonprofit Standard Mail rates.

Mailers must comply as follows:

a. Repositionable notes must be obtained from an approved repositionable
notes vendor (see www.usps.com for a listing of approved vendors).
Prospective vendors can obtain USPS standards and test procedures from
USPS Engineering (see G043 for address). Testing must be performed by a
certified independent laboratory.

b. Mailers must present evidence at the time of mailing to show that their
repositionable notes have been supplied by an approved vendor. The vendor
name on the reverse of the note will be sufficient as evidence; in lieu of the
vendor name printed on the notes, an invoice from the approved vendor for
purchase of the repositionable notes will constitute such evidence.

¢. Each mailing must include, as part of the mailing, eight pieces addressed to
the manager, USPS Engineering Letter Tech (Attn: RPN Sample), and eight
pieces addressed to the manager, Product Management—Correspondence
and Transactions (Attn: RPN Sample). See G043 for addresses.

ADDITIONAL STANDARDS FOR SPECIFIC TYPES OF PIECES

An envelope or any mailpiece formed by an outer sheet or sheets sealed on all
four edges must be prepared from paper with a minimum basis weight of 16
pounds (measured weight for 500 17- by 22-inch sheets).

Except as noted in 8.2¢, 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:

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. 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).
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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 8.2 and the piece is certified by
the USPS mailpiece design analyst to be acceptable for automated
processing.

Booklet-Type Piece A booklet-type piece must meet these standards:

8.3 a. The front and back covers must be prepared from paper with a minimum

basis weight of 20 pounds (measured weight for 500 17- by 22-inch sheets).

b. Except as noted in 8.3d, the bound edge (spine) must be the longest edge of
the piece and at the bottom, parallel to the address.

¢. The unbound edge (top) must be secured with at least two tabs or wafer
seals. One tab or wafer seal must be placed within 1 inch of the left edge of
the piece; the second tab or seal, within 1 inch of the right edge of the piece.
As an alternative, one tab or wafer seal must be placed within 1 inch from the
top left side (trailing edge) of the piece; the second tab or seal, within 1 inch
from the top right side (leading edge) of the piece.

d. In specifically identified formats, prepared with a minimum paper basis weight
of 24-pound bond paper, the spine may be on the shorter side (leading edge)
of the piece. The address must still be parallel to the longest side of the
piece. The unbound edges must be secured with at least two tabs or wafer
seals. If the outside covers are prepared with a minimum paper basis weight
of 20-pound bond or equivalent, the spine may be on the right side (leading
edge) of the piece. The address must still be parallel to the longest side of the
piece. The following restrictions apply:

(1) If the final trim size of the piece is no more than 4-1/4 inches high and
no more than 6 inches long, the unbound left edges must be secured
with at least one tab or wafer seal placed at the vertical center of the
piece.

(2) If the final trim size of the piece is more than 4-1/4 inches high or more
than 6 inches long, the unbound left edge must be secured with two
tabs or wafer seals placed within 1 inch of the top and bottom edges.

Postcard  Any postcard must be prepared from paper stock meeting the industry standard for
8.4  abasis 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.

018

Heavy Letter Mail Heavy letter mail (i.e., barcoded letter-size mail weighing more than 3 ounces)
8.5 must have a barcode in the address block (see C840) and must be prepared in a
sealed envelope. Heavy letter mail may neither contain stiff enclosures nor be
prepared as a self-mailer or booklet-type mailpiece.
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9.0 ENCLOSED REPLY CARDS AND ENVELOPES

Basic Standard  All letter-size reply cards and envelopes (business reply mail (BRM), courtesy
9.1  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
automation-compatible mail in C810. 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 C100.

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
Cs840.

c. Each BRM piece must meet any applicable standard under S922; each MRM
piece must meet any applicable standard under P0O30; and each CRM piece
as defined in 9.2 must meet the standards of this section.

Courtesy Reply Mail  For these standards, courtesy reply mail (CRM) is reply mail other than BRM or
(CRM) MRM enclosed in other mail, with or without prepayment of postage, for return to
9.2 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 for mailability in C010 and C100. CRM has no additional
required design standards unless enclosed in automation mail.
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Automation-Compatible Mail
Flats

C820 describes the physical criteria for automation-compatible flats, including the
use of tabs, wafer seals, tape, outside labels and stickers on flats, and the
uniformity of exterior surface. It also lists polywrap specifications.

BASIC STANDARDS

[10-2-03] Flat-size mail claimed at automation rates must meet the applicable
standards in 1.0 through 8.0 and the general and specific mailability and eligibility
standards for the class of mail and the rate claimed. The mail may qualify for
automation rates either under the dimensions and characteristics for automated
flat sorting machine (AFSM) 100 processing in 2.0 or under the dimensions and
characteristics for upgraded flat sorting machine (UFSM) 1000 processing in 3.0,
except for Bound Printed Matter (BPM), which can qualify only under AFSM 100
criteria. Additional standards apply as follows:

a. If a flat-size mailpiece meets all AFSM 100 criteria except for the turning
ability or deflection standards under 2.5, the piece may be claimed at
automation rates if all UFSM 1000 criteria are met.

b. If polywrap film is used, the film and preparation of the mailpiece must meet
the applicable standards in 4.0.

CRITERIA FOR AFSM 100 FLATS
The length and height of an automation-compatible flat-size mailpiece is not
determined by the orientation of the address, but by the preparation of the piece:

a. For a piece prepared as a single sheet or in an envelope, full-length wrapper,
or full-length sleeve, the length is the longest dimension. The height is the
dimension perpendicular to the length.

b. For a piece prepared with a bound, folded, or closed edge (e.g., a catalog,
a newspaper or tabloid, a folded envelope), the length is the dimension
parallel to the bound, folded, or closed edge. The height is the dimension
perpendicular to the length. If the piece is folded more than once or is
bound and then folded, the length is the dimension parallel to the final fold.

An AFSM 100 flat-size piece with a final fold must be designed so that the
address is in view when the final folded edge is at the bottom of the piece and
any intermediate bound or folded edge is to the right.
Each flat-size piece must be rectangular and:

a. For height, no more than 12 inches and no less than 5 inches high.

b. For length, no more than 15 inches and no less than 6 inches long.

c. For thickness, no more than 0.75 inch and no less than 0.009 inch thick.

Maximum weight limits are as follows:
a. For First-Class Mail, 13 ounces.
b. For Periodicals, 20 ounces.
c. For Standard Mail, less than 16 ounces.
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d. For Bound Printed Matter, 20 ounces.

Turning Ability and  The piece must meet the following standards for turning ability and deflection:
Deflection

25 a. Turning Ability. The mailpiece must fit between two concentric arcs drawn on

a horizontal flat surface, one with a radius of 15.72 inches and the other with
a radius of 16.72 inches, in one of the following ways:

(1) The piece must be flexible enough to bend between the two arcs when
positioned vertically, with (if applicable) the bound, folded, or final
folded edge perpendicular to the surface where the arcs are drawn.

(2) If rigid (constructed of or containing inflexible materials), the piece
must be small enough to allow its longest edge to be placed between
the two arcs without touching the lines of the arcs.

b. Deflection. A flat-size mailpiece meeting the AFSM 100 dimensions must
be rigid enough so that, when placed flat on a surface to extend
unsupported 5 inches off that surface, no part of the edge of the piece that
is opposite the bound, folded, or final folded edge (as applicable) deflects
more than 1-3/4 inches (if the piece is less than 1/8 inch thick) or more
than 2-3/8 inches (if the piece is from 1/8 to 3/4 inch thick).

c. Test Device. Testing for compliance with the above standards must be
done with a flat mail machinability tester constructed to USPS specification
USPS-STD-28 and following the instructions for use of that device.
Information about obtaining or using the tester is available from the local
USPS area or district marketing office or local postmaster.

Turning Ability
Flexible Flat
Exhibit 2.5a(1)

—— Bound Edge/Final Fold

6.72" radius

/-_\ Concentric Arc on
5.72" radius ——— Flat, Horizontal Surface

Turning Ability
Rigid Flat
Exhibit 2.5a(2)

478 MAW THICK. LMIT,
" LMIT
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Mail stop limit
(5" from edge of flat
horizontal surface)

Bound edge or
final fold

1-3/4" deflection limit
for flat-size pieces
up to 1/8" thick——

2-3/8" deflection limit
for flat-size pieces
between 1/8" and 3/4" thick

[10-2-03] CRITERIA FOR UFSM 1000 FLATS

The length and height of an automation-compatible flat-size mailpiece eligible for
FSM processing is not determined by the orientation of the address. It is
determined by the following:

a. For a piece prepared as a single sheet or in an envelope, full-length wrapper,
or full-length sleeve, the length is the longest dimension. The height is the
dimension perpendicular to the length.

b. For a piece that has a bound or folded edge (e.g., a newspaper, tabloid, or
catalog), the length is the dimension parallel to the bound or folded edge. The
height is the dimension perpendicular to the length. If the piece is folded
more than once or bound and then folded, the length of the mailpiece is
based on the final fold.

The following requirements apply to folded pieces:

a. A flat-size piece with a final fold must be designed so that the address is in
view when the final folded edge is to the right and any intermediate bound or
folded edge is at the bottom of the piece.

b. Unbound flat-size pieces must be at least double-folded.

Pieces must meet the following requirements:
a. Height: no more than 12 inches or less than 4 inches.
b. Length: no more than 15-3/4 inches or less than 4 inches.
¢. Minimum thickness:

(1) For pieces at least 5 inches long: 0.009 inch.
(2) For pieces at least 4 inches long but less than 5 inches long: greater
than 0.25 inch.

d. Maximum thickness:

(1) For pieces 13 inches long or less: 1.25 inches.
(2) For pieces longer than 13 inches up to and including 15-3/4 inches:
7/8 inch.

0¢8

Maximum weight limits are as follows:
a. For First-Class Mail, 13 ounces.
b. For Periodicals, 6 pounds.
c. For Standard Mail, less than 16 ounces.
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Seam Placement

4.2

POLYWRAP COVERINGS

[10-2-03] If polywrap film is used to enclose flat-size mailpieces claimed at
automation rates, the pieces must meet the applicable additional standards in 4.0.
Film approved for use under 4.5 must meet the specifications in Exhibit 4.1 as
follows:

a. For mailpieces meeting all the dimensions, turning ability, and deflection
characteristics for AFSM 100 criteria under 2.0, the film must meet all eight
properties in this exhibit. If the address label is affixed to the outside of the
polywrap, the haze property (property 2) is not required.

b. For mailpieces not meeting all the dimensions and characteristics of the
AFSM 100 criteria but meeting all the criteria for the UFSM 1000 under 3.0,
the film must meet, at a minimum, only the haze property (property 2) in this
exhibit. If the address label is affixed to the outside of the polywrap, the haze
property is not required.

[10-2-03] Polywrapped AFSM 100 flats (see 2.0) must be prepared with polywrap
that meets all eight properties in this exhibit. Polywrapped UFSM 1000 flats (see
3.0) must be prepared with polywrap that meets, at a minimum, only property 2
(haze).

Property Requirement  Test Method Comment
1. Kinetic Coefficient of Friction, Stainless steel finish must
MD be in accordance with
ASTM A 480/A 480M.
a. Film on Stainless Steel <0.28 ASTM D1894
with No. 8 (Mirror) Finish
b. Film on Film 0.20 to 0.40 ASTM D1894
2. Haze <70 ASTM D1003 Affixing address labels to
outside of polywrap is an
alternative to meeting this
requirement.
3. Secant Modulus, 1%
elongation
a. TD, psi >50,000 ASTM D882
b. MD, psi >40,000 ASTM D882
4. Tensile Strength
a. TD, psi >2,000 ASTM D882
b. MD, psi >3,000 ASTM D882
5. Density, g/cc 0.900t0 0.950 ASTM D1505
6. Nominal Gauge, in >0.001 ASTM D374
7. Static Charge, kV <2.0 ASTMD4470 Antistatic additives can
regulate this charge.
8. Blocking, g <15 ASTM D3354-96

[10-2-03] Wrap direction, seam direction, and seam placement must follow these
standards:

a. Wrap direction and seam direction:

(1) For an AFSM 100 mailpiece, the wrap direction must be around the
longer axis of the mailpiece, with the seam parallel to that axis. The
longer axis is always parallel to the longer edge (the length) of the
mailpiece.

(2) For a UFSM 1000 mailpiece, the wrap direction may be around either
the longer axis or the shorter axis of the mailpiece, with the seam
parallel to that axis. The longer axis is always parallel to the longer
edge (the length) of the mailpiece, and the shorter axis is always
parallel to the shorter edge (the height) of the mailpiece.
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| b. For either an AFSM 100 or a UFSM 1000 mailpiece, 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
delivery address and barcode, postage area, or any required markings or
endorsements. Regardless of seam placement, the polywrap over the
address area must be a smooth surface to avoid interference with address
and barcode readability.

Overhang [10-2-03] [9-4-03] For purposes only of the polywrap standards for overhang
4.3  (selvage) in 4.0, the edge of the mailpiece designated as top must be one of the
two physically longer edges of the piece, regardless of address orientation and
whether bound or unbound. Any polywrap overhang (selvage) around the four
edges of the mailpiece (top, bottom, and left and right sides) must meet these
standards:

a. For an AFSM 100 mailpiece:

(1) 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.

(2) 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.

(3) The polywrap covering must not be so tight that it bends the mailpiece.

b. For a UFSM 1000 mailpiece:

(1) When the mailpiece contents are totally positioned at the bottom of the
polywrap, the overhang must not be more than 1.5 inches at the top of
the mailpiece.

(2) 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.

(3) The polywrap covering must not be so tight that it bends the mailpiece.

Mailpiece  [10-2-03] Polywrapped flat-size mailpieces claimed at automation rates must be
Identification  endorsed to show that the polywrap meets USPS approval as
4.4  automation-compatible. This requirement is met by printing “USPS AFSM 100
Approved Polywrap” or “USPS 100 Approved Poly” or “USPS UFSM 1000
Approved Polywrap” or “USPS 1000 Approved Poly,” as applicable, directly on the
address side of the pieces, preferably below the postage area or in another visible
location. Alternatively, the polywrap marking may be printed directly onto the
polywrap material. The polywrap marking must not interfere with delivery address
or barcode recognition.

Polywrap  The USPS polywrap certification program requires plastic manufacturers to
Certification  provide to a producer of polywrapped flat-size mailpieces a certificate of
4.5 conformance from the manufacturer stating that the polywrap physical properties
meet or exceed the minimum requirements specified in Exhibit 4.1. The
certification program applies only to polywrap used for AFSM 100 mailpieces. A list
of USPS-approved polywrap products is maintained on the USPS Web site
http://ribbs.usps.gov. The first time that a specific polywrap product is to be used
for an automation rate mailing of flat-size mailpieces and that product is not listed
on the USPS Web site, these steps must occur:

a. The producer of the polywrapped pieces provides a USPS mailpiece design
analyst (MDA) with the manufacturer’s certificate of conformance verifying
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7.2

that the polywrap film meets the specifications in Exhibit 4.1 for AFSM 100
mailpieces.

b. The MDA reviews the manufacturer’s certificate of conformance to confirm
that the requirements listed on the certificate for the polywrap film meet the
eight properties in Exhibit 4.1 for AFSM 100 mailpieces. The reviewing MDA
provides written confirmation to the producer of the polywrapped pieces and
sends a copy to the appropriate business mail entry unit or detached mail unit
and a copy to Mailing Standards (see G043 for address).

PROHIBITIONS

Clasps, strings, buttons, or like materials, or other protrusions that impede or
damage mail processing equipment are prohibited.

Staples must not be substituted for tabs or wafer seals on pieces in automation
rate 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.

TABS, WAFER SEALS, TAPE, AND GLUE

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, rate 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.

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

A flat-size mailpiece prepared and claimed at automation rates must be
uniformly thick. 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.

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. Pieces
claimed at a Periodicals rate may bear attachments only if permitted by the
applicable standards.
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The contents of a flat-size mailpiece must remain uniformly thick so that the
dimensions of the envelope, wrapper, or sleeve remain constant. If the contents
are of irregular thickness or significantly smaller than the envelope, wrapper, or
sleeve, those contents must be secured in place to prevent shifting within the
wrapping during processing and surrounded with loose packing material or
padding to ensure that the mailpiece remains uniformly thick.

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.

OUTSIDE LABELS AND STICKERS

Permanent labels and stickers (i.e., those designed not to be removed or
relocated) must be affixed directly to the outside of the mailpiece with permanent
adhesive. A mailer may provide recipients with relocatable labels to place on the
outside of response pieces sent back to the mailer. On pieces mailed at
Periodicals rates, labels and stickers may be used only if permitted by the
applicable standards.

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.

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.
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Automation-Compatible Mail

Barcoding Standards for Letters and Flats

C840 describes POSTNET barcodes and defines the barcode location for
letter-size and flat-size pieces. It also defines the dimensions, spacing, placement,
and reflectance standards for barcodes.

GENERAL

POSTNET (Postal Numeric Encoding Technique) is the USPS-developed barcode
method to encode ZIP Code information on mail that can be read for sorting by
automated machines. A POSTNET barcode can represent a 5-digit ZIP Code (32
bars), a 9-digit ZIP+4 code (52 bars), or an 11-digit delivery point code (62 bars).
The information content of the barcode is based on the combination of tall (full)
bars and short (half) bars. A tall bar represents “1,” and a short bar represents “0.”
When separated into groups of five, these bars sequentially represent each of the
digits of the ZIP Code (or ZIP+4 code or delivery point code) for the delivery
address, plus an additional digit designated as the correction digit. The correction
digit is derived from adding the numbers in the ZIP Code (or ZIP+4 or delivery
point code) and determining which single-digit number must be added to that sum
to make the total a multiple of 10. The first and last bars of the barcode are frame
bars and must always be full bars.

A 5-digit barcode is a single field of 32 bars consisting of a frame bar, a series of
25 bars that represent the correct 5-digit ZIP Code for the address on the piece, 5
bars that represent the correction digit, and a final frame bar.

A ZIP+4 barcode is a single field of 52 bars consisting of a frame bar, a series of
45 bars that represent the correct ZIP+4 code for the address on the piece, 5 bars
that represent the correction digit, and a final frame bar.

A delivery point barcode (DPBC) is formed by adding 10 bars (representing two
additional digits) to the ZIP+4 barcode. The correct DPBC must be derived from a
CASS-certified delivery point code address matching process. To obtain
information on the rules for delivery point code calculation, contact the National
Customer Support Center by calling (toll-free) 1-800-642-2914, or by writing to
CASS/ZIP+4 Matching, National Customer Support Center (see G043 for
address). The following unique codes are also valid DPBCs:

a. For a firm (unique) 5-digit ZIP Code, the correct DPBC represents the 5-digit
ZIP Code: either the USPS-assigned -0001 or (if the customer assigns
four-digit add-ons to internal separations) the correct four digits applicable to
the point of delivery, followed by the last two digits of the primary street
number, post office box number, or rural/highway contract route box number
derived from the standardized address returned by the CASS-certified ZIP+4
or delivery point code address matching process.

b. For an individual (unique) ZIP+4 code assigned to a business customer, the
correct DPBC represents the ZIP+4 code followed by the last two digits of the
primary street number derived from the standardized address returned by the
CASS-certified ZIP+4 or delivery point address matching process.
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BARCODE LOCATION FOR LETTER-SIZE PIECE

Each letter-size piece in an automation rate mailing or claimed at an Enhanced
Carrier Route saturation or high density rate must have a barcode clear zone
unless the piece bears a DPBC in the address block. The barcode clear zone and
all printing and material in the clear zone must meet the reflectance standards in
5.0. 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.

Automation rate pieces and pieces claimed at an Enhanced Carrier Route
saturation or high density rate that weigh 3 ounces or less may bear a DPBC either
in the address block or in the barcode clear zone. Pieces that weigh more than 3
ounces must bear a DPBC in the address block.

Except as noted in 8.2 for 5-digit barcodes, 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 7/16
inch from the bottom edge of the piece; the bottom of the bars must be 1/4
inch +1/16 inch from the bottom edge of the piece.

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 7.0.

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

¢. 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, and a clear space must be maintained that is at least 1/8 inch between
the barcode and the left and right edges of the window, at least 1/25 inch
between the barcode and the top edge of the window, and at least 3/16 inch
between the barcode and the bottom edge of the mailpiece.

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.
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¢. The minimum clearance between the barcode and any information line above
or below it within the address block must be at least 1/25 inch, and the
separation between the barcode and top line or bottom line of the address
block must not exceed 5/8 inch. The clearance between the leftmost and
rightmost bars and any adjacent printing must be at least 1/8 inch.

d. If awindow envelope is used, the clearance between the leftmost and
rightmost bars and any printing or window edge must be at least 1/8 inch,
and the clearance between the barcode and the top and bottom window
edges must be at least 1/25 inch. 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 2.2) must be covered; such
windows may be covered on other mail. Covers for address block windows
are subject to 7.3.

e. If an address label is used, a clear space of at least 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 1/25 inch.

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.

[10-2-03] BARCODE PLACEMENT—FLAT-SIZE MAIL

On any flat-size piece claimed at automation rates, the piece may bear one
POSTNET barcode under 3.2 or may bear two POSTNET barcodes under 3.3.
Other mailer-applied non-POSTNET barcodes may appear on the address side of
the piece if the barcode format is not detectable or confusing to automated postal
equipment.

[10-2-03] On any flat-size mailpiece claimed at an automation rate, 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. For UFSM 1000 mailpieces, the preferred location of the
barcode is at least 2 inches from the edge of the dimension that is the length for
that type of automation piece (the longest edge or, for pieces with a folded or
bound edge, the folded or bound edge). The portion of the surface of the piece on
which the barcode is printed must meet the barcode dimensions and spacing
requirements in 4.0 and the reflectance standards in 5.0. Address block barcodes
are subject to the standards in 2.5a through 2.5e.

[10-2-03] 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 3.2 that is not CASS-certified. In addition, the second
barcode must meet the following requirements:

a. It must be 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.

C-107
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BARCODE DIMENSIONS AND SPACING

Barcodes are subject to these standards for bar dimensions and spacing.
Extraneous ink or ink voids must not cause any bar to fail to meet these standards:

a. A full bar must be 0.125 +0.010 inch high.
b. A half bar must be 0.050 +£0.010 inch high.
c. All bars must be 0.020 +£0.005 inch wide.
d

. Measured over any 1/2 inch, horizontal spacing of the bars must be 22 +2
bars per inch, and pitch (a bar and a space) must average at least 0.0416
inch but no more than 0.05 inch. The clear vertical space between bars must
not be less than 0.012 inch or more than 0.04 inch.

REFLECTANCE

A background reflectance of at least 50% in the red portion and 45% in the green
portion of the optical spectrum must be produced in the following locations when
measured with a USPS or USPS-licensed envelope reflectance meter:

a. The barcode clear zone of a card-size or a letter-size piece barcoded in the
lower right corner.

b. The area surrounding the barcode (within 1/8 inch of the leftmost and
rightmost bars and 1/25 inch above and below the barcode) of a card-size,
letter-size, or flat-size piece barcoded in the address block and of a flat-size
piece barcoded elsewhere.

A print reflectance difference (PRD) of at least 30% in the red and green portions
of the optical spectrum is required between the background material of the
mailpiece and the barcode, when measured with a USPS or USPS-licensed
envelope reflectance meter. (PRD equals the reflectance of the background minus
the reflectance of the ink.)

The material on which the barcode appears must have enough opacity to prevent
printing from “showing through” to the extent that it interferes with postal
equipment that reads the barcode. The PCR of print (other than the barcode) that
shows through the barcode clear zone or the barcode area in the address block
must not exceed 15% when measured in the red and green portions of the optical
spectrum.

Dark fibers or background patterns (e.g., checks) that produce a print contrast ratio
of more than 15% when measured in the red and green portions of the optical
spectrum are prohibited in these locations:

a. The area of the address block or the barcode clear zone where the barcode
appears on a card-size or a letter-size piece mailed at automation rates or at
Enhanced Carrier Route saturation or high density rates.

b. The area of the address block or the area of the mailpiece where the barcode
appears on a flat-size piece in an automation rate mailing.

SKEW AND BASELINE SHIFT

For a barcode on a card-size or a letter-size piece, the combined effects of
positional skew (slant or tilt of the entire barcode baseline) and rotational skew
(slant or tilt of the individual barcode bars) must be limited to a maximum rotation
of the bars of £5 degrees from a perpendicular to the bottom edge of the piece.

DMM Issue 58 Updated 9-16-04
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The individual bars of a barcode must not shift (be vertically offset) more than
0.015 inch from the average baseline of the barcode.

Flat-Size Piece  For a barcode on a flat-size piece, the maximum rotational skew (slant or tilt of the
6.2 individual barcode bars) is +10 degrees from a perpendicular to the baseline of the
barcode; there is no positional skew requirement. The individual bars of a barcode
must not shift (be vertically offset) more than 0.015 inch from the average baseline
of the barcode.

7.0 LOWER RIGHT CORNER BARCODE WINDOW FOR LETTER-SIZE MAIL

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

21 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
7.2 of wraparound construction, and must be covered subject to 7.3.

Window Cover  The window cover must be of a nontinted clear or transparent material (e.g.,
7.3 cellophane or polystyrene) that permits the barcode and its background, as viewed
through the window material, to meet the reflectance standards in 5.0. The edges
of the window cover must be securely glued to the envelope.

8.0 5-DIGIT AND ZIP+4 BARCODES

Permissibility  An automation rate letter-size piece may not bear a 5-digit or ZIP+4 barcode in the
8.1 lower right corner (barcode clear zone); the piece may bear a 5-digit or ZIP+4

barcode in the address block only if a DPBC appears in the lower right corner. A
Qualified Business Reply Mail piece and other barcoded letter-size Business Reply
Mail must bear only a ZIP+4 barcode. 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. An automation rate flat-size piece must not bear a 5-digit barcode.

Leftmost Bar  Any 5-digit barcode must be located as specified in 2.0, except that, if placed in the
8.2  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.

9.0 DPBC NUMERIC EQUIVALENT

In delivery point barcoded automation rate 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.

0v8

10.0 BARCODE SOFTWARE AND HARDWARE CERTIFICATION

Purpose  To help mailers evaluate the quality of their equipment producing barcodes, the
10.1  USPS offers optional testing and certification to manufacturers of barcoding
software and hardware. Certified barcoding equipment ensures that the equipment
can produce dimensionally correct barcodes meeting postal specifications.
Certification does not ensure that barcodes produced from that equipment can
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meet the requirements for automation rates because many other variables in
barcode production (e.g., ink color and quality, paper color and contrast,
equipment operation and maintenance) affect the quality of the barcodes printed
on mailpieces.

Testing  Manufacturers who want their products tested and mailers who want information
Arrangements  on available certified products should contact the National Customer Support
10.2  Center (see G043 for address).
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Automation-Compatible Mail
Barcoding Standards for Parcels

C850 describes the technical standards for all barcoded parcels. It defines parcel
barcode characteristics, location, and content.

GENERAL

[3-4-04] The UCC/EAN Code 128 barcode is the only acceptable barcode
symbology to encode the ZIP Code or ZIP+4 code information from delivery
addresses on parcels to qualify for the barcode discount. To be eligible for the
barcode discount each machinable parcel (see C050) must bear a properly
prepared UCC/EAN Code 128 barcode that accurately represents the correct ZIP
Code or ZIP+4 code of the delivery address preceded by the application identifier
(Al) “420” The ZIP Code for the address on the mailpiece may be either the 5-digit
ZIP Code or the ZIP +4 code.

[3-4-04] Parcels may qualify for the barcode discount and bear a Delivery
Confirmation or Signature Confirmation barcode using one of the following options:

a. Single Concatenated Barcode (preferred method). Mailers may place a single
concatenated barcode that combines the postal routing information and
Delivery Confirmation or Signature Confirmation information. Single
concatenated barcodes must be prepared in accordance with the technical
specifications and requirements in S918 for Delivery Confirmation service,
S919 for Signature Confirmation service, and Publication 91. If a parcel bears
a single concatenated barcode, then no other barcode that contains the
postal routing code structure described may be affixed to the package.

b. Separate Barcodes. Mailers may place both a postal routing code described
in 1.1 and a Delivery Confirmation barcode described in S918 or a Signature
Confirmation barcode described in S919 on the same parcel. A single
concatenated barcode is the preferred method.

[3-4-04] Parcels may bear a single integrated barcode that combines postal
insurance (see S913) with Delivery Confirmation service or Signature Confirmation
service electronic option. To qualify for the barcode discount, parcels also must
bear a postal routing barcode in either format described in 1.2 (see Publication 91).

BARCODE CHARACTERISTICS

The preferred range of widths of narrow bars and spaces is 0.015 inch to 0.017
inch. The width of the narrow bars or spaces must be at least 0.013 inch but no
more than 0.021 inch. All bars must be at least 0.75 inch high. The wide/narrow
bar width ratio for Code | 2/5 and Code 39 must be at least 2.5 to 1.

[3-4-04] The barcode must be located as specified in 3.0. No printing may appear
in an area 1/8 inch above and below the barcode. A minimum clear (quiet) zone
equal to 10 times the average measured narrow element (bars or space) width
must be maintained to the left and right of the barcode.

0S8
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When measured in the red spectral range between 630 nanometers and 675
nanometers, the minimum white bar (space) reflectance (Rs) must be greater than
50%, and the maximum bar reflectance (Rb) must be less than 25%. The
minimum print reflectance difference (Rs-Rb) is 40%. Reflectance must be
measured with a USPS-specified reflectance meter or barcode verifier.

[3-4-04] All barcodes in each mailing must measure American National Standards
Institute (ANSI) grade C or above. ANSI grade barcodes D or F are unacceptable.
It is strongly recommended that all printing processes be tested to ensure that they
meet specification requirements. Information concerning ANSI guidelines
X3.182-1990 may be obtained from the American National Standards Institute (see
G043).

[3-4-04] The human-readable information on the barcode must conform to one of
the following options:

a. If the barcode is printed on the delivery address label and in close proximity
to the address, the Al “420” and the human-readable equivalent of the ZIP
Code or ZIP+4 code information may be omitted. This standard applies to
barcodes printed under 1.1 or 1.2a and 1.2b, and 1.3.

b. For routing barcodes printed under 1.1, if the barcode is printed on a
separate label, the human-readable equivalent of the ZIP Code or ZIP+4
code (omitting the Al “420") encoded in the barcode preceded by the word
“ZIP” must be printed between 1/8 inch and 1/2 inch below the barcode in 10
point or larger bold sans serif type. Alternatively, the word “ZIP” may be
placed no less than 10 times the average narrow bar or space element width
and no more than 1/2 inch to the left of the barcode, in 12 point or larger bold
sans serif type.

c. For barcodes printed under 1.2 or 1.3, the human-readable presentation of
the concatenated barcode must include only the Al “91” and the full tracking
identification number as text. The Al “420” and the ZIP Code information is
optional. The text must not include ZIP+4 information. If the Al “420” and ZIP
Code information are used, they must be parsed separately from the main
body of the barcode text. The ZIP Code must be placed in parenthesis (e.g.,
420 (99999) 9101 2345 6789 1234 5678).

[3-4-04] Postal routing codes must meet the technical specifications in the
UCC/EAN-128 Application Identifier Standard, which can be obtained from Uniform
Code Council Inc. (see G043), and the barcode characteristics in 2.0.

[3-4-04] Barcodes must be printed on substrate material that preserves the optical
specification as described in the AIM-USA Uniform Symbology Specification
documents. Typically, white label stock commonly used for barcode generation is
suitable, providing it is not glossy (causing mirror-like, specular reflection) or prone
to smearing or smudging.

DMM Issue 58 Updated 9-16-04
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BARCODE LOCATION

[3-4-04] The address and barcode must be placed squarely onto the largest
surface area of the parcel, except when its shape and contents requires specific
orientation for stability during processing; then the address and barcode(s) must
be placed on the top. The address and barcode label(s) must not overlap any side
of the parcel or other label. The barcode should be placed immediately adjacent to
the delivery address and at least 1 inch from the edge of the parcel. The delivery
address and barcode may be printed on an attachment or enclosure in a window
envelope affixed to the parcel, subject to the reflectance standards in 2.3. The
barcode may be placed on a separate label or in an alternate location on the
address label, subject to the clearance standards in 2.2. Barcodes that are not
placed immediately adjacent to the delivery address must not encroach the return
address, postage, applicable markings, endorsements, and special service labels.

C-113
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Basic Information
Pickup Service

D010 describes what mail classes are available for pickup service and situations
when pickup service is not available. It also covers additional standards for on-call
and scheduled services.

0L0

BASIC STANDARDS

Pickup service is available from designated post offices for:
a. Express Mail.
b. Priority Mail.
c. Single-piece rate Parcel Post.

Certified mail, Delivery Confirmation, and Signature Confirmation are the only
special postal services that may be used with pieces that are picked up.

There are no limitations on the number of pieces that may be picked up. The
USPS may defer pickup or make multiple pickups at no additional charge to the
customer if the volume to be picked up exceeds available vehicle capacity. The
USPS may establish plant load service if warranted.

Each piece of Express Mail, Priority Mail, or Parcel Post must meet all applicable
eligibility and preparation standards. Material prepared for Express Mail or Priority
Mail drop shipment must meet the applicable standards in MO72.

When paying the fee, a customer must sign Form 5541. The USPS employee
completes the information required on the form.

Incidental amounts of other postage-affixed, full-rate mail also may be collected
when pickup service is provided.

The USPS may suspend or refuse pickup service due to exceptional or unsafe
situations (e.g., hazardous weather or road conditions, facility emergencies on
customer or USPS property, unforeseen employee or vehicle shortages, or unsafe
or inadequate mailer facilities).

Certain types of international mail that meet all eligibility and preparation standards
required in the International Mail Manual may be collected when pickup service is
provided.

POSTAGE AND FEES

The correct amount of postage must be affixed to each piece. Exception: Express
Mail paid with a corporate account, Priority Mail or Parcel Post with a merchandise
return service permit label (S923), and manifest mailings approved by Business
Mailer Support (BMS) do not need to have postage affixed.

Pickup fees are listed in R100, R500, and R700. The customer is charged the
required fee:

a. Every time pickup service is provided, regardless of the number of pieces or
combination of classes of mail.

D-1
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b. For additional trips to pick up exceptional volume of which the serving post
office was not notified.

The customer is not charged the applicable fee for:
a. A scheduled pickup that is canceled as required.

b. An on-call pickup that is canceled before the USPS employee is dispatched
for the pickup.

c. Express Mail, Priority Mail, or Parcel Post that is collected during a regular
delivery stop or a scheduled stop to collect mail not subject to a pickup fee.

d. Priority Mail or Parcel Post using a merchandise return service label that
indicates that the permit holder will pay for pickup service.

€. Priority Mail reshipment service (E120).

The pickup fee must be paid by one of these methods:
a. Meter, precanceled, or adhesive stamps affixed to Form 5541.

b. Federal agency number or Express Mail Corporate Account Number written
on Form 5541.

c. Check payable to the postmaster of the serving post office.

d. Advance deposit account used by the merchandise return service permit
holder to pay other applicable postage and fees (S923).

e. Regular postage due account maintained by the mailer at the serving post
office.

ON-CALL SERVICE

On-call pickup service is available only from designated post offices with city
delivery.

A customer may obtain information about the availability of pickup service and
schedule a pickup by calling 1-800-222-1811. Pickups are made within 2 hours of
the request. A pickup can be made later than 2 hours after the request if the
customer and the serving post office agree and service is not adversely affected.
Depending on the time of the request and the delivery schedule of the serving post
office, the pickup may be deferred to the next business day. When scheduling a
pickup, the customer must indicate the quantity of mail to be picked up.

SCHEDULED SERVICE

Scheduled pickup service is available from post offices with city delivery and from
other post offices where the customer’s address is along the line of travel and
within the regular delivery period of a rural route or highway contract route.

A customer requesting scheduled pickup service must enter into a service
agreement with the USPS. The agreement specifies the time, place, day or date,
frequency of service, and approximate volume per pickup.

Scheduled pickup service may be requested during the regular business hours of
the serving post office. Scheduled pickup service begins the day after the service
agreement is finalized and continues until the customer cancels it.

The customer must notify the serving post office at least 24 hours before a
scheduled pickup if the pickup is to be canceled or the volume of mail to be picked

DMM Issue 58 Updated 9-16-04
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up is more than 20% higher than the volume specified in the service agreement.
The customer may:

a. Amend the service agreement, effective 5 business days after the USPS
receives the customer’s written notice to the serving post office.

0L0

b. Terminate scheduled pickup service, effective 24 hours after the USPS
receives the customer’s written notice to the serving post office. The
customer must pay all fees for pickup service provided before termination of
service.

USPS Changes The USPS may:

4.5 a. Change the service agreement, effective 5 business days after the customer
receives written notice from the serving post office. The customer may appeal
this notice to the district manager but must pay all fees for pickup service
provided during the appeal period.

b. Terminate scheduled pickup service, effective 24 hours after the customer
receives written notice from the serving post office. Termination must be
based on the customer’s failure to pay postage and fees or to meet the
standards for pickup service or Express Mail, Priority Mail, or Parcel Post.
The customer may appeal this notice to the district manager but must pay for
all fees for pickup service provided during the appeal period.

DMM Issue 58 Updated 9-16-04 D-3
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Basic Information
Plant Load

D020 describes plant load operations, how to apply for plant load privileges, and
explains expedited plant load shipment.

02c0

BASIC INFORMATION

In a plant load operation, the USPS receives mail at a mailer's plant and transports
it to bypass handling otherwise required at one or more postal facilities. Plant loads
are authorized if they benefit the USPS. The USPS selects the appropriate mode
of transportation and determines responsibility as shown below.

Who Arranges, Postage Additional
Type Pays Transport Responsibility Paid From Forms?
Collection? USPS USPS Affixed/Mailer Plant None
Pickup® USPS With Fee USPS Affixed/Mailer Plant None
Drop Shipment? Mailer/USPS USPS Acceptance None

Post Office

Drop Shipment Mailer Mailer Post Office None/
Metered Mail of License Endorsement
Business Mail Entry Mailer Mailer BMEU Post Office  None
Unit (BMEU)
Destination Entry Mailer Mailer Entry Office Form 8125
(drop shipment)
Periodicals Additional Entry Mailer Mailer Entry Office Form 3510
Periodicals Exceptional Mailer Mailer Entry Office Statements
Dispatch
Periodicals Airport Mail Mailer Mailer Entry Office Form 3510
Facility
Plant Load USPS USPS Mailer Plant None
Expedited Plant Load Mailer Mailer Mailer Plant Form 8017
Shipment

a. Postage statements and other appropriate mailing documentation forms are required.

b. Collection applies to mail that is part of an approved collection service and may include Presorted
First-Class Mail and all automation rate mail. It generally does not apply to mailings at bulk rates.

c. Express Mail, Priority Mail, and scheduled Parcel Post only.

d. Express Mail or Priority Mail service to expedite other class. Only at designated postal facilities;
mailers must submit/present shipment to acceptance unit designated by postmaster (mailer
transportation). USPS transports by Express Mail or Priority Mail from origin post office to
destination post office of the shipment. If authorized, the shipment is accepted at mailer plant
acceptance unit and transported from mailer plant with other mail on USPS transportation.

The service objectives for the class of mail transported apply to the plant-loaded
mail. Plant-loaded mail may have deferred service objectives if provided in the
plant load agreement.

The USPS does not hold, store, or delay the dispatch of plant-loaded mail released
to the USPS, except under the plant load agreement with the mailer. The USPS
does not relocate trailers on the mailer’s premises.

APPLICATION FOR PLANT LOAD PRIVILEGES

To have mail plant-loaded, the mailer must complete Form 3815 and submit it to
the postmaster of the post office serving the mailer’s plant.
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Generally, a plant load application is approved if transportation is available and
cost savings to the USPS are shown. If the application is approved, the mailer
must enter into a plant load agreement with the USPS.

If the application is denied, the mailer may appeal through the local postmaster
within 10 calendar days of the mailer’s receipt of the denial notice to the vice
president of area operations for the area in which the mailer’s plant is located,
giving the reasons why the application should be approved.

PLANT LOAD OPERATIONS

A mailer may combine Periodicals, Standard Mail, and Package Services in a
single vehicle if the mailings are physically separated, a postage statement is
submitted for each mailing, and the service standards are met for each class of
mail combined in the vehicle or trailer.

The mailer must meet all relevant mailing standards and the terms of the plant load
agreement. Destination loads must be prepared under M074 and as specified by
the postmaster administering the plant load.

Under the plant load privileges and the terms of the plant load agreement, the
mailer must reimburse the USPS for services it furnished while providing plant load
service, including:

a. Detention charges when trailers furnished by the USPS are held up for some
action or inaction of the mailer.

b. Costs for bobtailing, deadheading, or waiting/holding, if such charges are
incurred by the USPS to provide plant load service for some action or inaction
of the maliler.

EXPEDITED PLANT LOAD SHIPMENT

Under an expedited plant load shipment authorization, the USPS verifies and
receives postage payment for mailable matter at the mailer’s plant, after which the
mailer transports the shipment (at the mailer's expense) to a destination postal
facility.

Only an authorized plant load mailer may prepare and transport expedited plant
load shipments. Authorization is by written request to the postal official who
authorized the plant load. The request must state, for each destination to which
mail is to be transported, the material to be deposited as an expedited plant load
shipment (e.g., the class, characteristics, and quantity), the frequency of mailing,
and whether the request is for one or for a series of mailings. The mailer must
meet all conditions in the authorization, if approved.

The mailer assumes all liability and responsibility for any loss or damage to the
shipment before it is deposited in and accepted at a postal facility, whether or not a
third party is used to transport the shipment. The USPS is not liable or responsible
for any loss of or damage to an expedited plant load shipment before it is
deposited in and accepted at a postal facility.

The USPS does not refund postage for any failure to provide service caused in
whole or in part by any event that occurs before the shipment is deposited in and
accepted at a postal facility, except under the applicable standards for refunds.

DMM Issue 58 Updated 9-16-04
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Recall of Mail
D000 Basic Information
D030 Recall of Mail
Summary D030 describes who may recall mail and how to request withdrawal and disposal
of mail with and without a scheduled delivery date.
1.0 WHO MAY RECALL MAIL
Sender  Mail deposited in a collection box or at a post office may be recalled, with proper

1.1

Federal Agency
1.2

Expenses and
Postage
1.3

Registered Mail
1.4

2.0

Mail Without
Scheduled Delivery
Date

2.1

Mail With Scheduled
Delivery Date
2.2
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identification, by the sender or the sender’s representative. Form 1509 must be
submitted to the postmaster at the office of mailing.

A federal agency may recall any mailpiece sent as official mail by submitting to any
post office a Mailgram or an Express Malil letter identifying the piece. This provision
excepts a federal agency only from the requirement to file recall orders at the office
of mailing and does not authorize an agency to recall mail that it did not send.

The mailer must pay all expenses of recalling mail (including return postage for
other than First-Class Malil). If mail recalled before dispatch is again presented for
mailing, the original stamps are accepted for postage at face value. This provision
does not apply to stamps paying for registry, insurance, or COD fees.

For recalled registered mail, the sender must write or stamp “Withdrawn Before
Dispatch” on the customer’s copy of the registered mail receipt, sign it, and
surrender it. The same words must be written or stamped on the face of the article.

MAILER REQUEST FOR WITHDRAWAL AND DISPOSAL OF MAIL
The mailer may request the USPS to withdraw and dispose of mail without a
scheduled delivery date before its delivery if:

a. The mailing contains at least 200 pieces.

b. The mailer gives the USPS a written and signed request, describing the mail
by size, color, weight, identifying markings, number of pieces, class of malil,
and type of postage payment. The request must include the authorization to
withdraw and dispose of the mail.

¢. The mailer sends the request to the postmaster of the accepting post office (if
the mailing has been deposited but not accepted) or to the postmaster of
each destination office (if the mailing has been accepted).

The mailer may request the USPS to withdraw and dispose of mail with a
scheduled delivery date (time-dated) before its delivery if:
a. The mailing contains at least 200 pieces.

b. The mailer entered the mailing early enough so that delivery can be expected
on or before the scheduled delivery date.
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No Guarantee
2.3

Mail Disposal
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¢. The mailer sends the request to the postmaster of the accepting post office (if
the mailing has been deposited but not accepted) or, if the mailing has been
accepted, the mailer either:

(1) Attaches a facing slip to each bundle of mail showing the company
name, person to contact, telephone number (where collect calls are
accepted), and the scheduled delivery date after which the mailer does
not want the mail delivered. The mailer also authorizes the withdrawal
but not the disposal of the mail.

(2) Sends a written request to the postmasters of destination post offices
before depositing the mail, stating that time-dated mail is to be
received at their offices and describing the mail by size, color, weight,
identifying markings, number of pieces, class of mail, and type of
postage payment. The mailer also authorizes the withdrawal and
disposal of time-dated mail if received after the scheduled dates.

The USPS does not guarantee success in preventing delivery of all pieces in a
withdrawn mailing.

Disposal of mail at the mailer’s request creates no obligation of the USPS to refund
postage. The mailer must pay all expenses that the USPS incurred in disposing of
the mail.

DMM Issue 58 Updated 9-16-04
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Basic Information
Delivery of Mail

Customer Mail Receptacles

D041 describes the standards for letterboxes or other receptacles for the deposit or
receipt of mail. It also contains the standards for curbside mailboxes.

L0

BASIC STANDARDS

Except as excluded by 1.2, every letterbox or other receptacle intended or used for
the receipt or delivery of mail on any city delivery route, rural delivery route,
highway contract route, or other mail route is designated an authorized depository
for mail within the meaning of 18 USC 1702, 1705, 1708, and 1725.

Door slots and nonlockable bins or troughs used with apartment house mailboxes
are not letterboxes within the meaning of 18 USC 1725 and are not private mail
receptacles for the standards for mailable matter not bearing postage found in or
on private mail receptacles. The post or other support is not part of the receptacle.

Except under 2.11, the receptacles described in 1.1 may be used only for matter
bearing postage. Other than as permitted by 2.10 or 2.11, no part of a malil
receptacle may be used to deliver any matter not bearing postage, including items
or matter placed upon, supported by, attached to, hung from, or inserted into a mail
receptacle. Any mailable matter not bearing postage and found as described
above is subject to the same postage as would be paid if it were carried by mail.

Customers must keep the approach to their mailboxes clear of obstructions to
allow safe access for delivery. If USPS employees are impeded in reaching a mail
receptacle, the postmaster may withdraw delivery service.

CURBSIDE MAILBOXES

Manufacturers of all mailboxes designed and made to be erected at the edge of a
roadway or curbside of a street and to be served by a carrier from a vehicle on any
city route, rural route, or highway contract route must obtain approval of their
products under USPS Standard 7, Mailboxes, City and Rural Curbside. To receive
these construction standards and drawings or other information about the
manufacture of curbside mailboxes, write to USPS Engineering (see G043 for
address).

The local postmaster may approve a curbside mailbox constructed by a customer
who, for aesthetic or other reasons, does not want to use an approved
manufactured box. The custom-built box must generally meet the same standards
as approved manufactured boxes for flag, size, strength, and quality of
construction.

Every curbside mailbox must bear the following address information:

a. A box number, if used, inscribed in contrasting color in neat letters and
numerals at least 1 inch high on the side of the box visible to the carrier’s
regular approach, or on the door if boxes are grouped.

b. A house number if street names and house numbers have been assigned by
local authorities, and the postmaster authorizes their use as a postal address.
If the box is on a different street from the customer’s residence, the street
name and house number must be inscribed on the box.
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The mailbox may bear the owner’s name.

Any advertising on a mailbox or its support is prohibited.

The post or other support for a curbside mailbox must be neat and of adequate
strength and size. The post may not represent effigies or caricatures that tend to
disparage or ridicule any person. The box may be attached to a fixed or movable
arm.

Subject to state laws and regulations, a curbside mailbox must be placed to allow
safe and convenient delivery by carriers without leaving their vehicles. The box
must be on the right-hand side of the road in the direction of travel of the carriers
on any new rural route or highway contract route, in all cases where traffic
conditions are dangerous for the carriers to drive to the left to reach the box, or
where their doing so would violate traffic laws and regulations.

If more than one family wishes to share a mail receptacle, the following standards
apply:

a. Route and Box Number Addressing. On rural and highway contract routes
authorized to use a route and box numbering system (e.g., RR 1 BOX 155),
up to five families may share a single mail receptacle and use a common
route and box designation. A written notice of agreement, signed by the
heads of the families or individuals who want to join in the use of such box,
must be filed with the postmaster at the delivery office.

b. Conversion to Street Name and Number Addressing. When street name and
numbering systems are adopted, those addresses reflect distinct customer
locations and sequences. Rural and highway contract route customers who
are assigned different primary addresses (e.g., 123 APPLE WAY vs. 136
APPLE WAY) should erect individual mail receptacles in locations
recommended by their postmasters and begin using their new addresses.
Customers having different primary addresses who wish to continue sharing
a common receptacle must use the address of the receptacle’s owner and
the “care of” address format:

JOHN DOE
C/O ROBERT SMITH
123 APPLE WAY

Customers having a common primary address (e.g., 800 MAIN ST) but
different secondary addresses (e.g., APT 101, APT 102, etc.) may continue
to share a common receptacle if single-point delivery is authorized for the
primary address. Secondary addresses should still be included in all
correspondence.

A mailbox with a lock must have a slot that is large enough to accommodate the
customer’s normal daily mail volume. The USPS neither opens a locked box nor
accepts a key for this purpose.

Generally, curbside mailboxes are to be used for mail only. However, publishers of
newspapers regularly mailed as Periodicals may, on Sundays and national
holidays only, place copies of the Sunday or holiday issues in the rural route and
highway contract route boxes of subscribers if those copies are removed from the
boxes before the next scheduled day of mail delivery.

DMM Issue 58 Updated 9-16-04

168



Customer Mail Receptacles D041.2.11 .

Newspaper A receptacle for newspaper delivery by private carriers may be attached to the post
Receptacle of a curbside mailbox used by the USPS if the receptacle:

2.11 a. Does not touch the mailbox or use any part of the mailbox for support.
b. Does not interfere with the delivery of mail, obstruct the view of the mailbox o
flag, or present a hazard to carrier or vehicle. pry
c. Does not extend beyond the front of the mailbox when the box door is closed.
d. Does not display advertising, except the publication title.
DMM Issue 58 Updated 9-16-04 D-11
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Basic Information
Delivery of Mail

Conditions of Delivery

D042 describes how addressees may control delivery of their mail, the standards
for returning refused mail, and specific conditions that apply to the delivery of
Express Mail and accountable mail. It covers the standards for delivery to a
commercial mail receiving agency, institutions, military post offices and city, rural,
and highway contract delivery services.

¢v0

BASIC STANDARDS

Addressees may control delivery of their mail. Without a contrary order, the mail is
delivered as addressed. Mail addressed to several persons may be delivered to
any one of them.

The addressee may refuse to accept a mailpiece when it is offered for delivery.

After delivery, an addressee may mark a mailpiece “Refused” and return it within a
reasonable time, if the piece or any attachment is not opened. Mail that may not be
refused and returned unopened under this provision may be returned to the
sender only if it is enclosed in a new envelope or wrapper with a correct address
and new postage. The following may not be refused and returned postage-free
after delivery:

a. Pieces sent as registered, insured, certified, collect on delivery (COD), and
return receipt for merchandise mail.

b. Response mail to the addressee’s sales promotion, solicitation,
announcement, or other advertisement that was not refused when offered to
the addressee.

An addressee may request the postmaster, in writing, to withhold from delivery for
a period not to exceed 2 years any foreign letter or printed matter with a specified
name or address on the outside.

If a person claiming to be the addressee of certain mail is unknown to the delivery
employee, the mail may be withheld pending identification of the claimant.

Generally, a returned mailpiece that was undeliverable-as-addressed or refused by
the addressee may not be remailed unless it is placed in a new envelope or
wrapper with a correct address and new postage. A returned shortpaid mailpiece
can have the necessary additional postage affixed to the original piece and does
not have to be placed in a new envelope or wrapper.

The following specific conditions also apply to the delivery of Express Mail and
accountable mail (registered, certified, insured for more than $50, or COD, as well
as mail for which a return receipt or a return receipt for merchandise is requested
or for which the sender has specified restricted delivery):

a. The recipient (addressee or addressee’s representative) may obtain the
sender’s name and address and may look at the mailpiece while held by the
USPS employee before accepting delivery and endorsing the delivery receipt.

D-13
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b. The mailpiece may not be opened or given to the recipient before the
recipient signs and legibly prints his or her name on the delivery receipt (and
return receipt, if applicable) and returns the receipt(s) to the USPS employee.

c. Suitable identification can be required of the recipient (if not known to the
USPS employee) before delivery of the mailpiece.

d. When delivery is not restricted at the sender’s request, mail addressed to a
person at a hotel, apartment house, etc., may be delivered to any person in a
position to whom mail for that location is usually delivered.

e. USPS responsibility ends when the mailpiece is delivered to the recipient (or
another party, subject to 1.7d and 2.0 through 8.0).

f. A notice is left for a mailpiece that cannot be delivered. If the piece is not
called for or redelivery is not requested, the piece is returned to the sender
after 15 days (5 days for Express Mail, 30 days for COD) unless the sender
specifies fewer days on the piece.

g. A hand stamp approved by the postmaster may be used to provide the
signature and name of the individual or organization receiving the mailpiece.
In accordance with the electronic signature capture process, the hand stamp
must be sized to fit within the Signature and Printed Name blocks on Form
3849. The stamp must not overlap into the delivery office information section
or the Delivery Address block of the form. To obtain approval for such a
stamp, the company must submit a written statement to the postmaster that
the person whose name appears on the stamp is the person authorized to
accept accountable mail, accompanied by a sample of the authorized
employee’s signature that can be verified against the signature on the stamp.
After approval, the stamped signature and name are acceptable only if a
clean, legible impression is provided within the Signature and Printed Name
blocks on Form 3849. On mail addressed to a federal or state official, the
stamp need show only the name and location of the accepting organization.
In these cases, the stamp should fit within the Printed Name and Delivery
Address block of Form 3849 but must not overlap into the Signature block or
barcode sections.

DELIVERY TO ADDRESSEE’S AGENT

Unless otherwise directed, an addressee’s mail may be delivered to an employee,
to a competent member of the addressee’s family, or to any person authorized to
represent the addressee. A person or several persons may designate another to
receive their mail.

A minor’s guardian may control delivery of mail addressed to the minor. If there is
no guardian and the minor is unmarried, either parent may receive delivery of the
minor’s mail.

Mail may be delivered under the order of the guardian or conservator for a person
legally declared incompetent. If there is no legal representative, the mail is
delivered as addressed.

Mail addressed to a deceased person may be received at the address of the
deceased by anyone who would normally receive the addressee’s mail at that
address. The mail may also be forwarded to a different address, such as that of an
appointed executor or administrator, if an order of request is filed at the post office.

DMM Issue 58 Updated 9-16-04
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CMRA The procedures for establishing a commercial mail receiving agency (CMRA) are
2.5 asfollows:

a. An addressee may request mail delivery to a CMRA. The CMRA accepts
delivery of the mail and holds it for pickup or remails it to the addressee,
prepaid with new postage.

¢v0

b. Each CMRA must register with the post office responsible for delivery to the
CMRA. Any person who establishes, owns, or manages a CMRA must
provide Form 1583-A to the postmaster (or designee) responsible for the
delivery address. The CMRA owner or manager must complete all entries
and sign the Form 1583-A. The CMRA owner or manager must furnish two
items of valid identification; one item must contain a photograph of the CMRA
owner or manager. Social Security cards or credit cards and birth certificates
are unacceptable as identification. The identification presented must be
current. It must contain sufficient information to confirm that the applicant
is who he or she claims to be and is traceable to the bearer. The
postmaster (or designee) may retain a photocopy of the identification for
verification purposes and must list and record sufficient information to
identify the two types of identification on Form 1583-A (block 10).
Furnishing false information on the application or refusing to give required
information is reason for denying the application. When any information
required on Form 1583-A changes, the CMRA owner or manager must file
a revised application (write “revised” on the form) with the postmaster. The
following are acceptable identification:

(1) Valid driver’s license or state non-driver’s identification card.

(2) Armed forces, government, university, or recognized corporate
identification card.

(3) Passport, alien registration card, or certificate of naturalization.

(4) Current lease, mortgage, or deed of trust.

(5) Voter or vehicle registration card.

(6) Home or vehicle insurance policy.

c. The postmaster (or designee) must verify the documentation to confirm that
the CMRA owner or manager resides at the permanent home address shown
on Form 1583-A; witness the signature of the CMRA owner or manager; and
sign Form 1583-A. The postmaster must provide the CMRA with a copy of
the DMM regulations relevant to the operation of a CMRA. The CMRA owner
or manager must sign the Form 1583-A acknowledging receipt of the
regulations. The postmaster must file the original of the completed Form
1583-A at the post office and provide the CMRA with a duplicate copy.

d. A CMRA is authorized to accept the following accountable mail from their
customers for mailing at the post office: insured, COD, Express Mail, certified
mail, Delivery Confirmation, and Signature Confirmation mail. The sender
(CMRA customer) must present accountable mail items not listed to the post
office for mailing.

Delivery to CMRA  [5-13-04] Procedures for delivery to a CMRA are as follows:

2.6 a. Mail delivery to a CMRA requires that the CMRA owner or manager and

each addressee complete and sign Form 1583. Spouses may complete and
sign one Form 1583. Each spouse must furnish two items of valid
identification. If any information that is required on Form 1583 is different for
either spouse it must be entered in the appropriate box. A parent or guardian
may receive delivery of a minor’'s mail by listing the name(s) of each minor on
Form 1583 (block 12). The CMRA owner or manager, authorized employee,

DMM Issue 58 Updated 9-16-04 D-15
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or a notary public must witness the signature of the addressee. The
addressee must complete all entries on Form 1583. The CMRA owner or
manager must verify the documentation to confirm that the addressee
resides or conducts business at the permanent address shown on Form
1583. The address is verified if there is no discrepancy between information
on the application and the identification presented. If the information on the
application does not match the identification, the applicant must substantiate
to the CMRA that the applicant resides or conducts business at the address
shown. A document from a governmental entity or recognized financial
institution or a utility bill with the applicant’s name and current permanent
address may be used for such purpose. If the applicant is unable to
substantiate the address, the CMRA must deny the application. Furnishing
false information on the application or refusing to give required information is
reason for withholding the addressee’s mail from delivery to the agent and
returning it to the sender. When any information required on Form 1583
changes, the addressee must file a revised application (write “revised” on the
form) with the CMRA. The addressee must furnish two items of valid
identification; one item must contain a photograph of the addressee. Social
Security cards or credit cards and birth certificates are unacceptable as
identification. The identification presented must be current. It must contain
sufficient information to confirm that the applicant is who he or she claims
to be and is traceable to the bearer. The CMRA owner or manager may
retain a photocopy of the identification for verification purposes. The
CMRA owner or manager must list and record sufficient information to
identify the two types of identification on Form 1583 (block 8) and write the
complete CMRA delivery address used to deliver mail to the addressee on
Form 1583 (block 3). The following are acceptable identification:

(1) Valid driver’s license or state non-driver’s identification card.

(2) Armed forces, government, university, or recognized corporate
identification card.

(3) Passport, alien registration card, or certificate of naturalization.

(4) Current lease, mortgage, or deed of trust.

(5) Voter or vehicle registration card.

(6) Home or vehicle insurance policy.

. A CMRA must not modify or alter Form 1583 or Form 1583-A. Modified or

altered forms are invalid and the addressee’s mail must be returned to sender
in accordance with USPS regulations.

¢. The CMRA must provide the original of completed Forms 1583 to the

postmaster. This includes revised Forms 1583 submitted by an addressee
based on information changes to the original Form 1583 (write “revised” on
form). The CMRA must maintain duplicate copies of completed Forms 1583
on file at the CMRA business location. The Forms 1583 must be available at
all times for examination by postal representatives and postal inspectors. The
postmaster must file the original Forms 1583 first by CMRA and then
alphabetically by the addressee’s last name at the station, branch, or post
office. The postmaster files the original Forms 1583 without verifying the
address of residence or firm shown on Forms 1583. The postmaster is
required to verify only when the postmaster receives a request by the Postal
Inspector in Charge, or when there is reason to believe that the addressee’s
mail may be, or is being, used for unlawful purposes.

DMM Issue 58 Updated 9-16-04
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When the agency relationship between the CMRA and the addressee
terminates, the CMRA must write the date of termination on its duplicate copy
of Form 1583. The CMRA must notify the post office of termination dates
through the quarterly updates (due January 15, April 151, July 15", and
October 15‘“) of the alphabetical list of customers cross-referenced to the
CMRA addressee delivery designations. The alphabetical list must contain all
new customers, current customers, and those customers who terminated
within the past 6 months, including the date of termination. The CMRA must
retain the endorsed duplicate copies of Forms 1583 for at least 6 months
after the termination date. Forms 1583 filed at the CMRA business location
must be available at all times for examination by postal representatives.

¢v0

. A CMRA must represent its delivery address designation for the intended

addressees by the use of “PMB” (private mailbox) or the alternative “#” sign.
Mailpieces must bear a delivery address that contains at least the following
elements, in this order:

Preferred Format:

(1) Line 1: Intended addressee’s name or other identification. Examples:
JOE DOE or ABC CO.

(2) Line 2: “PMB” and number or the alternative “#” (pound sign) and
number. Examples: PMB 234 or #234.

(3) Line 3: Street number and name or post office box number or rural
route designation and number. Examples: 10 MAIN ST STE 11 or PO
BOX 34 or RR 1 BOX 12.

(4) Line 4: City, state, and ZIP Code (5-digit or ZIP+4). Example:
HERNDON VA 22071-2716.

Alternate Format:

(1) Line 1: Intended addressee’s name or other identification. Examples:
JOE DOE or ABC CO.

(2) Line 2: Street number and name or post office box number and “PMB”
and number or the alternative “#” (pound sign) and number. Examples:
10 MAIN ST PMB 234 or #234 or PO BOX 34 PMB 234 or #234.

(3) Line 3: City, state, and ZIP Code (5-digit or ZIP+4). Example:
HERNDON VA 22071-2716.

Exception: When the CMRA'’s physical address contains a secondary ad-
dress element (e.g., rural route box number, “suite,” “#,” or other term), the
CMRA customer must use “PMB” in the three-line format, as follows:

JOE DOE
10 MAIN ST STE 11 PMB 234
HERNDON VA 22071-2716

and

JOE DOE
RR 12 BOX 512 PMB 234
HERNDON VA 22071-2716

It is not permissible to combine the secondary address element of the phys-
ical location of the CMRA address and the CMRA customer private mailbox
number, e.g., 10 MAIN ST STE 11-234. The CMRA must write the complete
CMRA delivery address used to deliver mail to each individual addressee or
firm on the Form 1583 (block 3). The USPS may return mail without a proper
address to the sender endorsed “Undeliverable as Addressed, Missing PMB
or # Sign.”

. The CMRA must be in full compliance with 2.5 through 2.7 and other

applicable postal requirements to receive delivery of mail from the post office.
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g. The postmaster may, with the next higher level approval and notification to the

Postal Inspector-In-Charge, suspend delivery to a CMRA that, after proper
notification, fails to comply with 2.5 through 2.7 or other applicable postal
requirements. The proper notification must be in writing outlining the specific
violation(s) with a reasonable time to comply.

. With the approval of suspension of delivery, the postmaster must provide the

CMRA with written notification of the effective date and the reason(s). If the
CMRA fails to comply by the effective date, return mail to the sender
endorsed “Delivery Suspended to Commercial Mail Receiving Agency”

In delivery of the mail to the CMRA, the addressee and the CMRA agree that:
a. When the agency relationship between the CMRA and the addressee

terminates, neither the addressee nor the CMRA will file a change-of-address
order with the post office.

. The CMRA must remail mail intended for the addressee (customer) for at

least 6 months after the termination date of the agency relationship between
the CMRA and addressee. Mail that is remailed by the CMRA requires new
postage. This remailing obligation need not be fulfilled if the CMRA customer
provides written instructions to the CMRA that the mail (or specific types of
mail) not be remailed upon termination of the relationship. This instruction
may be provided in an internal service agreement between the customer and
CMRA or by a separate document. Written instructions from the customer
regarding the handling of this mail must not stipulate that the CMRA refuse
mail or return it to sender, or hold the mail during the 6-month remail period
and return it to the post office, or redeposit mail in the mails without new
postage. At the end of the 6-month remail period the CMRA may return to the
post office only First-Class Mail, Priority Mail, Express Mail, accountable mail,
or Parcel Post received for the former addressee (customer). The CMRA
must return this mail to the post office the next business day after receipt with
this endorsement: “Undeliverable, Commercial Mail Receiving Agency, No
Authorization to Receive Mail for this Addressee.” This mail is returned to the
post office without new postage. The CMRA must not deposit return mail in a
collection box. The CMRA must give the return mail to the letter carrier or
return it to the post office responsible for delivery to the CMRA. Upon
request, the agent must provide to the USPS all addresses to which the
CMRA remails mail.

. If mail is remailed by the CMRA to the address of a former customer during

the 6-month remail period and returned by the USPS endorsed “Moved, Left
No Address,” then the CMRA may return that mail to the post office with the
approval of the postmaster or station manager. The approval is subject to
evidence that the mail was remailed with new postage to the former customer
at the address provided when the relationship was terminated and/or the
verified home or business permanent address provided on the customer’s
Form 1583. Upon approval, the CMRA may return to the post office only
First-Class Malil, Priority Mail, Express Mail, accountable mail, and Parcel
Post received for the former customer. The CMRA must return this mail to the
post office the next business day after receipt without new postage.

DMM Issue 58 Updated 9-16-04
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d. The CMRA must provide to the postmaster a quarterly list (due January 15t
April 151, July 151, and October 15M) of its customers in alphabetical order
cross-referenced to the CMRA addressee delivery designation. The
alphabetical list must contain all new customers, current customers, and
those customers who terminated within the past 6 months, including the date
of termination.
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e. A CMRA may not refuse delivery of mail if the mail is for an addressee who is
a customer or former customer (within the past 6 months). The agreement
between the addressee and the CMRA obligates the CMRA to receive all
mail, except restricted delivery, for the addressee. The addressee may
authorize the CMRA in writing on Form 1583 (block 5) to receive restricted
delivery mail for the addressee.

f. If the CMRA has no Form 1583 on file for the intended addressee, the CMRA
must return that mail to the post office responsible for delivery with this
endorsement: “Undeliverable, Commercial Mail Receiving Agency, No
Authorization to Receive Mail for this Addressee.” This mail is returned to the
post office without new postage. The CMRA must return misdelivered mail
the next business day after receipt.

g. The CMRA must not deposit return mail in a collection box. The CMRA must
give the return mail to the letter carrier or return it to the post office
responsible for delivery to the CMRA.

The procedures for an office business center (OBC) or part of its operation acting
as a CMRA for postal purposes are as follows:

a. An OBC is a business that operates primarily to provide private office facilities
and other business support services to individuals or firms (customers).
OBCs receive single-point delivery. OBC customers that receive mail at the
OBC address will be considered CMRA customers for postal purposes under
the standards set forth in 2.8b. Parties considered CMRA customers under
this provision must comply with the standards set forth in 2.5 through 2.7. An
OBC must register as a CMRA on Form 1583-A and comply with all other
CMRA standards if one or more customers receiving mail through its address
is considered a CMRA customer.

b. An OBC customer is considered to be a CMRA customer for postal purposes
if its written agreement with the OBC provides for mail service only or mail
and other business support services (without regard for occupancy or other
services that the OBC might provide). Additionally, an OBC customer
receiving mail at the OBC address is considered to be a CMRA customer for
postal purposes if each of the following is true:

(1) The customer’s written agreement with the OBC does not provide for
the full-time use of one or more of the private offices within the OBC
facility.

(2) The customer’s written agreement with the OBC does not provide all of
the following: (a) the use of one or more of the private offices within the
facility for at least 16 hours per month at market rate for the location;
(b) full-time receptionist service and live personal telephone answering
service during normal business hours and voicemail service after
hours; (c) a listing in the office directory in the building in which the
OBC is located; (d) use of conference rooms and other business
services on demand, such as secretarial services, word processing,
administrative services, meeting planning, travel arrangements, and
video conferencing.
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c. Notwithstanding any other standards, a customer whose written agreement
provides for mail services only or mail and other business support services
will not be considered an OBC customer (without regard for occupancy or
other services that an OBC may provide and bill for on demand).

d. The USPS may request from the OBC copies of written agreements or any
other documents or information needed to determine compliance with these
standards. Failure to provide requested documents or information might be
basis for suspending delivery service to the OBC under the procedures set
forth in 2.6.

JOINTLY ADDRESSED MAIL

For mail that is jointly addressed (e.g., “Mr. and Mrs. John Doe,” “John and Jim
Doe”), neither party is entitled to control delivery of such mail over the objection of
the other.

For mail that is addressed to husbands or wives, neither party may control delivery
of mail addressed to the other.

DELIVERY TO INDIVIDUAL AT ORGANIZATION

All mail addressed to a governmental or nongovernmental organization or to an
individual by name or title at the address of the organization is delivered to the
organization, as is similarly addressed mail for former officials, employees,
contractors, agents, etc. If disagreement arises where any such mail should be
delivered, it must be delivered under the order of the organization’s president or
equivalent official.

Mail addressed to a governmental or nongovernmental official by title or by
organization name, but not to the address of the organization, is delivered to the
organization if the organization so directs.

DELIVERY AT HOTELS, INSTITUTIONS, SCHOOLS, AND SIMILAR PLACES

Mail addressed to a patient or inmate at an institution is delivered to the institution
authorities. If the addressee is no longer at that address, the mail must be
redirected to the current address, if known, or endorsed appropriately and returned
by the institution to the post office.

Mail addressed to a person at a hotel, school, or similar place is delivered to the
hotel, school, etc. If the addressee is no longer at that address, the mail must be
redirected to the current address, if known, or endorsed appropriately and returned
by the institution to the post office.

Mail addressed to a prisoner is subject to the mail security standards in the
Administrative Support Manual.

Registered mail addressed to a person at a hotel or apartment house is delivered
to the persons designated by the management of the hotel or apartment house in
a written agreement with the USPS (Form 3801-A). If the sender restricts delivery
of the registered mail, it may not be delivered to that designated person, unless the
addressee authorized that person in writing to receive restricted-delivery mail.

DMM Issue 58 Updated 9-16-04
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CONFLICTING DELIVERY ORDERS

If persons make conflicting orders for delivery of the same mail, and they cannot
agree among themselves who should receive the mail, the mail may be delivered
to a named receiver or third party unanimously agreed to by the disputing parties.

¢v0

If the disputing parties are unable to select a receiver, they must furnish the
postmaster all available evidence on which they rely to exercise control over the
disputed mail. The USPS may hold or return mail pending resolution of the
dispute.

Mail is delivered under a court order issued for mail claimed by different persons.

CARRIER RELEASE

An uninsured parcel may not be left in an unprotected place, such as a porch or
stairway, unless the addressee has filed a written order, or the mailer has endorsed
the parcel “Carrier—Leave If No Response.” The endorsement must appear
directly below the return address as specified in M012.

Any matter mailed as Customized MarketMail under E660 must bear the
endorsement “Carrie—Leave If No Response” as specified in M012.

MILITARY UNITS AND NAVAL VESSELS

For units not operating military post offices (MPOs), mail addressed to officials by
title and personnel of military organizations is delivered to unit mail clerks or mail
orderlies if such individuals are designated on DD Form 285 to receive all mail
addressed to that unit. Registered, numbered insured, certified, and
restricted-delivery mail addressed to individuals by name may be delivered to the
unit mail clerk or mail orderly only if the addressee so authorizes in a letter to the
post office, on Form 3849 or Form 3801.

For units operating military post offices (MPOs), all mail is delivered to the military
postal clerk, an assistant postal clerk, or postal finance clerk for the organization.
Mail for other military organizations may be delivered to military postal clerks or
military postal finance clerks for further delivery, when requested.

To obtain mail, unit mail clerks, mail orderlies, postal clerks, and assistant postal
clerks must provide proper identification.

Return receipts for registered, numbered insured, and certified mail must not be
completed by anyone other than the addressee.

CITY DELIVERY SERVICE

City delivery is provided according to USPS policies and procedures, the
characteristics of the area to be served, and the methods needed to provide
adequate service. Requests or petitions to establish, change, or extend city
delivery service must be made to the local postmaster.

Changes in the type of delivery authorized for a delivery point may be considered if
service by existing methods imposes an extreme physical hardship on the
customer.
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Customers must provide authorized mail receptacles or door slots, except for mail
receptacles authorized by the USPS to be owned and maintained by the USPS.
The purchase, installation, maintenance, and replacement of mail receptacles
used by customers for mail delivery are not the responsibility of the USPS.
However, the USPS may authorize neighborhood delivery and collection boxes
and parcel lockers to be purchased, installed, maintained, or replaced by the
USPS.

Mail receptacles or door slots are not required at businesses and offices that are
open and have someone on hand to receive the mail when the carrier calls.

If a lock is used on a mail receptacle, the receptacle must have a slot large enough
to accommodate the normal daily mail volume.

A door slot for mail must meet specific criteria:

a. The clear rectangular opening in the outside slot plate must be at least 1-1/2
inches wide and 7 inches long.

b. The slot must have a flap, hinged at the top if placed horizontally, or hinged
on the side away from the hinge side of the door if placed vertically.

c. When an inside hood is used to provide greater privacy, the hooded portion
must not be below the bottom line of the slot in the outside plate if placed
horizontally, or beyond the side line of the slot in the outside plate nearest the
hinge edge of the door if placed vertically.

d. The hood at its greatest projection must not be less than 2-1/16 inches
beyond the inside face of the door.

e. The bottom of the slot must be at least 30 inches above the finished floor line.

Apartment house mail receptacles must be approved by the USPS. The purchase,
installation, maintenance, and replacement of mail receptacles, boxes, or parcel
lockers are not the responsibility of the USPS except for neighborhood delivery
and collection boxes and parcel lockers authorized by the USPS to be owned and
maintained by the USPS. When apartment buildings are substantially renovated or
remodeled to provide additional apartments, or a material change is made in the
location of boxes, obsolete receptacles must be replaced by currently approved
receptacles.

Information on the installation of receptacles, specifications for construction, and
approval procedures for manufacturers is in Postal Operations Manual 632.

RURAL DELIVERY SERVICE

Rural stations and branches are established, and rural delivery is provided,
according to USPS policies and procedures, the characteristics of the area to be
served, and the methods needed to provide adequate service. Requests or
petitions to establish, change, or extend rural delivery service, signed by the heads
of families wanting this service, must be given to the postmaster of the post office
from which delivery service is desired, or from which the route operates, as
applicable.

On the customer’s written request, the postmaster may approve an exception to
the currently authorized method of delivery, if the type of rural delivery authorized
imposes an extreme physical hardship.

DMM Issue 58 Updated 9-16-04
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Parcel Delivery  An ordinary parcel too large to fit into a customer’s mailbox is not left unless the
10.3  customer has filed a written order with the postmaster relieving the USPS and
carriers of all responsibility in case of loss or depredation of any such parcel left
outside the box.
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Contagious Disease  Mail is delivered to a customer’s mailbox if a quarantined disease exists, provided
10.4 that delivery can be made without exposure to contagion. No mail is collected from
such box while the quarantine is in force.

Insufficient Postage/  Generally, mailable matter is collected from a rural mailbox if postage is fully
Mailable Matter prepaid or money equal to the required postage is left in the mailbox. Money in a
10.5 rural box is left at the customer’s risk. When postage or money is insufficient to
cover postage, the mail is not collected, or if the sender cannot be identified, the
mail is treated as unpaid mail. Mailable matter not bearing postage found in,
placed on, attached to, supported by, or hanging from rural boxes is handled under
the applicable standards.

Mailboxes Rural mailboxes must meet the standards in D041 for installation, location, and
10.6 use.

11.0 HIGHWAY CONTRACT DELIVERY SERVICE

Establishment Highway contract routes are established, and delivery service on such routes is
11.1  provided, according to USPS policies and procedures, the characteristics of the
area to be served, and the methods needed to provide adequate service.
Requests or petitions for new routes, or for extensions of service or changes in the
line of travel or schedule of highway contract service, must be directed to the
USPS distribution networks office with supervision over the transportation of mail
in the area involved.

Parcel Delivery  An ordinary parcel too large to fit into a customer’s mailbox is not left unless the
11.2  customer has filed a written order with the postmaster relieving the USPS and
carriers of all responsibility in case of loss or depredation of any such parcel left
outside the box.

Mail Collection  Generally, mailable matter is collected from a mailbox if postage is fully prepaid or
11.3  money equal to the required postage is left in the mailbox. Money in a mailbox is

left at the customer’s risk. When postage or money is insufficient to cover postage,

the mail is not collected, or if the sender cannot be identified, the mail is treated as

unpaid mail. Mailable matter not bearing postage found in, placed on, attached to,
supported by, or hanging from boxes is handled under the applicable standards.

Mailbox Location  Curbside mailboxes meeting the applicable standards in D041must be placed
11.4  where they protect the mail and can be conveniently served by carriers without
leaving their vehicles. These boxes must be on the right side of the road in the
direction of travel when required by traffic conditions or when driving to the left to
reach the boxes would violate traffic laws by the carrier.
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Basic Information
Drop Shipment

Express Mail and Priority Mail

D071 describes drop shipment using Express Mail and Priority Mail. It explains
where to deposit this mail and at what times it may be accepted.

120

EXPRESS MAIL

Express Mail drop shipment (Express Mail Custom Designed Service, Express
Mail Next Day Service, or Express Mail Second Day Service) expedites movement
of any other class of mail between domestic postal facilities. The drop shipment
receives the Express Mail service selected from the origin post office to the
destination post office of the shipment, where the enclosed mail is processed and
provided the appropriate service from that post office to its destination.

An Express Mail drop shipment must be made at a postal facility designated by the
postmaster to accept both the class of mail enclosed and Express Mail. The
shipment must be prepared under M072 and presented to the business mail entry
unit (BMEU) of the origin post office.

An Express Mail drop shipment must be presented to the BMEU with enough time
for acceptance, processing, and dispatch to the Express Mail unit before the cutoff
time for Express Mail.

No special services can be added to the Express Mail portion of the drop
shipment.

PRIORITY MAIL

Priority Mail drop shipment expedites movement of any other class or subclass of
mail (except Express Mail) between domestic postal facilities. The drop shipment
receives Priority Mail service from the origin post office to the destination post
office of the shipment, where the enclosed mail is processed and provided the
appropriate service from that post office to its destination.

A Priority Mail drop shipment must be prepared under M072 and presented to the
business mail entry unit (BMEU) authorized by the postmaster to accept the class
of mail enclosed.

A Priority Mail drop shipment must be presented to the BMEU with enough time for
acceptance, processing, and dispatch before the critical dispatch time for Priority
Mail.

No special services can be added to the Priority Mail portion of the drop shipment.
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Metered Mail
D000 Basic Information
D070 Drop Shipment
D072 Metered Mail
Summary D072 describes the application procedures for mailing metered mail at locations
other than the meter licensing office. Four options are presented for depositing this
mail.
1.0 BASIC INFORMATION
General A customer may affix postage using a postage meter (postage evidencing system)

1.1

Effect on Service
1.2

Changes
1.3

2.0

Options 1 & 2
2.1

Options 3 & 4
2.2
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licensed at one post office (licensing post office) and deposit that mail at another
post office (entry post office) only if prior authorization is obtained from the USPS
under one of the procedures described below. Such authorization may be revoked
under 2.6 when the USPS determines that information or circumstances
supporting the original authorization may no longer be accurate, complete, or
applicable. (P0O30 provides an exception to this standard for metered Express Mail,
Priority Mail, and single-piece rate metered mail.) These general conditions apply:

a. The meter stamp or indicium must show the name of the licensing post office.

b. Metered mailpieces that bear meter impressions or other endorsements
containing the wrong post office name, authorization number (as applicable),
or other required information are not accepted.

c. A metered mail drop shipment must be deposited at the time and place and
under any additional condition specified by the USPS.

d. Annual mailing fees, as applicable for the class of mail, must be paid at the
office(s) where mailings will be entered, as required under E110.4.0 or
E610.6.0.

The USPS assumes no responsibility for the material presented until it is accepted
into the mail. The USPS is not responsible for service delays when the mailer does
not meet the applicable preparation or entry requirements. Entry of mail by drop
shipment may adversely affect the USPS’s ability to achieve the applicable service
objectives.

A mailer authorized to drop ship metered mail must inform the approving official of
all changes to the information originally provided as part of the application. When
the USPS asks, the mailer must submit additional information supporting that
authorization. Failure to provide this information is grounds to revoke the
authorization.

AUTHORIZATION

Authorizations under Options 1 and 2 in 3.0 and 4.0 are granted to meter license
holders. The meter license holder must apply in writing to the district manager of
business mail entry whose district includes the licensing post office of the meter
holder.

Authorization under Option 3 in 5.0 is granted to mailers intending to present mail
for other meter license holders (including their own mail, if applicable) at one
location other than the licensing office(s), whereas authorization under Option 4 in
6.0 is granted for mailings presented at more than one location. For authorization
under Option 3, the mailer or consolidator must apply in writing to the district
manager of business mail entry whose district includes the post office(s) where the
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3.0

mailings are verified for presort preparation and payment of postage. Applications
under Option 4 must be submitted to the manager, Business Mailer Support.

The application must describe the classes of mail to be deposited and the volume,
processing category, frequency of mailing, and requested deposit schedule of
each. The application must also state how the mail to be entered meets applicable
eligibility and service standards and must identify any third party preparing and
presenting the mail. The application must be prepared on the mailer’s letterhead
and signed by an authorized manager or representative. There is no USPS form
for this purpose. Additional information is required for Options 3 and 4. Mailers
seeking authorization under Option 4 must contact Business Mailer Support,
USPS Headquarters, for guidance (see G043 for address).

The manager of business mail entry (or the manager, Business Mailer Support
under Option 4) notifies the applicant in writing of approval or conditions of
approval, including the drop shipment (DS) authorization number, or denial.

A decision denying an application for operational reasons may be appealed within
15 days of its receipt to the area manager of processing and distribution. If denied
because of noncompliance with applicable eligibility standards, the applicant may
appeal the denial under G020.

An authorization may be revoked:

a. When it is determined that the authorized entry no longer reduces postal
handling or improves service, or is not in the best interests of the USPS.

b. For nonuse during any consecutive 12 months.

¢. When used in operating any unlawful scheme or enterprise, or for any
noncompliance with the regulations governing the use of postage meters.

Authorization is revoked by:

a. The manager of business mail entry of the district originally issuing
authorization or the manager, Business Mailer Support.

b. The postmaster of the licensing post office (under any option) when it is used
in operating any unlawful scheme or enterprise, or for any noncompliance
with the regulations for postage meters.

If revocation is for nonuse, and the mailer shows that use is to resume within 90
days after the revocation notice, revocation may be deferred for a period not to
exceed 90 days from the date of the original revocation notice.

Written appeal of the revocation notice may be made within 15 days of its receipt,
under G020.

OPTION 1: DEPOSIT AT P&DC/F

Metered mail of any class may be entered and deposited by the licensed meter
holder or an agent at the local processing and distribution center/facility (P&DC/F)
making the initial originating distribution of mail deposited at the post office where
the meter license is held. Mail must be prepared under the standards for the class
and rate claimed and as specified in the drop shipment authorization. The mailer
may be required to prepare and deposit the mail in an additional manner that best
enhances postal handling as specified in the drop shipment authorization. Any
such requirements are modified to reflect changes in the mailings subsequently
presented by the mailer. Failure to meet these standards may lead to revocation of
the authorization.

DMM Issue 58 Updated 9-16-04
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OPTION 2: DEPOSIT AT ANOTHER POST OFFICE

Metered mail of any class may be entered and deposited by the licensed meter
holder or an agent at a post office other than the licensing post office or P&DC/F
serving the licensing post office. Mail must be prepared under the standards for the
class and rate claimed and as specified in the drop shipment authorization. The
mailer may be required to perform additional preparation and meet specific deposit
schedules to enhance postal handling. Any such requirements are specified in the
drop shipment authorization and may be modified to reflect changes in the
mailings subsequently presented by the mailer. Failure to meet these standards
may lead to revocation of the authorization.

¢l0

Each mailpiece deposited under this option must contain an endorsement with the
city and state of the entry post office, the words “Drop Shipment Authorization” (or
the abbreviation “D/S AUTH”), and the unique authorization number issued by the
district manager of business mail entry serving the entry post office. If the
abbreviation “D/S AUTH?” is not used, the mailing office ZIP Code may be used
instead of the city and state of mailing. The endorsement must be included in
digital indicia or placed outside the indicium boundary (under the conditions in
P030.9.8) in 8-point or larger type by a computer or mechanical method providing
a clear and legible impression. For letter press indicia, the endorsement must
appear in the ad plate area. The application and the endorsement format must be
approved by the district manager of business mail entry before mail is deposited
under this option.

Examples
Full Endorsement—Mailing Office City and State

MAILED AT CHICAGO IL DROP SHIPMENT
DROP SHIPMENT AUTHORIZATION 48
AUTHORIZATION 12 MAILED AT YAKIMA WA

Full Endorsement—Mailing Office ZIP Code

MAILED AT 606 DROP SHIPMENT
DROP SHIPMENT AUTHORIZATION 48
AUTHORIZATION 12 MAILED AT 98901

Abbreviated Format

CHICAGO IL D/S AUTH 48
D/S AUTH 12 YAKIMA WA

Drop shipment endorsements authorized before March 19, 1989, are no longer
valid.

The drop shipment endorsement placed in the ad plate area or within the indicium
boundary may include the marking required by the standards for the rate claimed if
that marking is placed directly below the drop ship endorsement and meets the
standards in M012. The marking may also be provided separately directly below
the indicium boundary if the marking meets the relevant size and legibility
standards.

OPTION 3: CONSOLIDATED DROP SHIPMENT WITH ENDORSEMENT

A mailer presenting a consolidated mailing may apply to collect metered mail
bearing postage from meters licensed at different post offices and present such
mailings at one post office, subject to the conditions and limitations in 5.0. All
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conditions for presenting presort mailings must be met as applicable for the class
of mail. All applicable conditions under P014.4.0 and P960 must also be met.

The majority of the mail consolidated for entry under Option 3 must be prepared in
a single mailing (with a single postage statement) in which all pieces, regardless of
rate claimed, have the correct barcode (ZIP+4 for flats, delivery point for letters and
cards) and are physically compatible with automated mail processing equipment.
The entry post office may reject a mailing if all pieces do not have the correct
barcode. A minor portion of the consolidated mail may be prepared as a second,
separate mailing (with its own postage statement) in which the pieces do not bear
the correct barcode (or are not compatible with automated processing equipment)
but do meet the standards that apply to the rates claimed.

When a mailpiece is part of a consolidated mailing, the service objective that
applies must be the same as or better than that which would have applied had the
piece been entered at the licensing post office. As part of the application,
documentation must be provided by the mailer to show compliance with this
standard to USPS satisfaction. (Typical documentation lists the service objective
that applies to each licensing post office from whose area mail is to be
consolidated and the standard that applies to that mail when it is entered under
Option 3.)

An application under Option 3 must be submitted by the mailer (i.e., the party to
present the consolidated mailing to the USPS). In addition to the information
detailed in 2.3, the application must identify the meter licensees whose mail is to
be consolidated and the serial numbers of each licensee’s meters.

After receiving an authorization notice, the mailer must give written notice to each
licensee whose mail is to be consolidated under the authorization. The mailer’s
notice must include a copy of the authorization, a full explanation of preparation
requirements, and a reminder that consolidation of their mail can adversely affect
service. The mailer must give copies of each licensee notice to the entry office and
licensing office postmasters.

Metered mail deposited under Option 3 must be prepared as specified by the
USPS. This preparation may extend beyond that which is required to qualify for the
rate paid for the mail, and may require the mail to be configured and its deposit
scheduled to enhance USPS handling. Failure to meet these standards can lead to
revocation of the authorization.

Each mailpiece deposited under this option must be endorsed with the letters
“DS;” followed by a unique drop shipment authorization number (issued by the
manager of business mail entry of the district in which the mail is entered) and the
words “MAILED AT;” followed by the 3-digit ZIP Code prefix of the entry post office.
The endorsement may also include the correct mailing date. (Including this date
does not relieve the meter licensee(s) from meeting the standards for correct
dating of metered mail.) The endorsement must be printed immediately below the
meter stamp or indicium or in the lower left corner of the mailpiece, in 8-point or
larger type, by a computer or another mechanical method providing a clear and
legible endorsement. The district manager of business mail entry issuing the
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Metered Mail
authorization number must approve the endorsement before drop shipment
mailings may be made under this option.
Examples
DS12 MAILED AT 606—04/01/04
MAILED AT 606 DS12—04/01/04
DS48 MAILED AT 981
MAILED AT 981 DS48
Placement The drop shipment endorsement must not interfere with the barcode clear zone or
5.8  any other marking.
Preparation The preparation and documentation standards that apply to the rates claimed in
5.9  the mailing remain unaffected by entry under Option 3.
Consolidation  Mail collected from licensees for mailing under Option 3 may not be further
5.10 collected or consolidated by any other mailer or consolidator.
6.0 OPTION 4: CONSOLIDATED DROP SHIPMENT WITHOUT ENDORSEMENT
General A mailer presenting a consolidated mailing may apply to collect metered mail
6.1  bearing postage from meters licensed at different post offices and consolidate that

Barcoded and
Nonbarcoded
Portions

6.2

Service Objective
6.3

Information
6.4
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mail for mailing (entry and deposit) at other entry post offices, subject to the
conditions and limitations in 6.0. All conditions for presenting presort mailings must
be met as applicable for the class of mail. All applicable conditions under P014.4.0
and P960 must also be met.

The majority of the mail consolidated for entry under Option 4 must be prepared in
a single mailing (with a single postage statement) in which all pieces, regardless of
rate claimed, have the correct barcode (ZIP+4 for flats, delivery point for letters and
cards) and are physically compatible with automated mail processing equipment.
The entry post office may reject a mailing if all pieces do not have the correct
barcode. A minor portion of the consolidated mail may be prepared as a second,
separate mailing (with its own postage statement) in which the pieces do not bear
the correct barcode (or are not compatible with automated processing equipment)
but do meet the standards that apply to the rates claimed.

When a mailpiece is part of a consolidated mailing, the service objective that
applies must be the same as or better than that which would have applied had the
piece been entered at the licensing post office. As part of the application,
documentation must be provided by the mailer to show compliance with this
standard to USPS satisfaction. (Typical documentation lists the service objective
that applies to each pair of origin/destination 3-digit ZIP Codes in the consolidated
mailing, both if entered at the licensing post office and if entered as authorized
under Option 4.)

An application under Option 4 must be submitted by the mailer (i.e., the party to
present the consolidated mailing to the USPS). The information in 2.0 must be
provided for each post office at which mail is to be entered under Option 4. The
application must also detail: the meter licensees whose mail is to be consolidated
and the serial numbers of each licensee’s meters; the mailer's method of sortation,
documentation, and quality control; and the mailer’'s procedures for ensuring that
all pieces in the consolidated mailing are entered to meet or exceed the service
objectives for the place of origin.
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After receiving the authorization notice, the mailer must give written notice to each
licensee whose mail is to be consolidated under the authorization. The mailer’s
notice must include a copy of the authorization, a full explanation of preparation
requirements, and a reminder that consolidation of their mail can adversely affect
service. The mailer must give copies of each licensee notice to the entry office and
licensing office postmasters.

Metered mail deposited under Option 4 must be prepared in segments for entry at
postal facilities according to schemes and schedules provided by the USPS.
Further, each segment must be prepared for dispatch without additional postal
processing or handling, and deposited at places and times specified by the USPS.
The USPS may stipulate preparation beyond that required to qualify for the rate
paid for the mail. Failure to meet these standards can lead to revocation of the
authorization.

The mailer must provide transportation for the consolidated mailing, unless the
USPS provides plant load service.

A drop shipment endorsement is not required on pieces mailed under Option 4.

The preparation and documentation standards that apply to the rates claimed in
the mailing remain unaffected by entry under Option 4.

Mail collected from licensees for mailing under Option 4 may not be further
collected or consolidated by any other mailer or consolidator.

The mailer/consolidator must keep documentation supporting each consolidated
mailing, including the volume collected from each meter licensee, for at least 1
year from the date of mailing, and make it available for postal inspection on
request.
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190



First-Class Mail

D100.2.6 .
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First-Class Mail

D100 describes the standards for depositing First-Class Mail (including Priority
Mail). It also covers procedures to verify correct presort preparation, postage
payment, and corrective action taken, if required.

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.

00t

MAIL DEPOSIT

Single-piece rate and card rate First-Class Mail and Priority Mail weighing less
than 16 ounces may be deposited into any collection box, mail chute, or mail
receptacle or at any place where malil 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 P030. Permit
imprint mail must be presented at a post office under P040 or P900.

First-Class Mail paid at the Presorted rate or at any automation rate 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 P0O30. Permit imprint mail must be deposited under P040 and
P900.

Unless restricted by 2.6, pickup service for Priority Mail is available under D010.
Priority Mail paid with postage stamps and weighing 16 ounces or more must be
presented at a post office retail counter or handed to a postal carrier as prescribed
by 2.6. Metered mail must be deposited in locations under the jurisdiction of the
licensing post office, except as permitted under PO30. Permit imprint mail must be
presented at a post office under P040 or P900.

The USPS does not collect presort mailings from a customer’s facility if paid with a
permit imprint and not covered by optional procedures.

The USPS may collect Presorted First-Class Mail and automation rate 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.
Priority Mail weighing 16 ounces or more must be presented at a post office retail
counter if postage is paid with adhesive stamps. The sender may be required to
provide identification before the mail is accepted by the USPS. Such mail may be
presented by a sender known to the postal carrier at the sender’s residence or

place of business. Priority Mail weighing 16 ounces or more and not complying
with the requirements of this section is returned to the sender for proper deposit.
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. D100.3.0 First-Class Mail

3.0 PRESORT VERIFICATION

USPS Verification and  Mailings are subject to USPS procedures to verify correct preparation and postage
Mailer Correction  payment. The mailer is responsible for correcting irregularities found in the mailing.
3.1 If, at the acceptance unit, a mailing is found not to qualify for a Presorted
First-Class rate or an automation First-Class rate, the mailer must either take
corrective action or pay the full single-piece rate. The return of such mailings to the
mailer’s facility for any reworking is the mailer’s responsibility.

Corrective Action  If a mailer corrects the presort or preparation problems in a metered or
3.2 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 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 PO14 or apply a legible “.00” meter impression that includes
the correct mailing date.

Payment of A mailer who pays the single-piece First-Class rate rather than correcting errors in
Single-Piece Rate  a mailing paid with meter or precanceled stamps must pay the difference in cash at
3.3 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 rate.
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Periodicals
Basic Information

D210 describes service objectives and standards for mailing at the Periodicals
rate. It also covers exceptional dispatch and deposit of Periodicals at airport malil
facilities.

SERVICE OBJECTIVES

The USPS does not guarantee the delivery of Periodicals within a specified time.
Publications authorized or pending authorization for Periodicals entry receive,
where practicable, expeditious distribution, dispatch, transit handling, and delivery.
Publications labeled “NEWS” receive newspaper treatment if published weekly or
more often or if authorized such treatment as of March 1, 1984.

(1]

MAIL DEPOSIT

[9-4-03] Only a publisher or registered news agent authorized Periodicals mailing
privileges may mail at the Periodicals rates. The First-Class Mail, Standard Mail, or
Package Services rate must be paid on all copies mailed by the public or by a
printer to a publisher. The publisher or news agent must present mailings at the
Periodicals rates only:

a. At post offices where original entry, additional entry, or exceptional dispatch is
authorized.

b. At the times and places designated by the postmaster of the office of mailing
or by the AMC/AMF manager.

EXCEPTIONAL DISPATCH

The postmaster of an entry post office may authorize a publisher to deliver copies
of a time-sensitive Periodicals publication, at the publisher's own expense and risk,
by exceptional dispatch from the post office of original or additional entry to other
post offices.

The provision for exceptional dispatch is intended for short-haul local distribution
(zones 1 and 2) of publications with total circulation of no more than 25,000 and is
not to be used to circumvent additional entry standards. Applications for
exceptional dispatch for publications with over 25,000 total circulation may be
considered on a case-by-case basis for possible waiver of the 25,000-circulation
limit.

Exceptional dispatch may not be used for publications authorized to be mailed
under the Centralized Postage Payment System or under the plant-verified drop
shipment postage payment system.

Copies of Periodicals publications deposited under exceptional dispatch may be
eligible for and claimed at the destination sectional center facility (DSCF) or
destination delivery unit (DDU) rates if the applicable standards in E250 are met.

The publisher must file an application for exceptional dispatch at the office of
original or additional entry where the postage is paid on the copies to be
transported. The application must fully explain the proposed exceptional dispatch
and include information on the mode of transportation and approximate time of
arrival and the number of pieces qualifying for and mailed at the various presort
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D210.3.6 Basic Information
level discount rates. If the number of pieces qualifying for and mailed at such rates
changes more than 2%, the publisher must file an amended application with the
approving office. The application may be filed jointly with applications for original
entry, reentry, or special rates, or filed separately. No form is provided for this
application.

Approval The postmaster who received the application approves it if the requested
3.6  exceptional dispatch improves service and does not add to USPS costs.
Denial Denial of an application for exceptional dispatch may be appealed to the RCSC
3.7  serving the post office of the known office of publication. The RCSC manager
issues the final decision.
4.0 DEPOSIT AT AMF
General [9-4-03] Periodicals publications air freighted to an AMC/AMF must have either an
4.1 original or additional entry authorization at the verifying office (i.e., the post office
where those copies are presented for postal verification) and must be presented to
an AMC/AMF under the PVDS program. Postage must be paid at the verifying
office unless the publication is authorized under the Centralized Postage Payment
program.
Application  Authorization to enter airfreighted copies of a Periodicals publication at an AMF is
4.2  obtained by filing an additional entry application. The distribution plan on Form

Reentry Fee
4.3

Publisher
Responsibilities
4.4

3510 must show the AMF as the entry point rather than the administering office
(i.e., the post office responsible for the AMF). A publisher using plant-verified drop
shipment must submit a copy of the distribution plan for the airfreighted copies to
the administering office postmaster.

The required additional entry fee is not due if:

a. Form 3510 is submitted with either an initial application for Periodicals mailing
privileges or an application for reentry at a new original entry office, and the
AMF is under the jurisdiction of that original entry office.

b. The verifying office is already an authorized original or additional entry for the
publication.

[9-4-03] For each mailing to be presented at the AMF, the publisher or agent is
required:

a. To provide the administering office postmaster with a delivery schedule
(including the publication title, volume, air carrier, flight number, and arrival
schedule) before the first mailing under the authorization. A revised schedule
must be provided when there are changes.

b. To arrange for delivery of the airfreighted copies of the publication to the
AMC/AMF “back dock” or other area designated by the AMC/AMF manager.

c. To arrange for payment of postage and submission of required postage
statements and documentation with the copies of the publication to the
verifying post office.

d. To notify the designated AMF contact person when there are deviations from
established transportation and delivery schedules.

e. To ensure that Form 8125 accompanies each shipment. The total number of
airline cargo containers must be annotated on the form in the comment
section. Each airline cargo container must be sequentially numbered
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(e.g., 1 of 4,2 of 4, etc.), and a copy of Form 8125 must be affixed to each
airline cargo container.

f. To provide a list, at least once a year, of publications entered at the
AMC/AMF and a 24-hour contact number to the AMC/AMF manager.

g. To follow procedures outlined in Network Operation Management’s standard
operating procedures (SOP). The procedures are available from the
AMC/AMF manager.

Nonconforming When a Periodicals mailing presented to an AMC/AMF fails to meet the
Mailers  procedures outlined in Network Operation Management’s SOP or fails to meet
4.5 either the basic mail preparation standards or the PVDS entry integrity and safety
standards, the USPS will inform the mailer, or the mailer's agent, who presented
the mailing. If, after the initial notification, the mailer continues to fail to meet the
standards, the mailer is considered nonconforming. If a mailer is found to be
nonconforming, its authorization to enter mail at an AMC/AMF may be revoked.

(1]
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Periodicals
Additional Entry

D230 describes the eligibility and standards for depositing Periodicals at additional
entry locations. This includes establishing a distribution plan, authorization, and
required forms.

BASIC INFORMATION

The term additional entry office refers to a post office where a publisher is
authorized by the USPS to present copies of a Periodicals publication for postal
verification. An additional entry authorization must be in effect for each post office
where copies of the Periodicals publications are presented for postal verification.
The publisher must deposit money and file postage statements for copies
presented at an additional entry office unless the USPS authorizes an alternative
postage payment method (e.g., Centralized Postage Payment (CPP) System
under P200). Except for publications authorized an alternative payment method,
the verification post office is also the office where Periodicals postage is paid.

0€¢

The additional entry office must be a post office. Publication 65, National Five-Digit
ZIP Code and Post Office Directory, shows whether a particular postal facility is a
post office.

An additional entry may be authorized only at a post office where transportation
and mail processing resources are adequate. The USPS does not authorize an
additional entry if the publisher’s requested effective date would cause the USPS
additional transportation costs in serving the affected entry office.

Additional entries may be authorized in the same county as the office of original
entry. If the publication is eligible for In-County rates, the publisher must provide the
original entry office postmaster with a duplicate of all postage statements on which
those rates are claimed.

DISTRIBUTION PLAN

The publisher must establish a distribution plan for each additional entry to detail
the volume and ZIP Code ranges to be presented. Revisions to a distribution plan
must account for copies for any additional entry being modified or canceled. When
applicable, the publisher must specify how the distribution plan is to vary during the
year (e.g., periodic fluctuations or transfers of volume or mailing activity). Separate
distribution plans are required if there are differences in the distribution of regular
issues, special issues, or back issues.

AUTHORIZATION

The publisher is responsible for timely filing of all forms and supporting
documentation to establish, modify, or cancel an additional entry.

To establish or cancel an additional entry for the scheduled presentation of regular,
special, or back issues or for unscheduled contingency use, the publisher must
submit two copies of Form 3510 marked “Pending” to the postmaster of the original
entry post office. A publisher authorized to mail under the Centralized Postage
Payment (CPP) System has additional filing requirements.
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Two copies of the most recent issue of the publication must accompany the
application. If applicable, these copies must either contain an amended
identification statement or show how it is to be amended in a specific future issue.

The publisher must file Form 3510 and pay the required fee to modify a distribution
plan and cancel additional entry points no longer used.

The publisher may concurrently apply for:

a. Original entry and additional entry, although separate forms and fees are
required for each.

b. Establishment, modification, and/or cancellation of more than one additional
entry, by filing a single Form 3510 and paying a single fee, if all required
information is supplied for each entry, and the effective dates for the
additional entry actions cover no more than 30 calendar days.

The publisher must submit a separate Form 3510 (with the applicable fee) for:
a. Each additional entry action that cannot meet the standards of 3.5.
b. Each reentry request.

c¢. Any modification to the publication’s distribution plan other than frequency of
issuance or location of original entry.

The required additional entry fee must accompany an application for additional
entry. One fee is charged regardless of the number of additional entries
established. No additional fee is charged if the same Form 3510 is used to close or
modify other additional entries, subject to the conditions stated above. The
required reentry fee must accompany a Form 3510 that modifies or closes an
additional entry. Only one fee is charged if the same Form 3510 is used to close or
modify more than one additional entry, subject to the conditions stated above.

Timely adjustment of transportation without penalty to the USPS requires the
publisher to submit requests for establishing, modifying, or canceling an additional
entry at least 30 days before the requested effective date. A publisher authorized
to mail under the Centralized Postage Payment (CPP) System has additional filing
requirements.

The USPS reserves the right to ask for more information about the application.
The publisher’s failure to provide such information is sufficient grounds to deny the
application.

Except for pending publications, the manager of the Nonprofit Service Center
(NSC) rules on all applications requesting additional entry. If the application is
denied, the denial takes effect 15 days from the publisher’s receipt of the notice
unless, within that time, the publisher files an appeal, through the NSC, with the
manager of Mailing Standards (see G043 for address), who issues the final
agency decision.

USE OF ENTRY

Subiject to the restrictions detailed above, the effective date for use of an additional
entry authorization is that requested by the publisher. However, the USPS may
defer that date until transportation or other resources are in place to support the
action requested. If the deferral is due to contractual limitations, the publisher’s
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requested effective date may be approved if the publisher agrees to reimburse the
USPS for any cost for modifying or canceling contracted transportation.

An additional entry may not be used until authorized by the USPS. A publisher
may not pay postage at another rate to present copies at an unauthorized
additional entry.

Copies of a Periodicals publication must be presented at each additional entry
(including contingency entries) at least once each calendar year.

Once an entry and its distribution plan are authorized, the publisher must ensure
that copies are presented accordingly or as provided in 5.0 for limited temporary
changes. Additional entry offices may not accept copies not included in the
publisher’s authorized distribution plan.

Advance appointments for deposit must be made for mixed loads of Periodicals
and Standard Mail, handled operationally as Standard Mail.

0€¢

Postage must be prepaid and available for all copies presented for verification at an
additional entry office before their release.

MODIFICATION

Except as provided below, the publisher may modify the use of an authorized entry
post office only after submitting Form 3510 and receiving USPS approval.

When a limited, temporary change affects only the distribution plans of two existing
authorized entry post offices for one specific issue of a publication, the publisher
must submit a letter detailing the specific issue, the dates and duration of mailing
of the issue, the entry offices, and the volume and distribution area (ZIP Codes)
affected by the modification. The postmaster of the original entry and additional
entry offices affected for the issue of the publication involved and all distribution
networks offices involved must receive the request at least 10 calendar days before
the effective date of the change. See 4.1 above.

Limited temporary changes must not be used instead of permanent alterations to
authorized distribution plans.

CANCELLATION, REVOCATION, AND RESTORATION

When a distribution plan modification results in nonuse of an additional entry, that
entry must be canceled as part of the additional entry action. If a publisher fails to
file Form 3510 to cancel an authorized additional entry, the manager of the
Nonprofit Service Center cancels the additional entry upon notification by the
additional entry postmaster that no mailings have been made for an entire
calendar year.

The USPS may revoke an additional entry authorization when the publication is
found ineligible for such authorization. The revocation takes effect 15 days after the
publisher receives notice, unless an appeal is filed through the Nonprofit Service
Center with the manager of Mailing Standards (see G043 for address), who issues
the final agency decision.

To restore an additional entry authorization previously canceled or revoked, the
publisher must submit Form 3510 and pay the required fee.
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Express Mail

D500 describes service objectives and refund conditions for Express Mail.

SERVICE OBJECTIVES AND REFUND CONDITIONS

For Express Mail Same Day Airport Service, the USPS refunds the postage for an
item not available for customer pickup at destination by the time specified at
acceptance, unless the delay was caused by one of the situations in 1.6.

For Express Mail Custom Designed Service, 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 1.6.

For Express Mail Next Day Service, 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 1.6.

For Express Mail Military Service (EMMS), items presented at APO/FPO facilities
before the published cut-off time are delivered the second day after acceptance.
Items 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 of 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
APQO/FPO 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 1.6.

009G

The service guarantee for an Express Mail shipment using drop shipment
procedures ends on receipt at the postal facility where the shipment is destined.

Postage refunds may not be available if delivery was attempted within the times
required for the specific service, or if the delay of the item was caused by any of
the following reasons:

a. Properly detained for law enforcement purpose; strike or work stoppage;
delayed because of an incorrect ZIP Code or address; forwarding or return
service was provided after the item was made available for claim; delay or
cancellation of flights. Attempted delivery occurs under any of these
situations when the delivery is physically attempted, but cannot be made; the
shipment is available for delivery, but the addressee made a written request
that the shipment be held for a specific day or days; the delivery employee
discovers that the shipment is undeliverable as addressed before leaving on
the delivery route.

b. As authorized by USPS Headquarters, when the delay was caused by
governmental action beyond the control of the USPS or air carriers; war,
insurrection, or civil disturbance; breakdown of a substantial portion of the
USPS transportation network resulting from events or factors outside the
control of the USPS; or acts of God.
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2.0 MAIL DEPOSIT

Same Day Airport  Express Mail Same Day Airport Service items must be presented at a designated
Service airport mail facility (AMF) retail counter. These items may not be collected, picked
2.1 up, or dropped in a collection box.

Scheduled Express Mail Custom Designed Service items must be deposited on a scheduled
2.2  Dbasis under the service agreement.

Next Day and Second  Express Mail Next Day and Second Day Service items:

Day Services a. If not prepaid, must be deposited at places and times designated by the
2.3 postmaster, including post offices, branches, or stations. The “time and date
of mailing” for these items is the time and date when the items are presented
and accepted.

b. If prepaid, 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 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.

c. If manifested, will be accepted at the locations specified in the Express Mail
Manifesting agreement.

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

3.0 EXPRESS MAIL RESHIP SERVICE

The USPS picks up shipments made up of mail addressed to post office boxes
and dispatches it as a Custom Designed or Next Day Service shipment under a
service agreement (on Form 5631) between the USPS and the mailer, subject to
these standards:

a. Service frequency is scheduled.

b. For each pickup stop, the mailer is charged the applicable pickup fee no
matter how many of the same mailer’s post office boxes are checked in the
same post office box unit at the same time.

c. Express Mail postage and fees are paid by Express Mail Corporate Account
or federal agency “Postage and Fees Paid” indicia.

d. The mailer must keep a postage-due or business reply account at the postal
facility where the post office box is located for any shortpaid or business reply
mail. The service agreement must state that such an account exists.

e. Express Mail reship service is not available for registered, certified, COD,
insured, or Express Mail items addressed to the post office box. The mailer
must give instructions for redirecting such items on Form 1093.

f. The service agreement must: (1) list the Expedited Mail analyst at the
originating office as the “Firm Representative”; (2) show the pickup time is
when the USPS employee picks up the mail from the post office boxes and
prepares it for dispatch as Express Mail.

g. Commencement and termination of service agreements are subject to the
standards for Express Mail Custom Designed Service.

4.0 DELIVERY
Delivery of Express Mail is subject to D042.
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D600 Standard Mail

Summary D600 describes standards regarding deposit and service objectives for Standard
Mail.

1.0 SERVICE OBJECTIVES

The USPS does not guarantee the delivery of Standard Mail within a specified
time. Standard Mail might receive deferred service. Local postmasters can provide
more information.

2.0 MAIL DEPOSIT

General Standard Mail must be presented at the post office where the permit or license is
2.1 held and the presort mailing fee is paid. Mailings must be presented at the

locations and times specified by the postmaster. Plant-verified drop shipment
(PVDS) mailings must be presented for verification, acceptance, and entry under
P950. Plant-loaded mailings must be presented, verified, accepted, and entered as
specified by the plant load agreement and applicable standards. Metered Standard
Mail may be deposited at other than the licensing post office only as permitted
under D0O72. Nonprofit Standard Mail must be presented only at post offices where
the organization producing the mailing has an approved nonprofit authorization
(E670).

Separation of  Pieces at different rates (e.g., 3/5 and basic) may be combined in the same mailing
Mailings as provided in MO11. Separate mailings may be reported on the same postage
2.2  statement if the pieces in the mailings are in the same processing category
(C050), are part of the same mailing job, and are presented for verification at the
same time.
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Package Services

D700 describes standards regarding deposit and service objectives for Package
Services.

SERVICE OBJECTIVES

The USPS does not guarantee the delivery of Package Services (Parcel Post
(including Parcel Select), Bound Printed Matter, Media Mail, and Library Mail)
within a specified time. Package Services might receive deferred service. The local
post office can provide more information concerning delivery times within its area.

MAIL DEPOSIT

Single-piece rate Package Services 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 D072.
Permit imprint mail must be presented at the post office under P040 or P700.

All presorted, carrier route, destination entry, and barcoded discount mailings must
be presented for verification and acceptance at the post office where the permit or
license is held. All such mailings must be deposited at locations and times
specified by the postmaster or designee at the office that verifies and accepts the
mailing. Plant-verified drop shipment (PVDS) mailings must be presented for
verification, acceptance, and entry under P950. Plant-loaded mailings must be
presented as specified by the applicable standards and the plant load agreement.
Metered mail may be deposited at other than the licensing post office only as
permitted under DO72.

Pieces paid at zoned rates must be entered at the post office from which the
applicable zoned rate postage is computed unless an exception is permitted under
E710.

Essential information for entering drop shipment Package Services mailings at
specific postal facilities can be found in the Drop Shipment Product maintained by
the National Customer Support Center (NCSC) (see G043). There is a charge for
the Drop Shipment Product.

00.
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Other Delivery Services
Post Office Box Service

D910 describes post office box service and the use of this service. It explains the
basis of fees, when fees are due, and when fees are refunded.

BASIC INFORMATION

Post office box service is a premium service offered for a fee to any customer
requiring more than free carrier delivery or general delivery and for no fee to
customers who are not eligible for carrier delivery. The service allows a customer
to obtain mail during the hours the box lobby is open or access is otherwise
available. Post office box service is provided only through receptacles owned or
operated by the USPS or its agents. Post office box service does not include
alternate means of delivery established to replace, simplify, or extend carrier
delivery service. A postmaster and a box customer may not make any agreement
that contravenes the regulations on post office box service or its fees.

The term post office box (or its address abbreviation PO BOX) designates this
service in an address. The term box customer applies only to the person who
signs the application as an individual or to the organization on whose behalf an
individual signs the application.

A number is assigned to each post office box. Mail intended for delivery through a
box must show the assigned post office box number in the address immediately
above the city, state, and ZIP Code.

There are five box sizes. A facility might not have each size. A customer is
assigned a box size based on the customer’s needs and the availability of boxes.
The postmaster may require a customer to use a larger size box if the customer’s
mail volume increases beyond the capacity of the present box.

When no box of the appropriate size is available, an application for box service
may be handled, at the postmaster’s discretion, in any one or more of the following
ways: by referring the customer to another postal facility with available capacity; by
placing the customer’s name on a waiting list for box service; by providing general
delivery service until an appropriate size box becomes available; by offering a
smaller or larger box at its fee; or by offering caller service. Regardless of the box
size applied for, customers must pay the correct fee for the service they receive.

The postmaster may require a box customer to use caller service under D920
based on the volume of mail received by the customer, the level of service
requested by the customer, or the availability of boxes to meet demand. Existing
box customers will not be allowed to use additional boxes at post offices having a
waiting list for post office boxes. Not more than once per semiannual payment
period, a customer who was required to use caller service based on the volume of
mail may submit a written request to the postmaster for a new determination of
whether sufficient volume remains to require caller service.

Post office box service is provided in 6-month increments.
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2.3

Post office box fees for each 6-month period are listed in R900. Each box customer
is charged a refundable deposit for post office box keys. Customers also are
charged fees for duplicate and replacement post office box keys and for initiating
lock changes on post office boxes.

SERVICE

[5-13-04] Procedures for applying for post office box service are as follows:

a. The applicant must complete all required items on Form 1093, Application for
Post Office Box or Caller Service, and submit it to any postal facility that
provides window service to the public. The facility need not be the one where
box service is desired. Furnishing false information on the application or
refusing to furnish required information may be sufficient reason for denial of
the application or discontinuance of service.

b. Spouses may complete and sign one Form 1093. Each spouse must present
two items of valid identification. A parent or guardian may receive delivery of
a minor’s mail by listing the name(s) of each minor on Form 1093. Other adult
persons who receive mail in the post office box of an individual box customer
must be listed on Form 1093 and must present two items of valid
identification to the post office.

c. Employees or members who receive mail in the post office box of an
organization box customer must be listed on Form 1093. Each person must
have verifiable identification and, upon request, present this identification to
the Postal Service.

d. When any information required on Form 1093 changes, the box customer
must update the application on file at the post office.

An application for post office box service may not be approved until the applicant's
identity and current permanent physical address where he or she resides or
conducts business is verified. Verification criteria are as follows:

a. At the time of application, applicants must present two items of valid
identification; one item must contain a photograph of the applicant. Social
Security cards or credit cards and birth certificates are unacceptable as
identification. The following are acceptable identification:

(1) Valid driver's license or state non-driver’s identification card.

(2) Armed forces, government, university, or recognized corporate
identification card.

(3) Passport, alien registration card, or certificate of naturalization.

(4) Current lease, mortgage, or deed of trust.

(5) Voter or vehicle registration card.

(6) Home or vehicle insurance policy.

b. The identification presented must be current. It must contain sufficient
information to confirm that the applicant is who he or she claims to be and
must be traceable to the bearer.

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

DMM Issue 58 Updated 9-16-04
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Post office box service may be provided to a minor (a person under 18 years of
age) unless the minor’s parent or guardian submits a written objection to the
appropriate postmaster.

CONDITIONS OF USE

In accordance with the application and verification standards in 2.0, any individual
box customer or organization may receive through the box any mail properly
addressed to the box number.

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

A box customer must remove mail promptly from the box. If mail will not be
removed from the box for more than 30 days and an overflow condition is probable,
the customer must make prior arrangements with the postmaster.

When mail for a customer’s post office box(es) exceeds the capacity of the box(es)
on 12 of any 20 consecutive business days (excluding Saturdays, Sundays, and
national holidays), the customer must use caller service, change to a larger box, or
use one or more additional boxes (subject to availability) to which mail will be
addressed.

A post office box may not be used for, or in connection with, a scheme or
enterprise that violates any federal, state, or local law; breaches an agreement with
a federal, state, or local agency whereby the box customer has agreed to
discontinue a specified activity; or violates or attempts to evade any order of a
court or administrative body.

A post office box may not be used when the primary purpose is to have the USPS
forward or transfer mail to another address free of charge.

Only the box customer or authorized representatives of the organization listed on
the Form 1093 may file change-of-address orders. Forwarding of mail for other
persons is the responsibility of the box customer.

BASIS OF FEES AND PAYMENT

Post office box fees are based on the size of the box provided and the fee group to
which the box’s 5-digit ZIP Code is assigned.

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

Capacity Width and Height
Box Size (Cubic Inches) (Linear Inches)
1 Under 296 3by55
2 296 through 499 5by5.5
3 500 through 999 11 by 5.5
4 1,000 through 1,999 11 by 11
5 2,000 or more 22.5by 12

A change in post office box service fees applicable to a given 5-digit ZIP Code can
arise from a general fee change. In addition, the Manager, Special Services, can
assign a fee group to a new ZIP Code, and may authorize the reassignment of one
or more 5-digit ZIP Codes to the next higher or lower fee group if the past fee
group assignments were in error. The USPS also may regroup 5-digit ZIP Codes.
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4.9

Adjusting Fees
4.10

No ZIP Code may be moved more than once a calendar year and a ZIP Code may
be moved only into the next higher or lower fee group. Any change in post office
box service fees takes effect on the date of the action that caused the change
unless an official announcement specifies another date. If post office box service
fees are increased, no customer must pay the new rate until the end of the current
service period, and no retroactive adjustment is to be made for a payment received
before the date of the change. The fee charged is that in effect on the date of
payment.

All fees for post office box service are for a 6-month period. Except under 4.6, 4.7,
and 4.10, fees must be paid in advance for each 6-month period. The fee may be
paid for two periods at a time (i.e., up to one year in advance), but not more. The
fee that must be paid is the one that is in effect on the day that the fee is paid. Fees
may be paid using cash, credit or debit card, or check or money order payable to
the postmaster. A mailed payment must be received by the postmaster on or
before the due date.

Except under 4.7, the beginning date for a box fee payment period is determined
by the approval date of the application. The period begins on the first day of either
the same month if the application is approved on or before the 15th of the month,
or the next month if approved after the 15th of the month. After that, box fees for
service renewal may be paid any time during the last 30 days of the service period,
but no later than the last day of the service period.

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

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

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

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

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

Except for customers at post offices subject to 4.7, a box customer of record may
change the payment period by submitting a new application noting the month to be
used as the start of the revised payment period. The date selected must be before
the end of the current payment period. The unused fee for the period being
discontinued may be refunded under 6.0, and the fee for the new payment period
must be fully paid in advance. A change of payment period date may not be used
to circumvent a change in box fees.

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

In postal facilities primarily serving academic institutions or their students, box fees
may be adjusted to fit the semester schedules, using the matrix below. Charges

DMM Issue 58 Updated 9-16-04
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are rounded up to the next multiple of $0.10. No refund is made for discontinued
service when a box is obtained under this standard.

Service Period Adjusted Fee

95 days or less 1/2 semiannual fee
96 to 140 days 3/4 semiannual fee
141 to 190 days Full semiannual fee
191 to 230 days 1-1/4 semiannual fee
231 to 270 days 1-1/2 semiannual fee
271 days to full year 2 semiannual fees
FEE GROUP ASSIGNMENTS

Post office boxes are assigned to fee groups listed in R900 based upon cost
estimates of the facility space for post office boxes in each 5-digit ZIP Code. Local
post offices can provide information about fees for a particular ZIP Code.

Customers may qualify for free (Group E) post office box service if their physical
address or business location meets all of the following criteria:

a. The physical address or business location is within the geographic delivery
ZIP Code boundaries administered by a post office.

b. The physical address or business location constitutes a potential carrier
delivery point of service.

c. The USPS chooses not to provide carrier delivery to the physical address or
business location.

d. The customer does not receive carrier delivery via an out-of-bounds delivery
receptacle.

Only one free (Group E) post office box may be obtained for each potential carrier
delivery point of service. Group E customers are assigned the smallest available
box that will reasonably accommodate their daily mail volume. Eligibility for Group
E boxes does not extend to individual tenants, contractors, employees, or other
individuals receiving or eligible to receive single-point delivery such as delivery to a
hotel, college, military installation, or transient trailer park. A customer must pay
the applicable fee for each additional box requested beyond the initial box obtained
at the Group E fee.

FEE REFUND

When post office box service is terminated or surrendered by the customer, the
unused portion of the fee may be refunded as follows:

a. If service is discontinued any time within the first 3 months of the service
period, then one-half of the fee is refunded.

b. If service is discontinued after the beginning of the fourth month of the
service period, then none of the fee is refunded.

c. If service is discontinued and the customer has prepaid for the next
semiannual service period, then the entire fee for that next period is refunded.

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

KEYS AND LOCKS

Two post office box keys are initially issued to each new box customer. Box
customers must pay a refundable key deposit on each of these keys. The
refundable key deposit must be paid on each additional key requested under 7.2.
When box service is terminated, the key deposit is refunded to the customer for
each key (including additional or replacement keys in 7.2) that is returned to the
post office where the box was issued.

[12-25-03] A box customer may obtain additional or replacement keys by
submitting Form 1094 and paying the refundable key deposit (see 7.1) and the key
fee in R900. The key fee for additional or replacement keys is not refundable. Worn
or broken keys are replaced without charge when returned to the post office where
the box is located.

A customer using a post office box may not obtain or use keys other than those
issued by the USPS.

The primary box customer (box applicant) may request that the post office box lock
be changed. To change the lock, the customer must first pay the applicable lock
fee in R900. Lock fees are charged for replacing keyed locks and combination
locks and for re-setting combination locks. Lock fees are not refundable.
Customers may turn in post office box keys for the old lock and get a refund of the
key deposit. Two keys are provided with the new lock, with a refundable deposit for
each key charged under 7.1. Customers may obtain additional keys for the new
lock under 7.2.

SERVICE REFUSAL OR TERMINATION

A postmaster may refuse to approve post office box service if: the applicant
submits a falsified or incomplete application for box service; within the 2 years
immediately before submitting the application, the applicant physically abused a
box or violated a standard on the care or use of a box; or there is substantial
reason to believe that the box is to be used for activities as described in 3.5 or 3.6.

A postmaster may terminate post office box service, including that of a customer
paying a Group E fee, if the box customer or its representative falsifies the
application for the box; physically abuses the box; refuses to update information on
the box application; violates any standard on the care or use of the box; conducts
himself or herself in a violent, threatening, or otherwise abusive manner on postal
premises; or uses it for any unlawful activity as described in 3.5. The customer is
notified of the postmaster’s determination to refuse or terminate service and of the
appeal procedures for that determination.

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

DMM Issue 58 Updated 9-16-04
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Surrendered Box A post office box is surrendered if:
8.4 a. A box customer refuses or fails to pay the proper fees by the due date.
b. A box customer submits a written notice to discontinue service.

c. Any person other than the box customer attempts to renew service at the end
of the period for which the box is issued.

d. A box customer, or an appointed executor or administrator of a deceased box
customer, submits a permanent change-of-address order.

Boxes Not A post office box is not surrendered if:

Surrendered a. A box customer dies or disappears before the end of the period for which the
8.5 box is issued.

b. A box customer submits a temporary change-of-address order.

c. A change-of-address order is submitted by any person other than the box
customer, or an appointed executor or administrator of a deceased box
customer, for mail going to the box.
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Other Delivery Services
Caller Service

D920 describes caller service and the use of this service. It explains the basis of
fees, the payment schedule, fee refund, and refusal or termination of caller service.
It also covers accelerated reply mail (ARM).

BASIC INFORMATION

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

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

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

Except for origin caller service, the customer (including a customer using a post
office box number) is assigned a caller service number before caller service may
begin. A caller number is assigned for each separation used. Except under 1.6,
mail addressed to a caller service customer must include “Post Office Box” or “PO
BOX” followed by the assigned number in the mailing address immediately above
the city, state, and ZIP Code.

Customers may reserve a caller number for future use by paying the caller number
reservation fee in R900.5.0. The postmaster determines the reserved numbers
and may restrict the availability of this service.

A postmaster may exempt any customer continuously receiving firm holdout
service since July 3, 1994, from the standard in 1.4 that correspondents must use
the assigned post office box (caller service) number in the address.

The USPS may restrict caller service if such service adversely affects postal
operations.

When mail for a customer’s post office box(es) exceeds the capacity of the box(es)
on 12 of any 20 consecutive business days (excluding Saturdays, Sundays, and
national holidays), or when the customer seeks multiple caller service separations,
the postmaster can require the customer to use caller service, change to a larger
box, or use one or more additional boxes (subject to availability) to which mail will
be addressed. A customer required to use caller service because of the mail
volume received may, once per semiannual payment period, make a written
request to the postmaster for a new determination of whether current mail volume
requires continued use of caller service.
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Federal agencies and the various schools and departments within educational
institutions are considered separate customers for 1.8.

Caller service may be provided to the following:

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

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

c. A customer formerly receiving firm holdout service.

SERVICE

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

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

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

CONDITIONS OF USE

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

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

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

Caller service may not be used when the primary purpose is to have the USPS
forward or transfer mail to another address free of charge.

DMM Issue 58 Updated 9-16-04
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4.0 BASIS OF FEES AND PAYMENT

Caller Service Fee  Customers must pay the caller service fee listed in R900.5.0. The fee must be paid
4.1  for each caller number or separation used, with the following exceptions:

a. If a caller uses many caller numbers but receives only a bulk delivery of mail
not separated to those numbers, either because this mail is sorted to the
customer’s unique 5-digit ZIP Code or because sortation is made by caller
name or other identification, then the caller service fee is charged only for
each separation actually made. The reserved number fee is charged for each
of the caller numbers to which mail received by the caller is addressed.

b. When a post office box service applicant is provided a single caller service
separation because of a shortage of available post offices boxes, then the fee
charged is the fee for the largest installed post office box. In this instance,
neither the caller service fee nor the reserved number fee is charged.

Reserved Number The reserved caller number fee in R900.5.0 is charged per calendar year or any
4.2 part of a calendar year for each number reserved by a customer. Reserved caller
number fees are not prorated.

Fee Changes A change in caller service fees (including reserved number fees) can arise from a
4.3 general fee change. Any change in caller service fees takes effect on the date of
the action that caused the change unless an official announcement specifies
another date. If a caller service fee is increased, no customer must pay at the new
rate until the end of the current service period, and no retroactive adjustment is to
be made for a payment received before the date of the change. The fee charged is
that in effect on the date of payment.

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

Payment The basic caller service fee is for a 6-month period. The fee must be paid in
4.5 advance for each 6-month period. The fee may be paid for two periods at a time
(i.e., up to 1 year in advance), but not more. The fee that must be paid is the one
that is in effect on the day that the fee is paid. Fees may be paid using cash, credit
or debit card, or check or money order payable to the postmaster. A mailed
payment must be received by the postmaster on or before the due date.

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

Change of Payment A caller of record may change the payment period by submitting a new application
Period noting the month to be used as the start of the revised payment period. The date
4.7  selected must be before the end of the current payment period. The unused fee for
the period being discontinued may be refunded under 5.0, and the fee for the new
payment period must be fully paid in advance. A change of payment period date
may not be used to circumvent a change in caller service fees.
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Postmasters at offices with fewer than 500 post office boxes may set April 1 and
October 1 as the beginning of payment periods for caller service customers in their
offices. Payment periods beginning other than April 1 or October 1 are brought into
alignment with these respective dates by adjusting fees as follows:

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

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

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

FEE REFUND

When caller service is terminated or surrendered by the customer, the unused
portion of the fee may be refunded as follows:

a. If service is discontinued any time within the first 3 months of the service
period, then one-half of the fee is refunded.

b. If service is discontinued after the beginning of the fourth month of the
service period, then none of the fee is refunded.

c. If service is discontinued and the customer has prepaid for the next
semiannual service period, then the entire fee for that next period is refunded.

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

The reserved number fee is not refundable.

SERVICE REFUSAL OR TERMINATION

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

A postmaster may terminate caller service if the caller or its representative falsifies
the application for the service; refuses to update information on the application;
violates any standard on the use of the service; conducts himself or herself in a
violent, threatening, or otherwise abusive manner on postal premises; or uses it for
any unlawful activity as described in 3.3. The caller is notified of the postmaster’s
determination to refuse or terminate service and of the appeal procedures to that
determination.
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The applicant or caller may file a petition opposing the postmaster’s determination
to refuse or terminate service within 20 calendar days after notice, as specified in
the postmaster’s determination and 39 CFR 958. The filing of a petition prevents
the postmaster’s determination from taking effect and transfers the case to the
USPS Judicial Officer. The Administrative Law Judge’s or Judicial Officer’s decision
under 39 CFR 958 constitutes the final USPS decision.

Caller service is deemed surrendered if the caller submits a permanent
change-of-address order, fails or refuses to pay the appropriate fees by the due
date, or submits a written notice to discontinue service.

ACCELERATED REPLY MAIL (ARM)

Accelerated reply mail (ARM) is origin caller service provided at a postal facility
other than the one to which the caller's mail is addressed. ARM is subject to the
applicable standards for caller service and the additional standards in 7.0.

ARM must be obtained at an originating mail processing facility that is fully
automated to process prebarcoded mail.

The caller’s mail must meet the standards for barcoded First-Class Mail and must

be certified by the mailpiece design analyst at the origin facility where ARM service
is requested. The barcode on the mailpiece must represent the ZIP+4 code or the
mailer’s unique 5-digit ZIP Code printed on the mailpiece.

The callers mail must bear facing identification mark (FIM) A.

Caller service must also be obtained at the destinating postal facility. The address
on all mailpieces to be received through ARM must be the post office box address
assigned where destination caller service is authorized. Mailpieces that show a
dual address must show only the post office box on the line immediately above the
city, state, and ZIP Code line.

The mailer may either pick up ARM at the origin facility caller service window or
have it reshipped, through Express Mail Custom Designed Service, to the
destination caller service address or to another address specified by the mailer in
the Custom Designed Service Agreement. To change the destination address on
the Custom Designed Service Agreement, the mailer must provide a 30-day
advance notice and submit an amended ARM application, completing only the
“Applicant Information” and “Express Mail Reship.’

An applicant who is a commercial mail receiving agent (CMRA) must also meet
the applicable standards in D042.

An applicant for ARM must meet the application procedures in 2.0. Besides
completing Form 1093, an applicant for ARM must also complete Form 8061 and
submit both forms to the facility where ARM service is desired.

ARM service is not provided until the USPS verifies the applicant’s identity and
service availability at the requested facility, and makes scheme preparations.

When the application is approved and the caller service fee received, an ARM
number is assigned. A separate basic fee must be paid for each facility where
ARM service is provided.
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. D920.7.11 Caller Service

Transfer An ARM authorization may not be transferred to another facility.
7.11

Past-Due Caller Fee = Payments for ARM service must be received at least 45 days before the applicable
7.12  semiannual period. Payment of the renewal fee is due at least 45 days before the
last day of the last month of the current period. Payment may be made for the next
semiannual or annual period, as appropriate. If, on notice, the customer does not
pay the fee by the 30th day before the end of the current payment period, the
barcode sortation scheme is revised to remove the separation for the caller. Once
that change is made, the caller must reapply to obtain further ARM service.

Refund A refund is made only for future prepaid periods if a caller discontinues ARM
7.183  service. No refund is made for the remaining part of the current fee period.
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Other Delivery Services
General Delivery and Firm Holdout

D930 describes the intent of general delivery and how to obtain and use a firm
holdout.

GENERAL DELIVERY

General delivery is intended primarily as a temporary means of delivery:
a. For transients and customers not permanently located.
b. For customers who want post office box service when boxes are unavailable.

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

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

b. To a customer whose mail volume or service level (e.g., mail accumulation)
cannot reasonably be accommodated.

A general delivery customer can be required to present suitable identification
before mail is given to the customer.

General delivery mail is held for no more than 30 days, unless a shorter period is
requested by the sender. Subject to 1.2, general delivery mail may be held for
longer periods if requested by the sender or addressee.

FIRM HOLDOUT

Firm holdout s