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

For household mailers who need information about our retail products and services, we offer A Customer’s Guide
to Mailing in English, Spanish, and Chinese. New business mailers can start with An Introduction to Mailing for
Businesses and Organizations. It provides an overview of business mail and walks mailers through the decisions
they will make when designing a mailing. Both publications are updated and available in many post offices and on
our Postal Explorer Web site at pe.usps.com. Postal Explorer also provides helpful search features, mailing tools,
and rate calculators to make mailing easy.

Effective Date
This edition includes all revisions since the last printing on January 8, 2006, and the new prices effective May 14
and July 15, 2007.

Summary of Changes

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

Availability

Public — The public can access the updated DMM in PDF and HTML formats on Postal Explorer at pe.usps.com.
Annual subscriptions for printed copies are available only through the U.S. Government Printing Office,
202-512-1800.

USPS - Postal employees can access the updated DMM in PDF and HTML formats on Postal Explorer at
pe.usps.com or on the Postal Explorer CD-ROM. Offices can order printed copies through the Material
Distribution Center using standard ordering procedures.

How to Use This Book

An introduction is located at the beginning of the book. It explains how information is organized around four basic
concepts — mailing method, shape of mail, class of mail, and topic — and how the DMM is numbered. Also
included is a series of Quick Service Guides, two-page overviews of mail classification and preparation.

Comments

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

Michael K. Plunkett
Vice President (Acting)
Pricing and Classification
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Retail Mail: Physical Standards for Letters, Cards, Flats, and Parcels

101.1.1

101 Physical Standards

Overview 1.0 Physical Standards for Letters
2.0 Physical Standards for Flats
3.0 Physical Standards for Parcels
4.0 Additional Physical Standards for Express Mail
5.0 Additional Physical Standards for Priority Mail
6.0 Additional Physical Standards for First-Class Mail
7.0 Additional Physical Standards for Parcel Post
8.0 Additional Physical Standards for Media Mail
9.0 Additional Physical Standards for Library Mail

1.0 Physical Standards for Letters

1.1 Dimensional Standards for Letters
Letter-size mail is:

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

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

c. Not more than 3.5 ounces.

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

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

Corner Radius Maximum 1/8"

:

-

Graphic at 100%

Place mailpiece against
template to test accuracy
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101.1.2

22

1.2

2.0
2.1

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

mailpiece):

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

b. 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 601.11.18, Odd-Shaped ltems in
Paper Envelopes).

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

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

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

Is a self-mailer with a folded edge perpendicular to the address if the piece is
not folded and secured according to 201.3.13.1.

Booklet-type pieces with the bound edge (spine) along the shorter dimension of
the piece or at the top, unless prepared according to 201.3.13.2.

Physical Standards for Flats

General Definition of Flat-Size Mail
[7-15-07] Flat-size mail is:

a.

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

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

Flexible (see 2.3).

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

2.2

2.3

101.2.3

Exhibit 2.1d Maximum Corner Radius for Flat-Size Mailpieces

Corner Radius Maximum 1/8"

:

-

Graphic at 100%

Place mailpiece against
template to test accuracy

e. Uniformly thick (see 2.4).

f.  Unwrapped, sleeved, wrapped, or enveloped.

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

Minimum Flexibility Criteria for Flat-Size Pieces

Flat-size pieces must be flexible. Boxes—with or without hinges, gaps, or breaks
that allow the piece to bend—are not flats. Tight envelopes or wrappers that are
filled with one or more boxes are not flats. Test flats as follows:

a. Allflats (see Exhibit 2.3a):

1.

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

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

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

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

Test the piece according to 2.3b or 2.3c below if it can bend at least 1 inch
vertically without being damaged and it contains a rigid insert.
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101.2.3

Exhibit 2.3a Flexibility Test—All Flats
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FLEX TEST
Length runs
parallel to surface

Flats 10 inches or longer that pass the test in 2.3a and contain a rigid insert
(see Exhibit 2.3b):

1. Place the piece with the length perpendicular to the edge of a flat surface
and extend the piece 5 inches off the surface.

b.

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

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

101.2.3

Exhibit 2.3b Flexibility Test—Flats 10 Inches or Longer

For flats, length is
the longest dimension

JOHN BROWN

1234 MAIN ST.

ANYTOWN, US 987,
65,4321

: 't 2" minimum
FLEX TEST 7 | flexibilty

required
Flats 10" or longer B iesssssssssssssssssans g
that contain a rigid insert;
perpendicular to surface

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

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

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

3. Turn the piece around and repeat steps 1 and 2. The piece is flexible if
both ends can bend at least 1 inch vertically without being damaged.
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Exhibit 2.3c Flexibility Test—Flats Less Than 10 Inches Long

For flats, length is
the longest dimension

JDRESS

'OHN BROWN
234 MAIN ST.
NYTOWN, US 98765.4321

‘ """"""""""" 1" minimum
FLEX TEST e e ammsssssssssmmmmnns flexibility required
Flats less than 10" that

contain a rigid insert;

perpendicular to surface

2.4 Uniform Thickness
Flat-size mailpieces must be uniformly thick so that any bumps, protrusions, or
other irregularities do not cause more than 1/4-inch variance in thickness. Exclude
the outside edges of a mailpiece (1 inch from the edge) when determining variance
in thickness. Mailers must secure nonpaper contents to prevent shifting of more
than 2 inches within the mailpiece.

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

3.0 Physical Standards for Parcels

3.1 Maximum Weight and Size
No mailpiece may weigh more than 70 pounds. Lower weight limits apply to
First-Class Mail, Standard Mail, and Bound Printed Matter. Pieces may not measure
more than 108 inches in length and girth combined, except Parcel Post, which may
not measure more than 130 inches in length and girth combined. For parcels, length
is the distance of the longest dimension and girth is the distance around the thickest
part. Lower size or weight standards apply to mail addressed to some APOs and
FPOs subject to 703.2.0 and 703.4.0 and for Department of State mail, subject to
703.3.0.
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3.3

101.3.3

Two or More Packages

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

Machinable Parcels
A machinable parcel is any piece that is (see Exhibit 3.3):

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

b.  Not more than 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.

Exhibit 3.3 Machinable Parcel Dimensions

34"

Maximum weight = 35 pounds
Books and printed matter may
not weigh more than 25 pounds.

Minimum weight = 6 oz.
(for details, see machinable parcel
criteria in 401.1.5.1)
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3.4 Soft Goods and Enveloped Printed Matter
Soft goods wrapped in paper or plastic bags and enveloped printed matter are
machinable only if all packaging standards in 601.2.0 are met.

3.5 Irregular Parcels
An irregular parcel is a parcel not meeting the dimensional criteria in 3.3, Machinable
Parcels. This processing category also includes parcels that cannot be processed
by Bulk Mail Center parcel sorters, including rolls and tubes up to 26 inches long;
merchandise samples that are not individually addressed and are not letter-size or
flat-size; unwrapped, paper-wrapped, or sleeve-wrapped articles that are not
letter-size or flat-size; and articles enclosed in envelopes that are not letter-size,
flat-size, or machinable parcels.

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

4.0 Additional Physical Standards for Express Mail

4.1 Physical Standards of Mailpieces
Each piece of Express Mail may not weigh more than 70 pounds. The combined
length and girth of a piece (the length of its longest side plus the distance around its
thickest part) may not exceed 108 inches. Lower size or weight standards apply to
Express Mail addressed to certain APOs and FPOs.

4.2 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.

4.3 Two or More Packages
With the exception of USPS-produced Express Mail flat-rate envelopes, two or
more packages may be mailed as a single parcel if they are about the same size or
shape, are securely wrapped or fastened together, and do not exceed the weight or
size limits.
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5.0
5.1

5.2

5.3

6.0
6.1

6.2

6.3

101.6.3.2

Additional Physical Standards for Priority Mail

Physical Standards of Mailpieces

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

Two or More Packages

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

Balloon Rate

ltems weighing less than 20 pounds but measuring more than 84 inches in
combined length and girth are charged the rate for a 20-pound parcel for the zone
to which it is addressed.

Additional Physical Standards for First-Class Mail

Maximum Weight and Size

Matter at First-Class Mail rates cannot exceed 13 ounces. First-Class Mail weighing
more than 13 ounces is Priority Mail (123, Rates and Eligibility). The combined length
and girth of a piece (the length of its longest side plus the distance around its
thickest part) may not exceed 108 inches. Lower size or weight standards apply to
mail claimed at certain rates or addressed to some APOs and FPOs subject to
703.2.0 and 703.4.0 and for Department of State mail subject to 703.3.0.

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

Cards Claimed at Card Rates

6.3.1 Card Rate

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

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

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

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

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

6.3.4 Paper or Card Stock

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

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

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

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

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

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

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

c. An encumbrance to postal processing.

6.3.7 Tearing Guides

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

6.3.8 Address Side of Cards

The address side of a card is the side bearing the delivery address and postage.
The address side may be formatted to contain a message area. Cards that do not
contain a message area on the address side are subject to the applicable standards
for the rate claimed. For the purposes of 6.3, miscellaneous graphics or printing,
such as symbols, logos, or characters, that appear on the address side of cards not
containing a message area are generally acceptable provided the items are not
intended to convey a message.
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6.5

101.6.5

6.3.9 Special Rules for Single-Piece Rate Cards

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

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

c. Be prepared under 235.5.2, Machinable Preparation.

6.3.10 Double Cards

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

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

b. A double card must be folded before mailing and prepared so that the address
on the reply half is on the inside when the double card is originally mailed. The
address side of the reply half may be prepared as business reply 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.

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

Nonmachinable Pieces

6.4.1 Nonmachinable Letters

Letter-rate pieces (except card-rate pieces) that meet one or more of the
nonmachinable characteristics in 1.2 are subject to the nonmachinable surcharge
(see 133.1.10).

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

Two or More Packages

Two or more packages may be mailed as a single parcel, if they are about the same
size or shape or if they are parts of one article, if they are securely wrapped or
fastened together, and if they do not together exceed the weight or size limits.
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7.0
7.1

7.2

Additional Physical Standards for Parcel Post

Dimension and Weight Standards
These standards apply to Parcel Post:

a.

b.

No piece may weigh more than 70 pounds.

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.

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

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.

Lower size or weight standards apply to mail addressed to some APOs and
FPOs subject to 703.2.0 and 7083.4.0 and for Department of State mail, subject
to 708.3.0.

Nonmachinable Parcel Post Standards

Mailpieces described in this section that are mailed at the Inter-BMC/ASF

Parcel Post or Intra-BMC/ASF Parcel Post rates are subject to the applicable
nonmachinable surcharge in 153.1.0, Parcel Post Rates and Fees, unless the
applicable special handling fee is paid. An oversized parcel as described in 7.1b is
not subject to the nonmachinable surcharge. Mailpieces are nonmachinable if they
meet any of the following criteria:

a.
b.

o

A parcel more than 34 inches long, 17 inches wide, or 17 inches high.
A parcel less than 6 inches long, 1/4 inch thick, or 3 inches high.
A parcel that weighs less than 6 ounces or more than 35 pounds.

A parcel containing more than 24 ounces of liquid in glass containers, or
1 gallon or more of liquid in metal or plastic containers.

An insecurely wrapped or metal-banded parcel.
A can, roll, or tube, or wooden or metal box.
Books, printed matter, or business forms weighing more than 25 pounds.

A high-density parcel weighing more than 15 pounds and exerting more than
60 pounds per-square-foot pressure on its smallest side.

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
3.3 through 3.5 in Physical Standards for Parcels 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.
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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.

8.0 Additional Physical Standards for Media Malil

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

a. No piece may weigh more than 70 pounds.

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

c. Two or more packages may be mailed as a single parcel, if they are about the
same size or shape 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.

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

9.0 Additional Physical Standards for Library Mail

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

a. No piece may weigh more than 70 pounds.

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

c. Two or more packages may be mailed as a single parcel, if they are about the
same size or shape 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.

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

1.0
1.1

1.2

1.3

2.0
2.1

102.2.1

Elements on the Face of a Mailpiece

1.0 All Mailpieces

2.0 Address Placement for Letters

3.0 Placement and Content of Mail Markings
4.0 Endorsement Placement

All Mailpieces

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

Delivery and Return Address

The delivery address specifies the location to which the USPS is to deliver a
mailpiece. The piece must have the address of the intended recipient, visible and
legible, only on the side of the piece bearing postage. (See 2.0 for address
placement; see 602 for additional information regarding addressing.)

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

Address Placement for Letters

Delivery Address Placement

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

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

o

Top: 2-3/4 inches from the bottom edge of the piece.
d. Bottom: 5/8 inch from the bottom edge of the piece.
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2.2

3.0
3.1

Exhibit 2.1 OCR Read Area

Postage area «———

| |

| |

| |

1 i

”1 Mr. and Mrs. John A Sample .

Ve 99 Oak St 172"

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

|

| J

,,,,,,,,,,, R REREEE L

5/8"
i

Optical Character Reader (OCR)
read area

Address Placement Causing Mail to be Nonmailable or Nonmachinable
The location of the delivery address on a letter-size mailpiece determines which
dimensions are the length and height of the piece. Consequently, the placement of
the address may render a piece nonmailable or nonmachinable.

Placement and Content of Mail Markings

Placement of Priority Mail Marking

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

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

b. The service banner should appear directly below the postage payment area
and the service icon, and it should extend across the shipping label. When the
service banner is used, the text “USPS PRIORITY MAIL” must be printed in
minimum 20-point bold sans serif typeface, uppercase letters, centered within
the banner, and bordered above and below by minimum 1-point separator
lines. There must be a 1/16-inch clearance above and below the text.
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Exhibit 3.1 Priority Mail Service Indicator

US POSTAGE PAID
WASHINGTON DC
PERMIT NO. 123

USPS PRIORITY MAIL®

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

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

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

b. The service banner must appear directly below the postage payment area and
the service icon, and it must extend across the shipping label. If the service
banner is used, the appropriate subclass marking (e.g., “PARCEL POST,”
“MEDIA MAIL”) must be preceded by the text “USPS” and must be printed in
minimum 20-point bold sans serif typeface, uppercase letters, centered within
the banner, and bordered above and below by minimum 1-point separator
lines. There must be a 1/16-inch clearance above and below the text.
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4.0
4.1

4.2

4.3

Exhibit 3.3 Package Services Indicator Examples

US POSTAGE PAID
WASHINGTON DC
PERMIT NO. 123

USPS PARCEL POST

US POSTAGE PAID
WASHINGTON DC
PERMIT NO. 123

USPS MEDIA MAIL

Endorsement Placement

Endorsements for Delivery Instructions and Ancillary Services

The mailer must place the correct endorsement on each mailpiece to provide
delivery instructions (retention period under 507.3.4.4, Holding Mail, or carrier
release under 508.1.2, Carrier Release for Uninsured Parcels) or to request an
ancillary service (forwarding, return, or address correction under 507.1.1 and
507.1.8 in Treatment of Mail), subject to the corresponding standards for use and
availability.

Return Address

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

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

a. The carrier release endorsement must be placed directly below the return
address. If any other endorsement is used, the carrier release endorsement
must be separated by the equivalent of one blank line of the type size used.

b. A retention period specified by the mailer must be placed directly above the
return address.
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Any ancillary service endorsement (e.g., Address Service Requested,
Forwarding Service Requested, Return Service Requested, Change Service
Requested) must be placed in one of these four positions:

1. Directly below the return address.

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

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

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

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

a.

b.

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

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

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

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

1.0
1.1

1.2

13

113.1.3

Rates and Eligibility

1.0 Express Mail Rates and Fees

2.0 Basic Eligibility Standards for Express Mall
3.0 Content Standards for Express Mail

4.0 Service Features of Express Mail

Express Mail Rates and Fees

Rates Charged Per Piece

Express Mail postage is charged for each addressed piece according to its weight
and the service option chosen by the mailer. For shipments presented in Express
Mail pouches under an Express Mail Custom Designed Service agreement, each
pouch is considered an addressed piece.

Express Mail Rate Application

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

Express Mail Rates—All Service Features
See Exhibit 1.3, Express Mail Rates—Same Day Airport Service Suspended.
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Exhibit 1.3 Express Mail Rates—Same Day Airport Service Suspended

Service' Service'

Weight Next Day & Next Day & Weight Next Day & Next Day &
Not Over Custom Second Day  Second Day Not Over Custom Second Day  Second Day
(pounds) | Designed POtoPO PO to Addressee (pounds) | Designed PO to PO PO to Addressee

1/22 $14.15 $13.85 $16.25 40 $107.65 $107.35 $109.75
1 17.40 17.10 19.50 41 109.80 109.50 111.90
2 19.30 19.00 21.40 42 111.95 111.65 114.05
3 22.40 22.10 24.50 43 114.10 113.80 116.20
4 25.50 25.20 27.60 44 116.25 115.95 118.35
5 28.60 28.30 30.70 45 118.40 118.10 120.50
6 31.70 31.40 33.80 46 120.55 120.25 122.65
7 34.80 34.50 36.90 47 122.70 122.40 124.80
8 37.90 37.60 40.00 48 124.85 124.55 126.95
9 41.00 40.70 43.10 49 127.00 126.70 129.10

10 43.15 42.85 45.25 50 129.15 128.85 131.25
11 45.30 45.00 47.40 51 131.30 131.00 133.40
12 47.45 4715 49.55 52 133.45 133.15 135.55
13 49.60 49.30 51.70 53 135.60 135.30 137.70
14 51.75 51.45 53.85 54 137.75 137.45 139.85
15 53.90 53.60 56.00 55 139.90 139.60 142.00
16 56.05 55.75 58.15 56 142.05 141.75 14415
17 58.20 57.90 60.30 57 144.20 143.90 146.30
18 60.35 60.05 62.45 58 146.35 146.05 148.45
19 62.50 62.20 64.60 59 148.50 148.20 150.60

20 64.65 64.35 66.75 60 150.65 150.35 152.75

21 66.80 66.50 68.90 61 162.80 1562.50 154.90

22 68.95 68.65 71.05 62 154.95 154.65 157.05

23 71.10 70.80 73.20 63 157.10 156.80 159.20

24 73.25 72.95 75.35 64 159.25 158.95 161.35

25 75.40 75.10 77.50 65 161.40 161.10 163.50

26 77.55 77.25 79.65 66 163.55 163.25 165.65

27 79.70 79.40 81.80 67 165.70 165.40 167.80

28 81.85 81.55 83.95 68 167.85 167.55 169.95

29 84.00 83.70 86.10 69 170.00 169.70 172.10

30 86.15 85.85 88.25 70 172.15 171.85 174.25

31 88.30 88.00 90.40 1. Same Day Airport service is currently suspended.

32 90.45 90.15 92.55 2. The 1/2-pound rate is charged for matter sent in an Express

33 92.60 92.30 94.70 Mail flat-rate envelope provided by the USPS, regardless of

34 94.75 94.45 96.85 weight.

35 96.90 96.60 99.00

36 99.05 98.75 101.15

37 101.20 100.90 103.30

38 103.35 103.05 105.45

39 105.50 105.20 107.60
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Flat-Rate Envelope

Material mailed in the special flat-rate envelope available from the USPS is subject to
the postage rate for a 1/2-pound piece at the service level requested by the
customer, regardless of the actual weight of the piece.

Pickup on Demand

1.5.1 Pickup on Demand Fee
Per occurrence: $14.25.
May be combined with Priority Mail and Package Services pickups (see 507.5.0).

1.5.2 Pickup on Demand Service
The Pickup on Demand fee is charged every time pickup service is provided,
regardless of the number of pieces picked up, as described in 507.5.0.

Delivery Stop

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

1.6.2 Fee for Delivery Stops
Custom Designed Service only, each: $14.25.

Computing Postage —Express Mail

Determine single-piece weight and weight (postage) increment for each addressed
piece. For Express Mail, affix postage to each piece under 114.1.2, Affixing
Postage— Single-Piece Rate Mailings, or pay the postage through a corporate
account or, for Express Mail Manifesting items (705.2.6), pay postage through a
corporate account.

Basic Eligibility Standards for Express Malil

Definition of Express Mail

Express Mail is an expedited postal service available in five basic domestic service
offerings: Same Day Airport Service (Suspended), Custom Designed Service, Next
Day Service, Second Day Service, and Military Service, for shipping any mailable
matter, subject to the standards below. Global Express Mail is available between the
United States and most foreign countries (see the International Mail Manual).

Matter Closed Against Postal Inspection

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

Domestic Mail Manual ® Updated 7-15-07 45



I@ Retail Mail: Express Mail Rates and Eligibility

113.3.1

46

3.0
3.1

3.2

4.0
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4.2

Content Standards for Express Mail

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

Matter Required to be Mailed as First-Class Mail

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

Service Features of Express Mall

General
The service features are as follows:

a.

Customers may access delivery information on the Internet by visiting
www.usps.com or calling 1-800-222-1811 toll-free and providing the article
number. A delivery record, including the recipient’s signature, will be faxed or
mailed upon request.

When a waiver of signature is authorized by the customer, the delivery
employee signs upon delivery if the addressee or addressee’s agent is not
available. The item must be left in a secure location. Customers who waive the
signature requirement will be provided only the delivery date and will not receive
an image of the signature when accessing the delivery record on the Internet or
when calling the toll-free number. Restrictions for waiver of signature are
defined in 503.1.1.6, Insurance and Indemnity, and 503.1.1.7, Additional
Insurance.

Express Mail Next Day Service

4.2.1 Where Available

Express Mail Next Day Service is available at designated USPS facilities, designated
Express Mail collection boxes, or through Pickup on Demand service, for overnight
service to designated destination 3-digit ZIP Code delivery areas, facilities, or
locations.

4.2.2 Where Not Available

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

4.2.3 Acceptance Times

Express Mail Next Day Service mail must be presented by the times authorized by
the postmaster. Express Mail Next Day Service items mailed after the time
authorized by the postmaster are accepted for delivery on the second day after
mailing, subject to the standards for this service, unless the item was:

a.

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

4.2.4 Post Office to Post Office

Under Post Office to Post Office Service, items presented under 4.2.1, Where
Available, are available for claim by the addressee at the destination facility by
10 a.m. of the next day the destination office is open for retail business.

4.2,5 Post Office to Addressee

Under Post Office to Addressee Service, items presented under 4.2.1 are delivered
to an addressee within the designated delivery area of the destination facility by
noon or 3 p.m. of the next day. If delivery is not made, the addressee is notified and
a second delivery attempted.

4.2.6 Express Mail Next Day Service Refunds

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 114.3.1, Postage Not Refunded.

Express Mail Second Day Service

4.3.1 Availability
Express Mail Second Day Service is available to any 3-digit or 5-digit ZIP Code
destination not listed in the Next Day Service directory mentioned in 4.2.2.

4.3.2 Acceptance
Express Mail Second Day Service is accepted at designated USPS facilities, at
Express Mail collection boxes, and through Pickup on Demand service.

4.3.3 Acceptance Times

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

a. Delayed by strike or work stoppage.

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

4.3.4 Post Office to Post Office

Under Post Office to Post Office Service, items presented under 4.3.3 are available
for claim by the addressee at the destination facility by 10 a.m. of the second day
that the destination office is open for retail business.

4.3.5 Post Office to Addressee

Under Post Office to Addressee Service, items presented under 4.3.3 are delivered
to an addressee within the designated delivery area of the destination facility by
noon or 3 p.m. of the second day. If delivery is not made, the addressee is notified
and a second delivery attempted.
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4.4

4.5

4.3.6 Express Mail Second Day Service Refunds

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 114.3.1, Postage Not Refunded.

Express Mail Same Day Airport Service (Suspended)

4.4.1 Availability
This service is not currently available.

4.4.2 Express Mail Same Day Airport Service Refunds

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 114.3.1,
Postage Not Refunded.

Express Mail Custom Designed Service

4.5.1 Availability
Express Mail Custom Designed Service is available to and from any location in the
United States.

4.5.2 Scheduled Basis

Express Mail Custom Designed Service is available only on a scheduled basis
between designated USPS facilities or other designated locations for mailable
matter presented under the service agreement between the USPS and the mailer.

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

4.5.4 Required Service Agreement

A service agreement is required before mailings may be made under Express Mail
Custom Designed Service. An Express Mail Manifesting agreement is required for all
manifested Express Mail items accepted under 705.2.6, Express Mail Manifesting
Agreements.

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

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

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

c. Times of day for presenting at origin and for claim or delivery at destination.

4.5.6 Service Commencement
Service provided under a service agreement must begin not more than 10 days
after the signed service agreement is presented to the USPS.
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4.5.7 Changes in Destination Address (changes)
At least 30 days’ advance notice is required to change the Express Mail destination
address for origin caller service mail (accelerated reply mail).

4.5.8 Termination by USPS

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

4.5.9 Termination by Mailer
A service agreement may be terminated by the mailer for any reason by notice to the
USPS.

4.5.10 Express Mail Custom Designed Service Refunds

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 114.3.1, Postage Not Refunded.

Express Mail Military Service (EMMS)

4.6.1 Express Mail Military Service Objectives

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.
ltems presented after the published cut-off time are delivered the third day after
acceptance. For EMMS, the USPS refunds postage for an item not available for
customer pickup at the APO/FPO 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
APO/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 114.3.1,
Postage Not Refunded.

4.6.2 Availability

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

Drop Shipment

Express Mail Custom Designed Service, Express Mail Next Day Service, and
Express Mail Second Day Service may be used to expedite movement of any other
class of mail from one domestic USPS facility to another by Express Mail drop
shipment, subject to the corresponding standards. For more information, see
705.16.0.
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114.2.3

Postage Payment Methods

1.0 Postage Payment Methods for Express Malil
2.0 Corporate Accounts
3.0 Postage Refunds

Postage Payment Methods for Express Mall

Payment Method

A mailer of Express Mail items may pay postage with adhesive stamps (see
604.1.0), with meter stamps (see 604.4.0), or through an Express Mail corporate
account (see 2.0). Federal agency and USPS official Express Mail may use the
appropriate indicia, subject to 703.7.0, Official Mail (Penalty). The mailer is
responsible for proper payment of postage. Customers wishing to manifest Express
Mail items may request authorization to use an Express Mail Manifesting System
according to the procedures in 705.2.6.

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

Prepaid Reply Postage

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

Corporate Accounts

Availability

A corporate account is available to any mailer, subject to 2.3 through 2.6 in
Corporate Accounts and the terms on Form 5639. The address provided by the
mailer on Form 5639 must be valid as a condition of an account being opened.

Account

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

Postage Liability

The mailer must pay all postage and fees resulting from shipments presented
bearing the assigned account number while the account is active and up to 30 days
after the account is closed. After that, any shipment bearing the account number is
refused and returned to the mailer.
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Minimum Balance
For opening and maintaining an account, the mailer may do any of the following:

a. Participate in the Centralized Account Processing System (CAPS), which
requires no initial deposit and no maintenance of a minimum balance.

b. Use a personal or business credit card, which requires no initial deposit and no
maintenance of a minimum balance.

c. Make an initial deposit with cash or by check of $250, or the total postage and
fees expected during the first 4 weeks of account usage, whichever is higher.
After that, the minimum balance in the account must equal an average week’s
postage and fees, or $100, whichever is higher.

USPS Report

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

Closing Account

The USPS may close an account with 10 days’ written advance notice to the
account holder if the ending balance on the mailing activity statement is below the
minimum balance required for two consecutive months. The USPS may also close
an account with 10 days’ written advance notice if the account remains inactive for
three consecutive months, unless circumstances warrant otherwise (e.g., a
seasonal mailer, positive balance, etc.). The USPS reserves the right to refer closed
corporate accounts with negative balances to a collection agency.

Postage Refunds

Postage Not Refunded

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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Mail Preparation

1.0 Packaging Supplies Provided by USPS

2.0 Express Mail Next Day and Second Day

3.0 Express Mail Custom Designed Service

4.0 Express Mail Same Day Airport Service (Suspended)
5.0 Firm Mailing Book

Packaging Supplies Provided by USPS

Express Mail Packaging

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

Express Mail Next Day and Second Day

Mailing Label

For each Express Mail item, the mailer must complete a mailing label —either Label
11-A or Label 11-E (for Post Office to Post Office Service) or Label 11-B or Label
11-F (for Post Office to Addressee Service). Mailers authorized to present Next Day
or Second Day Express Mail items using an Express Mail Manifesting System are
required to follow label preparation procedures in Publication 97, Express Mail
Manifesting Technical Guide.

Waiver of Signature

A mailer sending an Express Mail item may instruct the USPS to deliver an Express
Mail Next Day Service or Express Mail Second Day Service item without obtaining
the signature of the addressee or the addressee’s agent, if not available, by signing a
waiver on Label 11-B or Label 11-F. Completion of the waiver authorizes the delivery
employee to sign for the delivery of the item. The item must be left in a secure
location. Customers who waive the signature requirement will be provided only the
delivery date and not an image of the signature when accessing delivery information
on the Internet or when calling the toll-free number.

ZIP Code Determination

For Express Mail Next Day Service, the mailer must determine whether the item is
destined to a 3-digit ZIP Code area to which Express Mail Next Day Service is
offered from the point of origin. If the destination is not listed, the mailer must use
Express Mail Second Day Service.
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Express Mail Custom Designed Service

Forms

The mailer must complete Form 5625 and, when appropriate, Form 3877. The
completed form is placed in an EP-13 envelope that is affixed to the Express Mail
pouch.

Waiver of Signature
Waiver of signature is not available for Express Mail Custom Designed Service.

Pouches
Except under 3.2, Waiver of Signature and 116, Deposit, all Express Mail Custom
Designed Service items must be presented in sealed Express Mail pouches.

Express Mail Same Day Airport Service (Suspended)

Security Measures

Because of aviation security and the dispatch of hazardous materials, the USPS
may impose additional procedures for accepting an item for Express Mail Same Day
Airport Service. USPS employees are not permitted to tell the mailer about the
routing or the departure or arrival times of an Express Mail Same Day Airport Service
item.

Mailing Label
The mailer must complete a mailing label (Label 11-C) for each item.

Outside Piece

An item that does not fit into an Express Mail pouch or that must be mailed as an
outside piece may be accepted if documentation for the item is securely attached
and the piece is identified as Express Mail with Label 63.

Tag 2705

Each Express Mail Same Day Airport Service pouch or outside item (i.e., a piece
that cannot fit into a mailing container) must have Tag 2705 attached to the pouch
closure staple under the hasp. On outside items, the tag must be fastened near the
attached Label 63.

Firm Mailing Book

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

a. The mailer must prepare Express Mail Custom Designed Service and Express
Mail Next Day Service or Second Day Service items as described above.

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

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

Domestic Mail Manual ® Updated 7-15-07



Retail Mail: Express Mail Preparation

115.5.1

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

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

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

1.0 Express Mail Next Day and Second Day Services
2.0 Express Mail Same Day Airport Service (Suspended)
3.0 Express Mail Custom Designed Service

4.0 Express Malil Military Service

5.0 Pickup on Demand Service

Express Mail Next Day and Second Day Services

Next Day and Second Day Services
Express Mail Next Day and Second Day Service items:

a. If not prepaid, must be deposited at places and times designated by the

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 on Demand service. The “time and date

of mailing” for items deposited in these ways is the time and date the items are

brought to the Express Mail acceptance unit.

c. If manifested, will be accepted at the locations specified in the Express Mail
Manifesting agreement.

Express Mail Same Day Airport Service (Suspended)

Same Day Airport Service

Express Mail Same Day Airport Service items must be presented at a designated
airport mail facility (AMF) retail counter. These items may not be collected, picked
up, or dropped in a collection box.

Express Mail Custom Designed Service

Custom Designed Service
Express Mail Custom Designed Service items must be deposited on a scheduled
basis under the service agreement.

Domestic Mail Manual ® Updated 7-15-07

57



Retail Mail: Express Mail Deposit

116.4.1

4.0
4.1

5.0
5.1

5.2

58

Express Mail Military Service

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

Pickup on Demand Service

Availability
Express Mail Pickup on Demand service is available from designated post offices.

Pickup on Demand Fee
The Pickup on Demand fee is assessed and paid as described in 507.5.0.
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Rates and Eligibility

1.0 Priority Mail Rates and Fees
2.0 Basic Eligibility Standards for Priority Mail
3.0 Content Standards for Priority Mail

Priority Mail Rates and Fees

Application
Priority Mail rates apply to pieces meeting the standards in 123.

Priority Mail Rate Application

Except under 1.3, 1.4, and 1.5, Priority Mail rates are charged per pound; any
fraction of a pound is rounded up to the next whole pound. For example, if a piece
weighs 1.2 pounds, the weight (postage) increment is 2 pounds. The minimum
postage amount per addressed piece is the 1-pound rate. The Priority Mail rate up
to 1 pound is based on weight only; rates for pieces weighing more than 1 pound
are based on weight and zone. Other charges may apply. See Exhibit 1.3, Priority
Mail Rates.

Minimum Rate for Parcels to Zones 1-4

Parcels addressed for delivery to Zones 1-4 (including Local) that weigh less than 20
pounds but measure more than 84 inches (but not more than 108 inches) in
combined length and girth are charged the applicable zone rate for a 20-pound
parcel (balloon rate).
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Zone1:2:34.5 Zone':2:3.4.5
Weight Weight
Not Over | Local, Not Over | Local,
(pounds) | 1&2 3 4 5 6 7 8 (pounds) | 1&2 3 4 5 6 7 8
1 $4.60 $4.60 $4.60 $4.60 $4.60 $4.60 $4.60 45 | $22.45$22.45 $32.20 $37.25 $45.30 $50.55 $66.90
2 460 490 530 6.20 655 7.00 7.50 46 22.85 22.85 32.90 38.00 46.25 51.60 68.35
3 505 570 6.40 825 9.10 9.65 1055 47 23.25 23.25 33.50 38.80 47.30 52.70 69.75
4 570 6.65 7.70 10.20 11.10 12.20 13.45 48 23.65 23.65 34.25 39.60 48.25 53.75 71.25
5 6.30 7.55 890 11.90 12.90 14.35 15.85 49 24.05 24.05 34.90 40.30 49.15 54.85 72.70
6 6.85 8.25 10.00 12.95 13.10 14.75 16.05 50 24.40 24.40 35.55 41.10 50.10 55.90 74.15
7 7.35 8.85 11.00 13.95 14.35 16.40 18.30 51 24.85 24.85 36.20 41.90 51.05 56.95 75.60
8 7.75 9.60 11.95 1490 15.60 18.00 20.55 52 2520 25.20 36.90 42.70 52.10 58.00 77.05
9 8.156 10.25 12,50 1590 16.85 19.60 22.85 53 25.65 25.65 37.50 43.45 53.00 59.10 78.50
10 8.50 10.756 13.10 16.95 18.25 21.30 25.05 54 26.00 26.00 38.15 44.25 53.90 60.10 79.90
11 8.80 11.20 13.65 17.95 19.75 22.90 26.35 55 26.45 26.45 38.90 45.05 54.85 ©61.10 81.35
12 9.15 11.70 1420 18.95 21.30 24.10 27.50 56 26.80 26.80 39.50 45.75 55.90 62.20 82.85
13 9.560 12.20 14.75 20.00 22.85 25.05 28.45 57 27.256 27.25 40.15 46.50 56.80 63.25 84.30
14 9.80 12.70 15.35 20.90 24.10 26.50 29.85 58 27.60 27.60 40.85 47.30 57.75 ©64.30 85.70
15 10.15 13.20 15.90 21.55 24.65 26.75 30.50 59 28.05 28.05 41.50 48.10 58.70 ©65.35 87.20
16 10.35 13.45 16.20 22.00 25.20 27.35 31.25 60 28.40 28.40 42.15 48.90 59.70 66.40 88.65
17 10.50 13.70 16.50 22.55 25.85 28.05 32.10 61 28.85 28.85 42.90 49.65 60.70 67.45 90.10
18 10.70 13.90 16.80 23.00 26.35 28.60 32.85 62 29.20 29.20 43.50 50.45 61.60 68.50 91.50
19 11.10 14.15 17.10 23.55 27.00 29.30 33.70 63 29.65 29.65 44.20 51.25 62.55 ©69.55 92.95
20 11.60 14.35 17.40 23.95 27.50 29.85 34.40 64 30.00 30.00 44.85 52.05 63.50 70.55 94.45
21 12.00 14.55 17.70 24.35 27.95 30.40 35.10 65 30.45 30.45 45.45 52.70 64.50 71.65 95.90
22 12.50 14.80 17.95 24.90 28.60 31.10 35.95 66 30.80 30.80 46.15 53.50 65.40 72.70 97.30
23 12.90 15.00 18.45 25.30 29.10 31.65 36.60 67 31.25 31.25 46.90 54.30 66.35 73.70 98.80
24 13.35 15.20 19.00 25.85 29.70 32.35 37.50 68 31.60 31.60 47.50 55.10 67.30 74.80100.20
25 13.85 15.40 19.65 26.25 30.15 32.85 38.15 69 32.05 32.05 48.15 55.90 68.30 75.85101.65
26 14.25 15.60 20.25 26.80 30.80 33.55 39.35 70 32.45 32.45 48.90 56.65 69.25 76.90103.10
27 14.70 15.80 2085 27.20 31.25 34.05 40.80 . Parcels addressed for delivery to zones 1-4 (including local) that
28 | 1515 16.00 21.40 27.55 31.70 34.55 42.30 weigh less than 20 pounds but measure more than 84 inches in
29 15.60 16.20 22.05 27.90 32.10 35.00 43.70 combined length and girth (but not more than 108 inches) are
30 16.10 16.40 22.65 28.30 32.55 35.50 45.15 charged the applicable rate for a 20-pound parcel (balloon rate).
31 16.50 16.55 23.25 28.65 32.95 35.95 46.65 . Parcels addressed for delivery to zones 5-8 that exceed 1 cubic
30 16.95 16.95 23.85 2900 33.40 36.80 48.10 foqt(1,728 cupic inches) are‘charged based on‘the actual
weight or the dimensional weight (as calculated in 123.1.4),
33 17.40 17.40 24.40 29.35 33.80 37.85 49.50 whichever is greater.
34 17.85 17.85 25.06 30.00 34.80 38.90 50.95 . For keys and ID devices that weigh:
35 18.30 18.30 25.65 30.65 35.75 39.95 52.40 Up to 13 ounces, refer to retail First-Class Mail parcel rates.
36 18.75 18.75 26.25 31.30 36.70 41.05 53.85 More than 13 ounces but not more than 1 pound, $5.30.
a7 1920 19.90 26.95 31.90 37.65 42.10 55.30 More tham pound but not morelthamgpoumdg, $6.00.
. $4.60 is charged for matter sent in a Priority Mail flat-rate
38 19.65 19.65 27.50 32.55 38.70 43.10 56.75 envelope provided by the USPS, regardless of weight or
39 | 20.05 20.05 28.25 33.20 39.65 44.20 58.25 destination.
40 20.45 20.45 28.90 33.85 40.55 45.20 59.65 . $8.95 is charged for material sent in a Priority Mail flat-rate box
41 20.85 20.85 29.50 34.20 41.50 46.25 61.10 provided by the USPS, regardless of weight or destination.
42 21.25 21.25 30.25 34.90 42.40 47.35 62.55
43 21.65 21.65 30.90 35.70 43.45 48.40 ©64.00
44 22.05 22.05 31.50 36.50 44.35 49.50 65.45
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15

123.1.5.2

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

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

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

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

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

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

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

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

b. Multiply the length by the width by the height.
c. Multiply the result by an adjustment factor of 0.785.

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

e. If the dimensional weight exceeds 70 pounds, the parcel pays the 70-pound
rate.

Flat-Rate Boxes and Envelopes

Any amount of material may be mailed in a USPS-produced Priority Mail flat-rate
box or flat-rate envelope. When sealing a flat-rate box or flat-rate envelope, the
container flaps must be able to close within the normal folds. Tape may be applied
to the flaps and seams to reinforce the container, provided the design of the
container is not enlarged by opening the sides and the container is not
reconstructed in any way.

1.5.1 Flat-Rate Boxes—Rate and Eligibility

Each USPS-produced Priority Mail flat-rate box is charged $8.95, regardless of the
actual weight of the piece or its destination. Only USPS-produced flat-rate boxes
are eligible for the flat-rate box rate.

1.5.2 Flat-Rate Envelopes—Rate and Eligibility

Each USPS-produced Priority Mail flat-rate envelope is charged $4.60, regardless of
the actual weight of the piece or its destination. Only USPS-produced flat-rate
envelopes are eligible for the flat-rate envelope rate.
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123.1.6
1.6 Rates for Keys and Identification Devices
WEIGHT NOT OVER (pounds) RATE'
1 pound $5.30
2 pounds? 6.00

1. Rates shown include $0.70 fee.
2. Zone 4 postage charged for all pieces.

1.7 Keys and Identification Devices

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

1.8 Pickup on Demand Fee
Priority Mail only, per occurrence: $14.25. May be combined with Express Mail and
Package Services pickups (see 507.5.0, Pickup on Demand Service).

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

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

2.0 Basic Eligibility Standards for Priority Mail

21 Definition of Priority Mail
Priority Mail is First-Class Mail weighing more than 13 ounces and, at the mailer's
option, any other mailable matter weighing 13 ounces or less. Priority Mail rates are
based on zone and weight. The maximum weight is 70 pounds, except for APO and
FPO mail subject to 703.2.0, Overseas Military Mail, and 703.4.0, Mail Sent by
U.S. Armed Forces, and Department of State mail subject to 703.3.0.

22 Service Objectives
All Priority Mail receives expeditious handling and transportation. The USPS follows
uniform guidelines for distributing and delivering mail but does not guarantee
delivery within the specified time. Local postmasters can provide more information.
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23

3.0
3.1

3.2

123.3.2

Matter Closed Against Postal Inspection

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

Content Standards for Priority Mail

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

Matter Required to be Mailed as First-Class Mail

Mailers have the option to use Express Mail service for mailpieces required to be
mailed as First-Class Mail or Priority Mail. Unless Express Mail is used, Priority Mail
rates are required for a mailpiece that weighs more than 13 ounces when the
mailpiece contains matter that must be mailed as First-Class Mail. Complete
descriptions of matter requiring the use of First-Class Mail are provided in 133.3.0.
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Overview

1.0
1.1

1.2

2.0
2.1

2.2

2.3

124.2.3

Postage Payment Methods

1.0 Postage Payment Methods for Priority Mail
2.0 Postage Paid With Permit Imprint

Postage Payment Methods for Priority Mail

Payment Method
Priority Mail postage may be paid with postage stamps (see 604.1.0), meter stamps
(see 604.4.0), or permit imprint (see 604.5.0).

Affixing Postage —Single-Piece Rate Mailings

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

Postage Paid With Permit Imprint

Advance Deposit Account

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

Minimum Quantity

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

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

1.0
1.1

1.2

2.0
2.1

3.0
3.1

3.2

125.3.2

Mail Preparation

1.0 Preparation for Priority Mail
2.0 Marking for Priority Mail
3.0 Preparation for a Permit Imprint Mailing

Preparation for Priority Mail

Priority Mail Packaging Provided by the USPS

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

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

Marking for Priority Mail

Marking
The marking “Priority” or “Priority Mail” must be placed prominently on the address
side of each piece of single-piece rate Priority Mail.

Preparation for a Permit Imprint Mailing

Preparing a Permit Imprint Mailing

To use a permit imprint, the pieces must be of identical weight and, unless all the
pieces are in a weight category for which the rate does not vary by zone, the pieces
must be separated by zone when presented to the post office.

Payment Method
A permit imprint may be used for mailings of nonidentical-weight pieces only if
authorized by Business Mailer Support at USPS Headquarters.
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Overview

1.0
1.1

1.2

2.0
2.1

126.2.1

Deposit

1.0 Deposit for Priority Mail
2.0 Pickup on Demand Service

Deposit for Priority Malil

Pieces Weighing Less Than 16 Ounces

Priority Mail weighing less than 16 ounces may be deposited into any collection box,
mail chute, or mail receptacle or at any place where mail is accepted if the full
required postage is paid with adhesive stamps. Metered mail must be deposited in
locations under the jurisdiction of the licensing post office, except as permitted
under 604.4.0, Postage Meters and PC Postage Products (“Postage Evidencing
Systems”). Permit imprint mail must be presented at a post office under 604.5.0,
Permit Imprint (Indicia) or 705, Advanced Preparation and Special Postage Payment
Systems.

Pieces Weighing 16 Ounces or More

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.

Pickup on Demand Service

Availability
Priority Mail Pickup on Demand service is available from designated post offices.
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Overview

1.0
1.1

1.2

1.3

133.1.3

Rates and Eligibility

1.0 First-Class Mail Rates and Fees
2.0 Basic Eligibility Standards for First-Class Malll
3.0 Content Standards

First-Class Mail Rates and Fees

First-Class Mail Single-Piece Rate Application
The single-piece rates for First-Class Mail are applied as follows:

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

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

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

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

Rate Computation for First-Class Mail

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

Determining Single-Piece Weight

To determine single-piece weight in any mailing of nonidentical-weight pieces, weigh
each piece individually. To determine single-piece weight in a mailing of
identical-weight pieces, weigh a sample group of at least 10 randomly selected
pieces and divide the total sample weight by the number of pieces in the sample.
Express all single-piece weights in decimal pounds rounded off to four decimal
places.
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133.1.4
14 Rates for Letters and Cards
Weight
Not Over
(ounces) Single-Piece’
1 $0.41
2 0.58
0.75
3.52 0.92
Card Rate® 0.26

1. Letter-rate pieces that meet one or more of the nonmachinable
characteristics in DMM 101.1.2 are subject to the
nonmachinable surcharge (see 133.1.10).

2. For weights over 3.5 ounces, see flat-size rates.

3. The card rate applies to each single or double postcard when
originally mailed; reply half of double postcard must be designed
for reply mail purposes only.

1.5 Rates for Flats
Weight
Not Over
(ounces)’ Single-Piece

1 $0.80

2 0.97

3 1.14

4 1.31

5 1.48

6 1.65

7 1.82

8 1.99

9 2.16

10 2.33

11 2.50

12 2.67

13 2.84

1. Flat-size pieces with certain characteristics (see 101.2.0) are
subject to parcel rates.
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1.6

1.7

133.1.7

Rates for Parcels

Weight
Not Over

(ounces)’ Single-Piece

$1.13
1.30
1.47
1.64
1.81
1.98
2.15
2.32
2.49
2.66
2.83
3.00
13 3.17

© 00 N O 0o~ WOWN =

- g
N = O

1. For keys and ID devices, add $0.70. If more than 13 ounces, see
retall Priority Mall rates.

Keys and ldentification Devices

Keys and identification devices (such as identification cards and uncovered
identification tags) that weigh 13 ounces or less are returned at the applicable
single-piece First-Class Mail parcel rate plus the fee. Keys and identification devices
that weigh more than 13 ounces but not more than 1 pound are returned at the
1-pound Priority Mail rate plus the fee. Keys and identification devices weighing
more than 1 pound but not more than 2 pounds are mailed at the 2-pound Priority
Mail rate for zone 4 plus the fee. The key or identification device must bear, contain,
or have securely attached the name and complete address of a person,
organization, or concern, with instructions to return the key or identification device
to that address and a statement guaranteeing payment of postage due on delivery.
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133.1.8

1.8 Rates for Keys and Identification Devices

WEIGHT NOT OVER (ounces) RATE!

e

$1.83
2.00
217
2.34
2.51
2.68
2.86
3.02

© 00 N O O »~ ww N

3.19

-
o

3.36
11 3.53
12 3.70
13 3.87
1 pound 5.30
2 pounds 6.00

1. Rates shown include $0.70 fee.

1.9 Nonmachinable Surcharge
Surcharge per piece at single-piece rate: $0.17.

1.10 Applicability of Nonmachinable Surcharge
The nonmachinable surcharge applies to letter-rate pieces that meet one or more of
the nonmachinable characteristics in 101.1.2. Pieces mailed at the card rate are not
subject to the nonmachinable surcharge.

1.11 Computing Postage —First-Class Mail
Determine single-piece weight and weight (postage) increment for each addressed
piece as prescribed in 1.2, Rate Computation for First-Class Mail, and 1.7, Keys
and Identification Devices. For First-Class Mail, affix postage to each piece under
134.1.2, Affixing Postage— Single-Piece Rate Mailings, or, for permit imprint
mailings, multiply the number of addressed pieces at each rate increment by the
corresponding postage rate.

2.0 Basic Eligibility Standards for First-Class Mail
2.1 Description of Service

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

2.1.2 Rate Options
First-Class Mail offers shape-based single-piece rates in 1.0.
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2.2

3.0
3.1

3.2

3.3

133.3.3

Defining Characteristics

2.2.1 Inspection of Contents

First-Class Mail is closed against postal inspection. Federal law and USPS
regulations restrict both opening and reviewing the contents of First-Class Mail by
anyone other than the addressee.

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

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

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

2.2.5 Additional Extra Services

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

Content Standards

General Eligibility

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

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

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

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

Personal Information
Mail containing personal information must be mailed as First-Class Mail (or Express
Mail). Personal information is any information specific to the addressee.
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133.3.4

80

3.4

3.5

3.6

3.7

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

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

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

Prohibited Air Transportation

All First Class Mail is subject to limitations for air transportation. Generally, all
mailable matter may be transported by aircraft, unless restricted in 601.10.0,
Hazardous Materials.
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1.2

1.3

14

1.5

134.1.5

Postage Payment Methods

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

Postage Payment Methods for First-Class Mail

Payment Method

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

Affixing Postage —Single-Piece Rate Mailings

In a postage-affixed single-piece First-Class Mail mailing, the mailer must affix to
each piece a value in adhesive stamps or meter stamps equal to at least the
postage required (including any surcharges). A mailer also may use precanceled
stamps on single-piece First-Class Mail under 604.3.5, Stamp Collectors.

More Than One Mailer

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

More Than One Letter

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

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

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

Agent

Any agent of a licensing authority may forward completed applications in one
envelope to an office of the licensing authority and pay postage at the
First-Class Mail rate on the weight of the piece.
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2.0
2.1

2.2

2.3

Postage Paid With Permit Imprint

Advance Deposit Account

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

Minimum Quantity

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

Postage Statement

A complete postage statement must accompany each mailing paid with a permit
imprint.
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Overview

1.0
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135.1.1

Mail Preparation

1.0 Preparation for First-Class Mail

Preparation for First-Class Malil

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

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

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

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

1.0 Deposit for First-Class Mail

Deposit for First-Class Mail

Single-Piece and Card Rate Mailings

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

153

Overview

1.0
1.1

153.1.1

Rates and Eligibility

1.0 Parcel Post Rates and Fees

2.0 Basic Eligibility Standards for Parcel Post
3.0 Content Standards

4.0 Attachments and Enclosures

Parcel Post Rates and Fees

Rate Eligibility

There are two Parcel Post retail rate categories: Intra-BMC and Inter-BMC.
Intra-BMC and Inter-BMC Parcel Post rates are calculated based on the zone to
which the parcel is addressed and the weight of the parcel. Requirements for Parcel
Post rates and discounts are as follows:

a.

Intra-BMC rates apply to all Parcel Post that originates and destinates in the
service area of the same BMC or ASF. Intra-BMC rates also apply to Parcel
Post that originates and destinates in the same state for Alaska and Hawaii and
in the same territory for Puerto Rico. See Exhibit 1.1, BMC/ASF Service Areas.
Nonmachinable pieces (101.3.3, Machinable Parcels, and 101.7.2,
Nonmachinable Parcel Post Standards) mailed at Intra-BMC rates are subject
to a nonmachinable surcharge in addition to postage.

Inter-BMC rates apply to all Parcel Post that originates in the service area of a
BMC or ASF or in Alaska, Hawaii, or Puerto Rico and destinates outside that
area, state, or territory. Nonmachinable pieces (101.3.3, Machinable Parcels,
and 101.7.2, Nonmachinable Parcel Post Standards) mailed at Inter-BMC rates
are subject to a nonmachinable surcharge in addition to postage.

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

Parcels that weigh less than 20 pounds but measure more than 84 inches (but
not more than 108 inches) in combined length and girth are charged the
applicable rate for a 20-pound parcel (balloon rate).
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Exhibit 1.1 BMC/ASF Service Areas

SERVICE AREA ZIP CODE AREAS SERVED

BMC

New Jersey 005, 068-079, 085-098, 100-119, 124-127

Springfield 010-067, 120-123, 128, 129

Philadelphia 080-084, 137-139, 169-199

Pittsburgh 150-168, 260-266, 439-447

Washington 200-212, 214-239, 244, 254, 267, 268

Greensboro 240-243, 245-249, 270-297, 376

Cincinnati 250-253, 255-259, 400-418, 421, 422, 425-427, 430-4383, 437, 438,
448-462, 469-474

Atlanta 298, 300-312, 317-319, 350-352, 354-368, 373, 374, 377-379, 398,
399.

Jacksonville 299, 313-316, 320-342, 344, 346, 347, 349.

Memphis 369-372, 375, 380-397, 700, 701, 703-705, 707, 708, 713, 714, 7186,
717, 719-729

St. Louis 420, 423, 424, 475-479, 614-620, 622-631, 633-639

Detroit 434-436, 465-468, 480-497

Chicago 463, 464, 530-532, 534, 535, 537-539, 600-611, 613

Minneapolis/St. Paul

Des Moines
Kansas City
Denver
Dallas
Seattle

Los Angeles

San Francisco

498, 499, 540-551, 553-564, 566

500-516, 520-528, 612, 680, 681, 683-689

640, 641, 644-658, 660-662, 664-679, 739
690-693, 800-816, 820, 822-831, 856, 857

706, 710-712, 718, 738, 747, 750-799, 880, 885
835, 838, 970-978, 980-986, 988-994

889-891, 893, 900-908, 910-928, 930-935

894, 895, 897, 936-966

ASF

Buffalo 130-136, 140-149

Fargo 565, 567, 580-588

Sioux Falls 570-577

Billings 590-599, 821

Oklahoma City 730, 731, 734-738, 740, 741, 743-746, 748, 749

Salt Lake City

832-834, 836, 837, 840-847, 898, 979

Phoenix 850, 852, 853, 855, 859, 860, 863, 864
Albuquerque 865, 870-875, 877-879, 881-884
Other

Puerto Rico 006-009

Hawaii 967-969

Alaska 995-999
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1.2

1.3

14

1.5

1.6

1.7

1.8

1.9

163.1.9

Determining Single-Piece Weight

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

Parcel Post Rate Application

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

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

Computing Postage—Parcel Post With Postage Affixed

For each piece, affix the postage for the weight increment (including any surcharges)
and the zone to which the piece is addressed, as shown in 1.7 through 1.11 in
Parcel Post Rates and Fees.

Pickup on Demand Fees

Parcel Post only, per occurrence: $14.25.

May be combined with Express Mail and Priority Mail pickups (see 507.5.0, Pickup
on Demand Service).

Inter-BMC/ASF Machinable Parcel Post

For barcode discount, deduct $0.03 per parcel (50-piece minimum). Parcels that
weigh less than 20 pounds but measure more than 84 inches (but not more than
108 inches) in combined length and girth are charged the applicable rate for a
20-pound parcel (balloon rate).

Inter-BMC/ASF Nonmachinable Parcel Post

Rates include the $3.89 nonmachinable surcharge. Regardless of weight, a parcel
with any of the characteristics in 101.7.2, Nonmachinable Parcel Post Standards,
must pay the rate listed in Exhibit 1.9. Parcels that weigh less than 20 pounds but
measure more than 84 inches (but not more than 108 inches) in combined length
and girth are charged the applicable rate for a 20-pound parcel (balloon rate). The
nonmachinable surcharge does not apply to parcels mailed at oversized rates or
parcels sent with special handling.

Inter-BMC/ASF Machinable and Nonmachinable Parcel Post Rates
See Exhibit 1.9, Inter-BMC/ASF Machinable and Nonmachinable Parcel Post Rates.
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Exhibit 1.9 Inter-BMC/ASF Machinable and Nonmachinable Parcel Post Rates

Machinable’ 2 3. 46,7 Nonmachinable!-2 4 % 6.7
Zone Zone
Weight
Not Over
(pounds) | 1&2 3 4 5 6 7 8 1&2 3 4 5 6 7 8

1 $4.38 $4.50 $4.50 $4.50 $4.50 $4.50 $4.50  $8.27 $8.39 $8.39 $8.39 $8.39 $8.39 $8.39

2 450 480 520 567 6.00 6.15 6.15| 839 869 909 956 9.89 10.04 10.04

3 495 560 630 702 7.05 733 793 | 884 949 1019 1091 1094 1122 11.82

4 5.60 6.55 7.47 7.78 8.04 8.45 9.25 9.49 1044 1136 11.67 1193 1234 13.14

5 6.20 7.45 8.23 8.59 8.98 9.50 10.50 | 10.09 11.34 1212 1248 1287 13.39 14.39

6 6.75 815 897 936 9.83 1048 1177 | 1064 12.04 1286 1325 13.72 14.37 1566

7 725 861 9.67 10.09 10.64 11.44 1288 | 11.14 1250 1356 13.98 1453 1533 16.77

8 7.65 894 1036 10.79 1141 1232 14.08 | 11.564 1283 1425 14.68 1530 16.21 17.97

9 8.05 9.27 1099 1147 1214 1314 1521 | 1194 13.16 1488 1536 16.03 17.03 19.10
10 840 10.37 11.62 1212 1284 13.92 16.17 | 1229 1426 1551 16.01 16.73 17.81 20.06
11 870 10.69 1222 1275 1352 14.68 17.08| 1259 1458 16.11 16.64 17.41 1857 20.97
12 896 1097 1280 13.36 14.17 1540 17.96| 1285 1486 16.69 1725 1806 19.29 21.85
13 914 1122 1337 1395 1480 16.10 1880 13.08 1511 1726 17.84 1869 19.99 22.69
14 9.32 1153 1391 1453 1541 16.77 1961 1321 1542 17.80 1842 19.30 20.66 23.50
15 948 1179 1444 1509 1599 17.43 2040 13.37 1568 18.33 1898 19.88 21.32 24.29
16 9.62 12.04 1496 1564 16.56 18.06 21.16 1351 1593 18.85 19.583 2045 2195 25.05
17 9.80 1225 1546 16.18 1712 18.67 21.89 13.69 16.14 19.35 20.07 21.01 2256 25.78
18 9.93 1248 1578 16,70 17.66 19.27 2261 13.82 16.37 19.67 2059 2155 23.16 26.50
19 10.10 1271 16.13 1721 1818 19.85 2330 | 13.99 16.60 20.02 21.10 22.07 23.74 27.19
20 10.22 1292 16.42 17.71 1870 2041 2398 | 1411 16.81 2031 21.60 2259 2430 27.87
21 10.37 13.14 16.72 18.20 19.19 2096 24.64 | 1426 17.03 20.61 22.09 23.08 24.85 28.53
22 10.49 13.31 17.02 1869 19.68 2150 2528 1438 1720 2091 2258 2357 2539 29.17
23 10.63 1355 17.33 19.16 20.16 22.02 25.90 | 1452 17.44 2122 23.05 24.05 2591 29.79
24 10.73 1872 1758 19.62 20.62 2254 26.51 | 14.62 17.61 2147 2351 2451 26.43 30.40
25 10.87 1390 17.85 20.08 21.08 23.04 2711 | 1476 17.79 2174 23.97 2497 26.93 31.00
26 10.97 14.07 18.10 20.53 2153 2353 27.69 | 14.86 17.96 2199 2442 2542 27.42 31.58
27 1112 1425 18.33 2097 2197 2401 2826 15.01 1814 2222 2486 2586 27.90 32.15
28 1121 1442 1860 21.40 2239 2448 2882 | 1510 1831 2249 2529 2628 2837 32.71
29 11.34 1460 18.84 2183 2281 2494 2936 | 15623 1849 2273 2572 2670 2883 33.25
30 11.44 1474 19.05 2224 2323 2539 29.90| 15633 1863 2294 26.13 27.12 29.28 33.79
31 11.57 14.89 19.27 2266 23.63 2583 30.42 | 1546 1878 23.16 26.55 2752 29.72 34.31
32 11.65 1505 1949 23.06 24.03 26.27 30.94 1554 1894 23.38 26.95 27.92 30.16 34.83
33 11.756 15621 19.71 2346 2442 2669 31.44 | 1564 19.10 2360 27.35 2831 30.58 35.33
34 11.87 1531 19.88 23.86 24.81 27.11 31.93| 15676 19.20 23.77 27.75 2870 31.00 35.82
35 11.97 1548 20.09 2425 2519 27.53 3242 | 1586 19.37 2398 28.14 29.08 31.42 36.31

1. For parcels that destinate to different BMC service areas.

2. Parcels that measure in combined length and girth:
* More than 84 inches but not more than 108 inches, and the piece weighs less than 20 pounds, use 20-pound rates (balloon rate).
¢ More than 108 inches but not more than 130 inches, use oversized rates regardless of weight.

3. Machinable parcels may be eligible for barcode discount of $0.03 per parcel (50-piece minimum).

4. Regardless of weight, a parcel that meets any of the criteriain 101.7.2 (for retail) or 401.2.3.2 (for discount) must pay the nonmachinable
rates.

5. Rates include the $3.89 nonmachinable surcharge. The nonmachinable surcharge does not apply to parcels mailed at oversized rates
or parcels sent with special handling.

6. For OBMC Presort discount, deduct $1.50 per parcel.

7. For BMC Presort discount, deduct $0.26 per parcel.
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Exhibit 1.9 Inter-BMC/ASF Machinable and Nonmachinable Parcel Post Rates

Machinable’ 2 3.4 6.7 Nonmachinable' 24 % 6.7
Zone Zone
Weight

Not Over

(pounds) | 1&2 3 4 5 6 7 8 1&2 3 4 5 6 7 8
36 | For parcels over 35 pounds, use nonmachinable rates. $15.95 $19.50 $24.20 $28.52 $29.45 $31.82 $36.79
37 - 16.05 19.62 2435 2890 29.81 3222 37.26
38 - 16.14  19.79 2453 29.27 30.17 3261 37.72
39 - - - --- --- --- - 16.256 19.88 24.70 29.65 30.583 33.00 38.17
40 - 16.34 20.04 2489 30.01 30.88 33.38 38.62
41 - - - - - --- - 16.46 20.17 25.04 30.37 3122 33.76 39.06
42 - - - === - --- -- 16.54 20.28 2521 30.73 3156 34.12 39.49
43 - 16.60 20.40 25.38 31.08 3190 3449 39.92
44 -- 16.70 2049 2552 31.42 3223 34.85 40.34
45 = 16.79 20.63 25.69 31.77 3255 3520 40.75
46 = 16.88 20.74 2585 3211 32.87 3555 41.16
47 - - - - --- --- -- 16.99 20.87 2598 32.31 33.19 3589 41.56
48 - - - - - - - 17.06 20.97 26.15 32.48 33.51 36.23 41.95
49 - 1712 21.09 26.28 32.65 33.81 36.56 42.35
50 - 1720 2117 26.39 32.82 34.12 36.90 42.73
51 - - - - --- --- -- 17.31 21.30 26.55 32.98 3442 37.22 43.11
52 - - - - - - -- 17.37 21.40 26.68 33.13 34.72 37.54 43.48
53 - 17.48 2148 26.77 3328 35.01 37.86 43.86
54 - 1754 2162 26.93 3343 3530 3817 44.22
55 - - - - - - -- 1761 2166 27.06 3358 3559 38.49 4458
56 -- 17.71 2182 27.17 33.73 3587 3879 44.94
57 - 17.79 2190 27.30 33.86 36.15 39.09 45.29
58 - 17.85 2199 27.41 34.00 36.43 39.39 4564
59 -- 17.94 22.08 2754 3413 36.71 39.69 4598
60 - - - - - e == 18.02 22.17 27.67 3426 36.98 39.98 46.32
61 - 1813 22.30 27.76 34.38 37.25 40.27 46.66
62 - - - === - --- - 18.19 2236 27.88 3451 37.51 4056 46.99
63 -- 18.24 2247 2799 34.62 37.77 40.84 47.31
64 - - - - - - - 18.31 22583 28.08 34.74 38.083 4112 47.64
65 = 18.39 22.64 2820 34.86 38.29 4140 47.96
66 - 18.49 22.73 2829 3496 3855 4167 4828
67 - 18.57 2282 28.41 35.08 3880 4194 4859
68 - 18.62 2290 28.53 35.18 39.05 4221 48.90
69 - 18.68 2296 28.62 3529 39.30 4248 49.21
70 - 18.78 23.08 28.72 3538 39.54 4274 4951

Oversized --- --- --- --- --- --- - 50.54 55.19 5828 6940 83.99 97.82 127.24

—

. For parcels that destinate to different BMC service areas.
. Parcels that measure in combined length and girth:
e More than 84 inches but not more than 108 inches, and the piece weighs less than 20 pounds, use 20-pound rates (balloon rate).
e More than 108 inches but not more than 130 inches, use oversized rates regardless of weight.
. Machinable parcels may be eligible for barcode discount of $0.03 per parcel (50-piece minimum).
. Regardless of weight, a parcel that meets any of the criteriain 101.7.2 (for retail) or 401.2.3.2 (for discount) must pay the nonmachinable

rates.

. Rates include the $3.89 nonmachinable surcharge. The nonmachinable surcharge does not apply to parcels mailed at oversized rates
or parcels sent with special handling.

. For OBMC Presort discount, deduct $1.50 per parcel.

. For BMC Presort discount, deduct $0.26 per parcel.
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Local and Intra-BMC/ASF Machinable Parcel Post

Rates for parcels that originate and destinate in the same BMC service area are in
Exhibit 1.12, Local and Intra-BMC/ASF Machinable and Nonmachinable Parcel
Post Rates. For barcode discount, deduct $0.03 per parcel (50-piece minimum).
Parcels that weigh less than 20 pounds but measure more than 84 inches (but not
more than 108 inches) in combined length and girth are charged the applicable rate
for a 20-pound parcel (balloon rate). Regardless of weight, a parcel with any of the
characteristics in 101.7.2 must pay the rate for a nonmachinable parcel in 1.11.

Local and Intra-BMC/ASF Nonmachinable Parcel Post

Rates include the $2.87 nonmachinable surcharge. Regardless of weight, a parcel
with any of the characteristics in 101.7.2, Nonmachinable Parcel Post Standards,
must pay the rates in Exhibit 1.12. Parcels that weigh less than 20 pounds but
measure more than 84 inches (but not more than 108 inches) in combined length
and girth are charged the applicable rate for a 20-pound parcel (balloon rate). The
nonmachinable surcharge does not apply to parcels mailed at oversized rates or
parcels sent with special handling.

Local and Intra-BMC/ASF Machinable and Nonmachinable Parcel Post
Rates

See Exhibit 1.12, Local and Intra-BMC/ASF Machinable and Nonmachinable Parcel
Post Rates.
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153.1.12
Exhibit 1.12 Local and Intra-BMC/ASF Machinable and Nonmachinable Parcel Post Rates
Machinable' 2 3. 4 Nonmachinable' 2 4.5
Zone Zone
Weight
Not Over
(pounds) Local 1&2 3 4 5 Local 1&2 3 4 5

1 $3.42 $3.67 $3.70 $3.78 $3.96 $6.29 $6.54 $6.57 $6.65 $6.83

2 3.80 4.34 4.38 4.47 4,72 6.67 7.21 7.25 7.34 7.59

3 415 4.96 5.00 5.11 5.46 7.02 7.83 7.87 7.98 8.33

4 4.47 5.37 5.58 5.69 6.13 7.34 8.24 8.45 8.56 9.00

5 4.76 5.74 6.07 6.21 6.76 7.63 8.61 8.94 9.08 9.63

6 5.03 6.09 6.53 6.67 7.32 7.90 8.96 9.40 9.54 10.19

7 5.24 6.42 6.94 7.10 7.86 8.1 9.29 9.81 9.97 10.73

8 5.42 6.95 7.33 7.50 8.34 8.29 9.82 10.20 10.37 11.21

9 5.60 7.24 7.69 7.90 8.79 8.47 10.11 10.56 10.77 11.66
10 5.77 7.55 8.07 8.53 9.21 8.64 10.42 10.94 11.40 12.08
11 5.93 7.82 8.38 8.86 9.59 8.80 10.69 11.25 11.73 12.46
12 6.09 8.10 8.69 9.18 9.96 8.96 10.97 11.56 12.05 12.83
13 6.25 8.28 8.97 9.48 10.30 9.12 11.15 11.84 12.35 13.17
14 6.39 8.44 9.22 9.81 10.61 9.26 11.31 12.09 12.68 13.48
15 6.53 8.59 9.49 10.07 10.90 9.40 11.46 12.36 12.94 13.77
16 6.68 8.74 9.76 10.33 11.20 9.55 11.61 12.63 13.20 14.07
17 6.80 8.92 10.01 10.61 11.45 9.67 11.79 12.88 13.48 14.32
18 6.93 9.05 10.25 10.84 11.70 9.80 11.92 13.12 13.71 14.57
19 7.05 9.20 10.49 11.08 11.94 9.92 12.07 13.36 13.95 14.81
20 7.19 9.35 10.73 11.28 12.15 10.06 12.22 13.60 14.15 15.02
21 7.30 9.46 10.95 11.49 12.36 10.17 12.33 13.82 14.36 15.23
22 7.42 9.62 11.17 11.71 12.55 10.29 12.49 14.04 14.58 15.42
23 7.53 9.72 11.40 11.93 12.76 10.40 12.59 14.27 14.80 15.63
24 7.65 9.85 11.61 12.15 12.93 10.52 12.72 14.48 15.02 15.80
25 7.76 9.96 11.81 12.35 13.11 10.63 12.83 14.68 15.22 15.98
26 7.86 10.10 12.00 12.56 13.26 10.73 12.97 14.87 15.43 16.13
27 7.97 10.21 12.21 12.76 13.42 10.84 13.08 15.08 15.63 16.29
28 8.07 10.31 12.41 12.94 13.59 10.94 13.18 15.28 15.81 16.46
29 8.18 10.43 12.60 13.13 13.79 11.05 13.30 15.47 16.00 16.66
30 8.29 10.54 12.78 13.31 13.97 11.16 13.41 15.65 16.18 16.84
31 8.38 10.65 12.94 13.49 1417 11.25 13.52 15.81 16.36 17.04
32 8.46 10.76 13.13 13.67 14.34 11.33 13.63 16.00 16.54 17.21
33 8.57 10.86 13.29 13.83 14.52 11.44 13.73 16.16 16.70 17.39
34 8.63 10.96 13.40 14.00 14.69 11.50 13.83 16.27 16.87 17.56
35 8.70 11.05 13.55 14.16 14.86 11.57 13.92 16.42 17.03 17.73

N

. For parcels that originate and destinate in the same BMC service area.
. Parcels that measure in combined length and girth:

e More than 84 inches but not more than 108 inches, and the piece weighs less than 20 pounds, use 20-pound rates (balloon rate).

* More than 108 inches but not more than 130 inches, use oversized rates regardless of weight.
. Machinable parcels may be eligible for barcode discount of $0.03 per parcel (50-piece minimum).
. Regardless of weight, a parcel that meets any of the criteriain 101.7.2 (for retail) or 401.2.3.2 (for discount) must pay the nonmachinable

rates.
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. Rates include the $2.87 nonmachinable surcharge. The nonmachinable surcharge does not apply to parcels mailed at oversized rates
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Exhibit 1.12 Local and Intra-BMC/ASF Machinable and Nonmachinable Parcel Post Rates

Machinable' 2 3: 4 Nonmachinable' 2 4.
Zone Zone
Weight

Not Over

(pounds) Local 1&2 3 Local 1&2 3 4 5
36 | For parcels over 35 pounds, use nonmachinable rates. $11.65 $14.01 $16.53 $17.18 $17.89
37 — - - 11.70 1413 16.65 17.34 18.05
38 11.76 14.22 16.78 17.49 18.21
39 - - - 11.85 14.32 16.91 17.63 18.36
40 — === — 11.93 14.39 17.01 17.78 18.51
41 — - - 12.01 14.52 17.16 17.87 18.66
42 12.07 14,58 17.26 17.98 18.80
43 - - - 12.15 14.66 17.37 18.05 18.94
44 — - - 12.24 14.77 17.48 18.13 19.07
45 12.30 14.83 17.57 18.35 19.20
46 12.35 14.96 17.69 18.42 19.44
47 - - - 12.44 15.05 17.78 18.50 19.83
48 - - - 12.50 1512 17.90 18.55 20.24
49 - - - 12.56 15.22 18.00 18.61 20.64
50 o === - 12.62 15.26 18.09 18.67 21.06
51 - - - 12.71 15.38 18.17 18.74 21.48
52 — - - 12.75 15.47 18.31 18.80 21.92
53 — - - 12.82 15.51 18.38 18.83 22.37
54 12.91 15.58 18.43 18.90 22.83
55 oo === -—- 12.97 15.66 18.50 18.96 23.02
56 13.01 15.75 18.55 19.03 23.10
57 13.08 15.84 18.57 19.06 23.24
58 13.15 15.91 18.63 19.11 23.33
59 - - - 13.22 15.99 18.67 19.16 23.43
60 13.24 16.08 18.70 19.19 23.54
61 13.36 16.16 18.76 19.25 23.63
62 - ——- - 13.39 16.23 18.80 19.33 23.72
63 - - - 13.47 16.30 18.82 19.42 23.81
64 - - - 13.53 16.38 18.85 19.50 23.91
65 — = = 13.58 16.46 18.90 19.58 23.98
66 13.62 16.56 18.93 19.67 24.09
67 - - - 13.73 16.62 18.96 19.77 24.16
68 13.78 16.65 18.99 19.82 24.24
69 — - - 13.79 16.75 19.02 19.91 24.33
70 o === - 13.80 16.82 19.06 20.00 24.41

Oversized - --- --- 28.82 41.78 4217 43.01 44.28

1. For parcels that originate and destinate in the same BMC service area.

2. Parcels that measure in combined length and girth:
e More than 84 inches but not more than 108 inches, and the piece weighs less than 20 pounds, use 20-pound rates (balloon rate).
* More than 108 inches but not more than 130 inches, use oversized rates regardless of weight.

3. Machinable parcels may be eligible for barcode discount of $0.03 per parcel (50-piece minimum).

4. Regardless of weight, a parcel that meets any of the criteria in 101.7.2 (for retail) or 401.2.3.2 (for discount) must pay the nonmachinable
rates.

5. Rates include the $2.87 nonmachinable surcharge. The nonmachinable surcharge does not apply to parcels mailed at oversized rates
or parcels sent with special handling.

96 Domestic Mail Manual ® Updated 7-15-07



Retail Mail: Parcel Post Rates and Eligibility

2.0
2.1

2.2
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24
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3.1

3.2

4.0
4.1

4.2

1563.4.2

Basic Eligibility Standards for Parcel Post

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

Service Objectives

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

Postal Inspection

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

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

Content Standards

General Content Standards

Parcel Post mail consists of mailable matter that is neither mailed or required to be
mailed as First-Class Mail nor entered as Periodicals (except as permitted under 3.2
or permitted or required under 707.7.9). The general public (other than publishers or
registered news agents) may mail copies of Periodicals publications at Parcel Post
rates.

Attachments or Enclosures of Periodicals Sample Copies

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

Attachments and Enclosures

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

Written Additions

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

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

b. Marks, numbers, names, or letters describing the contents.
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4.4

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

Instructions and directions for the use of the item mailed.

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

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

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

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

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

Invoice

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

a.
b.

Names and addresses of the sender and addressee.

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

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

Incidental First-Class Attachments and Enclosures

Incidental First-Class matter may be enclosed in or attached to any Parcel Post
piece without payment of First-Class postage. An incidental First-Class attachment
or enclosure must be matter that, if mailed separately, would require First-Class
postage, is closely associated with but secondary to the host piece, and is prepared
s0 as not to interfere with postal processing. An incidental First-Class attachment or
enclosure may be a bill for the product or publication, a statement of account for
past products or publications, or a personal message or greeting included with a
product, publication, or parcel. Postage at the Parcel Post rate for the host piece is
based on the combined weight of the host piece and the incidental First-Class
attachment or enclosure.
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Postage Payment Methods

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

Postage Payment Methods for Parcel Post

Payment Method

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

Affixing Postage —Single-Piece Rate Mailings

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

Postage Paid With Permit Imprint

Advance Deposit Account

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

Minimum Quantity

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

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

1.0 Preparation for Parcel Post

Preparation for Parcel Post

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

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

Basic Markings

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

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

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

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

1.0 Deposit for Parcel Post

Deposit for Parcel Post

Single-Piece Rate Mailings

Single-piece rate Parcel Post mail must be deposited at a time and place specified
by the postmaster or designee at the office of mailing. Metered mail may be
deposited at other than the licensing post office only as permitted under 705.18.0,
Metered Mail Drop Shipment. Permit imprint mail must be presented at the post
office under 604.5.0, Permit Imprint (Indicia).

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

Redirected Mailings

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

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

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

c. Postage for pieces claimed at the Parcel Post Intra-BMC local zone rates must
be recomputed at the applicable zone rate for the alternative postal facility.
Postage also may be recomputed for other pieces that are ineligible for the
Parcel Post Intra-BMC local zone rates but could become eligible at the postal
facility to which the mailing is redirected.

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

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

b. Zoned postage is computed from the BMC parent post office.

c. The BMC is authorized by Form 4410 to act as acceptance agent for the entry
post office.

Pickup on Demand Fees
The Parcel Post Pickup on Demand fee must be paid every time Pickup on Demand
service is provided, subject to the corresponding standards in 507.5.0.
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Rates and Eligibility

1.0 Media Mail Rates and Fees

2.0 Basic Eligibility Standards for Media Mail
3.0 Content Standards

4.0 Attachments and Enclosures

Media Mail Rates and Fees

Rates
Media Mail rates are based on the weight of the piece without regard to zone. The
single-piece rate applies to pieces not mailed at a 5-digit or basic rate.

Determining Single-Piece Weight

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

Media Mail Rate Application

The Media Mail rate is charged per pound or fraction thereof; any fraction of a pound
is considered a whole pound. (Rate application is identical for the single-piece and
presort rates.) For example, if an item weighs 4.225 pounds, the weight (postage)
increment is 5 pounds. The minimum postage rate per piece is that for a piece
weighing 1 pound.

Barcode Discount—Machinable Parcels

Barcode Discount. The barcode discount applies to Media Mail machinable parcels
(see 101.3.3) that are included in a mailing of at least 50 pieces of Media Mail. The
pieces must bear a correct, readable barcode for the ZIP Code shown in the delivery
address as required by 708.5.0, Standards for Postal Routing Barcodes.

Media Mail Rates
For barcode discount for single-piece rate, deduct $0.03 per parcel (machinable
parcels only, 50-piece minimum). See Exhibit 1.5, Media Mail Rates.
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Exhibit 1.5 Media Mail Rates

Weight Weight

Not Over Single- Not Over Single-
(pounds) Piece! (pounds) Piece’
1 $2.13 36 $14.03
2 2.47 37 14.37
3 2.81 38 14.71
4 3.15 39 15.05
5 3.49 40 15.39
6 3.83 41 15.73
7 417 42 16.07
8 4.51 43 16.41
9 4.85 44 16.75
10 5.19 45 17.09
11 5.53 46 17.43
12 5.87 47 17.77
13 6.21 48 18.11
14 6.55 49 18.45
15 6.89 50 18.79
16 7.23 51 19.13
17 7.57 52 19.47
18 7.91 53 19.81
19 8.25 54 20.15
20 8.59 55 20.49
21 8.93 56 20.83
22 9.27 57 2117
23 9.61 58 21.51
24 9.95 59 21.85
25 10.29 60 22.19
26 10.63 61 22.53
27 10.97 62 22.87
28 11.31 63 23.21
29 11.65 64 23.55
30 11.99 65 23.89
31 12.33 66 24.23
32 12.67 67 24.57
33 13.01 68 24.91
34 13.35 69 25.25
35 13.69 70 25.59

1. Machinable parcels may be
eligible for barcode discount
of $0.03 per parcel
(60-piece minimum).

108 Domestic Mail Manual ® Updated 7-15-07



Retail Mail: Media Mail Rates and Eligibility

1.6

1.7

2.0
2.1

2.2

23

3.0
3.1

3.2

173.3.2

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

Computing Postage —Media Mail With Postage Affixed
For each piece, affix the postage for the weight increment as shown in Exhibit 1.5.

Basic Eligibility Standards for Media Malil

Service Objectives

The USPS does not guarantee the delivery of Media Mail within a specified time.
Media Mail might receive deferred service. The local post office can provide more
information concerning delivery times within its area.

Postal Inspection

Media Mail is not sealed against postal inspection. Regardless of physical closure,
the mailing of articles at Media Mail rates constitutes consent by the mailer to postal
inspection of the contents.

Delivery and Return Addresses

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

Content Standards

General

Mailable matter meeting one of the specific eligibility standards in 3.2, and that is
neither mailed or required to be mailed as First-Class Mail nor entered as
Periodicals, may be mailed as Media Mail.

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

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

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

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

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

Playscripts and manuscripts for books, periodicals, and music.

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

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

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

Attachments and Enclosures

Loose Enclosures

In addition to the enclosures and additions listed in 4.0, any printed matter that is
mailable as Standard Mail may be included loose with any qualifying material mailed
at the Media Mall rates.

Enclosures in Books
Enclosures in books mailed at Media Mail rates are subject to these additional
standards:

a.

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

One order form may be bound into the pages of a book. If also serving as an
envelope or postcard, the order form may be in addition to the envelope or card
permitted by 4.2a.
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Announcements of books may appear as book pages. These announcements
must be incidental and exclusively devoted to books, without extraneous
advertising of book-related or other materials or services. Announcements may
fully describe the conditions and methods of ordering books and may contain
ordering instructions for use with a separate order form. Up to three of these
announcements may contain as part of their format a single order form, which
may also serve as a postcard. The order forms permitted with these
announcements are in addition to, and not in place of, order forms that may be
enclosed under 4.2a or 4.2b.

Written Additions

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

a.

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

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

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

Instructions and directions for the use of the item mailed.

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

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

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

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

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

Invoice

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

a.
b.

Names and addresses of the sender and addressee.

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

Order or file number, date of order, date and manner of shipment, shipping
weight, postage paid, and initials or name of packer or checker.
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4.5

Incidental First-Class Attachments and Enclosures

Incidental First-Class matter may be enclosed in or attached to any Media Mail
piece without payment of First-Class postage. An incidental First-Class attachment
or enclosure must be matter that, if mailed separately, would require First-Class
postage, is closely associated with but secondary to the host piece, and is prepared
s0 as not to interfere with postal processing. An incidental First-Class attachment or
enclosure may be a bill for the product or publication, a statement of account for
past products or publications, or a personal message or greeting included with a
product, publication, or parcel. Postage at the Package Services rate for the host
piece is based on the combined weight of the host piece and the incidental
First-Class attachment or enclosure.
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Postage Payment Methods

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

Postage Payment Methods for Media Mall

Payment Method

The mailer is responsible for proper postage payment. Subject to the corresponding
standards, postage for Media Mail may be paid by any method (see 604) except
precanceled stamps. Pieces with postage affixed must bear the correct postage.
Identical-weight permit imprint mail also may be mailed under 705, Advanced
Preparation and Special Postage Payment Systems.

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

Postage Paid With Permit Imprint

Advance Deposit Account

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

Minimum Quantity

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

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

Domestic Mail Manual ® Updated 7-15-07 113



114

Domestic Mail Manual ® Updated 7-15-07



Retail Mail: Media Mail Preparation

175

Overview

1.0
1.1

1.2

1.3

175.1.3

Mail Preparation

1.0 Preparation for Media Mail

Preparation for Media Mail

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

Delivery and Return Addresses

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

Basic Markings

The basic required marking—“Media Mail”—must be printed on each piece. The
basic required marking must be placed in the postage area (i.e., printed or produced
as part of, or directly below or to the left of, the permit imprint indicia or meter stamp
or impression). Optionally, the basic required marking may be printed on the
shipping address label as service indicators composed of a service icon and service
banner (see Exhibit 102.3.3, Package Services Indicator Examples). The service
icon that will identify Media Mail is a 1-inch solid black square. If the service icon is
used, it must appear in the upper left corner of the shipping label.
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Deposit

1.0 Deposit for Media Mail

Deposit for Media Mail

Single-Piece Rate Mailings

Single-piece rate Media Mail must be deposited at a time and place specified by the
postmaster or designee at the office of mailing. Metered mail may be deposited at
other than the licensing post office only as permitted under 705.18.0, Metered Mail
Drop Shipment. Permit imprint mail must be presented at the post office under
604.5.0.
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Rates and Eligibility

1.0 Library Mail Rates and Fees

2.0 Basic Eligibility Standards for Library Mail
3.0 Sender, Recipient, and Content Standards
4.0 Attachments and Enclosures

Library Mail Rates and Fees

Rates
Library Mail rates are based on the weight of the piece without regard to zone.

Determining Single-Piece Weight

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

Library Mail Rate Application

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

Barcode Discount—Machinable Parcels

Barcode Discount. The barcode discount applies to Library Mail machinable parcels
(see 101.3.3) that are included in a mailing of at least 50 pieces of Library Mail. The
pieces must bear a correct, readable barcode for the ZIP Code shown in the delivery
address as required by 708.5.0, Standards for Postal Routing Barcodes.

Library Mail Rates
For barcode discount for single-piece rate, deduct $0.03 per parcel (machinable
parcels only, 50-piece minimum). See Exhibit 1.5, Library Mail Rates.
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Exhibit 1.5 Library Mail Rates

Weight Weight

Not Over Single- Not Over Single-
(pounds) Piece! (pounds) Piece’
1 $2.02 36 $13.22
2 2.34 37 13.54
3 2.66 38 13.86
4 2.98 39 14.18
5 3.30 40 14.50
6 3.62 41 14.82
7 3.94 42 156.14
8 4.26 43 15.46
9 4.58 44 156.78
10 4.90 45 16.10
11 5.22 46 16.42
12 5.54 47 16.74
13 5.86 48 17.06
14 6.18 49 17.38
15 6.50 50 17.70
16 6.82 51 18.02
17 714 52 18.34
18 7.46 53 18.66
19 7.78 54 18.98
20 8.10 55 19.30
21 8.42 56 19.62
22 8.74 57 19.94
23 9.06 58 20.26
24 9.38 59 20.58
25 9.70 60 20.90
26 10.02 61 21.22
27 10.34 62 21.54
28 10.66 63 21.86
29 10.98 64 22.18
30 11.30 65 22.50
31 11.62 66 22.82
32 11.94 67 23.14
33 12.26 68 23.46
34 12.58 69 23.78
35 12.90 70 24.10

1. Machinable parcels may be
eligible for barcode discount
of $0.03 per parcel
(60-piece minimum).
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Computing Postage —Library Mail With Permit Imprint
To compute the total postage for a mailing, for each weight increment, multiply the
number of pieces by the applicable rate per piece.

Computing Postage —Library Mail With Postage Affixed
For each piece, affix the postage for the weight increment as shown in Exhibit 1.5.

Basic Eligibility Standards for Library Mail

Service Objectives

The USPS does not guarantee the delivery of Library Mail within a specified time.
Library Mail might receive deferred service. The local post office can provide more
information concerning delivery times within its area.

Postal Inspection

Library Mail is not sealed against postal inspection. Regardless of physical closure,
the mailing of articles at Library Mail rates constitutes consent by the mailer to postal
inspection of the contents.

Delivery and Return Addresses

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

Sender, Recipient, and Content Standards

General

Mailable matter meeting one of the specific eligibility standards in 3.3 or 3.4, as
applicable, and that is neither mailed or required to be mailed as First-Class Mail nor
entered as Periodicals, may be mailed as Library Mail.

Sender, Recipient, and Contents

Each piece must show in the address or return address the name of a school,
college, university, public library, museum, or herbarium or the name of a nonprofit
religious, educational, scientific, philanthropic (charitable), agricultural, labor,
veterans, or fraternal organization or association. For Library Mail standards, these
nonprofit organizations are defined in 703.1.0. Only the articles described in 3.3 and
3.4 may be mailed at the Library Mail rate.

Qualified Mailings Between Entities

The items described in this section may be mailed at the Library Mail rate when sent
between: (1) schools, colleges, universities, public libraries, museums, and
herbariums and nonprofit religious, educational, scientific, philanthropic (charitable),
agricultural, labor, veterans, and fraternal organizations or associations; (2) any such
institution, organization, or association and an individual who has no financial
interest in the sale, promotion, or distribution of the materials; or (3) any such
institution, organization, or association and a publisher, if such institution,
organization, or association has placed an order to buy such materials for delivery to
itself:
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Books, consisting wholly of reading matter, scholarly bibliography, or reading
matter with incidental blank spaces for notations and containing no advertising,
except for incidental announcements of books.

Printed music, whether in bound or sheet form.

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

Sound recordings.

Other library materials in printed, duplicated, or photographic form or in the
form of unpublished manuscripts.

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

Qualified Mailings “To” or “From”

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

a.

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

Sound recordings.

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

Scientific or mathematical kits, instruments, or other devices.

Catalogs of the materials in 3.4a. through 3.4d and guides or scripts prepared
solely for use with such materials.

Attachments and Enclosures

Enclosures in Books and Sound Recordings
Books and sound recordings mailed at the Library Mail rate may contain these
enclosures as well as the additions and enclosures permitted under 4.3 through 4.5:

a.

Either one envelope or one addressed postcard. If also serving as an order
form, the envelope or card may be in addition to the order form permitted by
4.1b.

One order form. If also serving as an envelope or postcard, the order form may
be in addition to the envelope or card permitted by 4.1a.

With books, announcements of books in book pages or as loose enclosures.
These announcements must be incidental and exclusively devoted to books,
without extraneous advertising of book-related materials or services.
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Announcements may fully describe the conditions and methods of ordering
books (such as by membership in book clubs) and may contain ordering
instructions for use with the single order form permitted in 4.1b.

d. With sound recordings, announcements of sound recordings on title labels, on
protective sleeves, on the carton or wrapper, or on loose enclosures. These
announcements of sound recordings must be incidental and exclusively
devoted to sound recordings. They may not contain extraneous advertising of
recording-related materials or services. Announcements may fully describe the
conditions and methods of ordering sound recordings (such as by membership
in sound recording clubs) and may contain ordering instructions for use with the
single order form permitted in 4.1b.

Other Material
Material mailed at the Library Mail rate other than books and sound recordings may
contain only those additions and enclosures permitted under 4.3 through 4.5.

Written Additions

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

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

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

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

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

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

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

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

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

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

Invoice

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

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

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

4.5 Incidental First-Class Attachments and Enclosures
Incidental First-Class matter may be enclosed in or attached to any Library Mail
piece without payment of First-Class postage. An incidental First-Class attachment
or enclosure must be matter that, if mailed separately, would require First-Class
postage, is closely associated with but secondary to the host piece, and is prepared
s0 as not to interfere with postal processing. An incidental First-Class attachment or
enclosure may be a bill for the product or publication, a statement of account for
past products or publications, or a personal message or greeting included with a
product, publication, or parcel. Postage at the Library Mail rate for the host piece is
based on the combined weight of the host piece and the incidental First-Class
attachment or enclosure.
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Overview

1.0
1.1

1.2

2.0
2.1

2.2

2.3

184.2.3

Postage Payment Methods

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

Postage Payment Methods for Library Mail

Payment Method

The mailer is responsible for proper postage payment. Subject to the corresponding
standards, postage for Library Mail may be paid by any method (see 604) except
precanceled stamps. Pieces with postage affixed must bear the correct postage.
Permit imprint may be used for mailings that contain nonidentical-weight pieces only
under 705, Advanced Preparation and Special Postage Payment Systems.
Identical-weight permit imprint mail also may be mailed under 705.

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

Postage Paid With Permit Imprint

Advance Deposit Account

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

Minimum Quantity

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

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

1.0
1.1

1.2

185.1.2

Mail Preparation

1.0 Preparation for Library Mail

Preparation for Library Mail

Basic Preparation

There are no presort, sacking, or labeling standards for single-piece Library Mail.
Delivery and Return Addresses

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

Basic Markings

The basic required marking— “Library Mail”—must be printed on each piece. The
basic required marking must be placed in the postage area (i.e., printed or produced
as part of, or directly below or to the left of, the permit imprint indicia or meter stamp
or impression). Optionally, the basic required marking may be printed on the
shipping address label as service indicators composed of a service icon and service
banner (see Exhibit 102.3.3, Package Services Indicator Examples).The service icon
that will identify Library Mail is a 1-inch solid black square. If the service icon is used,
it must appear in the upper left corner of the shipping label.
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Overview

1.0
1.1

186.1.1

Deposit

1.0 Deposit for Library Mail

Deposit for Library Mail

Single-Piece Rate Mailings

Single-piece rate Library Mail must be deposited at a time and place specified by the
postmaster or designee at the office of mailing. Metered mail may be deposited at
other than the licensing post office only as permitted under 705.18.0, Metered Mail
Drop Shipment. Permit imprint mail must be presented at the post office under
604.5.0.
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TOPICS
201 Physical Standards

202 Elements on the Face
of a Mailpiece

201
Physical Standards

1.0 Physical Standards for
Machinable Letters and Cards

1.1 Physical Standards for Machinable
Letters

1.2 Physical Standards for Cards
Claimed at Card Rates

2.0 Physical Standards for
Nonmachinable Letters

2.1 Criteria for Nonmachinable Letters

2.2 Additional Criteria for First-Class Mail
Nonmachinable Letters

2.3 Additional Criteria for Standard Mail
Nonmachinable Letters

2.4 Additional Criteria for Periodicals
Nonmachinable Letters

3.0 Physical Standards for Automation
Letters and Cards

3.1 Basic Standards for
Automation Letters and Cards

3.2 Dimensions and Shape Standards
for Automation Letters

3.3 Weight Standards for
First-Class Mail Automation Letters
and Cards

3.4 Weight Standards for Standard Mail
Automation Letters

3.5 Weight Standards for Periodicals
Barcoded (Automation) Letters

3.6 Aspect Ratio

3.7 Wraps and Closures

3.8 Staples and Saddle Stitching

3.9 Rigid and Odd-Shaped Items

3.10 Tabs, Wafer Seals, Tape, and Glue

3.11 Flexibility Standards for
Automation Letters

3.12 Standards for Labels and Stickers
Affixed to the Outside of an Envelope

3.13 Self-mailers, Booklets, Postcards,
and Heavy Letter Mail

3.14 Enclosed Reply Cards
and Envelopes
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1.0 All Mailpieces

1.1 Clear Space

1.2 Delivery and Return Address
1.3 Postage Payment

2.0 Address Placement

2.1 Address Placement Causing Mail to
be Nonmailable and Nonmachinable

3.0 Placement and Content of Mail
Markings

3.1 Enclosures

3.2 Printing and Designs

3.3 Placement of Mail Markings

3.4 Exceptions to Markings

3.5 Marking Hazardous Materials

4.0 Placement and Physical Standards
for Endorsements

4.1 Endorsements for Delivery
Instructions and Ancillary Services

4.2 Return Address
4.3 Placement of Endorsement

4.4 Physical Standards
for Endorsements

5.0 Barcode Placement

5.1 Barcode Clear Zone

5.2 General Barcode Placement
for Letters

5.3 5-Digit and ZIP+4 Barcode
Permissibility

5.4 5-Digit Barcode Placement
in Clear Zone

5.5 DPBC Numeric Equivalent

5.6 Barcode in Address Block

5.7 Barcode on Insert

5.8 Edges of Barcode Window

5.9 Window Construction

5.10 Window Cover
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Rates and Eligibility

1.0
1.1
1.2

1.3

1.4
1.5
1.6

1.7
2.0

2.1
2.2
2.3
2.4

2.5

2.6

2.7
3.0

3.1
3.2
3.3

3.4
3.5
3.6

4.0

4.1

4.2
4.3

Rates and Fees for First-Class Mail
Rate Application

Rate Computation for
First-Class Mail Letters

Presorted and Automation Rates for
Cards and Letters

Nonmachinable Surcharge

Presort Mailing Fee

Computing Postage for First-Class
Mail

Determining Single-Piece Weight
Content Standards for First-Class
Mail Letters

General

Bills and Statements of Account
Personal Information

Handwritten and Typewritten
Material

Matter Marked Postcard or Double
Postcard

Matter Not Required to be Mailed as
First-Class Mall

Prohibited Air Transportation
Basic Standards for First-Class
Mail Letters

3.1 Description of Service
Defining Characteristics

Additional Basic Standards for
First-Class Mail

Presort Mailing Fee

Move Update Standard

ZIP Code Accuracy

Additional Eligibility Standards for

Nonautomation First-Class Mail
Letters

Additional Standards for Machinable
First-Class Mail

Barcodes

Nonmachinable Surcharge for
Letter-Size Pieces
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5.2 Maximum Weight for Automation
Letters

5.3 Rate Application—Automation
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5.4 Address Standards for Barcoded
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5.5 Reply Cards and Envelopes
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6.0 Eligibility Standards for Card Rate
First-Class Mail

6.1 Card Rate

6.2 Cards and Letters
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1.0 Basic Standards for Postage
Payment

1.1 Postage Payment Options

2.0 Postage Payment for Presorted
Letters

2.1 Payment Methods for Presorted
Rates

2.2 Affixed Postage for Presorted
First-Class Mail

2.3 Additional Postage

3.0 Postage Payment for Automation
Letters

3.1 Payment Methods for Automation
Rates

3.2 Affixing Postage for Automation Rate
First-Class Mail

3.3 Nondenominated Precanceled
Stamps
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Stamps

3.5 Postage Affixed at Lowest Rate to All
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Letters and Cards

4.0 Mailing Documentation
4.1 Completing Postage Statements
4.2 Basic Documentation Standards

4.3 Documentation Standards for
Automation Mailings

4.4 Preparing Documentation

4.5 Multiple Standards

4.6 Standard Format for Documentation
4.7 Providing Additional Information

4.8 Reporting Multiple Mailings on One
Statement

4.9 Facsimile Postage Statements

235
Mail Preparation

1.0 General Definition of Terms

1.1 Definition of Presort Process

1.2 Definition of Mailings

1.8 Terms for Presort Levels

1.4 Preparation Definitions and
Instructions

2.0 Bundles

2.1 Definition of a Bundle

2.2 Arranging Pieces in a Bundle
(“Facing”)

2.3 Preparing Bundles

2.4 Securing Bundles

2.5 Exception to Bundle Preparation—
Full Single-Sort-Level Trays

2.6 Pieces With Simplified Address

2.7 Bundles With Fewer Than the
Minimum Number of Pieces
Required

2.8 Labeling Bundles

3.0 Letter Trays

3.1 Standard Containers

3.2 Letter Tray Sizes

3.3 Letter Tray Preparation

3.4 Tray Sleeving and Strapping

3.5 Strapping Exception

3.6 Origin/Entry 3-Digit/Scheme Trays
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Tray Labels
Basic Standards

Physical Characteristics of a Tray
Label

Line 1 (Destination Line)
Line 2 (Content Line)
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Abbreviations for Lines 1 and 3

Placement of Extraneous
Information

Placement of Tray Label
Barcoded Tray Labels

Preparing Nonautomation Letters
Basic Standards

Machinable Preparation
Nonmachinable Preparation

Preparing Automation Rate Letters
Basic Standards

Mailings

Marking

General Preparation

Cards

Tray Preparation

Tray Line 2

Presentation
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Enter and Deposit

1.0
1.1
1.2
1.3
1.4

2.0
2.1

2.2
2.3

Deposit

Service Objectives

Time and Location of Deposit
Approved Collections

Permit Imprint Collection

Verification

USPS Verification and Mailer
Correction

Timeframe for Corrective Action

Payment at Single-Piece Rate
Rather Than Correcting Errors
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Rates and Eligibility

1.0
1.1
1.2
1.3

1.4

15

1.6

1.7
1.8

2.0

2.1
2.2
2.3
2.4
2.5
2.6

3.0

3.1
3.2
3.3

3.4
3.5
3.6
3.7

3.8

4.0
4.1
4.2
4.3

5.0

5.1
52

5.3
54
5.5

Rates and Fees for Standard Mail
Rate Application
Standard Mail Rate Application

Regular Standard Mail—ECR and
Automation Rates

Regular Standard Mail—
Nonautomation Rates

Nonprofit Standard Mail—ECR and
Automation Rates

Nonprofit Standard Mail—
Nonautomation Rates

Fees

Computing Postage for Standard
Mail

Content Standards for Standard
Mail Letters

Definition and Weight

Personal Information

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

Basic Standards for Standard Mail
Letters

Description of Service

Defining Characteristics

Additional Basic Standards for
Standard Mail

Presort Mailing Fees
Merging Similar Standard Mailings
Residual Volume Requirement

Residual Mail Subject to First-Class
or Priority Mail Rates

ZIP Code Accuracy

Rate Eligibility for Standard Mail
General Information

Minimum Per Piece Rates
Piece/Pound Rates

Additional Eligibility Standards for

Nonautomation Standard Mail
Letters

Basic Standards

Weight Standards for Machinable
Pieces

Rate Application
Machinable Rate Application
Nonmachinable Rate Application
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1.0 Basic Standards for Postage
Payment

1.1 Postage Payment Options
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and Enhanced Carrier Route
Letters

2.1 Identical-Weight Pieces

2.2 Nonidentical-Weight Pieces

2.3 Combined Rate

3.0 Postage Payment for Automation
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3.1 All Pieces
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3.3 Nondenominated Precanceled
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3.4 Precanceled Stamps in Lower Rate
Denominations

3.5 Mixed Rate Mailing Documentation
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4.0 Mailing Documentation
4.1 Completing Postage Statements
4.2 Basic Documentation Standards

4.3 Documentation Standards for
Automation Mailings

4.4 Preparing Documentation

4.5 Multiple Standards

4.6 Standard Format for Documentation
4.7 Providing Additional Information

4.8 Reporting Multiple Mailings on One
Statement

4.9 Facsimile Postage Statements

5.0 Residual Pieces

5.1 Residual Standard Mail Subject to
First-Class Rates

5.2 Residual Standard Mail Subject to
Priority Mail Rates
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Mail Preparation

1.0 General Information for Mail
Preparation

1.1 Definition of Presort Process
1.2 Definition of Mailings
1.3 Terms for Presort Levels

1.4 Preparation Definitions and
Instructions

2.0 Bundles

2.1 Definition of a Bundle

2.2 Arranging Pieces in a Bundle
(“Facing”)

2.3 Preparing Bundles

2.4 Securing Bundles

2.5 Exception to Bundle Preparation—
Full Single-Sort-Level Trays

2.6 Pieces With Simplified Address

2.7 Bundles With Fewer Than the
Minimum Number of Pieces
Required

2.8 Labeling Bundles

2.9 Use of Carrier Route Information
Lines

2.10 Facing Slips—All Carrier Route Mail

3.0 Letter Trays

3.1 Standard Containers

3.2 Tray Sizes

3.3 Letter Tray Preparation

3.4 Tray Sleeving and Strapping

3.5 Strapping Exception

3.6 Origin/Entry 3-Digit/Scheme Trays
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4.0 Tray Labels
4.1 Basic Standards

4.2 Physical Characteristics of Tray
Labels

4.3 Line 1 (Destination Line)
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Information Line)

4.6 Abbreviations for Lines 1 and 3

4.7 Placement of Extraneous
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4.9 Barcoded Tray Labels

5.0 Preparing Nonautomation Letters

5.1 Basic Standards

5.2 Marking

5.3 Machinable Preparation

5.4 Nonmachinable Preparation

6.0 Preparing Enhanced Carrier Route
Letters

6.1 Basic Standards

6.2 Marking

6.3 Residual Pieces

6.4 Carrier Route Bundle Preparation

6.5 Bundles and Trays With Fewer Than
the Minimum Number of Pieces
Required

6.6 General Traying and Labeling

6.7 Traying and Labeling for
Automation-Compatible ECR Letters

6.8 Delivery Sequence Standards
6.9 Delivery Sequence Documentation

7.0 Preparing Automation Rate Letters
7.1 Basic Standards

7.2 Mailings

7.3 Marking

7.4 General Preparation

7.5 Tray Preparation

7.6 Tray Line 2

7.7 Presentation
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Enter and Deposit

1.0 Presenting a Mailing

1.1 Basic Standards for Standard Mail
Deposit

1.2 Separation of Mailings

2.0 Destination Entry
2.1 General

2.2 Minimum Volume
2.3 Postage Payment
2.4 Office of Mailing
2.5 Documentation
2.6 Plant Loads

2.7 Verification

2.8 Deposit
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Discount Letters: Physical Standards for Letters and Cards

201

Overview

1.0
1.1

201.1.1.3

Physical Standards

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

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

1.1.1 Dimensional Standards for Letters
Letter-size mail is:
a. Not less than 5 inches long, 3-1/2 inches high, and 0.007-inch thick.

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

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

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

Corner Radius Maximum 1/8"

:

-

Graphic at 100%

Place mailpiece against
template to test accuracy

1.1.2 Weight Standards for Machinable Letters

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

3.3 ounces (0.2063 pound).

1.1.3 All Machinable Letters

All pieces of machinable First-Class Mail letters and Standard Mail machinable
letters must not have any of the characteristics in 2.1, Criteria for Nonmachinable
Letters. Each piece must bear a delivery address that includes the correct ZIP Code
or ZIP+4 code.
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1.2

Physical Standards for Cards Claimed at Card Rates

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

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

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

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

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

1.2.3 Paper or Cardstock

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

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

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

b. 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.

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

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

c.  An encumbrance to postal processing.

1.2.6 Address Side of Cards

The address side of a card is the side bearing the delivery address and postage.
The address side may be formatted to contain a message area. Cards that do not
contain a message area on the address side are subject to the applicable standards
for the rate claimed. For the purposes of 1.2, miscellaneous graphics or printing,
such as symbols, logos, or characters, that appear on the address side of cards not
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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.

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

For cards claimed at the Presorted 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.

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

b. Horizontally divided cards.

1.

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

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

For cards claimed at the Presorted 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.

For cards claimed at the automation rate, the standards for
automation-compatible mail in 3.0, Physical Standards for Automation
Letters and Cards, and 202.5.0, Barcode Placement, must be met.
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2.0
2.1

1.2.7 Tearing Guides

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

1.2.8 Double Cards

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

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

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

c. Plain stickers, seals, or a single wire stitch (staple) may be used to fasten the
open edge at the top or bottom once the card is folded if affixed so that the
inner surfaces of the cards can be readily examined. Fasteners must be affixed
according to the applicable preparation requirements for the 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.

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

Physical Standards for Nonmachinable Letters

Criteria for Nonmachinable Letters

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

Is over 3.3 ounces, unless prepared as an automation-rate letter.

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

1%

Is polybagged, polywrapped, or enclosed in any plastic material.

o

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

e. Contains items such as pens, pencils, or loose keys or coins that cause the
thickness of the mailpiece to be uneven (see 601.11.18, Odd-Shaped ltems in
Paper Envelopes).

f.  Is too rigid (does not bend easily when subjected to a transport belt tension of
40 pounds around an 11-inch diameter turn).
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3.0
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3.2
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g. For pieces more than 4-1/4 inches high or 6 inches long, the thickness is less
than 0.009 inch.

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

i. Self-mailers with a folded edge perpendicular to the address if the piece is not
folded and secured according to 3.13.1, Folded Self-Mailer.

j.  Booklet-type pieces with the bound edge (spine) along the shorter dimension of
the piece or at the top, unless prepared according to 3.13.2.

Additional Criteria for First-Class Mail Nonmachinable Letters

Letter-rate pieces (except card-rate pieces) that meet one or more of the
nonmachinable characteristics in 2.1 are subject to the nonmachinable surcharge
(see 133.1.10). All letter-size pieces over 3.5 ounces are prepared as letters and
charged the flat-size rates.

Additional Criteria for Standard Mail Nonmachinable Letters

The nonmachinable rates in 243.1.7 apply to Standard Mail letter-size pieces that
weigh 3.3 ounces or less and have one or more of the nonmachinable
characteristics in 2.1. Mailers must prepare nonmachinable letters over 3.3 ounces
as described in 245.5.0, mark each piece “Not Flat-Machinable” or “NFM” as
described in 402.2.0, and pay the Not Flat-Machinable rates.

Additional Criteria for Periodicals Nonmachinable Letters
[7-15-07] The nonbarcoded letter rates in 707.1.1.2 apply to Periodicals letter-size
pieces that have one or more of the nonmachinable characteristics in 2.1.

Physical Standards for Automation Letters and Cards

Basic Standards for Automation Letters and Cards

Letters and cards claimed at automation letter rates and at Standard Mail Enhanced
Carrier Route letter rates must meet the standards in 3.0. Unless prepared as a
self-mailer, booklet, or postcard under 3.13.2 through 3.13.4, 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. Envelopes, or letter-size mailpieces sealed
along all four sides, must be made of paper with a minimum 16 pounds basis weight
(measured weight for 500 17-inch by 22-inch sheets) or equivalent. All references in
3.0 to paper basis weight are based on measured weight for 500 17-inch by 22-inch
sheets.

Dimensions and Shape Standards for Automation Letters
Each letter-size piece must be rectangular (see 1.1.1) and:

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

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

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

Domestic Mail Manual ® Updated 7-15-07 147

=



]

Discount Letters: Physical Standards for Letters and Cards

201.3.3

148

3.3

3.4

3.5

3.6

3.7

3.8

3.9

3.10

Weight Standards for First-Class Mail Automation Letters and Cards
Maximum weight for First-Class Mail automation letters is 3.5 ounces (0.2188
pound). See 3.13.4 for pieces heavier than 3 ounces.

Weight Standards for Standard Mail Automation Letters

Maximum weight for Standard Mail mailed at automation and Enhanced Carrier
Route rates is 3.5 ounces (0.2188 pound). See 3.13.4 for pieces heavier than
3 ounces.

Weight Standards for Periodicals Barcoded (Automation) Letters
[7-15-07] The maximum weight for Periodicals barcoded (automation) letters is 3.5
ounces (0.2188 pound). See 3.13.4 for pieces heavier than 3 ounces.

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

Wraps and Closures

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

Staples and Saddle Stitching

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

Rigid and Odd-Shaped Iltems

Rigid items (e.g., pens, pencils, keys, bottle caps) are prohibited within mailpieces.
Reasonably flexible items (e.g., credit cards) are permitted. Subject to 3.11,
Flexibility Standards for Automation Letters, odd-shaped items (e.g., coins and
tokens) are permitted if firmly affixed to and wrapped within the contents of the
mailpiece and envelope to streamline the shape of the mailpiece for automated
processing.

Tabs, 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 3.13, Self-mailers,
Booklets, Postcards, and Heavy Letter Mall, 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.
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Flexibility Standards for Automation Letters

3.11.1 Machinability

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

40 pounds around an 11-inch-diameter drum.

3.11.2 USPS Services for Flexibility Testing

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.

Standards for Labels and Stickers Affixed to the Outside of an Envelope

3.12.1 Using Labels and Stickers

Permanent labels and stickers (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.

3.12.2 Pressure-Sensitive Label

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

3.12.3 “Sandwich” Label

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

Self-mailers, Booklets, Postcards, and Heavy Letter Mail

3.13.1 Folded Self-Mailer

Except as noted in 3.13.1c¢, 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
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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).

With two tabs or wafer seals, the folded edge may be at the top or bottom of
the self-mailer. The two tabs or wafer seals must be placed on the open edge,
opposite the folded edge. One tab or wafer seal must be placed within 1 inch of
the left edge of the piece; the other, within 1 inch of the right edge of the piece.
See Exhibit 3.13.1b. The whole tab need not be placed within 1 inch of the
edge. The tabs must not obscure the FIM, postage, or required address
information. The folded self-mailer must be prepared from paper with a
minimum basis weight of 20 pounds (measured weight for 500 17- by 22-inch
sheets).

Exhibit 3.13.1b Sealing the Top Edge With Fold at the Bottom

may be more than 1" but
must not interfere with

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

—

In specifically identified formats, a self-mailer may have the final fold on the right
side (leading edge) of the piece. The left edge (trailing edge) and other open
edges must be secured with at least one tab or a glue line. The number of tabs
required is determined by the final trim size and paper basis weight of the piece.
If the piece is 7 inches long or more, the piece must be sealed on the top and
the bottom. In all cases, additional tabs, seals, or glue spots or glue lines may
be used. Newsprint paper is acceptable if the basis weight of the paper meets
the minimum standards in 3.13.1a and the piece is certified by the USPS
mailpiece design analyst to be acceptable for automated processing.

3.13.2 Booklets
A booklet-type piece must meet these standards:

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).

Except as noted in 3.13.2d, the bound edge (spine) must be the longest edge
of the piece and at the bottom, parallel to the address.
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c. 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. See Exhibit 3.13.2c.

Exhibit 3.13.2c Alternative Sealing for Booklet With Spine on the Bottom

\// |

500 E MAIN ST STE 222

L P P e o e 1 e
JOHN DOE
BRUCE MANFACTURING

KANSAS CITY MO 64100-1234

Spine

d. Inspecifically 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.

3.13.3 Postcard

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

3.13.4 Heavy Letter Mail

Heavy letter mail (barcoded letter-size mail weighing more than 3 ounces) must have
a barcode in the address block (see 202.5.0, Barcode Placement) 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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3.14

Enclosed Reply Cards and Envelopes

3.14.1 Basic Standard

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

a. Each reply piece must include the appropriate facing identification mark (FIM)
under 1.2, Physical Standards for Cards Claimed at Card Rates.

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

c. Each BRM piece must meet any applicable standard under 507.8.0; each
MRM piece must meet any applicable standard under 604.4.0, Postage Meters
and PC Postage Products (“Postage Evidencing Systems”); and each CRM
piece as defined in 3.14.2 must meet the standards of this section.

3.14.2 Courtesy Reply Mail (CRM)

For these standards, courtesy reply mail (CRM) is reply mail other than BRM or
MRM enclosed in other mail, with or without prepayment of postage, for return to
the address on the reply piece. If postage is required, the customer returning the
piece affixes the applicable First-Class Mail postage. Each piece must meet the
physical standards in 1.0 or 2.0. CRM has no additional required design standards
unless enclosed in automation mail.
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2.0
2.1

202.2.1

Elements on the Face of a Mailpiece

1.0 All Mailpieces

2.0 Address Placement

3.0 Placement and Content of Mail Markings

4.0 Placement and Physical Standards for Endorsements
5.0 Barcode Placement

All Mailpieces

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

Delivery and Return Address

The delivery address specifies the location to which the USPS is to deliver a
mailpiece. Except for mail prepared with detached address labels under 602.4.0,
the piece must have the address of the intended recipient, visible and legible, only
on the side of the piece bearing postage. (See 2.0 for address placement; see 602
for additional information regarding addressing.)

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

Address Placement

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

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

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

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

Postage area «———

|
|
l
|
Mr. and Mrs. John A Sample .
99 Oak St 172
2-3/4" Anytown WA 98765-4321 !
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Optical Character Reader (OCR)
read area

Placement and Content of Mail Markings

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

Printing and Designs

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

Placement of Mail Markings
Markings must be placed as follows:

a.

Basic Marking. The basic required marking that indicates the class or
subclass—“First-Class,” “Presorted Standard” or “PRSRT STD,” or “Nonprofit
Organization” (or “Nonprofit Org.” or “Nonprofit”) —must be printed or produced
as part of, or directly below or to the left of, the permit imprint indicia, meter
stamp or impression, or adhesive or precanceled stamp.

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

1. Inthe location specified in 3.3a.
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2. Inthe address area on the line directly above or two lines above the
address if the marking appears alone or if no other information appears on
the line with the marking except optional endorsement line information
under 708.7.0 or carrier route bundle information under 708.6.0.

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

Additional Requirements for Carrier Route. “ECRLOT,” “ECRWSH,” and
“ECRWSS” (Standard Mail only) must appear in their entirety wherever placed,
except “ECR” may be placed in the postage area if “LOT,” “WSH,” or “WSS,” as
applicable, is placed in the line above or two lines above the address, as
specified in 3.3b. Pieces not mailed at ECR rates must not bear these
markings.

Exceptions to Markings
Exceptions are as follows:

a.

Automation Letters. First-Class Mail and Standard Mail letters do not require an
“AUTO” marking if they bear a DPBC or an Intelligent Mail barcode with a
delivery point routing code in the address block or on an insert visible through a
window. First-Class Mail letters not marked “AUTO” must bear both the
“Presorted” or “PRSRT” and “First-Class” markings. Standard Mail letters not
marked “AUTO” must bear the appropriate basic marking in 3.3a.

Manifest Mailings. The basic marking must appear in the postage area on each
piece as required in 3.3a. The two-letter rate category code required in the
keyline on manifest mailing pieces prepared under 705.2.0, Manifest Mailing
System, meets the requirement for other rate markings.

MLOCR Prepared Automation Mailings. The basic marking must appear in the
postage area on each piece as required in 3.3a. The other “AUTO” marking
described in 3.3b must be replaced by the appropriate identifier/rate code
marking described in 705.5.0, First-Class Mail or Standard Mail Mailings With
Different Payment Methods, on those pieces that have the marking applied by
an MLOCR. This seven-character marking provides a description of the Product
Month Designator, MASS/FASTforward System Identifier, postage payment
method, and the rate of postage affixed for metered and precanceled stamp
mail or other postage information for permit imprint mail.

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

Domestic Mail Manual ® Updated 7-15-07 155

=



]

Discount Letters: Elements on the Face of a Mailpiece

202.4.1

156

4.0
4.1

4.2

4.3

4.4

Placement and Physical Standards for Endorsements

Endorsements for Delivery Instructions and Ancillary Services

The mailer must place the correct endorsement on each mailpiece to provide
delivery instructions (retention period under 507.3.4.4 or carrier release under
508.1.2) or to request an ancillary service (forwarding, return, or address correction
under 507.1.0, Treatment of Mail), subject to the corresponding standards for use
and availability.

Return Address

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

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

a. The carrier release endorsement must be placed directly below the return
address. If any other endorsement is used, the carrier release endorsement
must be separated by the equivalent of one blank line of the type size used.

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

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

1. Directly below the return address.

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

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

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

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

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

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

c. The color contrast between the endorsement and the mailpiece background
must be kept at a reasonable degree. A brilliant colored background or reverse
printing is not permitted.
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d. Aclear space of at least 1/4 inch around (above, below, and both sides) the
total area containing the endorsement(s) is required. This 1/4-inch clear space
is not required for an endorsement that is applied with a multiline optical
character reader (MLOCR) inkjet and placed in the location directly below the
postage area and any rate marking if the endorsement is clear and legible.

Barcode Placement

Barcode Clear Zone

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

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

d. Bottom: bottom edge of the piece.

General Barcode Placement for Letters

Automation rate letters and letters claimed at an Enhanced Carrier Route saturation
or high density rate may bear a DPBC or an Intelligent Mail barcode with a delivery
point routing code (see 708.4.0). Mailers must print the barcode either in the
address block or in the barcode clear zone, except that pieces in a OneCode ACS
mailing and pieces that weigh more than 3 ounces must include the barcode in the
address block. An Intelligent Mail barcode placed in the address block, when used
with OneCode ACS (see 507.3.2), must appear above the address information
according to standards in 5.6.Barcode on Mailpiece

Except as noted in 5.4, 5-Digit Barcode Placement in Clear Zone, 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.

5-Digit and ZIP+4 Barcode Permissibility

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

5-Digit Barcode Placement in Clear Zone

Any 5-digit barcode must be located as specified in 5.3, except that, if placed in the
barcode clear zone, the leftmost bar of the barcode must be between 4-1/8 and
4-1/4 inches from the right edge of the mailpiece.

DPBC Numeric Equivalent

In delivery point barcoded automation 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.

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

a.

The barcode must be placed in one of these positions:
1. Above the address line containing the recipient’s name.

2. Below the city, state, and ZIP Code line, except when using an Intelligent
Mail barcode to access OneCode”CS (see 507.3.2).

3.  Above or below the keyline information.
4.  Above or below the optional endorsement line.

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.

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.

If a window 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 5.2, General Barcode Placement for Letters) must be
covered; such windows may be covered on other mail. Covers for address
block windows are subject to 5.10.

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.

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;
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the top of each bar must be less than 4 inches from the bottom edge of the
mailpiece; and the bottom line of the address block, including the barcode,
must be at least 5/8 inch from the bottom of the mailpiece.

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

a. The envelope and window must meet the physical standards in 5.8 through
5.10 in Barcode Placement.

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

c.  When the insert showing through the window is moved to any of its limits inside
the envelope, the entire barcode must remain within the barcode clear zone,
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.

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

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

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

Window Construction
A barcode window must extend fully to the bottom edge of the envelope, must be of
wraparound construction, and must be covered subject to 5.10.

Window Cover

The window cover must be of a nontinted clear or transparent material (e.g.,
cellophane or polystyrene) that permits the barcode and its background, as viewed
through the window material, to meet the reflectance standards in 708.4.4. The
edges of the window cover must be securely glued to the envelope.
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233.1.6

Rates and Eligibility

Overview 1.0 Rates and Fees for First-Class Mail
2.0 Content Standards for First-Class Mail Letters
3.0 Basic Standards for First-Class Mail Letters
4.0 Additional Eligibility Standards for Nonautomation First-Class Mail Letters
5.0 Additional Eligibility Standards for Automation Rate First-Class Mail Letters
6.0 Eligibility Standards for Card Rate First-Class Mall
1.0 Rates and Fees for First-Class Malil
1.1 Rate Application
Postage is based on the letter rate that applies to the weight of each addressed
piece.
1.2 Rate Computation for First-Class Mail Letters
First-Class Mail letter rates are charged per ounce or fraction thereof; any fraction of
an ounce is considered a whole ounce. For example, if a piece weighs 1.2 ounces,
the weight (postage) increment is 2 ounces. The minimum postage per addressed
piece is that for a piece weighing 1 ounce.
1.3 Presorted and Automation Rates for Cards and Letters
Automation Nonautomation
Weight
Not Over
(ounces) 5-Digit 3-Digit AADC Mixed AADC Presorted
1 $0.312 $0.334 $0.341 $0.360 $0.373
2 0.437 0.459 0.466 0.485 0.543
3 0.562 0.584 0.591 0.610 0.713
35 0.687 0.709 0.716 0.735 0.883°
Card Rate® 0.191 0.204 0.208 0.220 0.241

1. Letters that meet one or more of the nonmachinable characteristics in DMM 201.2.71 are subject to the nonmachinable surcharge.
2. The maximum weight for machinable letter preparation is 3.3 ounces.
3. The card rate applies to each single or double postcard when originally mailed; reply half of double postcard must be designed for reply

mail purposes only.

1.4

1.5

1.6

Nonmachinable Surcharge
Surcharge per Presorted rate piece (see 201.2.1, Criteria for Nonmachinable
Letters, and 4.3, Nonmachinable Surcharge for Letter-Size Pieces): $0.17.

Presort Mailing Fee
Presort mailing fee, per 12-month period, per office of mailing: $175.00.

Computing Postage for First-Class Mail

Determine single-piece weight and weight (postage) increment for each addressed
piece as prescribed in 1.7 and 1.2, Rate Computation for First-Class Mail Letters.
For First-Class Mail, affix postage to each piece under 234.2.2, Affixed Postage for
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Presorted First-Class Mail, or, for permit imprint mailings, multiply the number of
addressed pieces at each rate increment (and in each rate category, if applicable) by
the corresponding postage rate, add the unrounded products, and round off the
total postage to the nearest whole cent.

Determining Single-Piece Weight

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

Content Standards for First-Class Mail Letters

General
With the exception of restricted material as described in 601.8.0, any mailable item
may be mailed as First-Class Mail.

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

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

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

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

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

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

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

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

Basic Standards for First-Class Mail Letters
3.1 Description of Service

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

3.1.2 Rate Options

First-Class Mail letters offer shape-based single-piece rates in 133.1.0 and
discounted rates in 1.0 for presorted mailings of 500 or more pieces that weigh
3.5 ounces or less.

Defining Characteristics

3.2.1 Inspection of Contents

First-Class Mail is closed against postal inspection. Federal law and USPS
regulations restrict both opening and reviewing the contents of First-Class Mail by
anyone other than the addressee.

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

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

3.2.4 Extra Services Exclusive to First-Class Mail
First-Class Malil is the only class of mail eligible to receive the following extra
services: Registered Mail service and Certified Mail service.

3.2.5 Additional Extra Services

Additional extra services available with First-Class Mail are certificate of mailing
service, COD service, Delivery Confirmation service (parcels only), insured mail
service (merchandise only), return receipt service, restricted delivery service,
Signature Confirmation service (parcels only), and special handling. See information
regarding extra services in 5083.

Additional Basic Standards for First-Class Mail
All presorted First-Class Mail letters must:

a. Meet the basic content standards for First-Class Mail in 2.0.
b. Weigh 3.5 ounces or less.

c. Meet the applicable standards in 234, Postage Payment and Documentation,
and 1.0, Rates and Fees for First-Class Mail.

d. Be part of a single mailing of at least 500 pieces of Presorted First-Class Malil.

Domestic Mail Manual ® Updated 7-15-07 165

K



]

Discount Letters: First-Class Mail Rates and Eligibility

233.3.4

166

3.4

3.5

e. Meet the applicable physical standards in:
1. 201.1.0, Physical Standards for Machinable Letters and Cards.
2. 201.2.0, Physical Standards for Nonmachinable Letters.
3. 201.3.0, Physical Standards for Automation Letters and Cards.

f.  Bear a delivery address that includes the correct ZIP Code or ZIP+4 code and
that meets these address quality standards:

1. The Move Update standard in 3.5.
2. The ZIP Code accuracy standard in 3.6.

3. If an alternative addressing format is used, the additional standards in
602.3.0.

Presort Mailing Fee

A First-Class Mail presort mailing fee must be paid once each 12-month period at
each office of mailing by any person or organization entering mailings at automation
or Presorted First-Class Mail rates. Payment of one fee allows a mailer to enter mail
at all those rates. Persons or organizations paying this fee may enter mail of their
clients as well as their own mail. The fee may be paid in advance only for the next 12
months and only during the last 60 days of the current service period. The fee
charged is that which is in effect on the date of payment.

Move Update Standard

3.5.1 Basic Standards

The Move Update standard 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 subject to
the Move Update standard 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 3.5.2.

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.

d. Except for mail bearing an alternative address format, addresses used on
pieces claiming First-Class Mail Presorted rates, regardless of any required
surcharge, must meet the Move Update standard.

3.5.2 USPS-Approved Methods
The following methods are authorized for meeting the Move Update standard:

a. Address Change Service (ACS).
b. National Change of Address Linkage System (NCOAMM).
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c. FASTforward MLOCR processes 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.

d. Mailer Move Update Process Certification and USPS-approved alternative
methods for mailers with legitimate restrictions on incorporating USPS-supplied
change-of-address information into their mailing lists. The National Customer
Support Center (see 608.8.1 for address) administers and approves both Mailer
Move Update Process Certification and alternative methods.

e. Ancillary service endorsements under 507.1.5.1, First-Class Mail and Priority
Mail, except “Forwarding Service Requested.”

3.5.3 Mailer Certification

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

3.6.1 Basic Standards

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
3.6.1d 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 3.6.2.

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.

d. Except for mail bearing a simplified address, addresses used on pieces claiming
First-Class Mail rates, regardless of any required surcharges, must meet the ZIP
Code accuracy standard.

3.6.2 USPS-Approved Methods
The following methods are authorized for meeting the ZIP Code accuracy standard:
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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. Surveys of addressees on mailer’s address list inquiring about the
accuracy of ZIP Code information.

2. Any mailing list service in 507.6.0.
3. An authorized service provider.

4. CASS-certified matching software.
5. USPS Web site www.usps.com.

3.6.3 Mailer Certification

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.

4.0 Additional Eligibility Standards for Nonautomation
First-Class Mail Letters

41 Additional Standards for Machinable First-Class Mail
In addition to the standards in 3.0, Basic Standards for First-Class Mail Letters, all
pieces in a First-Class Mail Presorted rate mailing must be marked, sorted, and
documented as specified in 235.5.0, Preparing Nonautomation Letters.

4.2 Barcodes
Any POSTNET barcode on a mailpiece in a nonautomation First-Class mailing must
be correct for the delivery address and meet the standards in 202.5.0, Barcode
Placement, and 708.3.0, Coding Accuracy Support System (CASS) and 708.4.0,
Standards for POSTNET and Intelligent Mail Barcodes.

4.3 Nonmachinable Surcharge for Letter-Size Pieces
The nonmachinable surcharge in 1.4 applies to letter-rate pieces (except card-rate
pieces) that meet one or more of the nonmachinable characteristics in 201.2.1.

5.0 Additional Eligibility Standards for Automation Rate
First-Class Mail Letters

5.1 Basic Standards for Automation First-Class Mail Letters
All pieces in a First-Class Mail automation rate mailing must:

a. Meet the basic standards for First-Class Mail in 3.0.

b. Be part of a single mailing of at least 500 pieces of automation rate
First-Class Mail.
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c. Meet the physical standards in 201.3.0, Physical Standards for Automation
Letters and Cards.

d. Bear a delivery address that includes the correct ZIP Code, ZIP+4 code, or
numeric equivalent to the delivery point barcode (DPBC) and that meets the
address matching and coding standards in 5.4, Address Standards for
Barcoded Pieces, and 708.3.0, Coding Accuracy Support System (CASS).

e. Bear an accurate DPBC or Intelligent Mail barcode (see 708.4.3) matching the
delivery address and meeting the standards in 202.5.0, Barcode Placement,
and 708.4.0, Standards for POSTNET and Intelligent Mail Barcodes. Mailers
must apply the barcode either on the piece or on an insert showing through a
window.

f. Be marked, sorted, and documented as specified in 235.6.0, Preparing
Automation Rate Letters, for letters and cards.

Maximum Weight for Automation Letters

Maximum weight for First-Class Mail automation letters is 3.5 ounces
(0.2188 pound) (see 201.3.13.4, Heavy Letter Mail, for pieces heavier than
3 ounces).

Rate Application—Automation Cards and Letters
Automation rates apply to each piece that is sorted under 235.6.0 into the
corresponding qualifying groups:

a. Groups of 150 or more pieces in 5-digit/scheme trays qualify for the 5-digit rate.
Preparation to qualify for the 5-digit rate is optional. Pieces placed in full
3-digit/scheme trays in lieu of 5-digit/scheme overflow trays under 235.6.6 are
eligible for the 5-digit rates.

b. Groups of 150 or more pieces in 3-digit/scheme trays qualify for the 3-digit rate.
Pieces placed in full AADC trays in lieu of 3-digit/scheme overflow trays under
235.6.6 are eligible for the 3-digit rates.

c. Groups of fewer than 150 pieces in origin 3-digit/scheme trays and pieces in
AADC trays qualify for the AADC rate. Pieces placed in mixed AADC trays in lieu
of AADC overflow trays under 235.6.6 are eligible for the AADC rates.

d. Pieces in mixed AADC trays qualify for the mixed AADC rate, except for pieces
prepared under 5.3c.

Address Standards for Barcoded Pieces

5.4.1 Basic Address Standards for Barcodes

To qualify for automation rates, addresses must be sufficiently complete to enable
matching to the current USPS ZIP+4 Product when used with current
CASS-certified address matching software. Standardized address elements are not
required. Any barcode that appears on a mailpiece claimed at an automation rate
must be the correct barcode for the corresponding delivery address on the piece.

5.4.2 Numeric ZIP+4
A numeric ZIP+4 code must consist of five digits, a hyphen, and four digits.
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5.4.3 Numeric Delivery Point Barcode (DPBC)

A numeric equivalent of the delivery point barcode (DPBC) consists of five digits
followed by a hyphen and seven digits as specified in 202.5.5. The numeric
equivalent is formed by adding three digits directly after the ZIP+4 code.

5.4.4 Address Elements

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

5.4.5 Firm Name

An address must include a firm name when necessary to obtain a match with the
finest level of ZIP+4 code in the USPS ZIP+4 Product. If an address contains a firm
name assigned a unique ZIP+4 code in the USPS ZIP+4 Product, the unique ZIP+4
code must be used. If the firm name is not one assigned a unique ZIP+4 code in the
USPS ZIP+4 Product and the apartment/suite number is included in the address,
the ZIP+4 code for the range in which the apartment/suite number appears must be
used in that address. If the firm name does not correspond to a firm name that has
a unique ZIP+4 code assigned in the USPS ZIP+4 Product and the apartment/suite
number is not included in the address, the ZIP+4 code for the building must be
used.

5.4.6 Secondary Designator

If a secondary address designator (e.g., an apartment number) is shown in the
address, the mailpiece must show the appropriate ZIP+4 code representing the
range for that secondary address as contained in the current USPS ZIP+4 Product.
If a secondary address designator is required to obtain an exact match with the
finest level of ZIP+4 code in the USPS ZIP+4 Product but the information is not
available, the alternative ZIP+4 code or ZIP+4 or delivery point barcode for the
building must be used.

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

Reply Cards and Envelopes Enclosed in Automation Rate First-Class Mail
All letter-size reply cards and envelopes provided as enclosures in automation
First-Class Mail and addressed for return to a domestic delivery address must meet
the standards in 201.3.0, Physical Standards for Automation Letters and Cards, for
enclosed reply cards and envelopes. The mailer must certify that this standard has
been met when the corresponding mail is presented to the USPS.

Eligibility Standards for Card Rate First-Class Mail

Card Rate

A card may be a single or double (reply) stamped card or a single or double
postcard. Stamped cards are available from USPS with postage imprinted on them.
Postcards are commercially available or privately printed mailing cards. To be eligible
for a card rate, a card and each half of a double card must meet the physical
standards in 201.1.2 and the applicable eligibility and preparation standards for the
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rate claimed. Ineligible cards are subject to letter-size rates. Cards may be prepared
and mailed at the First-Class Mail single-piece card rate, Presorted card rate, or
automation card rates.

Cards and Letters

Pieces claimed at card rates and pieces claimed at letter rates are subject to
separate minimum volume criteria, but may be combined in the same mailing and
reported on the same postage statement.
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Overview

1.0
1.1

2.0
2.1

2.2

234.2.2

Postage Payment and Documentation

1.0 Basic Standards for Postage Payment
2.0 Postage Payment for Presorted Letters
3.0 Postage Payment for Automation Letters
4.0 Mailing Documentation

Basic Standards for Postage Payment

Postage Payment Options

Postage for discount (Presorted or automation) rate -First-Class Mail must be paid
with affixed postage (604.1.0 for stamps, 604.3.0 for precanceled stamps, or
604.4.0 for metered postage) or permit imprint (604.5.0) as specified in 2.0,
Postage Payment for Presorted Letters, and 3.0, Postage Payment for
Automation Letters. A permit imprint may be used for mailings of
nonidentical-weight pieces only if authorized by Business Mailer Support at USPS
Headquarters.

Postage Payment for Presorted Letters

Payment Methods for Presorted Rates

Presorted First-Class Mail rate postage must be paid with meter stamps under
604.4.0, permit imprints under 604.5.0, or precanceled postage under 604.3.0,
subject to the corresponding standards for these methods. All pieces in a mailing
must be paid with the same method unless otherwise permitted by standard or
Business Mailer Support authorization.

Affixed Postage for Presorted First-Class Mail

Unless permitted by other standards or by Business Mailer Support, USPS
Headquarters, when precanceled postage or meter stamps are used, only one
payment method may be used in a mailing and each piece must bear postage
under one of these conditions:

a. The full postage at the First-Class Mail rate for which it qualifies (no postage
documentation is required).

b. A precanceled stamp or the full postage at the lowest First-Class first-ounce
rate applicable to the mailing job, and full postage on metered pieces for any
additional ounce(s) or nonmachinable surcharge; postage documentation may
be required by standard.

c. Postage in an amount not less than the lowest available First-Class first-ounce
letter or card rate (as applicable) in the mailing job if authorized by Business
Mailer Support, plus full postage on metered pieces for any extra ounce(s);
postage documentation may be required by standard.
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2.3

3.0
3.1

3.2

3.3

Additional Postage

Additional postage for pieces not bearing sufficient postage when presented to the
USPS must be paid before acceptance either using an advance deposit account or
with a meter stamp affixed to the postage statement accompanying the mail. When
the amount of postage affixed is subject to Business Mailer Support authorization
under 2.2c, credit is not given for postage affixed in excess of the authorized
amount.

Postage Payment for Automation Letters

Payment Methods for Automation Rates

First-Class Mail automation rate postage must be paid with meter stamps, permit
imprints, or precanceled stamps. All pieces in a mailing must be paid with the same
method unless otherwise permitted by standard or Business Mailer Support
authorization. Permit imprints may be used for mailings of nonidentical-weight
pieces only if authorized by Business Mailer Support.

Affixing Postage for Automation Rate First-Class Mail

Unless permitted by other standards or Business Mailer Support authorization,
when precanceled postage or meter stamps are used, only one payment method
may be used in a mailing and each piece must bear postage under one of these
conditions:

a. Each metered piece weighing more than 1 ounce must bear the correct
additional postage to pay for the additional ounce(s).

b. Each piece must bear a precanceled stamp or meter postage in the exact
amount or at the lowest rate applicable to pieces in the mailing job. If exact
postage is not affixed, all additional postage must be paid at the time of mailing
with an advance deposit account or with a meter stamp affixed to the required
postage statement.

c. Documentation meeting the standards in 4.0, Mailing Documentation, must be
presented with the postage statement to show the number of pieces at each
rate and the computation of the additional postage due for pieces not bearing
full postage at the applicable rate (i.e., the difference between what the pieces
bear and the correct postage at the rate for which each qualifies).

Nondenominated Precanceled Stamps
A mailer may use available nondenominated precanceled stamps if:

a. Stamps are affixed to every piece in the mailing.

b. Additional postage is paid at the time of mailing either by advance deposit
account or by a meter stamp affixed to the back of the accompanying postage
statement.

c. Documentation is presented with the postage statement showing, by 5-digit
and 3-digit ZIP Code, the number of pieces at each rate and the computation
of the additional postage due at the applicable rate (i.e., the difference between
the value of the nondenominated stamp affixed and the correct postage at the
rate for which each piece qualifies).
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Lower Denomination Precanceled Stamps
A mailer may use precanceled stamps of a denomination less than the postage for
the first ounce at the lowest rate in the mailing if:

a. The stamps do not bear an improper rate marking.
b. The same denomination of stamp is affixed to every piece in the mailing.

c. Additional postage is paid at the time of mailing either by advance deposit
account or by a meter stamp affixed to the back of the accompanying postage
statement.

d. Documentation is presented with the postage statement showing, by 5-digit
and 3-digit ZIP Code, the number of pieces at each rate and the computation of
the additional postage due at the applicable rate (i.e., the difference between
the value of the stamps affixed and the correct postage at the rate for which
each piece qualifies).

Postage Affixed at Lowest Rate to All Pieces

Where it is not practicable for the mailer to affix the exact postage to each piece or
to affix the lowest postage rate to all pieces in the mailing, the mailer may compute
postage for the mailing as if the lowest rate affixed to any piece in the mailing were
affixed to all pieces. Additional postage is computed based on the difference
between the lowest rate affixed to any piece in the mailing and the rate for each rate
level in the mailing. This computation must be documented to meet the basic
standards in 4.0, Mailing Documentation. No refund is paid for any piece where
postage is affixed at a rate higher than the lowest rate claimed for or affixed to any
piece. The total additional postage must be paid either by advance deposit account
or by a meter stamp affixed to the back of the accompanying postage statement.

Mailing Documentation

Completing Postage Statements

Any mailing claiming a discount and all permit imprint mailings must be
accompanied by a postage statement completed and signed by the mailer (in
duplicate if the mailer wants a receipted copy). A change made to any postage
statement requires the mailer (agent) to correct the postage statement accordingly
and document the correction.

Basic Documentation Standards

Generally, documentation is required from a mailer when a mailing is presented to
the USPS. Supporting documentation of postage is required unless the correct rate
is affixed to each piece or each piece is of identical weight and the pieces are
separated by rate when presented for acceptance. Documentation describes the
preparation, rate levels, and content of the mailing; details the volume and postage
data; and, by comparison with the actual mailing it describes, supports the claims
contained on the postage statement accompanying the mailing and allows the
USPS to verify its accuracy. Documentation must be submitted when specified for
the rate claimed or postage payment method used.
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4.3

4.4

4.5

4.6

4.7

4.8

Documentation Standards for Automation Mailings

A complete postage statement must accompany each mailing. Each mailing also
must be accompanied by presort and rate documentation produced by
PAVE-certified or MAC-certified software or by standardized documentation.
Exception: For mailings of fewer than 10,000 pieces, presort and rate
documentation is not required if postage at the correct rate is affixed to each piece
or if each piece is of identical weight and the pieces are separated by rate when
presented for acceptance. Mailers may use a single postage statement and a single
documentation report for all rate levels in a single mailing. First-Class Mail mailings
prepared under the value added refund procedures or as combined mailings must
meet additional standardized documentation requirements under 604.9.0, Refunds
and Exchanges, and 705.5.0, First-Class Mail or Standard Mail Mailings With
Different Payment Methods.

Preparing Documentation

As provided by standard, documentation may be presented in abbreviated form or
on computer-readable media. Required documentation must be presented with
every mailing unless, by standard, it may be provided to support multiple mailings or
mailings that are part of the same job or cycle.

Multiple Standards

If multiple documentation standards apply to the same mailing, only one set of
documentation is necessary if it provides enough information to meet all applicable
standards. Redundant or duplicate documentation is not required simply to meet
individual standards.

Standard Format for Documentation

Documentation must be produced by software certified under the Presort Accuracy
Validation and Evaluation (PAVE) program or the Manifest Analysis and Certification
(MAC) program, appropriate for the accompanying class of mail and rate claimed, or
the documentation must be prepared as standardized documentation.
Standardized documentation contains the elements described in 708.1.0, as
applicable. Documentation produced by PAVE-certified or MAC-certified software is
considered standardized documentation.

Providing Additional Information

The postmaster of the office of mailing may require additional information if the
documentation submitted does not allow the corresponding mailing to be verified.
Failure to provide information is sufficient reason for the USPS to refuse a mailing.
The mailer may appeal any determination to the PCSC under 607.2.0, Rulings on
Mailing Standards.

Reporting Multiple Mailings on One Statement

Each group of pieces prepared as a separate mailing must be presented with a
postage statement using the correct USPS form for the particular class, rate, and
postage payment method. A mailer may report more than one mailing from a single
job on the same postage statement if the mailings are presented at the same time
for verification, the pieces are in the same processing category, each mailing
separately meets all applicable eligibility standards, and the number of pieces in
each mailing is separately reported on the postage statement.

Domestic Mail Manual ® Updated 7-15-07



Discount Letters: First-Class Mail Postage Payment and Documentation

4.9

234.4.9

Facsimile Postage Statements

Facsimile postage statements must contain data and elements in locations as close
as possible to where they appear on the USPS form. Data fields that do not pertain
to information and rates claimed in the mailing and other extraneous information that
appears on the USPS form do not have to be included. Facsimiles must include all
other information pertaining to the mailing, including the class of mail (or subclass as
appropriate), postage payment method (e.g., permit imprint), and four-digit form
number (hyphen and suffix optional). All parts, and line numbers within each part,
must reflect those on the USPS form. In some cases, this can include fields from
multiple USPS forms onto a single facsimile. Most importantly, the facsimile must
fully and exactly reproduce the “Certification” and “USPS Use Only” fields that
appear on the USPS form. A facsimile postage statement produced by software
certified by the USPS Presort Accuracy Validation and Evaluation (PAVE) or Manifest
Analysis and Certification (MAC) program is considered a USPS-approved form for
these standards. Others may be approved by the entry office postmaster.
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Overview

1.0
1.1

1.2

1.3

235.1.3

Mail Preparation

1.0 General Definition of Terms

2.0 Bundles

3.0 Letter Trays

4.0 Tray Labels

5.0 Preparing Nonautomation Letters
6.0 Preparing Automation Rate Letters

General Definition of Terms

Definition of Presort Process

Presort is the process by which a mailer prepares mail so that it is sorted to at least
the finest extent required by the standards for the rate claimed. Generally, presort is
performed sequentially, from the lowest (finest) level to the highest level, to those
destinations specified by standard and is completed at each level before the next
level is prepared.

Definition of Mailings
Mailings are defined as:

a. General. A mailing is a group of pieces within the same class of mail and the
same processing category that may be sorted together and/or presented under
a single minimum volume mailing requirement under the applicable standards.
Generally, automation and nonautomation letters must be prepared as separate
mailings. Other specific standards may define whether separate mailings may
be combined, palletized, reported, or deposited together.

b. First-Class Mail. Cards and letters must be prepared as separate mailings
except that they may be sorted together if each meets separate minimum
volume requirements. The types of First-Class Mail listed below must not be
part of the same mailing despite being in the same processing category:

1. Automation rate and any other type of mail.
2. Presorted rate and any other type of mail.
3. Single-piece rate and any other type of mail.

4.  Machinable and nonmachinable pieces.

Terms for Presort Levels
Terms used for presort levels are defined as follows:

a. 5-digit: the delivery address on all pieces includes the same 5-digit ZIP Code.

b. 5-digit scheme (trays) for automation letters: the ZIP Code in the delivery
address on all pieces is one of the 5-digit ZIP Code areas processed by the
USPS as a single scheme, as shown in the USPS City State Product.

c. 3-digit: the ZIP Code in the delivery address on all pieces begins with the same
three digits (see L0O02, Column A).
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Unique 3-digit: the ZIP Code in the delivery address on all pieces begins with
the same three digits, and that the 3-digit prefix is so identified in LO02, Column
A

3-digit scheme: the ZIP Code in the delivery address on all pieces begins with
one of the 3-digit prefixes processed by the USPS as a single scheme, as
shown in LOOS.

Origin/optional entry 3-digit(s): the ZIP Code in the delivery address on all
pieces begins with one of the 3-digit prefixes processed at the sectional center
facility (SCF) in whose service area the mail is verified/entered. Subject to
standard, a separation is required for each such 3-digit area regardless of the
volume of mail.

Origin/optional entry SCF: the separation includes bundles for one or more
3-digit areas served by the same sectional center facility (SCF) (see L002,
Column C, or LO05) in whose service area the mail is verified/entered. Subject
to standard, this separation is required regardless of the volume of mail.

ADC/AADC: all pieces are addressed for delivery in the service area of the
same area distribution center (ADC) or automated area distribution center
(AADC) (see LO04 or L801).

Mixed [ADC, AADC, etc.]: the pieces are for delivery in the service area of more
than one ADC, AADC, etc.

Residual pieces/bundles/sacks contain material remaining after completion of a
presort sequence. Residual mail lacks the volume set by standard to require or
allow bundle preparation to a particular destination, and usually does not qualify
for a presort rate. Residual mail is also referred to as nonqualifying or working
mail.

Preparation Definitions and Instructions
For purposes of preparing mail:

a.

Pieces refers to individually addressed mailpieces. This definition also applies
when pieces is used in eligibility standards. Quantities indicated for optional or
required sortations always refer to pieces unless specifically excepted.

A full letter tray is one in which faced, upright pieces fill the length of the tray
between 85% and 100% full.

A less-than-full letter tray is one that contains mail for the same destination
regardless of quantity or whether a full tray was previously prepared for that
destination. Less-than-full trays may be prepared only if permitted by the
standards for the rate claimed.

An overflow letter tray is a less-than-full tray that contains all pieces remaining
after preparation of full trays for the same destination. Overflow trays may be
prepared only if permitted by the standards for the rate claimed.

A 5-digit scheme sort for automation letters yields 5-digit scheme trays for
those 5-digit ZIP Codes identified in the USPS City State Product and 5-digit
trays for other areas. Mail prepared using 5-digit scheme sort must be entered
no later than 90 days after the release date of the City State Product used to
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obtain the scheme information (see 708.3.0, Coding Accuracy Support System
(CASS)). The 5-digit ZIP Codes in each scheme are treated as a single presort
destination subject to a single minimum volume, with no further separation by
5-digit ZIP Code required. Trays prepared for a 5-digit scheme destination that
contain pieces for only one of the schemed 5-digit ZIP Codes are still
considered 5-digit scheme sorted and are labeled accordingly. When standards
require 5-digit/scheme sorting, mailers must prepare all possible 5-digit scheme
trays, then prepare all possible 5-digit trays.

f. A 3-digit scheme sort yields 3-digit scheme trays for those 3-digit ZIP Code
prefixes listed in LOO3 and 3-digit trays for other areas. The 3-digit ZIP Code
prefixes in each scheme are treated as a single presort destination subject to a
single minimum tray volume, with no further separation by 3-digit prefix
required. Trays prepared for a 3-digit scheme destination that contain pieces for
only one of the schemed 3-digit areas are still considered 3-digit scheme sorted
and are labeled accordingly. The 3-digit scheme sort is required for automation
rate letter-size First-Class Mail. When standards require 3-digit/scheme sorting,
mailers must prepare all possible 3-digit scheme trays, then prepare all possible
3-digit trays.

g. Anorigin 3-digit (or origin 3-digit scheme) tray contains all mail (regardless of
quantity) for a 3-digit ZIP Code (or 3-digit scheme) area processed by the SCF
in whose service area the mail is verified. If more than one 3-digit (or 3-digit
scheme) area is served, as indicated in LO05, a separate tray must be prepared
for each.

h. The required at [quantity] instruction (e.g., “required at 10 pieces”) means that
the particular unit must be prepared for the corresponding presort level
whenever the specified quantity of mail is reached or exceeded. Bundles and
containers may contain more than the specified required at quantity up to the
applicable maximum physical size. Subject to applicable rate eligibility
standards, smaller quantities may be prepared only if permitted. Where
specified by standard, required preparation applies only if the mailer chooses to
qualify for the corresponding rate.

i.  The optional at [quantity] instruction means that the particular unit may be
prepared for the corresponding presort level whenever the specified quantity of
mail is reached or exceeded. Bundles or containers may contain more than the
specified optional at quantity up to the applicable maximum physical size.
Smaller quantities may be prepared only if permitted by applicable rate eligibility
standards. Standards for quantities with which preparation is optional are often
followed by standards for larger quantities with which preparation is required.

j. Entry [facility] (or origin [facility]) refers to the USPS mail processing facility that
serves the post office at which the mail is entered by the mailer. If the post office
where the mail is entered is not the one serving the mailer’s location, the post
office of entry determines the entry facility. Entry SCF includes both
single-3-digit and multi-3-digit SCFs.
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k. The group pieces instruction means the pieces are to be sorted together as if to

be bundled but not actually secured into a bundle. Bundle labels and other
bundle identification methods may be used for unsecured groups of pieces as
permitted by standard.

I. Abundle is a group of addressed pieces secured together as a unit. The

presort process considers the total number of pieces available for the particular
presort destination and assembles them into groups meeting applicable volume
and size standards. When the standards for the rate claimed require securing
the pieces in each group together, the result is a bundle. The term bundle does
not apply to unsecured groups of pieces (e.g., pieces prepared in trays and
identified by separator cards or tic marks). Bundle preparation is described in
2.0, Bundles.

m. Atic mark is defined as a solid black rectangle that must be printed on both the

front side (extending over the top) and back side (flap side) of the envelope. Tic
marks may be used in lieu of separator cards for First-Class Mail automation
mailings. Tic marks must be printed on the top edge of the first mailpiece in
each carrier route grouping during the mailpiece production process and must
meet the following specifications:

1. Color: black.

2. Reflectance and Contrast Ratio: The tic mark must meet the reflectance
and contrast ratio specifications in 708.4.4, Reflectance.

3. Location: The tic mark must extend along the top edge of the envelope, to
the left of center line of the envelope. Its location must be referenced to
the center line. The right edge of the tic mark must be 0.5 inch (+
0.125 inch) from the center line of the envelope.

4.  Size: The width of the tic mark must be 0.5 inch (+ 0.125 inch). The tic
mark must extend over the top of the envelope, down each side a
distance of 0.25 inch (+ 0.125 inch). When a second tic mark is used to
indicate a tray break at the end of the tray, all specifications are the same
as for one tick mark, except for the location on the envelope. When a
second tic mark is used on the last piece in a tray to indicate a tray break,
the right edge of the second tic mark must be 0.5 inch (+ 0.125 inch) from
the left edge of the first tic mark.

n. A “logical” presort destination represents the total number of pieces that are
eligible for a specific presort level based on the required sortation, but which
might not be contained in a single bundle or in a single container due to
applicable preparation requirements or the size of the individual pieces as
described in 2.3.

Bundles

Definition of a Bundle

Mailers assemble pieces available for different presort destinations into groups. A
bundle is a group of addressed pieces secured together as a unit. The term bundle
does not apply to pieces grouped or prepared loose in trays.
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Arranging Pieces in a Bundle (“Facing”)
All pieces in a bundle must be “faced” (arranged with the addresses in the same
read direction), with an address visible on the top piece.

Preparing Bundles
Cards and letter-size pieces are subject to these bundling standards:

a. The maximum thickness for bundles is 6 inches.

b. Mailings consisting entirely of card-size pieces (i.e., pieces not larger than 4-1/4
by 6 by 0.016 inch) must always be prepared in bundles.

c. Bundles must be prepared for mail in all less-than-full trays and 3-digit carrier
routes trays; for nonmachinable Presorted First-Class Mail; and for First-Class
Mail pieces where the mailer has requested “manual only” processing.

d. For mailings consisting entirely of card-size pieces and mail in less-than-full
trays, mailers must secure bundles with rubber bands, elastic strapping, flat
plastic strapping, or string. Elastic strapping must be approved by USPS
Engineering. If requested, the mailer must be able to show such approval for
the strapping material used for a mailing.

e. Bundles up to 1 inch thick must be secured with appropriate banding placed
once around the girth (narrow dimension). Bundles over 1 inch thick must be
secured with at least two bands, one around the length and one around the
girth.

Securing Bundles
Bundle preparation is subject to the following requirements:

a. Bundles must be able to withstand normal transit and handling without
breakage or injury to USPS employees.

b. Bundles must be secured with banding, shrinkwrap, or shrinkwrap plus one or
more bands. Banding includes plastic bands, rubber bands, twine/string, and
similar material. Use of wire or metal banding is not permitted.

c.  When one band is used, it must be placed tightly around the girth (narrow
dimension).

d. Except under 2.3e, Preparing Bundles, bundles over 1 inch high (thick) must be
secured with at least two bands or with shrinkwrap. When double banding is
used to secure bundles, it must encircle the length and girth of the bundle at
least once. Additional bands may be used if none lies within 1 inch of any
bundle edge.

e. Banding tension must be sufficient to tighten and depress the edges of the
bundle so pieces will not slip out of the banding during transit and processing.
Loose banding is not allowed.

f. When twine/string is used to band bundles, the knot(s) must be secure so the
banding does not come loose during transit and processing.
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Exception to Bundle Preparation—Full Single-Sort-Level Trays

In mailings not entirely of card-size pieces (i.e., pieces not larger than 4-1/4 by 6 by
0.016 inch), mailers need not prepare bundles when placing mail in a full tray and
none of the mail in that tray would have been more finely sorted if bundled. For
example, the content of a full ADC tray need not be bundled if it would have all been
prepared in ADC bundles to the same destination.

Pieces With Simplified Address

For mail prepared with a simplified address, all pieces for the same post office must
be prepared in bundles of 50 when possible. If bundles of other quantities are
prepared, the actual number of pieces must be shown on the facing slip attached to
show distribution desired (e.g., rural route, city route, post office boxholder).

Bundles With Fewer Than the Minimum Number of Pieces Required

An individual bundle may be prepared with fewer than the minimum number of
pieces required if the pieces constitute the “last bundle” for a presort destination
and previously prepared bundles met the applicable minimum volume standard
(e.g., 505 pieces prepared in 10 50-piece bundles and one five-piece bundle).

Labeling Bundles

Unless excepted by standard, the presort level of each bundle must be identified
either with an optional endorsement line under 708.7.0 or with a barcoded
pressure-sensitive bundle label. On letter-size mail (including card-size pieces), the
bundle label must be placed in the lower left corner of the address side of the top
piece in the bundle. Bundle labels must not be obscured by banding or shrinkwrap.
The following colors and presort characters apply to bundle labels:

a. 5-digit presort level, red Label 5.
b. 3-digit presort level, green Label 3.

13

ADC presort level, pink Label A.
d. Mixed ADC presort level, tan Label X.

Letter Trays

Standard Containers

Mailings must be prepared in letter trays with sleeves. However, a postmaster may
authorize nonpostal containers for a small-volume presorted mailing if the mailing
weighs no more than 20 pounds, consists primarily of mail or bundles of mail for
local ZIP Codes, and requires no USPS transportation for processing.

Letter Tray Sizes
These approximate measurements define the tray sizes that apply to all letter-size
mail preparation standards:

a. 2-foot managed mail (MM) trays: 21 inches long by 10 inches wide (inside
bottom dimensions) by 4-5/8 inches high.

b. 1-foot MM trays: 10-1/4 inches long by 10 inches wide (inside bottom
dimensions) by 4-5/8 inches high.
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c. 2-foot extended MM (EMM) trays: 21-3/4 inches long by 11-1/2 inches wide
(inside bottom dimensions) by 6-1/8 inches high.

Letter Tray Preparation
Letter trays are prepared as follows:

a. Subject to availability of equipment, standard MM trays must be used for all
letter-size mail, except that EMM trays must be used when available for
letter-size mail that exceeds the inside dimensions of MM trays defined in 3.2,
Letter Tray Sizes. When EMM trays are not available for those larger pieces,
they must be placed in MM trays, angled back, or placed upright perpendicular
to the length of the tray in row(s) to preserve their orientation.

b. Pieces must be “faced” (oriented with all addresses in the same direction with
the postage area in the upper right).

c. Eachtray prepared must be filled before filling the next tray, with the contents in
multiple trays relatively balanced. When preparing full trays, mailers must fill all
possible 2-foot trays first; if there is mail remaining for the presort destination,
mailers must use a combination of 1-foot and 2-foot trays that results in the
fewest total number of trays for that presort level. As an alternative, if there is
mail remaining, mailers may move those pieces to the next higher presort level
at which there is a minimum quantity (e.g., 150 pieces).

d. For presort destinations that do not require full trays, pieces are placed in a
less-than-full tray.

e. Mailers must use as few trays as possible without jeopardizing rate eligibility. For
instance, a mailer will never have two 1-foot trays to a single destination;
instead, that mail must be placed in a single 2-foot tray. A 1-foot tray is
prepared only if it is a full tray with no overflow; or if there is less than 1 foot of
mail for that destination; or if the overflow from a full 2-foot tray is less than 1
foot of mail.

f.  Each tray must bear the correct tray label.

g. Each tray must be sleeved and strapped under 3.4, Tray Sleeving and
Strapping, and 3.5, Strapping Exception.

h. If a mailing is prepared using an MLOCR/barcode sorter and is submitted with
standardized documentation, then pieces do not have to be grouped by 3-digit
ZIP Code prefix (or by 3-digit scheme, if applicable) in AADC trays, or by AADC
in mixed AADC trays.

Tray Sleeving and Strapping

Letter trays are secured using USPS-provided sleeves. Each sleeved letter tray must
then be secured with one plastic strap placed tightly around the length of the tray
without crushing the tray or sleeve.

Strapping Exception

If the processing and distribution manager gives a written waiver, strapping is not
required for any mixed AADC letter tray of First-Class Mail or for any letter tray that
originates and destinates in the same SCF (mail processing plant) service area.
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3.6

4.0

4.1

4.2

4.3

Origin/Entry 3-Digit/Scheme Trays

After all finer sort levels are prepared, an origin/entry 3-digit tray (or, if applicable,
origin/entry 3-digit scheme tray) must be prepared to contain any remaining mail for
each 3-digit (or 3-digit scheme) area serviced by the SCF serving the post office
where the mail is verified (origin), and may be prepared for each 3-digit (or 3-digit
scheme) area served by the SCF/plant where mail is entered (if that is different from
the SCF/plant serving the post office where the mail is verified). In all cases, only one
less-than-full tray may be prepared for each 3-digit (or 3-digit scheme) area.

Tray Labels

Basic Standards
Tray labels are subject to these basic standards:

a. Use 2-inch labels.

b. lllegible labels are not acceptable. Machine-printed labels (available from the
USPS) ensure legibility. Legible hand-printed labels are acceptable.

c. Tray labels for automation rate mailings are subject to 4.9.1, Basic Standards
for Barcoded Tray Labels, and 708.6.0.

Physical Characteristics of a Tray Label
A tray label must meet these specifications:

a. Color: white or manila.
b.  Weight: minimum 70-pound stock (500 sheets, 24 by 36 inches).

c. Height (perpendicular to printing): 1.860 inches minimum; 2.015 inches
maximum.

d. Length (parallel to printing): 3.250 inches minimum; 3.515 inches maximum.

e. Thickness: 0.005 inch minimum.

Line 1 (Destination Line)
Line 1 (destination line) must meet these standards:

a. Placement. Line 1 must be the first visible line on the label. It must be
completely visible and legible when placed in the label holder. This visibility is
ensured if the top of this line is no less than 1/8 (0.125) inch below the top of
the label when the label is cut and prepared.

b. Information. Line 1 must contain only the information specified by standard,
including the appropriate destination facility prefix (e.g., “ADC”). Two zeros may
follow the 3-digit ZIP Code prefix required by labeling standards (e.g., 223 as
22300).

c. Overseas Military Mail. On 5-digit trays for overseas military destinations, Line 1
shows, from left to right, “APO” or “FPO,” followed by “AE” (for ZIP Codes
within the ZIP Code prefix range 090-098), “AA” (for ZIP Codes within the
3-digit ZIP Code prefix 340), or “AP” (for ZIP Codes within the ZIP Code prefix
range 962-966), followed by the destination 5-digit ZIP Code of the mail in the
tray.
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4.5

4.6

4.7

235.4.7

Line 2 (Content Line)
Line 2 (content line) must meet these standards:

a. Placement: Line 2 must be the second visible line on the label. This line must
show the class and processing category of the mail in the tray and other
information as specified by standards.

b. Codes: The codes shown below must be used as appropriate on Line 2 of tray

labels.
CONTENT TYPE CODE
Barcoded BC
Barcoded and Nonbarcoded BC/NBC
Digit D
First-Class Mail FCM
Letters LTR or LTRS
Machinable MACH
Mixed MXD
Nonmachinable MAN or MANUAL
Working WKG

Line 3 (Office of Mailing or Mailer Information Line)

Line 3 (office of mailing or mailer information line) must be the bottom line of required
information and must show either the city and state of the entry post office or the
mailer's name and the city and state of the mailer’s location. It is recommended that
the mailer's name also appear with the city and state of the entry post office.

Abbreviations for Lines 1 and 3
Lines 1 and 3 may contain abbreviated information if such abbreviations are those in
the USPS City State Product.

Placement of Extraneous Information

Extraneous information is not permitted on the destination and content lines. It may

be placed away from required lines, subject to these conditions:

a. It may be placed above Line 1 in not more than 0.083 inch high type (6-point
type).

b. It may appear to the right of required Line 3 information but it must not consist
of numerals that resemble a ZIP Code or 3-digit ZIP Code prefix.

c. It must not appear between Lines 1 and 2 (a blank line is permitted), but may
appear between Lines 2 and 3 if it does not consist of numerals that resemble a
ZIP Code or 3-digit ZIP Code prefix.

d. It may appear below Line 3.

e. A mailer code assigned by the USPS or such words as “Mailer,” “From” (or
“FR”), or “Entered at” may appear before the required information on Line 3.
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4.8

4.9

5.0
5.1

Placement of Tray Label

A tray label must be securely placed in an adhesive-backed label holder that is
affixed to the specific location designated on the tray. Where no specific location is
indicated the label must be securely placed in an adhesive-backed label holder that
is affixed horizontally to the top left corner of one end of the tray. Do not use tape.
Insert labels completely into the label holder to ensure that they do not fall out during
processing. Do not insert labels upside down.

Barcoded Tray Labels

4.9.1 Basic Standards for Barcoded Tray Labels
Barcoded tray labels must be used for automation-rate letter-size mailings.
Barcoded labels must meet these general standards:

a. Use 2-inch labels.
b. Mailer-produced barcoded labels must meet the standards in 708.6.0.

c. Allinformation on barcoded labels must be machine-printed. Alterations to
preprinted barcoded labels (e.g., handwritten changes) may not be made.

d. Mailers must insert barcoded labels completely into the label holder on the tray
to prevent their loss during transport and processing.

Preparing Nonautomation Letters
Basic Standards

5.1.1 All Mailpieces

Each Presorted First-Class mailing must meet the applicable standards in 233.4.0,
Additional Eligibility Standards for Nonautomation First-Class Mail Letters, and in
235, Mail Preparation; All pieces must be in the same processing category, subject
to 5.1.4, Cards and Letters, and must be sorted together and prepared under 5.2,
Machinable Preparation, or 5.3, Nonmachinable Preparation. Letter-size pieces
(including card-size pieces) must be prepared in letter trays.

5.1.2 Single-Piece Rate Pieces Presented With Presort Mailings
Regardless of postage payment method, mailers may present single-piece rate
First-Class Mail with pieces claimed at automation or presort rates and report all
pieces on the same postage statement. The following standards apply:

a. The mailer must prepare the single-piece rate pieces in separate trays from the
automation and presort pieces. As an option, mailers may label the trays with
barcoded or nonbarcoded tray labels. Create barcoded tray labels under
708.6.0 using content identifier numbers 246, 260, or 268, as appropriate.
Label barcoded and nonbarcoded trays as follows:

1. Line 1: Use L201; for mail originating in ZIP Code areas in Column A, use
“MXD” followed by city, state, and 3-digit ZIP Code prefix in Column C
(use “MXD” instead of “OMX” in the destination line and ignore Column B).
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235.6.2.2

2. Line 2: For barcoded labels use the human-readable content line
corresponding to the content identifier number (see Exhibit 708.6.1.4); for
nonbarcoded labels use “FCM SNGLP WKG.”

3. Line 3: Office of mailing or mailer information.

b. The single-piece rate pieces must bear no rate marking or be marked
“First-Class” or, if not affixed with full single-piece rate postage, “Single-Piece”
(or “SNGLP”). See 202.3.0, Placement and Content of Mail Markings.

c. The mailer must affix additional postage to the single-piece rate pieces to yield
the correct amount on each piece, or (if prepared with a corrective rate marking)
the mailer must pay all additional postage at the time of mailing.

5.1.3 Marking
Subject to 202.3.0, Placement and Content of Mail Markings, all pieces must be
marked “Presorted” (or “PRSRT”) and “First-Class.”

5.1.4 Cards and Letters

Pieces claimed at card rates and pieces claimed at letter rates are each subject to a
separate minimum volume criterion whether prepared as separate or combined
mailings. Either way, card-size and letter-size pieces may be presented at the same
time and reported on the same postage statement.

Machinable Preparation

5.2.1 Machinable Bundling
Machinable pieces are not bundled, except for (see 2.0, Bundles):

a. Card-size pieces.
b. All pieces in a less-than-full origin 3-digit tray.

c. All pieces in a less-than-full mixed AADC tray.

5.2.2 Traying and Labeling
Preparation sequence, tray size, and labeling:

a. Separate 3-digit origin trays required for each origin 3-digit ZIP Code; no
minimum piece requirement; one less-than-full tray permitted for each origin ZIP
Code; labeling:

1. Line 1: L002, Column A.
2. Line 2: “FCM LTR 3D MACH.”

b. AADC (required); full trays (no overflow), with pieces grouped by 3-digit ZIP
Code prefix; labeling:

1. Line 1: L801.
2. Line 2: “FCM LTR AADC MACH.”
c. Mixed AADC (required); no minimum, with pieces grouped by AADC; labeling:

1. Line 1: Use L201; for mail originating in ZIP Code areas in Column A, use
“MXD” followed by city, state, and 3-digit ZIP Code prefix in Column C (use
“MXD” instead of “OMX” in the destination line and ignore Column B).

2. Line 2: “FCM LTR MACH WKG.”
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5.3

6.0
6.1

6.2

Nonmachinable Preparation

5.3.1 Nonmachinable Bundling

Except as provided in 2.5, Exception to Bundle Preparation— Full Single-Sort-Level
Trays, bundling is required before traying. A bundle must be prepared when the
quantity of addressed pieces for a required presort level reaches a minimum of

10 pieces. Smaller volumes are not permitted except for mixed ADC bundles.
Preparation sequence, bundle size, and labeling:

a. 5-digit (required); 10-piece minimum; red Label 5 or optional endorsement line
(OEL); labeling not required for pieces in full 5-digit trays.

b. 3-digit (required); 10-piece minimum; green Label 3 or OEL.
c. ADC (required); 10-piece minimum; pink Label A or OEL.
d. Mixed ADC (required); no minimum; tan Label X or OEL.

5.3.2 Traying and Labeling
Preparation sequence, tray size, and labeling:

a. 5-digit (required); full trays (no overflow); labeling:

1. Line 1: city, state, and 5-digit ZIP Code on mail (see 4.0, Tray Labels, for
overseas military mail).

2. Line 2: “FCM LTR 5D MANUAL.”

b. 3-digit (required); full trays (no overflow), except for one less-than-full tray for
each origin 3-digit(s); labeling:

1. Line 1: LO02, Column A.
2. Line 2: “FCM LTR 3D MANUAL.”
c. ADC (required); full trays (no overflow); labeling:
1. Line 1: LO04, Column B.
2. Line 2: “FCM LTR ADC MANUAL.”
d. Mixed ADC (required); no minimum; labeling:

1. Line 1: Use L201; for mail originating in ZIP Code areas in Column A, use
“MXD” followed by city, state, and 3-digit ZIP Code prefix in Column C
(use “MXD” instead of “OMX” in the destination line and ignore Column B).

2. Line 2: “FCM LTR MANUAL WKG.”

Preparing Automation Rate Letters

Basic Standards

Mailers must prepare letter-size automation rate First-Class Mail under 6.0. Bundle
and tray preparation are subject to 235. Use barcoded tray labels under 4.9 and
708.6.0.

Mailings
The requirements for mailings are as follows:
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6.4

6.5

6.6

235.6.6

a. General. All pieces in a mailing must meet the standards in 201.3.0, Physical
Standards for Automation Letters and Cards, and must be sorted together to
the finest extent required for the rate claimed except under 6.2c¢. The definitions
of a mailing and permissible combinations are in 1.0, General Definition of
Terms.

b. First-Class Mail. A single automation rate First-Class Mail mailing may include
pieces prepared at 5-digit, 3-digit, AADC, and mixed AADC rates.

c. Regardless of the method of postage payment, pieces of single-piece rate
First-Class Mail may be presented with and reported on the same postage
statement as pieces claimed at automation or presort rates if the single-piece
rate pieces are physically separated from other pieces; bear no rate marking, or
are marked only “First-Class,” or (if not affixed with full single-piece rate
postage) are marked “Single-Piece” or “SNGLP” under 202.3.0, Placement
and Content of Mail Markings, in addition to any other marking; and either
have additional postage affixed to yield the correct amount on each piece or (if
prepared with a corrective rate marking) have all additional postage paid at the
time of mailing.

Marking

All automation rate pieces must be marked under 202.3.0, Placement and Content
of Mail Markings, and 202.4.0, Placement and Physical Standards for
Endorsements. Pieces claimed at an automation rate must bear the appropriate
class marking and, except as provided in 202.3.0, Placement and Content of Mail
Markings, and 202.4.0, Placement and Physical Standards for Endorsements,
“AUTO.” Pieces not claimed at an automation rate must not bear “AUTO” unless
single-piece rate postage is affixed or the corrective single-piece rate marking
(“SNGLP” or “Single-Piece”) is applied.

General Preparation

Grouping, bundling, and labeling are not generally required or permitted, except
bundling is required in any mailing consisting entirely of card-size pieces and for
pieces in overflow and less-than-full trays, and grouping is required under 6.6.

Cards

Pieces claimed at First-Class card rates and pieces claimed at First-Class letter
rates are each subject to a separate minimum volume criteria whether prepared as
separate or combined mailings. Either way, card-size and letter-size pieces may be
presented at the same time and reported on the same postage statement.

Tray Preparation

Instead of preparing overflow trays with fewer than 150 pieces, mailers may include
these pieces in the next tray level when a tray of 150 or more pieces can be made.
Mailers must note these trays on standardized documentation (see 708.1.2). Pieces
that are placed in the next tray level must be grouped by destination and placed in
the front of that tray. Mailers may use this option selectively for 3-digit and AADC
ZIP Codes. This option does not apply to origin/entry 3-digit/scheme trays.
Preparation sequence, tray size, and Line 1 labeling:

a. 5-digit/scheme (see 1.4e): optional, but required for 5-digit rate (150-piece
minimum); overflow allowed.
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6.8

1. For 5-digit scheme trays, use destination shown in the current USPS
City State Product.

2. For 5-digit trays, use city, state, and 5-digit ZIP Code destination on
pieces (see 4.0 for overseas military mail).

b. 3-digit/scheme: required (150-piece minimum except no minimum for required
origin/optional entry 3-digit(s)/scheme); overflow allowed; for Line 1, use L002,
Column B.

c. AADC: required (150-piece minimum); overflow allowed; group pieces by
3-digit ZIP Code prefix (or 3-digit/scheme if applicable); for Line 1, use L801,
Column B.

d. Mixed AADC: required (no minimum); group pieces by AADC. For Line 1 use
L201; for mail originating in ZIP Code areas in Column A, use “MXD” followed
by city, state, and 3-digit ZIP Code prefix in Column C (use “MXD” instead of
“OMX” in the destination line and ignore Column B).

Tray Line 2

Line 2: “FCM LTR” and:

a. 5-digit scheme: “BC 5D SCHEME.”

b. 5-digit: “5D BC.”

c. 3-digit scheme: “BC 3D SCHEME” and, if applicable, as shown in LO02,
Column B, followed by the letter “A,” “B,” or “C.”

d. 3-digit: “3D BC.”

e. AADC: “AADC BC.”

f.  Mixed AADC: “BC WKG.”

Presentation

Upon presentation of letter-size automation rate First-Class Mail mailings to USPS
for verification, mailers must present all mixed AADC trays together, and such trays
must either be adjacent to one another, or side by side, and must be placed as the
top layer(s) on any given container. Containerization instructions for First-Class Mail
letters and cards may be established by local USPS managers.
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Overview

1.0
1.1

1.2

1.3

14

2.0
2.1

2.2

236.2.2

Enter and Deposit

1.0 Deposit
2.0 Verification

Deposit

Service Objectives

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

Time and Location of Deposit

First-Class Mail paid at 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 604.4.5.3. Permit imprint mail must be deposited under 604.5.0 or 705,
Advanced Preparation and Special Postage Payment Systems.

Approved Collections

The USPS may collect Presorted First-Class Mail and automation 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.

Permit Imprint Collection
The USPS does not collect presort mailings from a customer’s facility if paid with a
permit imprint and not covered by optional procedures.

Verification

USPS Verification and Mailer Correction

Mailings are subject to USPS procedures to verify correct preparation and postage
payment. The mailer is responsible for correcting irregularities found in the mailing. If,
at the acceptance unit, a mailing is found not to qualify for a Presorted First-Class
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.

Timeframe for Corrective Action

If a mailer corrects the presort or preparation problems in a metered or precanceled
stamped mailing that caused its disqualification when originally presented for
acceptance, but cannot resubmit that mailing on the same day, the date shown in
the meter or mailer’s precancel postmark must be corrected. The mailer may either
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2.3

reenvelope each piece and reapply postage and request a postage refund under
604.9.0, Refunds and Exchanges, or apply a legible “.00” meter impression that
includes the correct mailing date.

Payment at Single-Piece Rate Rather Than Correcting Errors

A mailer who pays the single-piece First-Class rate rather than correcting errors in a
mailing paid with meter or precanceled stamps must pay the difference in cash at
the window and present the copy of the cash receipt to the acceptance point before
the mail may be released for processing. A mailer who makes the same choice for a
mailing paid with a permit imprint must correct the postage statement presented
with the mailing to show that postage is to be paid at the higher rate.
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Discount Letters and Cards
Standard Mail

243 Rates and Eligibility

244 Postage Payment and Documentation
245 Mail Preparation

246 Enter and Deposit
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243.1.3

Rates and Eligibility

Overview 1.0 Rates and Fees for Standard Mail
2.0 Content Standards for Standard Mail Letters
3.0 Basic Standards for Standard Mail Letters
4.0 Rate Eligibility for Standard Mail
5.0 Additional Eligibility Standards for Nonautomation Standard Mail Letters
6.0 Additional Eligibility Standards for Enhanced Carrier Route Standard Mail
Letters
7.0 Eligibility Standards for Automation Rate Standard Mail
1.0 Rates and Fees for Standard Mail
1.1 Rate Application
Postage is based on the rate that applies to the weight (postage) increment of each
addressed piece.
1.2 Standard Mail Rate Application
Standard Mail rates are based on the weight of the pieces as follows:
a. The appropriate minimum per piece rate applies to any Standard Mail piece that
weighs 3.3 ounces (0.2063 pound) or less.
b. Arate determined by adding the per piece charge and the corresponding per
pound charge applies to any Standard Mail piece that weighs more than
3.3 ounces.
1.3 Regular Standard Mail—ECR and Automation Rates
Enhanced Carrier Route (ECR)’ Automation
Entry
Discount | Saturation High Density Basic 5-Digit 3-Digit AADC Mixed AADC
Letters weighing None $0.177 $0.186 $0.226 $0.218 $0.233 $0.238 $0.252
3.3 0z. or less DBMC 0.144 0.153 0.193 0.185 0.200 0.205 0.219
) DSCF 0.135 0.144 0.184 0.176 0.191 0.196
per piece rate
DDU - - - - - - -
?gfzztgan None 0.621 0.621 0.621 0.739 0.739 0.739 0.739
DBMC 0.462 0.462 0.462 0.580 0.580 0.580 0.580
per pound rate DSCF 0.418 0.418 0.418 0.536 0.536 0.536
DDU - .
+ + + + + + + +
per piece rate 0.049° 0.058° 0.098° 0.069° 0.084% 0.089° 0.103°

N

. ECR letters that are not automation-compatible and barcoded (201.3.0) are mailable at the flat-size rates (243.6). Mailers may not pay

ECR flat rates and claim the DDU discount for letter-size pieces.

. For pieces weighing more than 3.3 ounces, each piece is subject to both a per piece rate and a per pound rate. Multiply the number

of pieces in the malling by per piece rate. Multiply the number of pounds of the mailing by per pound rate. Add both totals.

. Per piece rate for ECR letters and automation letters that weigh more than 3.3 ounces but less than (or equal to) 3.5 ounces includes

a discount that equals the applicable flat-size rate (3.3 ounces or less) minus the applicable letter piece rate (3.3 ounces or less).
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243.1.4
1.4 Regular Standard Mail —Nonautomation Rates
Machinable Nonmachinable'
Entry
Discount AADC Mixed AADC 5-Digit 3-Digit ADC Mixed ADC

Letters weighing None $0.246 $0.255 $0.328 $0.411 $0.440 $0.520
3.3 0z. or less DBMC 0.213 0.222 0.295 0.378 0.407 0.487

. DSCF 0.204 --- 0.286 0.369 0.398 ---
per piece rate DDU ,,

—

. For pieces over 3.3 ounces, see Standard Mail Not Flat-Machinable rates.

1.5 Nonprofit Standard Mail—ECR and Automation Rates
Enhanced Carrier Route (ECR)’ Automation
Entry
Discount | Saturation High Density Basic 5-Digit 3-Digit AADC Mixed AADC
Letters weighing None $0.108 $0.117 $0.157 $0.127 $0.142 $0.147 $0.161
3.3 0z. or less DBMC 0.075 0.084 0.124 0.094 0.109 0.114 0.128
. DSCF 0.066 0.075 0.115 0.085 0.100 0.105 ---
per piece rate
DDU
more tga” None 0.432 0.432 0.432 0.622 0.622 0.622 0.622
3.3 oz.
DBMC 0.273 0.273 0.273 0.463 0.463 0.463 0.463
per pound rate DSCF 0.229 0.229 0.229 0.419 0.419 0.419
DDU --- --- --- --- --- --- ---
+ + + + + + + +
per piece rate 0.019° 0.028° 0.068° 0.0013 0.016° 0.0213 0.035°

—

. ECR letters that are not automation-compatible and barcoded (201.3.0) are mailable at the flat-size rates (243.6). Mailers may not pay
ECR flat rates and claim the DDU discount for letter-size pieces.
2. For pieces weighing more than 3.3 ounces, each piece is subject to both a per piece rate and a per pound rate. Multiply the number
of pieces in the maliling by per piece rate. Multiply the number of pounds of the mailing by per pound rate. Add both totals.
3. Per piece rate for ECR letters and automation letters that weigh more than 3.3 ounces but less than (or equal to) 3.5 ounces includes
a discount that equals the applicable flat-size rate (3.3 ounces or less) minus the applicable letter piece rate (3.3 ounces or less).

1.6 Nonprofit Standard Mail—Nonautomation Rates
Machinable Nonmachinable’
Entry
Discount AADC Mixed AADC 5-Digit 3-Digit ADC Mixed ADC
Letters weighing None $0.155 $0.164 $0.237 $0.320 $0.349 $0.429
3.3 0z. or less DBMC 0.122 0.131 0.204 0.287 0.316 0.396
. DSCF 0.113 --- 0.195 0.278 0.307 ---
per piece rate
DDU

1. For pieces over 3.3 ounces, see Standard Mail Not Flat-Machinable rates.
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1.7

1.8

243.1.8.4

Fees

1.7.1 Presort Mailing Fee
Mailing fee, per 12-month period: $175.00.

1.7.2 Weighted Fee
For return of pieces bearing the ancillary service markings “Address Service
Requested” and “Forwarding Service Requested.”

WEIGHTED FEE

Single Piece
Weight Not Over (ounces) Weighted Fee per Piece’

Card Rate $0.65
1 1.02

2 1.44

3 1.86

3.5 2.28

1. Weighted fee equals single-piece First-Class Mail or Priority Mail
rate (plus the nonmachinable surcharge, if applicable) multiplied
by 2.472.

Computing Postage for Standard Mail

1.8.1 Weight
To compute the total weight of the addressed pieces in a mailing or mailing segment
for:

a. ldentical-weight pieces, multiply the computed average weight of a single piece
by the corresponding number of pieces; do not round the product.

b. Nonidentical-weight pieces, add the actual weight of the individual pieces or
weigh the entire mailing in bulk; do not round either result.

1.8.2 Determining Single-Piece Weight

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

1.8.3 Net Postage

Postage is computed at the applicable rates on the entire mailing to be mailed at
one time. The net postage rate is either the applicable minimum per piece rate or the
piece/pound rate, as adjusted for any discounts and surcharges.

1.8.4 Per Piece and Per Pound Charges

The per piece charge is computed based on the total number of addressed pieces
for each rate category claimed. The minimum rate may apply to each piece as
detailed in 1.2, Standard Mail Rate Application. Otherwise, the per piece charge
must be added to the per pound charge to determine total postage. Where
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applicable, the per pound charge is computed based on the total weight of the
addressed pieces for each rate category claimed, and is added to the per piece
charge to determine total postage. For example, a quantity of pieces weighing
100.25 pounds is charged 100.25 times the applicable rate per pound, based on
the rate claimed, plus one unit of the applicable per piece charge for each
addressed piece.

1.8.5 Computing Affixed Postage

To compute postage to be affixed to each piece, multiply the weight of the piece
(in pounds) by the applicable rate per pound; add the applicable per piece charge
and any surcharge; and round the sum up to the next tenth of a cent. The
applicable minimum per piece charge must be affixed if it is more than the total
computed per piece postage.

1.8.6 Computing Affixed Postage—Heavy Letters

To compute postage to be affixed to each piece, multiply the weight of the piece
(in pounds) by the applicable rate per pound; add the applicable per piece charge,
subtract the heavy letter discount (see 1.8.8 through 1.8.9); and round the sum up
to the next tenth of a cent.

1.8.7 Permit Imprint
In any permit imprint mailing:

a. For each rate or rate category, multiply the number of addressed pieces by the
corresponding rate per piece and (if applicable) multiply the unrounded total
weight of the pieces by the corresponding rate per pound; round off each
product to four decimal places.

b. Add the per piece and per pound charges and round off the total postage to
the nearest whole cent.

1.8.8 Discount for Heavy Automation Letters

Automation letters that weigh more than 3.3 ounces but not more than 3.5 ounces
are charged postage equal to the automation piece/pound rate for that piece and
receive a discount equal to the corresponding automation flat-size piece rate

(8.3 ounces or less) minus the corresponding automation letter-size piece rate

(8.3 ounces or less). If a destination entry rate is claimed, the discount is calculated
using the corresponding rates.

1.8.9 Discount for Heavy ECR Letters

Pieces that otherwise qualify for the high density or saturation letter rate and weigh
more than 3.3 ounces but not more than 3.5 ounces pay postage equal to the
piece/pound rate and receive a discount equal to the flat-size piece rate (3.3 ounces
or less) minus the letter-size piece rate (3.3 ounces or less). If a destination entry
rate is claimed, the discount is calculated using the corresponding rates.
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243.2.5.2

Content Standards for Standard Mail Letters

Definition and Weight

Standard Mail consists of mailable matter that is neither mailed or required to be
mailed as First-Class Mail nor entered as Periodicals (unless permitted or required
by standard) and that weighs less than 16 ounces. Standard Mail includes matter
formerly classified as Standard Mail (A) and third-class mail.

Personal Information
Personal information may not be included in a Standard Mail mailpiece unless all of
the following conditions are met:

a. The mailpiece contains explicit advertising for a product or service for sale or
lease or an explicit solicitation for a donation.

b. All of the personal information is directly related to the advertising or solicitation.

c. The exclusive reason for inclusion of all of the personal information is to support
the advertising or solicitation in the mailpiece.

Bills and Statements of Account
Mail containing bills or statements of account as defined in 233.2.2 may not be
entered as Standard Mail except under the conditions described in 2.5.2.

Handwritten and Typewritten Matter
Mail containing handwritten or typewritten matter may not be entered as Standard
Mail except under the conditions described in 2.6.

Attachments and Enclosures

2.5.1 Invoice

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

a. Names and addresses of the sender and addressee.

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

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

2.5.2 Incidental First-Class Attachments and Enclosures

Incidental First-Class matter may be enclosed in or attached to Standard Mail
merchandise (including books but excluding merchandise samples) without
payment of First-Class postage. Incidental First-Class matter may not be enclosed
in or attached to matter mailed as Customized MarketMail under 705.1.0. An
incidental First-Class attachment or enclosure must be matter that, if mailed
separately, would require First-Class postage, is closely associated with but
secondary to the host piece, and is prepared not to encumber postal processing.
An incidental First-Class attachment or enclosure may be a bill for the product or
publication, a statement of account for past products or publications, or a personal
message or greeting included with a product, publication, or parcel. Postage at the
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Standard Mail or Package Services rate for the host piece is based on the
combined weight of the host piece and the incidental First-Class attachment or
enclosure.

2.5.3 Nonincidental First-Class Enclosures

Letters or other pieces of nonincidental First-Class Mail, subject to postage at
First-Class Mail rates, may be enclosed with Standard Mail pieces (except matter
mailed as Customized MarketMail under 705.1.0). Postage for the First-Class
enclosure must be placed on the outside of the piece. It may be affixed separately
or added to the postage for the host piece. The endorsement “First-Class Mail
Enclosed” must be placed on the piece, below the postage and above the address.

2.5.4 Nonincidental First-Class Attachments

Letters or other pieces of nonincidental First-Class Mail may be placed in an
envelope and securely attached to the address side of a Standard Mail piece
(except matter mailed as Customized MarketMail under 705.1.0), or of the principal
piece, as applicable. Combination envelopes or containers with separate parts for
the two classes of mail may be used. The names and addresses of the sender and
addressee must be placed on both the principal piece and the attachment.
Alternatively, the sender’s name and address must be placed on one part and the
addressee’s name and address on the other. If the piece is a combination container
with inseparable parts or compartments, the names and addresses may appear on
only one part. The applicable Standard Mail postage for the Standard Mail matter
must be prepaid and placed in the upper right corner of the address space.
Postage at the applicable First-Class rate must be paid for and affixed to the
First-Class attachment, unless other payment methods are permitted by standard.

2.5.5 Attachment of Other Standard Mail Matter
Standard Mail pieces may bear an attachment that is eligible as Standard Mail
matter if these additional conditions are met:

a. The piece bearing the attachment is claimed as Customized MarketMail (CMM)
under 705.1.0 or as Enhanced Carrier Route Standard Mail under 6.0.

b. The face of the attachment may bear only the rate markings and endorsements
permitted for the rate claimed for the host piece.

c. At the time of mailing, the piece shows only one complete delivery address. If
the attachment is a reply card, the address for returning the piece is not visible.

d. Enhanced Carrier Route host pieces are larger than 6 by 11 inches. CMM host
pieces are any size permitted under 705.1.1.3, Physical Standards.

e. The attachment is not larger than the host piece and does not extend beyond
the host piece. An attachment affixed to a CMM piece may not be greater than
1/4 inch thick at its thickest point.

f.  Each piece in the mailing bears the attachment, and the attachment is of
identical size, weight, and positioning on the host piece. Different wording or
designs may be used.

g. The attachment does not interfere with processing or delivery. Folded or
multipage attachments must be secured to prevent opening during handling.
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Written Additions

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

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

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

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

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

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

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

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

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

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

Basic Standards for Standard Mail Letters

Description of Service

3.1.1 Service Objectives
Standard Mail may receive deferred handling. Service objectives for delivery are 2 to
9 days; however, delivery time is not guaranteed.

3.1.2 Minimum Quantity
Standard Mail provides economical rates for mailings of 200 or more pieces or 50 or
more pounds of mail.

Defining Characteristics

3.2.1 Mailpiece Weight
All Standard Mail pieces must weigh less than 16 ounces. The following weight limits
also apply to pieces mailed at Standard Mail letter rates:

a. Pieces mailed at machinable and nonmachinable letter rates may weigh up to
3.3 ounces. Letter-size pieces weighing more than 3.3 ounces and prepared as
nonmachinable letters are mailable at Not Flat-Machinable rates (see 443) and
must be marked “Not Flat-Machinable” or “NFM” according to 402.2.0, unless
they are barcoded and eligible to be mailed as automation flats under 301.3.0.
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b. Pieces mailed at automation letter rates or Enhanced Carrier Route rates may
weigh up to 3.5 ounces.

3.2.2 Preparation Requirements
Standard Mail is subject to specific volume, marking, and preparation requirements.

3.2.3 Inspection of Contents
Standard Mail is not sealed against postal inspection.

3.2.4 Forwarding Service
The price of Standard Mail typically does not include forwarding service. Forwarding
service is available under 507.1.5.

3.2.5 Return Service
The price of Standard Mail does not include return service. Return service is
available under 507.1.5 for an additional fee.

3.2.6 Extra Services

Extra services available with Standard Mail are insured mail service (bulk insurance
only), certificate of mailing service (bulk certificate of mailing only), return receipt for
merchandise service, and Delivery Confirmation service (parcels only). See
information regarding extra services in 503.

3.2.7 Periodicals
Authorized Periodicals may not be entered as Standard Mail unless permitted by
standard.

3.2.8 Identical Pieces

The contents of printed matter in a Standard Mail mailing must be identical to a
piece sent to at least one other addressee. Standard Mail may include the
addressee's name and address but may not transmit personal information except
as permitted under 2.2.

Additional Basic Standards for Standard Mail
Each Standard Mail mailing is subject to these general standards:

a. All pieces in a mailing must be of the same processing category.

b. Each mailing must contain at least 200 pieces or 50 pounds of pieces. See 3.6,
Residual VVolume Requirement, for volume requirement eligibility unique to
Presorted Standard rate mailings. Other volume standards also can apply,
based on the rate claimed.

c. All pieces in an automation mailing must be eligible for an automation rate.

d. All pieces in a mailing must be sorted together and marked under the standards
for the rate claimed.

e. Each piece must bear the addressee's name and delivery address, including
the correct ZIP Code or ZIP+4 code (see 3.8.1), unless an alternative
addressing format is used subject to 602.3.0. Detached address labels may be
used subject to 602.4.0.

f.  Postage must be paid under 244.1.0 through 244.3.0 with precanceled
stamps, meter stamps, or permit imprint.
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g. A postage statement, completed and signed by the mailer, using the correct
USPS form or an approved facsimile, must be submitted with each mailing. In
addition, mailings must be documented under 244.4.2, Basic Documentation
Standards, and the standards for the rate claimed.

h. Each piece must meet the standards for any other rate or discount claimed.

i. Any POSTNET barcode on a mailpiece must be correct for the delivery address
and meet the standards in 202.5.0, Barcode Placement, 708.3.0, Coding
Accuracy Support System (CASS), and 708.4.0, Standards for POSTNET and
Intelligent Mail Barcodes.

j. Mailings must be deposited at a business mail entry unit of the post office
where the postage permit or license is held and the annual mailing fee paid,
unless deposit elsewhere is permitted by standard.

Presort Mailing Fees

An annual mailing fee must be paid once each 12-month period at each post office
of mailing. A mailer paying this fee may enter clients’ mail as well as the mailer’s
own. The mailer whose permit imprint appears on pieces in a mailing paid with a
permit imprint must show that permit number on the postage statement and must
pay the annual mailing fee for that permit; this fee is in addition to the one-time fee
for an application to use permit imprints. The fee may be paid in advance only for the
next 12 months and only during the last 60 days of the current service period. The
fee charged is that which is in effect on the date of payment.

Merging Similar Standard Mailings

Mailings are subject to the general definitions and conditions in 245.1.0, General
Information for Mail Preparation. Generally, mailers may merge similar Standard Mail
matter into a single mailing. Differences in text, address labels, and address lists or
list key numbers do not prohibit the mailer from merging and sorting pieces together.
Pieces with different methods of postage payment may be combined in the same
mailing only if authorized by Business Mailer Support (BMS). Pieces of nonidentical
weight, if merged in the same mailing, must bear the correct postage when mailed,
unless otherwise authorized by BMS.

Residual Volume Requirement

Pieces in an Enhanced Carrier Route rate mailing that has separately met a
200-piece or 50-pound minimum quantity requirement may be counted toward the
minimum quantity requirement for a Presorted rate mailing, provided that the
Enhanced Carrier Route rate mailing and the Presorted rate mailing are part of the
same mailing job. Likewise, pieces in an automation rate mailing that has separately
met a 200-piece or 50-pound minimum quantity requirement may be counted
toward the minimum quantity requirement for a Presorted rate mailing, provided that
the automation rate mailing and the Presorted mailing are part of the same mailing
job. Pieces mailed at Presorted Standard Mail rates must not be counted toward the
minimum volume requirements for an Enhanced Carrier Route rate or an automation
rate mailing.
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3.8

Residual Mail Subject to First-Class or Priority Mail Rates

Pieces prepared as Standard Mall (i.e., that bear Standard Mail rate markings, ACS
codes, etc.) that do not qualify for Enhanced Carrier Route, automation, or
Presorted Standard Mail rates are subject to the single-piece First-Class or Priority
Mail rates as applicable for the weight of the mailpiece. Metered pieces weighing
over 13 ounces but less than 16 ounces that do not qualify for Standard Mail rates
and any pieces that do not qualify for Standard Mail rates for which First-Class or
Priority Mail service is desired must be re-enveloped or otherwise prepared so that
they do not bear Standard Mail markings, endorsements, and ACS codes and must
bear the proper First-Class Mail or Priority Mail rate markings and ACS codes.
Mailers who have pieces (other than metered pieces weighing over 13 ounces but
less than 16 ounces) that do not qualify for Standard Mail rates but that are
prepared as Standard Mail and who do not desire to receive First-Class Mail or
Priority Mail service for those pieces may enter their mailpieces “as is” (i.e., bearing
the Standard Mail markings and endorsements), provided the requirements in
244.5.1, Residual Standard Mail Subject to First-Class Rates, and 244.5.2,
Residual Standard Mail Subject to Priority Mail Rates, are met.

ZIP Code Accuracy

3.8.1 Basic Standards

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
3.8.1d 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 3.8.2.

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.

d. Except for mail bearing a simplified address, addresses used on pieces
claiming Standard Mail rates, regardless of any required surcharges, must meet
the ZIP Code accuracy standard.

3.8.2 USPS-Approved Methods
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:
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1. Surveys of addressees on mailer’s address list inquiring about the
accuracy of ZIP Code information.

Any mailing list service in 507.6.0.
An authorized service provider.

2
3.
4.  CASS-certified matching software.
5

USPS Web site www.usps.com.

3.8.3 Mailer Certification

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.

Rate Eligibility for Standard Mail

General Information

All Standard Mail rates are presorted rates (including all nonprofit rates). These rates
apply to mailings meeting the basic standards in 2.0 through 4.0 and the
corresponding standards for Presorted rates under 3.0 and 5.0, Enhanced Carrier
Route rates under 6.0, automation rates under 7.0, or Customized MarketMail rates
under 705.1.0. Except for Customized MarketMail pieces, destination entry discount
rates are available under 246.2.0 through 246.5.0. Nonprofit rates may be used only
by organizations authorized by the USPS. Not all processing categories qualify for
every rate. Pieces are subject to either a single minimum per piece rate or a
combined piece/pound rate, depending on the weight of the individual pieces in the
mailing.

Minimum Per Piece Rates
The minimum per piece rates (the minimum postage that must be paid for each
piece) apply as follows:

a. Basic Requirement. Pieces mailed at Regular, Enhanced Carrier Route,
Nonprofit, and Nonprofit Enhanced Carrier Route rates are subject to minimum
per piece rates when they weigh no more than 3.3 ounces (0.2063 pound).

b. Inapplying the minimum per piece rates, a mailpiece is categorized as either a
letter or a nonletter, based on whether the piece meets the letter-size standard
in 201.1.1.1, Dimensional Standards for Letters, without regard to placement of
the address on the piece, except under these conditions:

1. If the piece meets both the definition of a letter in 201.1.1.1 and the
definition of an automation flat in 301.3.0, the piece may be prepared and
entered at an automation flat rate.

2. Ifthe piece is prepared for automation letter rates, address placement is
used to determine the length when applying the size standards and aspect
ratio requirements to qualify for automation letter rates under 201.3.0,
Physical Standards for Automation Letters and Cards. For this purpose,
the length is considered to be the dimension parallel to the address.
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5.1

5.2

3. Pieces mailed as Customized MarketMail under 705.1.0 must pay the
Regular or Nonprofit Standard Mail 5-digit nonentry rates for
Not Flat-Machinable pieces and must not exceed 3.3 ounces.

c. Individual Rates. There are separate minimum per piece rates for each subclass
(Regular, Enhanced Carrier Route, Nonprofit, and Nonprofit Enhanced Carrier
Route) and within each subclass for the type of mailing and the level of presort
within each mailing.

Piece/Pound Rates

Pieces that exceed 3.3 ounces (0.2063 pound) are subject to a two-part
piece/pound rate that includes a fixed charge per piece and a variable pound
charge based on weight. Pieces exceeding 3.3 ounces may not be mailed as
Customized MarketMail. There are separate per piece rates for each subclass
(Regular, Enhanced Carrier Route, Nonprofit, and Nonprofit Enhanced Carrier
Route) and within each subclass for the type of mailing and the level of presort
within each mailing under 3.0 through 7.0. There are separate per pound rates for
each subclass (Regular, Enhanced Carrier Route, Nonprofit, and Nonprofit
Enhanced Carrier Route) under 3.0 through 7.0. Discounted per pound rates also
may be claimed for destination entry mailings (destination bulk mail center (DBMC)
and destination sectional center facility (DSCF)) under 246.

Additional Eligibility Standards for Nonautomation
Standard Mail Letters

Basic Standards

All pieces in a Regular Standard Mail or Nonprofit Standard Mail nonautomation rate

mailing must:

a. Meet the basic standards for Standard Mail in 2.0 through 4.0 in Rates and
Eligibility .

b. Except as provided in 3.6, Residual Volume Requirement, be part of a single
mailing of at least 200 addressed pieces or 50 pounds of pieces qualifying for

nonautomation Standard Mail. Regular and Nonprofit mailings must meet
separate minimum volumes.

c. Bear a delivery address that includes the correct ZIP Code or ZIP+4 code and
that meets these address quality standards:

1. The ZIP Code accuracy standard in 3.8.

2. If an alternative addressing format is used, the additional standards in
602.3.0.

d. Be marked, sorted, and documented as specified in 245, Mail Preparation, or
705.8.0, Preparing Pallets.

Weight Standards for Machinable Pieces
Maximum weight limit for machinable nonautomation Standard mail is 3.3 ounces
(0.2063 pound).
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Rate Application

Nonautomation rates for Regular and Nonprofit Standard Mail apply to letters that
meet the eligibility standards in 2.0, Content Standards for Standard Mail Letters,
and the preparation standards in 245, Mail Preparation, or 705.8.0, Preparing
Pallets.

Machinable Rate Application
Machinable letters are subject only to AADC and mixed AADC rates.

5.4.1 AADC Rate

The AADC rate applies to qualifying letter-size machinable pieces (see 201.1.0,
Physical Standards for Machinable Letters and Cards) placed in origin/entry 3-digit
trays, to quantities of 150 or more pieces prepared in AADC trays for a single AADC,
and to pieces placed in mixed AADC trays in lieu of overflow AADC trays.

5.4.2 Mixed AADC Rate

The mixed AADC rate applies to qualifying letter-size machinable pieces that the
mailer prepares in mixed AADC trays, except for pieces placed in mixed AADC trays
in lieu of overflow AADC trays (see 245.5.3.2).

Nonmachinable Rate Application

Nonmachinable rates in 1.0 apply only to Standard Mail letter-size pieces (including
card-size pieces) weighing 3.3 ounces or less that have one or more of the
nonmachinable characteristics in 201.2.1. Except for Enhanced Carrier Route
letter-size pieces, nonmachinable letter-size pieces weighing more than 3.3 ounces
are subject to Not Flat-Machinable rates (see 443), unless they are barcoded and
eligible to be mailed as automation flats under 301.3.0. Nonmachinable Enhanced
Carrier Route letter-size pieces over 3.3 ounces are subject to the Enhanced Carrier
Route flats rates.

5.5.1 5-Digit Rate

The 5-digit rate applies to letter-size pieces subject to the nonmachinable rates (see
5.5) prepared in quantities of 150 or more pieces for a 5-digit ZIP Code and
presented in 5-digit trays under 245.5.0.

5.56.2 3-Digit Rate

The 3-digit rate applies to letter-size pieces subject to the nonmachinable rates (see
5.5) prepared in quantities of 150 or more pieces for a 3-digit ZIP Code and
presented in 3-digit trays under 245.5.0.

5.5.3 ADC Rate

The ADC rate applies to letter-size pieces subject to the nonmachinable rates (see
5.5) placed in 3-digit origin/entry trays and to pieces prepared in quantities of 150 or
more for an ADC and presented in ADC trays under 245.5.0.

5.5.4 Mixed ADC Rate
The mixed ADC rate applies to letter-size pieces that are subject to the
nonmachinable rates and prepared in mixed ADC trays.
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6.1

Additional Eligibility Standards for Enhanced Carrier Route
Standard Mail Letters

General Enhanced Carrier Route Standards

6.1.1 Optional Preparation

Preparation to qualify for any Enhanced Carrier Route rate is optional and need not
be performed for all carrier routes in a 5-digit area. An Enhanced Carrier Route
mailing may include pieces at basic, high density, and saturation (simplified address
and other addressing) Enhanced Carrier Route rates.

6.1.2 Basic Eligibility Standards
All pieces in an Enhanced Carrier Route or Nonprofit Enhanced Carrier Route
Standard Mail mailing must:

a. Meet the basic standards for Standard Mail in 2.0 through 4.0 in Rates and
Eligibility.

b. Be part of a single mailing of at least 200 pieces or 50 pounds of pieces of
Enhanced Carrier Route Standard Mail. ECR and Nonprofit ECR mailings must
meet separate minimum volumes.

c. Be sorted to carrier routes, marked, and documented under 245.6.0, Preparing
Enhanced Carrier Route Letters, or 705.8.0, Preparing Pallets.

d. Bear a delivery address that includes the correct ZIP Code, ZIP+4 code, or
numeric equivalent to the delivery point barcode (DPBC) and that meets these
address quality standards:

1. The carrier route accuracy standard in 6.2.

2. The address matching and coding standards in 7.4, Address Standards
for Barcoded Pieces, and 708.3.0, Coding Accuracy Support System
(CASS).

3. If an alternative addressing format is used, the additional standards in
602.3.0.

e. Meet the applicable sequencing requirements in 6.3 through 6.5 and 245.6.8.

f.  Meet the applicable documentation and postage payment standards in 244,
Postage Payment and Documentation, and 1.8, Computing Postage for
Standard Mail.

6.1.3 Maximum Weight for Enhanced Carrier Route Letters

Maximum weight for Standard Mail Enhanced Carrier Route pieces: 3.5 ounces
(0.2188 pound) (see 201.3.13.4, Heavy Letter Mail, for pieces heavier than

3 ounces).
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Carrier Route Accuracy

6.2.1 Basic Standards

The carrier route accuracy standard is a means of ensuring that the carrier route
code correctly matches the delivery address information. For the purposes of this
standard, address means a specific address associated with a specific carrier route
code. Addresses used on pieces claiming certain rates under 6.2.2 that are subject
to the carrier route accuracy standard must meet these requirements:

a. Each address and associated carrier route code used on the mailpieces in a
mailing must be updated within 90 days before the mailing date with one of the
USPS-approved methods in 3.8.2.

b. Each individual address in the mailing is subject to the carrier route accuracy
standard.

c. If the carrier route code (and accuracy) of an address used on a mailpiece in a
carrier route mailing at one class of mail and 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.

6.2.2 Mail Classes and Rates

Except as provided in 243.6.2.3, addresses used on pieces claiming all Enhanced
Carrier Route rates for Standard Mail, regardless of any required surcharges, must
meet the carrier route accuracy standard.

6.2.3 Exception
The carrier route accuracy standard does not apply to mail of any class bearing a
simplified address format under 602.3.0, Use of Alternative Addressing.

6.2.4 USPS-Approved Methods

Carrier route coding must be performed using CASS-certified software and the
current USPS Carrier Route Product or another Address Information System (AIS)
product containing carrier route information subject to 509.1.0, Address
Information System Products, and 708.3.0, Coding Accuracy Support System
(CASS,).

6.2.5 Mailer Certification

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

Basic Rate Enhanced Carrier Route Standards

6.3.1 Sequencing

All pieces mailed at basic rates must be prepared in walk sequence or in
line-of-travel (LOT) sequence according to LOT schemes prescribed by the USPS
(see 245.6.8 through 245.6.9 in Preparing Enhanced Carrier Route Letters).
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6.3.2 Basic Rate Eligibility

Basic rates apply to each piece sorted under 245.6.0 or 705.8.0 in a full carrier
route tray, in a carrier route bundle of 10 or more pieces, or in groups of 10 or more
pieces placed in a 5-digit carrier routes or a 3-digit carrier routes tray. Basic rates
also apply under these conditions:

a. Basic letter rates apply to each piece that is automation-compatible according
to 201.3.0, Physical Standards for Automation Letters and Cards, and has an
accurate delivery point barcode or Intelligent Mail barcode under 202.5.0,
Barcode Placement, and 708.4.0, Standards for POSTNET and Intelligent Mail
Barcodes.

b. Pieces that are not automation-compatible or not barcoded are mailable at the
basic rate for flat-size pieces.

High Density Enhanced Carrier Route Standards

6.4.1 Basic Eligibility Standards for High Density Rates

High density rates apply to each piece that is automation-compatible according to
201.3.0, and has an accurate delivery point barcode or Intelligent Mail barcode
matching the delivery address and meeting the standards in 202.5.0, Barcode
Placement, and 708.4.0, Standards for POSTNET and Intelligent Mail Barcodes.
High density rates also apply under these additional conditions: Mailpieces must be
in a full carrier route tray or in a carrier route bundle of 10 or more pieces placed in a
5-digit carrier routes or 3-digit carrier routes tray.

a. Pieces that are not automation-compatible or not barcoded are mailable at the
high density rate for flat-size pieces.

b. Pieces bearing a simplified address do not need to meet the standards in
201.3.0, Physical Standards for Automation Letters and Cards, and are not
required to have a barcode to qualify for letter rates.

6.4.2 High Density Rates for Letters
All pieces mailed at high density rates must:

a. Be prepared in walk sequence according to schemes prescribed by the USPS
(see 245.6.8 through 245.6.9 in Preparing Enhanced Carrier Route Letters).

b. Meet the density requirement of at least 125 pieces for each carrier route.
Multiple pieces per delivery address can count toward this density standard.

6.4.3 High Density Discount for Heavy Letters

Pieces that otherwise qualify for the high density letter rate and weigh more than
3.3 ounces but not more than 3.5 ounces pay postage equal to the piece/pound
rate and receive a discount equal to the high density flat-size piece rate (3.3 ounces
or less) minus the high density letter piece rate (3.3 ounces or less). If claiming a
destination entry rate, the discount is calculated using the corresponding rates.
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Saturation ECR Standards

6.5.1 Basic Eligibility Standards for Saturation Rates

Saturation rates apply to each piece that is automation-compatible according to
201.3.0, and has an accurate delivery point barcode or Intelligent Mail barcode
matching the delivery address and meeting the standards in 202.5.0, Barcode
Placement, and 708.4.0, Standards for POSTNET and Intelligent Mail Barcodes.
Saturation rates also apply under these additional conditions:

a. Mailpieces must be in a full carrier route tray or in a carrier route bundle of 10 or
more pieces placed in a 5-digit carrier routes or 3-digit carrier routes tray.

b. Pieces that are not automation-compatible or not barcoded are mailable at the
saturation rate for flat-size pieces.

c. Pieces bearing a simplified address do not need to meet the standards in
201.3.0, Physical Standards for Automation Letters and Cards, and are not
required to have a barcode to qualify for letter rates.

6.5.2 Saturation Rates for Letters
All pieces mailed at saturation rates must:

a. Be prepared in walk sequence according to schemes prescribed by the USPS
(see 245.6.8 through 245.6.9 in Preparing Enhanced Carrier Route Letters).

b. Meet the density requirement of at least 90% or more of the active residential
addresses or 75% or more of the total number of active possible delivery
addresses on each carrier route receiving this mail. Pieces bearing a simplified
address must meet the coverage standards in 602.3.0, Use of Alternative
Addressing. Multiple pieces per delivery address do not count toward this
density standard.

6.5.3 Saturation Discount for Heavy Letters

Pieces that otherwise qualify for the saturation letter rate and weigh more than

3.3 ounces but not more than 3.5 ounces pay postage equal to the piece/pound
rate and receive a discount equal to the saturation flat-size piece rate (3.3 ounces or
less) minus the saturation letter piece rate (3.3 ounces or less). If claiming a
destination entry rate, the discount is calculated using the corresponding rates.

Eligibility Standards for Automation Rate Standard Mail

Basic Eligibility Standards for Automation Rate Standard Mail

All pieces in a Regular Standard Mail or Nonprofit Standard Mail automation rate

mailing must:

a. Meet the basic standards for Standard Mail in 2.0 through 4.0 in Rates and
Eligibility.

b. Be part of a single mailing of at least 200 pieces or 50 pounds of pieces of

automation rate Standard Mail (Regular and Nonprofit mailings must meet
separate minimum volumes).
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Be in the same processing category and meet the physical standards in
201.3.0, Physical Standards for Automation Letters and Cards.

Bear a delivery address that includes the correct ZIP Code, ZIP+4 code, or
numeric equivalent to the delivery point barcode (DPBC) and that meets these
address quality standards:

1. The address matching and coding standards in 7.4, Address Standards
for Barcoded Pieces, and 708.3.0, Coding Accuracy Support System
(CASS).

2. If an alternative addressing format is used, the additional standards in
602.3.0.

Bear an accurate DPBC or Intelligent Mail barcode matching the delivery
address and meeting the standards in 202.5.0, Barcode Placement, and
708.4.0, Standards for POSTNET and Intelligent Mail Barcodes. Mailers must
apply the barcode either on the piece or on an insert showing through a
window.

Be marked and sorted according to 245.7.0, Preparing Automation Rate
Letters.

Meet the applicable documentation and postage payment standards in 1.8,
Computing Postage for Standard Mail, and 244.1.0 through 244.3.0 in
Postage Payment and Documentation.

Maximum Weight for Automation Letters
Maximum weight limit for automation rate mail is 3.5 ounces (0.2188 pound). See
201.3.13.4, Heavy Letter Mail, for pieces heavier than 3 ounces.

Rate Application for Automation Letters
Automation rates apply to each piece that is sorted under 245.7.0, Preparing
Automation Rate Letters, into the corresponding qualifying groups:

a.

Groups of 150 or more pieces in 5-digit/scheme trays qualify for the 5-digit
rate. Preparation to qualify for that rate is optional. Pieces placed in full
3-digit/scheme trays under 245.7.5 in lieu of 5-digit/scheme overflow trays are
eligible for 5-digit rates (see 245.7.5).

Groups of 150 or more pieces in 3-digit/scheme trays qualify for the 3-digit
rate. Pieces placed in full AADC trays under 245.7.5 in lieu of 3-digit/scheme
overflow trays are eligible for 3-digit rates (see 245.7.5).

Groups of fewer than 150 pieces in origin/entry 3-digit/scheme trays and
groups of 150 or more pieces in AADC trays qualify for the AADC rate. Pieces
placed in mixed AADC trays under 245.7.5 in lieu of AADC overflow trays also
are eligible for AADC rates (see 245.7.5).

Pieces in mixed AADC trays qualify for the mixed AADC rate, except for pieces
prepared under 7.3c.
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Address Standards for Barcoded Pieces

7.4.1 Basic Address Standards for Barcodes

To qualify for automation rates, addresses must be sufficiently complete to enable
matching to the current USPS ZIP+4 Product when used with current
CASS-certified address matching software. Standardized address elements are not
required. Any barcode as defined in 202.5.0, Barcode Placement, and 708.4.0,
Standards for POSTNET and Intelligent Mail Barcodes, that appears on a mailpiece
claimed at an automation rate must be the correct barcode for the corresponding
delivery address on the piece.

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

7.4.3 Numeric Delivery Point Barcode (DPBC)
The numeric equivalent is formed by adding three digits directly after the ZIP+4
code.

7.4.4 Address Elements

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

7.4.5 Firm Name

An address must include a firm name when necessary to obtain a match with the
finest level of ZIP+4 code in the USPS ZIP+4 Product. If an address contains a firm
name assigned a unique ZIP+4 code in the USPS ZIP+4 Product, the unique ZIP+4
code must be used. If the firm name is not one assigned a unique ZIP+4 code in the
USPS ZIP+4 Product and the apartment/suite number is included in the address,
the ZIP+4 code for the range in which the apartment/suite number appears must be
used in that address. If the firm name does not correspond to a firm name that has a
unique ZIP+4 code assigned in the USPS ZIP+4 Product and the apartment/suite
number is not included in the address, the ZIP+4 code for the building must be
used.

7.4.6 Secondary Designator

If a secondary address designator (e.g., an apartment number) is shown in the
address, the mailpiece must show the appropriate ZIP+4 code representing the
range for that secondary address as contained in the current USPS ZIP+4 Product.
If a secondary address designator is required to obtain an exact match with the
finest level of ZIP+4 code in the USPS ZIP+4 Product but the information is not
available, the alternative ZIP+4 code or ZIP+4 or delivery point barcode for the
building must be used.

7.4.7 Rural and Highway Contract Routes

If a rural route or highway contract route box number is included in the address, the
mailpiece must show the appropriate ZIP+4 code representing the range for that
box number as contained in the current USPS ZIP+4 Product. If a rural route or
highway contract route box number is required to obtain a match with the finest level
of ZIP+4 code but is not available, the alternative ZIP+4 code or ZIP+4 or delivery
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point barcode for the rural route or highway contract route must be used. If used,
the rural route or highway contract route box number must be placed on the line
immediately above the city/state/ZIP Code line.

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

7.5 Enclosed Reply Cards and Envelopes
All letter-size reply cards and envelopes (business reply, courtesy reply, and meter
reply mail) provided as enclosures in automation Regular or Nonprofit Standard Mall,
and addressed for return to a domestic delivery address, must meet the standards
in 201.3.0, Physical Standards for Automation Letters and Cards, for enclosed reply
cards and envelopes. The mailer’s signature on the postage statement certifies that
this standard has been met when the corresponding mail is presented to the USPS.

7.6 Discount for Heavy Automation Letters
Automation letters that weigh more than 3.3 ounces but not more than 3.5 ounces
pay postage equal to the automation piece/pound rate and receive a discount equal
to the automation nonletter piece rate (3.3 ounces or less) minus the automation
letter piece rate (3.3 ounces or less). If claiming a destination entry rate, the discount
is calculated using the corresponding rates.
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1.0
1.1

2.0

2.1

2.2

24422

Postage Payment and Documentation

1.0 Basic Standards for Postage Payment

2.0 Postage Payment for Presorted and Enhanced Carrier Route Letters
3.0 Postage Payment for Automation Letters

4.0 Mailing Documentation

5.0 Residual Pieces

Basic Standards for Postage Payment

Postage Payment Options

The mailer is responsible for proper postage payment. Postage for Standard Mail
must be paid with meter (604.4.0), permit imprint (604.5.0), or precanceled stamps
(604.3.0). Postage-affixed pieces must bear the correct postage unless excepted by
standard. A permit imprint may be used for mailings that contain nonidentical-weight
pieces only if authorized by Business Mailer Support at USPS Headquarters.

Postage Payment for Presorted and Enhanced Carrier
Route Letters

Identical-Weight Pieces

Mailings of identical-weight pieces may have postage affixed to each piece at the
exact rate for which the piece qualifies, or each piece in the mailing may have
postage affixed at the lowest rate applicable to pieces in the mailing or mailing job.
Alternatively, a nondenominated precanceled stamp may be affixed to every piece in
the mailing or mailing job, or each piece may bear a permit imprint. If exact postage
is not affixed, all additional postage and surcharges must be paid at the time of
mailing with an advance deposit account or with a meter strip affixed to the required
postage statement. If exact postage is not affixed, documentation meeting the
standards in 4.0 must be submitted to substantiate the additional postage unless
the pieces are identical weight and separated by rate when presented for
acceptance.

Nonidentical-Weight Pieces

Postage for nonidentical-weight pieces subject to the minimum per piece rates may
be paid by meter stamps, precanceled stamps, or precanceled stamped envelopes.
Mailings of nonidentical-weight pieces subject to the piece/pound rates may have
postage paid by permit imprint (if the mailer is authorized by Business Mailer
Support) or by meter or precanceled stamps (if each piece has the full postage
affixed). Alternatively, except for heavy automation and Enhanced Carrier Route
letters, the mailer may affix the per piece rate to each piece and pay the pound rate
for the mailing through an advance deposit account. Under this alternative, the
mailer must provide a postage statement for each payment method and mark each
piece “Pound Rate Pd via Permit,” in the postage meter indicium or ad plate or other

Domestic Mail Manual ® Updated 7-15-07 217

K



]

Discount Letters: Standard Mail Postage Payment and Documentation

244.2.3

218

2.3

3.0
3.1

3.2

3.3

means that ensures a legible endorsement. For mailings of nonidentical-weight
pieces, “nonidentical” must be shown as the weight of a single piece on the
applicable postage statement; other entries must be completed as directed.

Combined Rate

Meter postage may be used for combined rate mailings containing both pieces
subject to pound rates and pieces subject to minimum per piece charges. Postage
for such mailings may be paid with permit imprint only if authorized by Business
Mailer Support.

Postage Payment for Automation Letters

All Pieces

Unless authorized by the USPS under 705.2.0 through 705.5.0 in Advanced
Preparation and Special Postage Payment Systems, when precanceled postage or
meter stamps are used, only one payment method may be used in a mailing, and
each piece must bear the correct postage at the rate claimed based on its eligibility.
For mailings of nonidentical-weight pieces subject to the piece/pound rates, the
mailer may affix the applicable per piece rate to each piece and pay the pound rate
for the mailing by a permit imprint advance deposit account. All pieces prepared this
way in the same mailing must be subject to the same pound rate. A postage
statement must be submitted for each payment method and each piece must be
marked “Pound Rate Pd via Permit,” in the postage meter indicium or ad plate or
other means that ensures a legible endorsement. “Nonidentical” must be shown as
the weight of a single piece on the applicable postage statement.

Adding Additional Postage
In a metered or precanceled stamp mailing:

a. Each piece must bear a precanceled stamp or meter postage in the exact
postage or at the lowest rate applicable to pieces in the mailing job. If exact
postage is not affixed, all additional postage must be paid at the time of mailing
through an advance deposit account or with a meter stamp affixed to the
required postage statement.

b. Documentation presented with the postage statement must show the
computation of the additional postage due for pieces not bearing full postage at
the applicable rate (i.e., the difference between what the pieces bear and the
correct postage at the rate for which each qualifies).

Nondenominated Precanceled Stamps
A mailer may use nondenominated precanceled stamps if:

a. Stamps are affixed to every piece in the mailing.

b. Additional postage is paid at the time of mailing by advance deposit account or
meter stamp affixed to the back of the accompanying postage statement.

c. Documentation is presented with the postage statement as described in 3.2b,
Adding Additional Postage.
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Precanceled Stamps in Lower Rate Denominations
A mailer may use precanceled stamps of a denomination less than the postage for
the lowest rate in the mailing if:

a. The stamps do not bear an improper rate marking.
b. The same denomination of stamp is affixed to every piece in the mailing.

c. Additional postage is paid at the time of mailing by advance deposit account or
meter stamp affixed to the back of the accompanying postage statement.

d. Documentation is presented with the postage statement as described in 3.2b,
Adding Additional Postage.

Mixed Rate Mailing Documentation

Where it is not practicable for the mailer to affix the exact postage to each piece or
to affix the lowest postage rate to all pieces in the mailing, the mailer may compute
postage for the mailing as if the lowest rate affixed to any piece in the mailing were
affixed to all pieces. Additional postage is computed based on the difference
between the lowest rate affixed to any piece in the mailing and the rate for each rate
level in the mailing. This computation must be documented to meet the basic
standards in 4.0. No refund is paid for any piece where postage is affixed at a rate
higher than the lowest rate claimed for or affixed to any piece. The total additional
postage must be paid either by advance deposit account or by a meter stamp
affixed to the back of the accompanying postage statement.

Mailing Documentation

Completing Postage Statements

Any mailing claiming a discount and all permit imprint mailings must be
accompanied by a postage statement completed and signed by the mailer (in
duplicate if the mailer wants a receipted copy). A change made to any postage
statement requires the mailer (agent) to correct the postage statement accordingly
and document the correction.

Basic Documentation Standards

Generally, documentation is required from a mailer when a mailing is presented to
the USPS. Supporting documentation of postage is required unless the correct rate
is affixed to each piece or each piece is of identical weight and the pieces are
separated by rate when presented for acceptance. Documentation describes the
preparation, rate levels, and content of the mailing; details the volume and postage
data; and, by comparison with the actual mailing it describes, supports the claims
contained on the postage statement accompanying the mailing and allows the
USPS to verify its accuracy. Documentation must be submitted when specified for
the rate claimed or postage payment method used.

Documentation Standards for Automation Mailings

A complete postage statement must accompany each mailing. Each mailing also
must be accompanied by presort and rate documentation produced by
PAVE-certified or MAC-certified software or by standardized documentation.
Exception: For mailings of fewer than 10,000 pieces, presort and rate
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documentation is not required if postage at the correct rate is affixed to each piece
or if each piece is of identical weight and the pieces are separated by rate when
presented for acceptance. Mailers may use a single postage statement and a single
documentation report for all rate levels in a single mailing. Standard Mail mailings
prepared under the value added refund procedures or as combined mailings must
meet additional standardized documentation requirements under 604.9.0, Refunds
and Exchanges, and 705.5.0, First-Class Mail or Standard Mail Mailings With
Different Payment Methods.

Preparing Documentation

As provided by standard, documentation may be presented in abbreviated form or
on computer-readable media. Required documentation must be presented with
every mailing unless, by standard, it may be provided to support multiple mailings or
mailings that are part of the same job or cycle.

Multiple Standards

If multiple documentation standards apply to the same mailing, only one set of
documentation is necessary if it provides enough information to meet all applicable
standards. Redundant or duplicate documentation is not required simply to meet
individual standards.

Standard Format for Documentation

Documentation must be produced by software certified under the Presort Accuracy
Validation and Evaluation (PAVE) program or the Manifest Analysis and Certification
(MAC) program, appropriate for the accompanying class of mail and rate claimed, or
the documentation must be prepared as standardized documentation according to
this section. Standardized documentation contains the elements described in
708.1.0 in Standardized Documentation for First-Class Mail, Periodicals,

Standard Mail, and Flat-Size Bound Printed Matter, as applicable. Documentation
produced by PAVE-certified or MAC-certified software is considered standardized
documentation.

Providing Additional Information

The postmaster of the office of mailing may require additional information if the
documentation submitted does not allow the corresponding mailing to be verified.
Failure to provide information is sufficient reason for the USPS to refuse a mailing.
The mailer may appeal any determination to the PCSC under 607.2.0, Rulings on
Mailing Standards.

Reporting Multiple Mailings on One Statement

Each group of pieces prepared as a separate mailing must be presented with a
postage statement using the correct USPS form for the particular class, rate, and
postage payment method. A mailer may report more than one mailing from a single
job (e.g., an Enhanced Carrier Route Standard Mail rate mailing, an automation rate
mailing, and a nonautomation rate mailing) on the same postage statement if the
mailings are presented at the same time for verification, the pieces are in the same
processing category, each mailing separately meets all applicable eligibility
standards, and the number of pieces in each mailing is separately reported on the
postage statement.

Domestic Mail Manual ® Updated 7-15-07



Discount Letters: Standard Mail Postage Payment and Documentation

4.9

5.0
5.1

5.2

24452

Facsimile Postage Statements

Facsimile postage statements must contain data and elements in locations as close
as possible to where they appear on the USPS form. Data fields that do not pertain
to information and rates claimed in the mailing and other extraneous information that
appears on the USPS form do not have to be included. Facsimiles must include all
other information pertaining to the mailing, including the class of mail (or subclass as
appropriate), postage payment method (e.g., permit imprint), and four-digit form
number (hyphen and suffix optional). All parts, and line numbers within each part,
must reflect those on the USPS form. In some cases, this can include fields from
multiple parts on a single facsimile. For example: Part A, lines A5, AB, and total —
Part A from Form 3602-R, and Part F, lines F1, F2, and total — Part F from Form
3602-R, can be consolidated onto a single Form 3602-R (Facsimile). Most
importantly, the facsimile must fully and exactly reproduce the “Certification” and
“USPS Use Only” fields that appear on the USPS form. A facsimile postage
statement produced by software certified by the USPS Presort Accuracy Validation
and Evaluation (PAVE) or Manifest Analysis and Certification (MAC) program is
considered a USPS-approved form for these standards. Others may be approved
by the entry office postmaster.

Residual Pieces

Residual Standard Mail Subject to First-Class Rates

Mailers who have pieces weighing 13 ounces or less that do not qualify for Standard
Mail rates but that are prepared as Standard Mail must pay single-piece First-Class
Mail postage for such pieces. If mailers do not desire to receive First-Class Mail
service for such pieces they may enter the mailpieces “as is” (i.e., bearing the
Standard Mail markings and endorsements), under the following conditions:

a. Additional markings and/or postage must not be added to these pieces.

b. Mail bearing metered or precanceled stamp postage must pay the difference
between the postage affixed at the Standard Mail rates and the single-piece
First-Class Mail rates by means of an advance deposit account or by affixing a
meter stamp for the appropriate amount to Form 3600-R. These pieces are
reported in Part C on Form 3600-R under the heading “From Standard Mail
mailing.”

c. Mail bearing permit imprints must pay the appropriate single-piece First-Class
rates by completing Form 3600-R. These pieces are reported in Part C on
Form 3600-R under the heading “From Standard Mail mailing.” For permit
imprint mail there must be at least 200 pieces, except when the pieces are part
of a larger mailing job and are submitted for acceptance along with the mail and
a Standard Mail postage statement for the other pieces in the same mailing job.

Residual Standard Mail Subject to Priority Mail Rates

Mailers who have permit imprint pieces weighing over 13 ounces but less than

16 ounces that do not qualify for Standard Mail rates but that are prepared as
Standard Mail must pay Priority Mail postage for such pieces. Mailpieces paid with
meters or permit imprints must re-envelope or otherwise prepare the pieces so that
when mailed they bear only the appropriate Priority Mail markings, ancillary service
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endorsements, and ACS codes and do not bear Standard Mail markings,
endorsements, or ACS codes. Mailpieces paid with permit imprints for which
mailers do not desire to receive Priority Mail service may enter the mailpieces “as is”
(i.e., bearing the Standard Mail markings and endorsements), under the following
conditions:

a. Additional markings and/or postage must not be added to these pieces.

b. The appropriate Priority Mail rates must be paid by completing Part E of
Form 3600-R on the line titled “Pieces From Standard Mail mailing” in the
postage calculation section. For permit imprint mail there must be at least
200 pieces, except when the pieces are part of a larger mailing job and are
submitted for acceptance along with the mail and a Standard Mail postage
statement for the other pieces in the same mailing job.
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Overview

1.0
1.1

1.2

2451.2

Mail Preparation

1.0 General Information for Mail Preparation
2.0 Bundles

3.0 Letter Trays

4.0 Tray Labels

5.0 Preparing Nonautomation Letters

6.0 Preparing Enhanced Carrier Route Letters
7.0 Preparing Automation Rate Letters

General Information for Mail Preparation

Definition of Presort Process

Presort is the process by which a mailer prepares mail so that it is sorted to at least
the finest extent required by the standards for the rate claimed. Generally, presort is
performed sequentially, from the lowest (finest) level to the highest level, to those
destinations specified by standard and is completed at each level before the next
level is prepared.

Definition of Mailings
Mailings are defined as:

a.

General. A mailing is a group of pieces within the same class of mail and the
same processing category that may be sorted together and/or presented under
a single minimum volume mailing requirement under the applicable standards.
Generally, types of mail that follow different flows through the postal processing
system (e.g., automation, nonautomation, enhanced carrier route) and mail for
each separate class and subclass must be prepared as a separate mailing.
Other specific standards may define whether separate mailings may be
combined, palletized, reported, or deposited together.

Standard Mail. Except as provided in 243.3.6, Residual VVolume Requirement,
the types of Standard Mail listed below may not be part of the same mailing.

1. Automation rate and any other type of mail.
2. Enhanced Carrier Route and any other type of mail.

3. Enhanced Carrier Route letter rate pieces and Enhanced Carrier Route
nonletter rate pieces.

4. Presorted rate mail and any other type of mail.
5. Machinable and nonmachinable pieces.

6. Except as provided by standard, Regular mail may not be in the same
mailing as Nonprofit mail, and Enhanced Carrier Route mail may not be in
the same mailing as Nonprofit Enhanced Carrier Route mail.

7. Customized MarketMail and any other type of mail.
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Terms for Presort Levels
Terms used for presort levels are defined as follows:

a.

Carrier route: all pieces for delivery to the same city route, rural route, highway
contract route, post office box section, or general delivery unit.

5-digit: the delivery address on all pieces includes the same 5-digit ZIP Code.

5-digit scheme (trays) for automation letters. the ZIP Code in the delivery
address on all pieces is one of the 5-digit ZIP Code areas processed by the
USPS as a single scheme, as shown in the USPS City State Product.

3-digit: the ZIP Code in the delivery address on all pieces begins with the same
three digits (see L002, Column A).

3-digit scheme: the ZIP Code in the delivery address on all pieces begins with
one of the 3-digit prefixes processed by the USPS as a single scheme, as
shown in LOOS.

Origin/entry 3-digit(s): the ZIP Code in the delivery address on all pieces begins
with one of the 3-digit prefixes processed at the sectional center facility (SCF) in
whose service area the malil is verified/entered. Separation is optional for each
such 3-digit area.

SCF: the separation includes pieces for two or more 3-digit areas served by the
same sectional center facility (SCF) (see L005), except that, where required or
permitted by standard, mail for a single 3-digit area may be prepared in an SCF
separation when no mail for other 3-digit ZIP Code areas is available. For
pallets, the SCF sort may include mail for a single 3-digit ZIP Code area.

Origin/optional entry SCF. the separation includes bundles for one or more
3-digit areas served by the same sectional center facility (SCF) (see L0O02,
Column C, or LO05) in whose service area the mail is verified/entered. Subject
to standard, this separation is required regardless of the volume of mail.

ADC/AADC: all pieces are addressed for delivery in the service area of the
same area distribution center (ADC) or automated area distribution center
(AADC) (see LO04 or L801).

ASF/BMC: all pieces are addressed for delivery in the service area of the same
auxiliary service facility (ASF) or bulk mail center (BMC) (see L601, L602, or
L6B05).

Mixed [ADC or AADCJ: the pieces are for delivery in the service area of more
than one ADC or AADC.

Residual pieces/bundles: contain material remaining after completion of a
presort sequence. Residual mail lacks the volume set by standard to require or
allow preparation to a particular destination, and usually does not qualify for a
presort rate.

Preparation Definitions and Instructions
For purposes of preparing mail:

a.

Pieces refers to individually addressed mailpieces.
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b. Afull letter tray is one in which faced, upright pieces fill the length of the tray
between 85% and 100% full.

c. Aless-than-full letter tray is one that contains mail for the same destination
regardless of quantity or whether a full tray was previously prepared for that
destination. Less-than-full trays may be prepared only if permitted by the
standards for the rate claimed.

d. Anoverflow letter tray is a less-than-full tray that contains all pieces remaining
after preparation of full trays for the same destination. Overflow trays may be
prepared only if permitted by the standards for the rate claimed.

e. A 5-digit scheme sort for automation letters yields 5-digit scheme trays for
those 5-digit ZIP Codes identified in the USPS City State Product and 5-digit
trays for other areas. Mail prepared using 5-digit scheme sort must be entered
no later than 90 days after the release date of the City State Product used to
obtain the scheme information (see 708.3.0, Coding Accuracy Support System
(CASS)). The 5-digit ZIP Codes in each scheme are treated as a single presort
destination subject to a single minimum volume, with no further separation by
5-digit ZIP Code required. Trays prepared for a 5-digit scheme destination that
contain pieces for only one of the schemed 5-digit ZIP Codes are still
considered 5-digit scheme sorted and are labeled accordingly. When standards
require 5-digit/scheme sort, mailers must prepare all possible 5-digit scheme
trays, then prepare all possible 5-digit trays.

f. A 3-digit scheme sort yields 3-digit scheme trays for those 3-digit ZIP Code
prefixes listed in LOO3 and 3-digit trays for other areas. The 3-digit ZIP Code
prefixes in each scheme are treated as a single presort destination subject to a
single minimum tray volume, with no further separation by 3-digit prefix
required. Trays prepared for a 3-digit scheme destination that contain pieces for
only one of the schemed 3-digit areas are still considered 3-digit scheme sorted
and are labeled accordingly. When standards require 3-digit/scheme sort,
mailers must prepare all possible 3-digit scheme trays, then prepare all possible
3-digit trays.

g. An origin 3-digit (or origin 3-digit scheme) tray contains all mail (regardless of
quantity) for a 3-digit ZIP Code (or 3-digit scheme) area processed by the SCF
in whose service area the malil is verified. A separate tray may be prepared for
each 3-digit ZIP Code (or 3-digit scheme) area.

h.  The required at [quantity] instruction (e.g., “required at 10 pieces”) means that
the particular unit must be prepared for the corresponding presort level
whenever the specified quantity of mail is reached or exceeded. Bundles and
containers may contain more than the specified required at quantity up to the
applicable maximum physical size. Subject to applicable rate eligibility
standards, smaller quantities may be prepared only if permitted. Where
specified by standard, required preparation applies only if the mailer chooses to
qualify for the corresponding rate.

i.  The optional at [quantity] instruction means that the particular unit may be
prepared for the corresponding presort level whenever the specified quantity of
mail is reached or exceeded. Bundles or containers may contain more than the
specified optional at quantity up to the applicable maximum physical size.
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Smaller quantities may be prepared only if permitted by applicable rate eligibility
standards. Standards for quantities with which preparation is optional are often
followed by standards for larger quantities with which preparation is required.

Entry [facility] (or origin [facility]) refers to the USPS mail processing facility (e.g.,
“entry BMC”) that serves the post office at which the mail is entered by the
maliler. If the post office where the mail is entered is not the one serving the
mailer’s location (e.g., for plant-verified drop shipment), the post office of entry
determines the entry facility. Entry SCF includes both single-3-digit and
multi-3-digit SCFs. Entry BMC includes subordinate ASFs unless otherwise
specified.

The group pieces instruction means the pieces are to be sorted together but
not secured into a bundle.

A bundle is a group of addressed pieces secured together as a unit. Bundle
preparation is described in 2.0.

A tic mark is defined as a solid black rectangle that must be printed on both the
front side (extending over the top) and back side (flap side) of the envelope. Tic
marks may be used in lieu of separator cards for Standard Mail automation
mailings and separator cards or rubber bands in Standard Mail nonautomation
carrier route mailings prepared in full 5-digit carrier routes trays. Tic marks must
be printed on the top edge of the first mailpiece in each carrier route grouping
during the mailpiece production process and must meet the following
specifications:

1. Color: black.

2. Reflectance and Contrast Ratio: The tic mark must meet the reflectance
and contrast ratio specifications in 708.4.4, Reflectance.

3. Location: The tic mark must extend along the top edge of the envelope, to
the left of center line of the envelope. Its location must be referenced to
the center line. The right edge of the tic mark must be 0.5 inch (+
0.125 inch) from the center line of the envelope.

4.  Size: The width of the tic mark must be 0.5 inch (+ 0.125 inch). The tic
mark must extend over the top of the envelope, down each side a
distance of 0.25 inch (+ 0.125 inch). When a second tic mark is used to
indicate a tray break at the end of the tray, all specifications are the same
as for one tick mark, except for the location on the envelope. When a
second tic mark is used on the last piece in a tray to indicate a tray break,
the right edge of the second tic mark must be 0.5 inch
(+ 0.125 inch) from the left edge of the first tic mark.

A “logical” presort destination represents the total number of pieces that are
eligible for a specific presort level based on the required sortation, but which
might not be contained in a single bundle or in a single container (tray or pallet)
due to applicable preparation requirements or the size of the individual pieces.
For example, there may be 42 mailpieces for ZIP Code 43112 forming a
Standard Mail “logical” 5-digit bundle, and they are prepared in three physical
5-digit bundles because of the applicable restrictions on bundles.
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Bundles

Definition of a Bundle

Mailers assemble pieces available for different presort destinations into groups. A
bundle is a group of addressed pieces secured together as a unit. The term bundle
does not apply to pieces grouped or prepared loose in trays.

Arranging Pieces in a Bundle (“Facing”)
All pieces in a bundle must be “faced” (arranged with the addresses in the same
read direction), with an address visible on the top piece.

Preparing Bundles
Cards and letter-size pieces are subject to these bundling standards:

a. The maximum thickness for bundles of carrier route rate mail is 4 inches. The
maximum thickness for other bundles is 6 inches.

b. Mailings consisting entirely of card-size pieces (i.e., pieces not larger than 4-1/4
by 6 by 0.016 inch) must always be prepared in bundles.

c. Bundles must be prepared for mail in all less-than-full trays and for
nonmachinable Standard Mail.

d. Except under 6.7, separator cards or tic marks may be used instead of
bundling for letter-size pieces in full 5-digit carrier routes trays of Enhanced
Carrier Route Standard Mail. The cards must be of paper or card stock, at least
0.25 inch higher than the highest pieces in the mailing, and in front of the
corresponding groups of mail. The tic mark must be applied during the
mailpiece production process and be printed on the top edge of the envelope,
to the left of the center line of the envelope.

e. For mailings consisting entirely of card-size pieces and mail in less-than-full
trays, mailers must secure bundles with rubber bands, elastic strapping, flat
plastic strapping, or string. Elastic strapping must be approved by USPS
Engineering. If requested, the mailer must be able to show such approval for
the strapping material used for a mailing.

f. Bundles up to 1 inch thick must be secured with appropriate banding placed
once around the girth (narrow dimension). Bundles over 1 inch thick must be
secured with at least two bands, one around the length and one around the
girth.

Securing Bundles

Bundle preparation is subject to the following requirements:

a. Bundles must be able to withstand normal transit and handling without
breakage or injury to USPS employees.

b. Bundles must be secured with banding, shrinkwrap, or shrinkwrap plus one or
more bands. Banding includes plastic bands, rubber bands, twine/string, and
similar material. Use of wire or metal banding is not permitted.

c.  When one band is used, it must be placed tightly around the girth (narrow
dimension).
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d. Bundles over 1 inch high (thick) must be secured with at least two bands or
with shrinkwrap. When double banding is used to secure bundles, it must
encircle the length and girth of the bundle at least once. Additional bands may
be used if none lies within 1 inch of any bundle edge.

e. Banding tension must be sufficient to tighten and depress the edges of the
bundle so pieces will not slip out of the banding during transit and processing.
Loose banding is not allowed.

f. When twine/string is used to band bundles, the knot(s) must be secure so the
banding does not come loose during transit and processing.

Exception to Bundle Preparation—Full Single-Sort-Level Trays

In mailings not entirely of card-size pieces (i.e., pieces not larger than 4-1/4 by 6 by
0.016 inch), mailers need not prepare bundles when placing mail in a full tray and
none of the mail in that tray would have been more finely sorted if bundled. For
example, the content of a full ADC tray need not be bundled if it would have all been
prepared in ADC bundles to the same destination.

Pieces With Simplified Address

For mail prepared with a simplified address, all pieces for the same post office must
be prepared in bundles of 50 when possible. If bundles of other quantities are
prepared, the actual number of pieces must be shown on the facing slip attached to
show distribution desired (e.g., rural route, city route, post office boxholder).
Bundles must be secure subject to specific thickness limits in 2.3.

Bundles With Fewer Than the Minimum Number of Pieces Required

An individual bundle may be prepared with fewer than the minimum number of
pieces required by the standards for the rate claimed without loss of rate eligibility
under either of these conditions:

a. A greater number of pieces would exceed the maximum physical size for a
bundle and the total number of pieces for that presort destination meets the
minimum volume standard (e.g., 30 pieces are available to meet a 10-piece
minimum, but a bundle of 28 pieces is 6 inches thick).

b. The pieces constitute the “last bundle” for a presort destination and previously
prepared bundles met the applicable minimum volume standard (e.g., 505
pieces prepared in 10 50-piece bundles and one five-piece bundle).

Labeling Bundles

Unless excepted by standard, the presort level of each bundle (other than carrier
route bundles) must be identified either with an optional endorsement line under
708.7.0 or with a barcoded pressure-sensitive bundle label. On letter-size mail
(including card-size pieces), the bundle label must be placed in the lower left corner
of the address side of the top piece in the bundle. Bundle labels must not be
obscured by banding or shrinkwrap. The following colors and presort characters
apply to bundle labels:

a. Five-digit presort level, red Label 5.
b. Three-digit presort level, green Label 3.
c. ADC presort level, pink Label A.
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d. Mixed ADC presort level, tan Label X.

Use of Carrier Route Information Lines

Bundles for individual carrier routes, rural routes, highway contract routes, post
office box sections, or general delivery units must be prepared with facing slips
under 2.0, optional endorsement lines under 708.7.0, or carrier route information
lines under 708.6.0. These standards apply to Enhanced Carrier Route Standard
Mail mailings. Carrier route information lines may be on all pieces in a mailing,
regardless of presort level.

Facing Slips—All Carrier Route Mail
All facing slips used on carrier route bundles must show this information:

a. Line 1: Destination city, two-letter state abbreviation, and 5-digit ZIP Code.

b. Line 2: Content (as appropriate to the class), followed by carrier route type and
route number (e.g., “STD LTR BC R 012”).

c. Line 3: City and two-letter state abbreviation of the origin post office.

Letter Trays

Standard Containers
Mailings must be prepared in letter trays with sleeves. Containers for Customized
MarketMail are specified in 705.1.4. The following additional standards apply:

a. Palletized mail is also subject to 705.8.0.

b. A postmaster may authorize nonpostal containers for a small-volume presorted
mailing if the mailing weighs no more than 20 pounds, consists primarily of mail
or bundles of mail for local ZIP Codes, and requires no USPS transportation for
processing.

Tray Sizes
These approximate measurements define the letter tray sizes that apply to all
Standard Mail preparation standards:

a. 2-foot managed mail (MM) trays: 21 inches long by 10 inches wide (inside
bottom dimensions) by 4-5/8 inches high.

b. 1-foot MM trays: 10-1/4 inches long by 10 inches wide (inside bottom
dimensions) by 4-5/8 inches high.

c. 2-foot extended MM (EMM) trays: 21-3/4 inches long by 11-1/2 inches wide
(inside bottom dimensions) by 6-1/8 inches high.

Letter Tray Preparation
Letter trays are prepared as follows:

a. Subject to availability of equipment, standard managed mail (MM) trays must be
used for all letter-size mail, except that extended managed mail (EMM) trays
must be used when available for letter-size mail that exceeds the inside
dimensions of MM trays defined in 3.2. When EMM trays are not available for
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those larger pieces, they must be placed in MM trays, angled back, or placed
upright perpendicular to the length of the tray in row(s) to preserve their
orientation.

b. Pieces must be “faced” (oriented with all addresses in the same direction with
the postage area in the upper right).

c. Each tray prepared must be filled before filling the next tray, with the contents in
multiple trays relatively balanced. When preparing full trays, mailers must fill all
possible 2-foot trays first; if there is mail remaining for the presort destination,
mailers must use a combination of 1-foot and 2-foot trays that results in the
fewest total number of trays for that presort level. As an alternative, if there is
mail remaining, mailers may move those pieces to the next higher presort level
at which there is a minimum quantity (e.g., 150 pieces).

d. For presort destinations that do not require full trays, pieces are placed in a
less-than-full tray.

e. Mailers must use as few trays as possible without jeopardizing rate eligibility.
For instance, a mailer will never have two 1-foot trays to a single destination;
instead, that mail must be placed in a single 2-foot tray. A 1-foot tray is
prepared only if it is a full tray with no overflow; or if there is less than 1 foot of
mail for that destination; or if the overflow from a full 2-foot tray is less than 1
foot of mail.

f. Each tray must bear the correct tray label.
g. Each tray must be sleeved and strapped under 3.4 and 3.5.

h. If a mailing is prepared using an MLOCR/barcode sorter and is submitted with
standardized documentation, then pieces do not have to be grouped by 3-digit
ZIP Code prefix (or by 3-digit scheme, if applicable) in AADC trays, or by AADC
in mixed AADC trays.

Tray Sleeving and Strapping

Each letter tray must be sleeved using USPS-provided sleeves. Except under 3.5,
each sleeved letter tray must then be secured with one plastic strap placed tightly
around the length of the tray without crushing the tray or sleeve.

Strapping Exception

Strapping is not required for any letter tray placed on a 5-digit, 3-digit, or SCF pallet
secured with stretchwrap. In addition, if the processing and distribution manager
gives a written waiver, strapping is not required for any letter tray that originates and
destinates in the same SCF (mail processing plant) service area.

Origin/Entry 3-Digit/Scheme Trays

After all finer sort levels are prepared, an origin/entry 3-digit tray (or, if applicable,
origin/entry 3-digit scheme tray) must be prepared to contain any remaining mail for
each 3-digit (or 3-digit scheme) area serviced by the SCF serving the post office
where the malil is verified (origin), and may be prepared for each 3-digit (or 3-digit
scheme) area served by the SCF/plant where mail is entered (if that is different from
the SCF/plant serving the post office where the mail is verified—e.g., a PVDS
deposit site). In all cases, only one less-than-full tray may be prepared for each
3-digit (or 3-digit scheme) area.
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Tray Labels

Basic Standards
Tray labels are subject to these basic standards:

a. Use 2-inch labels.

b. lllegible labels are not acceptable. Machine-printed labels (available from the
USPS) ensure legibility. Legible hand-printed labels are acceptable.

c. Tray labels for automation rate mailings are subject to 4.9.1, Basic Standards
for Barcoded Tray Labels, and 708.6.0.

Physical Characteristics of Tray Labels
A tray label must meet these specifications:

a. Color: white or manila.
b.  Weight: minimum 70-pound stock (500 sheets, 24 by 36 inches).

c. Height (perpendicular to printing): 1.860 inches minimum; 2.015 inches
maximum.

d. Length (parallel to printing): 3.250 inches minimum; 3.515 inches maximum.

e. Thickness: 0.005 inch minimum.

Line 1 (Destination Line)
Line 1 (destination line) must meet these standards:

a. Placement. Line 1 must be the first visible line on the label. It must be
completely visible and legible when placed in the label holder. This visibility is
ensured if the top of this line is no less than 1/8 (0.125) inch below the top of the
label when the label is cut and prepared.

b. Information. Line 1 must contain only the information specified by standard,
including the appropriate destination facility prefix (e.g., “ADC”). Two zeros may
follow the 3-digit ZIP Code prefix required by labeling standards (e.g., 223 as
22300).

c. Overseas Military Mail. On 5-digit trays for overseas military destinations, Line 1
shows, from left to right, “APO” or “FPO,” followed by “AE” (for ZIP Codes
within the ZIP Code prefix range 090-098), “AA” (for ZIP Codes within the
3-digit ZIP Code prefix 340), or “AP” (for ZIP Codes within the ZIP Code prefix
range 962-966), followed by the destination 5-digit ZIP Code of the mail in the
tray.

Line 2 (Content Line)
Line 2 (content line) must meet these standards:

a. Placement: Line 2 must be the second visible line on the label. This line must
show the class and processing category of the mail in the tray and other
information as specified by standards.

b. Codes: The codes shown below must be used as appropriate on Line 2 of tray
and pallet labels.
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CONTENT TYPE CODE
Barcoded BC
Barcoded and Nonbarcoded BC/NBC

Carrier Route

Carrier Routes

Digit

General Delivery Unit
Highway Contract Route
Letters

Machinable

Mixed

Nonmachinable

C (type of route)
CR-RT or CR-RTS
D

G

H

LTR or LTRS
MACH

MXD

MAN or MANUAL

Nonbarcoded NON BC (sacks) NBC (pallets and cotrayed
or cosacked mail under 705.9.0)

Post Office Box Section B

Rural Route R

Standard Mail STD

Working WKG

Line 3 (Office of Mailing or Mailer Information Line)

Line 3 (office of mailing or mailer information line) must be the bottom line of required
information and must show either the city and state of the entry post office or the
mailer’s name and the city and state of the mailer’s location. It is recommended that
the mailer’s name also appear with the city and state of the entry post office.

Abbreviations for Lines 1 and 3
Lines 1 and 3 may contain abbreviated information if such abbreviations are those in
the USPS City State Product.

Placement of Extraneous Information

Extraneous information is not permitted on the destination and content lines. It may

be placed away from required lines, subject to these conditions:

a. It may be placed above Line 1 in not more than 0.083 inch high type (6-point
type).

b. It may appear to the right of required Line 3 information but it must not consist
of numerals that resemble a ZIP Code or 3-digit ZIP Code prefix.

c. It must not appear between Lines 1 and 2 (a blank line is permitted), but may
appear between Lines 2 and 3 if it does not consist of numerals that resemble a
ZIP Code or 3-digit ZIP Code prefix.

d. It may appear below Line 3.

e. A mailer code assigned by the USPS or such words as “Mailer,” “From” (or
“FR”), or “Entered at” may appear before the required information on Line 3.
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Placement of Tray Label

A tray label must be securely placed in an adhesive-backed label holder that is
affixed to the specific location designated on the tray. Where no specific location is
indicated the label must be securely placed in an adhesive-backed label holder that
is affixed horizontally to the top left corner of one end of the tray. Do not use tape.
Insert labels completely into the label holder to ensure that they do not fall out during
processing. Do not insert labels upside down.

Barcoded Tray Labels

4.9.1 Basic Standards for Barcoded Tray Labels
Exhibit 4.9.1 shows the types of mail requiring barcoded tray labels. Barcoded
labels must meet these general standards:

a. Use 2-inch labels.
b. Mailer-produced barcoded labels must meet the standards in 708.6.0.

c. Allinformation on barcoded labels must be machine-printed. Alterations to
preprinted barcoded labels (e.g., handwritten changes) may not be made.

d. Barcoded labels must be inserted completely into the label holder on the tray to
prevent their loss during transport and processing.

Exhibit 4.9.1 Required Barcoded Container Labels

RATE OR TYPE PROCESSING CATEGORY

Standard Mail

Automation rate Letter-size

Enhanced Carrier Route Letter-size (barcoded labels not required for letter-size pieces

with simplified addresses or paid at nonletter rates)

Preparing Nonautomation Letters

Basic Standards

All mailings and all pieces in each mailing at Regular Standard Mail and Nonprofit
Standard Mail nonautomation rates are subject to specific preparation standards in
5.0 and to these general standards (automation rate mailings must be prepared
under 7.0):

a. All pieces must meet the eligibility standards in 243.2.0 through 243.5.0.
Nonprofit Standard Mail must meet the additional eligibility standards in
703.1.0.

b. All pieces in each mailing must be in the letter-size processing category. Unless
excepted by standard, letter-size pieces must be prepared in letter trays.

c. All pieces must meet the applicable general preparation standards in 202,
Elements on the Face of a Mailpiece.

d. All pieces in the mailing must meet the specific sortation and preparation
standards in 5.0.
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e. Sortation determines rate eligibility as specified in 243.5.0, Additional Eligibility
Standards for Nonautomation Standard Mail Letters.

Marking

Subject to the marking standards in 202.3.0, Placement and Content of Mail
Markings, and 202.4.0, Placement and Physical Standards for Endorsements,
regular Standard Mail pieces must be marked “Presorted Standard” (or “PRSRT
STD”) and Nonprofit Standard Mail pieces must be marked “Nonprofit Organization”
(or “Nonprofit Org.” or “Nonprofit”). Regular and Nonprofit Standard Mail pieces
must not be marked “ECRLOT,” “ECRWSH,” “ECRWSS,” “AUTO,” or
“Single-Piece” (or “SNGLP”).

Machinable Preparation

5.3.1 Machinable Bundling
Machinable pieces are not bundled, except for the following (see 2.3):

a. Card-size pieces.

b. All pieces in a less-than-full mixed AADC tray.

5.3.2 Traying and Labeling

Instead of preparing overflow AADC trays with fewer than 150 pieces, mailers may
include these pieces in mixed AADC trays. Preparation sequence, tray size, and
labeling:

a. Origin/entry 3-digit (optional, no minimum); labeling:
1. Line 1: LO02, Column A.
2. Line 2: “STD LTR 3D MACH.”
b. AADC (required); 150-piece minimum (overflow allowed); labeling:
1. Line 1: L801, Column B.
2. Line 2: “STD LTR AADC MACH.”
c.  Mixed AADC (required); no minimum; labeling:

1. Line 1: LO11, Column B. If entered at an ASF or BMC or for mail placed on
an ASF or BMC pallet under option in 705.8.10.2, L0O10, Column B.

2. Line 2: “STD LTR MACH WKG.”
Nonmachinable Preparation

5.4.1 Nonmachinable Bundling

Except as provided in 2.5, Exception to Bundle Preparation— Full Single-Sort-Level
Trays, bundling is required before traying. A bundle must be prepared when the
quantity of addressed pieces for a required presort level reaches a minimum of

10 pieces. Smaller volumes are not permitted except for mixed ADC bundles.
Preparation sequence, bundle size, and labeling:

a. b-digit (required); 10-piece minimum; red Label 5 or optional endorsement line
(OEL); labeling not required for pieces in full 5-digit trays.

b. 3-digit (required); 10-piece minimum; green Label 3 or OEL.
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c. ADC (required); 10-piece minimum; pink Label A or OEL.
d. Mixed ADC (required); no minimum; tan Label X or OEL.

5.4.2 Traying and Labeling
Overflow trays are not allowed. Preparation sequence, tray size, and labeling:

a. 5-digit (required); 150-piece minimum; labeling

1. Line 1: city, state, and 5-digit ZIP Code on mail (see 4.0, Tray Labels, for
overseas military mail).

2. Line 2: “STD LTR 5D MANUAL.”

b. 3-digit (required); 150-piece minimum (mailers may prepare 3-digit origin/entry
trays with as few as 10 pieces per tray); labeling:

1. Line 1: LOO2, Column A.
2. Line 2: “STD LTR 3D MANUAL.”
c. ADC (required); 150-piece minimum; labeling:
1. Line 1: LO04, Column B.
2. Line 2: “STD LTR ADC MANUAL.”
d. Mixed ADC (required); no minimum; labeling:

1. Line 1: LO11, Column B. If placed on an ASF or BMC pallet under option in
705.8.10.2, use LO10.

2. Line 2: “STD LTR MANUAL WKG.”

Preparing Enhanced Carrier Route Letters

Basic Standards

All mailings and all pieces in each mailing at Enhanced Carrier Route Standard Mail
and Nonprofit Enhanced Carrier Route Standard Mail nonautomation rates are
subject to specific preparation standards in 6.0 and to these general standards:

a. All pieces must meet the standards for basic eligibility in 243.2.0 through
243.4.0 and specific eligibility in 243.6.0, Additional Eligibility Standards for
Enhanced Carrier Route Standard Mail Letters. Nonprofit Enhanced Carrier
Route Standard Mail must meet the additional eligibility standards in 703.1.0.

b. All pieces in each mailing must be in the letter-size processing category. Unless
excepted by standard, letter-size pieces must be prepared in letter trays.

c. All pieces must meet the applicable general preparation standards in 2.0
through 4.0 and 202, Elements on the Face of a Mailpiece, and the following:

1. Pieces must be sequenced according to 6.8, Delivery Sequence
Standards.

2. Pieces with a simplified address format must meet the standards in
602.3.0, Use of Alternative Addressing.

Domestic Mail Manual ® Updated 7-15-07 235

K



]

Discount Letters: Standard Mail Preparation

245.6.2

236

6.2

6.3

6.4

6.5

6.6

d. All pieces in the mailing must meet the specific sortation and preparation
standards in 6.0 or the palletization standards in 705.8.0.

e. Sortation determines rate eligibility as specified in 243.6.0, Additional Eligibility
Standards for Enhanced Carrier Route Standard Mail Letters.

Marking

Subject to the marking standards in 202.3.0, Placement and Content of Mail
Markings, and 202.4.0, Placement and Physical Standards for Endorsements,
Enhanced Carrier Route Standard Mail pieces must be marked “Presorted
Standard” (or “PRSRT STD”), and Nonprofit Enhanced Carrier Route Standard Mail
pieces must be marked “Nonprofit Organization” (or “Nonprofit Org.” or “Nonprofit”).
All pieces must also be marked “ECRLOT” for basic rate, “ECRWSH” for high
density rate, or “ECRWSS” for saturation rate. Pieces in carrier route mailings under
6.7 must bear carrier route information lines under 708.8.0.

Residual Pieces

Pieces not sorted as a carrier route mailing must be prepared as a separate mailing
at Standard Mail automation or Presorted rates or at single-piece First-Class or
Priority Mail rates.

Carrier Route Bundle Preparation
Prepare carrier route bundles of letter-size mail as follows:

a. Mailers must prepare only carrier route bundles, except under 6.7. Carrier route
bundles are not permitted in full carrier route trays, except for card-size pieces.

b. Except under 6.5, carrier route bundles must contain at least 10 pieces.

c. The method of labeling a carrier route bundle is based on the following tray
levels:

1. Carrier route tray: No bundle labeling is required.

2. 5-digit or 3-digit carrier routes tray: Bundles must have a facing slip unless
the pieces in the bundle have a carrier information line or an optional
endorsement line (OEL).

Bundles and Trays With Fewer Than the Minimum Number of Pieces
Required

As a general exception to 6.4, a mailer may prepare a bundle with fewer than 10
pieces and a less-than-full carrier route tray when they are claiming the saturation
rate for the contents and the applicable density standard is met.

General Traying and Labeling

For all ECR letters over 3 ounces and all ECR letters that are not
automation-compatible or delivery-point barcoded, prepare trays as explained
below. Also prepare trays as explained below when a mailing contains some pieces
over 3 ounces and some pieces up to 3 ounces. Pieces with simplified addresses
must be prepared in separate trays from pieces with other forms of addressing. For
ECR automation-compatible letters that are delivery-point barcoded and weigh up
to 3 ounces, prepare trays under 6.7. Preparation sequence, tray size, and labeling:

a. Carrier route: required; full trays only, no overflow.
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1. Line 1: city, state, and 5-digit ZIP Code on mail (see 4.0, Tray Labels, for
overseas military mail).

2. Line 2: for saturation, “STD LTR MACH WSS,” followed by route type and
number; for high-density, “STD LTR MACH WSH,” followed by route type
and number; for basic, “STD LTR MACH LOT,” followed by route type and
number.

b. 5-digit carrier routes: required if full tray, optional with minimum one 10-piece
bundle.

1. Line 1: city, state, and 5-digit ZIP Code on mail (see 4.0, Tray Labels, for
overseas military mail).

2. Line 2: “STD LTR 5D CR-RT MACH.”

c. 3-digit carrier routes: optional with minimum one 10-piece bundle for each of
two or more 5-digit areas.

1. Line 1: city, state, and 3-digit ZIP Code prefix shown in LO02, Column A,
that corresponds to 3-digit ZIP Code prefix on mail.

2. Line 2: “STD LTR 3D CR-RT MACH.”

d. For trays containing barcoded automation-compatible letter-size pieces over
3 ounces or nonmachinable letter-size pieces, use these Line 2 label
designations in place of “MACH”:

1. Trays containing barcoded, automation-compatible pieces over 3 ounces:
HBC.H

2. Trays containing nonmachinable pieces: “MAN.”

3. Trays containing simplified address pieces: “MAN.”

Traying and Labeling for Automation-Compatible ECR Letters

Mailers must make full carrier route and 5-digit carrier routes trays, when possible,
for automation-compatible, delivery-point barcoded ECR letters that weigh up to

3 ounces. Except for card-size pieces, pieces must not be bundled. Group pieces
together by carrier route in 5-digit and 3-digit carrier routes trays. If pieces for one
carrier route do not result in a full tray, mailers must combine pieces from at least
two routes to make full 5-digit carrier routes trays, grouping pieces together by
carrier route. If pieces for multiple carrier routes do not result in a full 5-digit tray,
mailers must combine pieces from at least two 5-digit ZIP Codes to make 3-digit
carrier routes trays, grouping pieces together by carrier route. If pieces fill more than
one tray but do not fill an additional tray, mailers must place excess pieces in a tray
at the next sortation level. Preparation sequence, tray size, and labeling:

a. Carrier route: required; full trays only, no overflow.

1. Line 1: city, state, and 5-digit ZIP Code on mail (see 4.0 for overseas
military mail).

2. Line 2: for saturation, “STD LTR BC WSS,” followed by route type and
number; for high-density, “STD LTR BC WSH,” followed by route type and
number; for basic, “STD LTR BC LOT,” followed by route type and number.

b. 5-digit carrier routes: required; no overflow, no bundling.
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1. Line 1: city, state, and 5-digit ZIP Code on mail (see 4.0 for overseas
military mail).

2. Line 2: “STD LTR 5D CR-RT BC.”
c. 3-digit carrier routes: required; bundling required in less-than-full trays.

1. Line 1: city, state, and 3-digit ZIP Code prefix shown in LO02, Column A,
that corresponds to 3-digit ZIP Code prefix on mail.

2. Line 2: “STD LTR 3D CR-RT BC.”
Delivery Sequence Standards

6.8.1 Basic Standards

Mailpieces for which a walk-sequence discount is claimed must be organized in the
delivery sequence determined by the USPS and prepared as a carrier route mailing
under 6.1 through 6.7 in Preparing Enhanced Carrier Route Letters and the
standards below. Pieces prepared with a simplified address must also meet the
corresponding standards.

6.8.2 Missing Addresses

Some mailpieces cannot be sequenced because an exact match for a name or
address cannot be obtained. These pieces may be included in a sequenced mailing
only if they are placed behind or after the sequenced mail. Arrange these pieces:

a. Alphabetically by complete street name, then either in ascending order by
ZIP+4 code sector segments or numerically in ascending order by primary
address.

b.  Numerically for numbered streets, then either in ascending order by ZIP+4 code
sector segments or numerically in ascending order by primary address.

6.8.3 Updating Walk Sequence Information—General

Walk-sequence rate pieces prepared with other than a simplified address format
under 6.8.4 must be sequenced using USPS data from one of the following
sources, issued within 90 days before the mailing date:

a. The Computerized Delivery Sequence (CDS) file.

b. The Delivery Sequence File (DSF) or Delivery Sequence File, Second
Generation (DSF?).

c. Delivery sequence information from USPS address sequencing services, as
requested by the customer.

6.8.4 Updating Walk Sequence Information for Simplified Addressing
Walk-sequence rate pieces prepared with a simplified address must be based on
delivery stop information obtained within 90 days before the mailing date, either
from the Delivery Statistics File or from the postmaster of the destination office.

6.8.5 Out-of-Date Walk Sequence Information
Mailings prepared with out-of-date walk-sequencing information are not eligible for
walk-sequence rates.
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6.8.6 Updating Line-of-Travel Sequence Information

Unless the mail is prepared in carrier walk sequence, line-of-travel (LOT) sequence is
required for mailings at Standard Mail Enhanced Carrier Route basic rates. LOT
sequence is not an exact walk sequence but a sequence of ZIP+4 codes arranged
in the order that the route is served by a carrier. (First the ZIP+4 groups are
sequenced, then the addresses within each are identified as being in ascending or
descending order.) The USPS eLOT product provides a list of the ZIP+4 codes each
carrier route serves, identifies the order in which they are delivered, and provides an
indicator specifying whether the addresses that share the same ZIP+4 code must
be sorted in ascending or descending order. When a range of ZIP+4 codes on the
same carrier route are assigned the same sequence number, the addresses bearing
those ZIP+4 codes must be arranged in ascending ZIP+4 code order before the
sequence number is assigned. LOT information must be updated within 90 days
before the date of mailing.

Delivery Sequence Documentation

6.9.1 Basic Standards

The postage statement must be annotated in the “Carrier Route Sequencing Date”
block on page 1. The mailer must annotate the postage statement to show the
earliest (oldest) date of the method used to obtain sequencing information for the
mailing. The mailer’s signature on the postage statement certifies that this standard
has been met when the corresponding mail is presented to the USPS. The mailer
must maintain documentation to substantiate compliance with the standards for
carrier route sequencing. Unless submitted with each corresponding mailing, the
mailer must be able to provide the USPS with documentation (if requested) of
accurate sequencing or delivery statistics for each carrier route to which pieces are
mailed. Acceptable forms of documentation are:

a. The invoice showing that the addresses came from CDS.
b. DSF? invoice or documentation.

c. Copies of the delivery unit summaries that served as the mailer’s bills for
address sequencing service charges.

d. Evidence of receipt of information from postmasters for simplified address
mailings (see 509.1.0, Address Information System Products).

e. Form 3553 showing the date of the eLOT product used, or the date from the
USPS Qualification report produced by presort software.

6.9.2 High Density
For each carrier route to which high density rate mail is addressed, the mailer must
document the total number of addressed pieces to the route.

6.9.3 Saturation Density—Simplified Address Mail

For each carrier route to which mail with a simplified address is sent at the saturation
rate, the mailer must be able to document that the mailing meets the applicable
density standard. This documentation must show the total number of active
possible deliveries and the total number to which mailpieces in the mailing are being
addressed, by 5-digit ZIP Code and, within each, by carrier route. It must be
submitted with each applicable mailing.
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6.9.4 Saturation Density—Other Mail

For each carrier route to which mail without a simplified address is sent at the
saturation rate, the mailer must be able to document that the mailing meets the
applicable density standards. This documentation must show either the total
number of active possible residential deliveries and the number and percentage to
which mailpieces are addressed, or the total number of all active possible deliveries
and the number and percentage to which mailpieces are addressed, depending on
whether qualification is based on the 90% or 75% criterion, respectively. The
documentation must be listed by 5-digit ZIP Code and, within each, by carrier route.
It must be submitted with each applicable mailing.

6.9.5 Both Rates

If a mailing contains pieces qualifying for both walk-sequence rates, the
documentation required by 6.9.2, High Density, and either 6.9.3, Saturation
Density— Simplified Address Mail, or 6.9.4, Saturation Density— Other Mail, may be
combined. Entries for pieces at the high density rate must be so annotated on the
documentation. For the entire mailing, a summary of the total number of pieces at
each rate must be provided. This documentation must be submitted with each
applicable mailing.

6.9.6 Carrier Route Rate

If a mailing includes high density and saturation rate and basic carrier route rate
pieces, in addition to the applicable information required by 6.9.2 through 6.9.5 in
Delivery Sequence Documentation, the documentation for the basic carrier route
rate mail must show, by 5-digit ZIP Code and, within each, by carrier route, the total
number of addressed pieces at each rate for each carrier route to which pieces are
addressed. Pieces qualifying for the basic carrier route rate must be so annotated.
For the entire mailing, a summary by 5-digit ZIP Code of the total number of pieces
at each rate must be provided. This documentation must be submitted with each
applicable mailing to meet the documentation standard for the carrier route rate.

Preparing Automation Rate Letters

Basic Standards

Letter-size automation rate Standard Mail must be prepared under 7.0 and the
eligibility standards for the rate claimed. Trays must bear barcoded tray labels under
4.9.

Mailings

All pieces in a mailing must meet the standards in 201.1.0, Physical Standards for
Machinable Letters and Cards, and 201.3.0, Physical Standards for Automation
Letters and Cards, and must be sorted together to the finest extent required for the
rate claimed. The definitions of a mailing and permissible combinations are in 1.0,
General Information for Mail Preparation.

Marking

All Standard Mail automation rate pieces must be marked under 202.3.0,
Placement and Content of Mail Markings. Pieces claimed at an automation rate
must bear the appropriate class marking and “AUTO,” except as provided in
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202.3.0. Pieces not claimed at an automation rate must not bear “AUTO” unless
First-Class single-piece rate postage is affixed or a corrective single-piece rate
marking (“Single-Piece” or “SNGLP”) is applied.

General Preparation

Grouping, bundling, and labeling are not generally required or permitted, except
bundling is required in any mailing consisting entirely of card-size pieces and for
pieces in overflow and less-than-full trays, and grouping is required under 7.5.

Tray Preparation

Instead of preparing overflow trays with fewer than 150 pieces, mailers may include
these pieces in the next tray level when a tray of 150 or more pieces can be made.
Mailers must note these trays on standardized documentation (see 708.1.2). Pieces
that are placed in the next tray level must be grouped by destination and placed in

the front of that tray. Mailers may use this option selectively for 3-digit and AADC ZIP
Codes. This option does not apply to origin/entry 3-digit/scheme trays. Preparation
sequence, tray size, and Line 1 labeling:

a. b5-digit/scheme (see 1.4e): optional, but required for 5-digit rate (150-piece
minimum); overflow allowed; for Line 1, label as follows:

1. For 5-digit scheme trays, use destination shown in the current USPS City
State Product.

2. For 5-digit trays, use city, state, and 5-digit ZIP Code destination on pieces
(see 4.0 for overseas military mail).

b. 3-digit/scheme; required (150-piece minimum, except no minimum for optional
origin/entry 3-digit/scheme(s)); overflow allowed; for Line 1, use L0O02,
Column B.

c.  AADC: required (150-piece minimum); overflow allowed; group pieces by 3-digit
ZIP Code prefix (or 3-digit/scheme if applicable); for Line 1, use L801,
Column B.

d. Mixed AADC: required (no minimum); group pieces by AADG; for Line 1
labeling: use LO11, Column B. If entered at an ASF or BMC or for mail placed
on an ASF or BMC pallet under option in 705.8.10.2, use L0O10, Column B.

Tray Line 2
Line 2: “STD LTR” and:

a. 5-digit scheme: “BC 5D SCHEME.”
b. 5-digit: “5D BC.”

c. 3-digit scheme: “BC 3D SCHEME” and, if applicable, as shown in LO02,
Column B, followed by the letter “A,” “B,” or “C.”

d. 3-digit: “3D BC.”
e. AADC: “AADC BC.”
f.  Mixed AADC: “BC WKG.”
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7.7 Presentation
Upon presentation of letter-size automation rate Standard Mail mailings to USPS for

verification, mailers must present all mixed AADC trays together, and such trays
must either be adjacent to one another or side by side, and must be placed as the
top layer(s) on any given container.
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246.2.2

Enter and Deposit

1.0 Presenting a Mailing

2.0 Destination Entry

3.0 Destination Bulk Mail Center (DBMC) Entry

4.0 Destination Sectional Center Facility (DSCF) Entry
5.0 Destination Delivery Unit (DDU) Entry

Presenting a Mailing

Basic Standards for Standard Mail Deposit

Standard Mail must be presented at the post office where the permit or license is
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 705.15.0.
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
705.18.0. Nonprofit Standard Mail must be presented only at post offices where the
organization producing the mailing has an approved nonprofit authorization
(703.1.0).

Separation of Mailings

Pieces at different rates (e.g., 3/5 and basic) may be combined in the same mailing
as provided in 245.1.0. Separate mailings may be reported on the same postage
statement if the pieces in the mailings are in the same letter-size processing
category, are part of the same mailing job, and are presented for verification at the
same time.

Destination Entry

General

Except for Customized MarketMail pieces as defined in 705.1.0, Regular, Nonprofit,
Enhanced Carrier Route, and Nonprofit Enhanced Carrier Route Standard Mail
pieces meeting the basic standards in 243.2.0 through 243.4.0 may qualify for the
destination BMC, SCF, or DDU entry rates, as applicable, if deposited at the correct
destination postal facility, subject to the general standards below and the specific
standards in 3.0, 4.0, and 5.0. Only one destination reduction may be claimed for
each piece. An individual pallet may contain mail claimed at different destination
entry rates.

Minimum Volume
A destination entry rate Standard Mail mailing is subject to these minimum volume
requirements:
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a. Each mailing must contain at least 200 addressed pieces or 50 pounds of
addressed pieces.

b. Except as provided in 2.2e, each group of pieces prepared for deposit at
different destination entry post offices must be presented as a separate mailing
meeting separate minimum volume requirements and be accompanied by the
appropriate Form 3602 postage statement.

c. Separate Standard Mail mailings may be copalletized under 705.8.0.

d. Pieces deposited at the same destination entry post office but claimed at
different destination entry rates may be included in a single mailing and
reported on the same postage statement (subject to one minimum volume
requirement) if the destination entry post office is the proper facility for claiming
each of the destination entry discounts.

e.  When pieces from different Standard Mail mailings (Presorted, automation,
and/or Enhanced Carrier Route) are presented together under the plant-verified
drop shipment (PVDS) procedures in 705.15.0, a mailer may use the total piece
count from a single presort file (i.e., mailing job) for all line items to all
destinations reported on a single Form 3602 and accompanied by Form
3602-C (or a postage statement register) to meet the 200-piece or 50-pound
minimum volume requirement for each mailing. Under this alternative, a mailer
may enter fewer than 200 pieces or 50 pounds at a single destination entry
post office if there is a total of at least 200 pieces or 50 pounds of Presorted
rate mail, 200 pieces or 50 pounds of automation rate mail, and/or 200 pieces
or 50 pounds of Enhanced Carrier Route mail for all entry points combined for
the single presort file listed on Form 3602 and Form 3602-C (or a postage
statement register).

Postage Payment

Postage payment for destination entry mailings is subject to the same standards
that apply generally to Standard Mail. Postage and fees are paid to the post office
that verifies the mailings. The correct mailing fee(s) must be paid for the current
12-month period at the postal facility where postage is paid for the mailing.

Office of Mailing

Unless the mailing is paid and deposited as a metered mail drop shipment (see
705.18.0) or a plant-verified drop shipment (see 705.15.0), mail paid with meter
postage, precanceled stamps, or permit imprint must be deposited at the post
office that issued the corresponding license or permit, or at the destination bulk mail
center serving that post office. Under the latter alternative, only the DBMC rate is
available.

Documentation

No documentation for destination entry discounts is required, although the mailing
must be accompanied by the appropriate postage statement. Documentation may
be required by other rates or discounts claimed for the same mailing.

Plant Loads
Plant load mailings, including expedited plant load shipments, are not eligible for
destination entry discounts.
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Verification

2.7.1 Place
As directed by the postmaster, the mailer must present destination entry mailings to
USPS employees for verification either:

a. At the origin mailer’s plant or the origin post office serving the mailer’s plant
under an authorized plant-verified drop shipment system.

b. At the destination post office or business mail entry unit.

2.7.2 Mail Separation and Presentation

Destination entry rate mail must be verified under a PVDS system (705.15.0) or be
presented for verification and acceptance at a BMEU located at a destination BMC,
destination sectional center facility, or other designated destination postal facility.
Only plant-verified drop shipments may be deposited at a destination delivery unit
not co-located with a post office or other postal facility having a business mail entry
unit. When presented to the USPS, destination entry mailings must meet the
following requirements:

a. Each mailing must be separated from other mailings for verification. For PVDS,
destination entry rate mailings for deposit at one destination postal facility must
be separated from mailings for deposit at other facilities to allow for
reconciliation with each accompanying Form 8125, 8125-C, or 8125-CD.

b. Mail must be separated from freight transported on the same vehicle.

c. If Periodicals mail is on the same vehicle as Standard Mail, then the Periodicals
mail should be loaded toward the tail of the vehicle so that, for each destination
entry, Periodicals mail can be offloaded first.

d. Form 8125, 8125-C, or 8125-CD must accompany all PVDS mailings.

2.7.3 Form 8125

When mailings are verified and paid for at a postal facility different from the one at
which they are accepted as mail and deposited into the mailstream, the mailer must
ensure that they are accompanied by a Form 8125 completed by the mailer and the
verifying post office.

2.74 AtBMC

For a mailing to be verified at a BMC, the post office where the mailer’s account or
license is held must be within the service area of that BMC. The post office must
authorize the BMC to act as its agent by sending Form 4410 to the BMC.

2.7.5 PVDS Seal
The mailer may ask that a PVDS band seal secure the vehicle containing verified
mailings before dispatch to the destination facility.

2.7.6 Mailer Transport

The mailer must transport the PVDS mailing from the place where it was verified to
the destination postal facility (BMC, SCF, or delivery unit), appropriate to the mailing
and the rate claimed.
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2.7.7 Volume Standards
Except as permitted for a local mailer under 2.8.13, destination entry mailings are
subject to these volume standards:

a. Regardless of total volume, the pieces for which a destination rate is claimed
must represent more than 50% of the mail (oy weight or pieces, whichever is
greater) presented by the same mailer within any 24-hour period. For this
standard, mailer is the party presenting the material to the USPS (or for whom a
transportation company has presented the material to the USPS).

b. The same mailer may not in a 24-hour period present for verification and
acceptance more than four destination rate mailings at the same destination
postal facility (or at another acting as its agent). The mailer may ask for a waiver
of this limit when scheduling the deposit of the mailings. There is no maximum
for plant-verified drop shipments.

Deposit

2.8.1 Time and Location of Deposit
Each mailing claimed at a destination rate must be deposited at the time and
location specified by the USPS.

2.8.2 Freight
Drop shipments are freight until deposited and accepted as mail at the destination
facility.

2.8.3 Appointments
Appointments must be made for destination entry rate mail as follows:

a. Except for a local mailer under 2.8.13 and mailings of perishable commodities,
appointments for deposit of destination entry rate mail at BMCs, ASFs, and
SCFs must be scheduled through the appropriate appointment control center
at least one business day in advance. Same-day appointments may be granted
by a control center only through a telephone request. All appointments for BMC
loads must be scheduled by the appropriate BMC control center.
Appointments for SCFs and ASFs must be scheduled through the appropriate
district control center. Appointments may be made up to 30 calendar days
before a desired appointment date. The mailer must adhere to the scheduled
mail deposit time and location. The mailer must cancel any appointment by
notifying the appropriate control center at least 24 hours in advance of a
scheduled appointment.

b. Electronic appointments may be made by a mailer or agent using a
USPS-issued computer logon ID. Electronic appointments or cancellations
must be made at least 12 hours before the desired time and date. All
information required by the USPS appointment system regarding a mailing
must be provided.

c. For deposit of DDU mailings, an appointment must be made by contacting the
DDU at least 24 hours in advance. If the appointment must be canceled, the
mailer must notify the DDU at least one business day in advance of a scheduled
appointment. Recurring appointments are allowed if shipment frequency is
once a week or more often.
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d.  When Periodicals are transported together with Standard Mail or Package
Services as a mixed load (707.29.0, Destination Entry), an appointment must be
obtained for deposit at a destination entry facility.

2.8.4 Advance Scheduling

Mailers must schedule appointments for deposit of destination entry rate mail under
2.8.3 and the conditions below. When making an appointment, or as soon as
available, the mailer must provide the control center or DDU with the following
information:

a. Mailer's name and address and, when applicable, the name and telephone
number of the mailer’s agent or local contact.

b. Description of what is being mailed, product name, number of mailings, volume
of mail, how prepared and whether containerized (e.g., pallets). For DDU
entries, the mailer also must provide the 5-digit ZIP Code(s) of the mail being
deposited.

c.  Where the mailing was verified.
d. Postage payment method.
e. Requested date and destination facility for mailing.

f.  Vehicle identification number, size, and type.

2.8.5 Adherence to Schedule

The mailer must follow the scheduled deposit time or cancel the appointment by
notifying the designated control center. Destination facilities may refuse acceptance
or deposit of unscheduled mailings or shipments that arrive more than 2 hours after
the scheduled appointment at ASFs, BMCs, or SCFs or more than 20 minutes at
delivery units.

2.8.6 Redirection by USPS

A mailer may be directed to transport destination entry rate mailings to a facility
other than the designated DDU, SCF, or BMC due to facility restrictions, building
expansions, peak season mail volumes, or emergency constraints.

2.8.7 Redirection at Mailer’s Request

For service reasons, a mailer may ask to transport destination SCF rate mail to a
facility other than the designated SCF. This exception may be approved only by the
district control center serving the destination facility. To qualify for the SCF rate in this
situation, mail deposited at a facility other than the SCF must destinate for
processing within that facility and must not require backhauling to the SCF.

2.8.8 Recurring Appointments

Recurring refers to a drop shipment that is delivered to a destination office with a
frequency of at least once a week on the same time and day(s). Mailings must be of
a comparable product in terms of mail class, size, volume, and containerization
(pallets, pallet boxes, etc.). A request to establish recurring appointments must be
written on company letterhead to the postal facility manager/postmaster. The drop
shipment appointment control office/postmaster will respond to all requests within
10 days. Recurring appointments may be made for a period not to exceed 6
months. Thereafter, a new application must be submitted to ensure that up-to-date
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mailer information is on file. Written request for an additional 6 months may be made
within 60 days prior to the expiration of a current arrangement. Failure to adhere to
scheduled appointments or other abuse of the procedures will result in revocation of
recurring appointment privileges. Requests for recurring appointments must include
the following:

a. Name, address, and telephone number of the mailer.

b. Transportation agent's name (contact person) and telephone number(s).
c. Mail volume and preparation (trays/sacks/parcels).

d. Containerization.
e

Size and type of trailer(s) transporting mail.

—h

Frequency/schedule.

2.8.9 Vehicle Unloading
Unloading of destination entry mailings is subject to these conditions:

a. Properly prepared containerized loads (e.g., pallets) are unloaded by the USPS
at BMCs, ASFs, and SCFs. The USPS does not unload or permit the mailer (or
mailer’'s agent) to unload palletized loads that are unstable or severely leaning or
that have otherwise not maintained their integrity in transit.

b. At BMCs, ASFs, and SCFs, the driver must unload bedloaded shipments within
8 hours of arrival. Combination containerized and bedloaded mailings are
classified as bedloaded shipments for unload times. The USPS may assist in
unloading.

c. At destination delivery units (DDUs), drivers must unload all mail within 1 hour of
arrival. Unloading procedures are as follows:

1. If pallets or pallet boxes are stacked, drivers must unload, unstrap, and
unstack them.

2. At DDUs that cannot handle pallets, drivers must unload any mail from
pallets and place it into containers as delivery unit employees specify.

d.  When driver unloading is required, the driver or assistant must stay with and
continue to unload the vehicle once at the dock.

e. The driver must remove the vehicle from USPS property after unloading. The
driver and assistant are not permitted in USPS facilities except for the dock and
designated driver rest area.

2.8.10 Drop and Pick
Drop and pick service is not available for destination entry Standard Mail.

2.8.11 Demurrage
The USPS is not responsible for demurrage or detention charges incurred by a
mailer who presents destination entry rate mailings.

2.8.12 Appeals
Mailers who believe they are denied equitable treatment may appeal to the
manager, customer service (district), responsible for the destination postal facility.
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2.8.13 Exception for Local Mailer

The restrictions in 2.7.7, Volume Standards, and 2.8.4, Advance Scheduling, do not
apply when a mailer deposits mailings for verification and acceptance at the local
post office serving the facility where the mail was prepared, if the mailings are not
verified under a plant load authorization or plant-verified drop shipment postage
payment authorization. Under this exception, the mailer may claim the destination
entry rates for mailings or portions of mailings deposited at the local post office that
meet the standards in 3.0 through 5.0 in Enter and Deposit.

Destination Bulk Mail Center (DBMC) Entry

Definition

[4-12-07] For this standard, destination bulk mail center (DBMC) includes all bulk
mail centers (BMCs) and auxiliary service facilities (ASFs) as shown in Exhibit 3.1,
BMC/ASF—DBMC Rate Eligibility.
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3.2

Exhibit 3.1 BMC/ASF—DBMC Rate Eligibility

ELIGIBLE DESTINATION ZIP CODES

ENTRY FACILITY

005, 068-079, 085-098, 100-119, 124-127
010-067, 120-123, 128,129

130-136, 140-149

150-168, 260-266, 439-449

080-084, 137-139, 169-199

200-212, 214-239, 244, 254, 267, 268
240-243, 245-249, 270-297, 376

298, 300-312, 317-319, 350-352, 354-368, 373, 374,

377-379, 398, 399
299, 313-316, 320-342, 344, 346, 347, 349.

369-372, 375, 380-397, 700, 701, 703-705, 707, 708,

713, 714,716, 717, 719-729

250-258, 255-259, 400-418, 421, 422, 425-427, 430-

433, 437, 438, 450-462, 469-474
434-436, 465-468, 480-497

500-516, 520-528, 612, 680, 681, 683-689
498, 499, 540-564, 566

570-577

565, 567, 580-588

590-599, 821

463, 464, 530-532, 534, 535, 537-539, 600-611, 613

420, 423, 424, 475-479, 614-620, 622-639

640, 641, 644-658, 660-679, 739

730, 731, 734-738, 740, 741, 743-746, 748, 749
706, 710-712, 718, 733, 747, 750-799, 880, 885
690-693, 800-816, 820, 822-831, 856-857
832-834, 836, 837, 840-847, 898, 979

850, 852, 853, 855, 859, 860, 863, 864

865, 870-875, 877-879, 881-884

889-891, 893, 900-908, 910-928, 930-935

894, 895, 897, 936-966

835, 838, 970-978, 980-986, 988-994

BMC New Jersey NJ 00102
BMC Springfield MA 05500
ASF Buffalo NY 140

BMC Pittsburgh PA 15195
BMC Philadelphia PA 19205
BMC Washington DC 20499
BMC Greensboro NC 27075
BMC Atlanta GA 31195

BMC Jacksonville FL. 32099
BMC Memphis TN 38999

BMC Cincinnati OH 45900

BMC Detroit MI 48399

BMC Des Moines IA 50999
BMC Minneapolis/St. Paul MN 55202
ASF Sioux Falls SD 570

ASF Fargo ND 580

ASF Billings MT 590

BMC Chicago IL 60808

BMC St. Louis MO 63299
BMC Kansas City KS 64399
ASF Oklahoma City OK 730
BMC Dallas TX 75199

BMC Denver CO 80088

ASF Salt Lake City UT 840
ASF Phoenix AZ 852

ASF Albuguerque NM 870
BMC Los Angeles CA 90901
BMC San Francisco CA 94850
BMC Seattle WA 98000

Eligibility

[7-5-07] Pieces in a mailing that meets the standards in 2.0 and 3.0 are eligible for
DBMC rates when they meet all of the following conditions:

a. The pieces are deposited at a BMC, ASF, or SCF under 3.3.
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b. The pieces are addressed for delivery to one of the 3-digit ZIP Codes served by
the BMC or ASF where deposited (see Exhibit 3.1).

c. The pieces are properly placed in a tray or pallet that is labeled to the BMC or
ASF where deposited, or labeled to a postal facility within the service area of
that BMC or ASF (see Exhibit 3.1).

Eligibility for ADC or AADC Mailpieces

[7-5-07] All pieces in an ADC sack or tray or AADC tray are eligible for the DBMC
discount if the ADC or AADC facility ZIP Code (as shown on Line 1 of the
corresponding container label) is within the service area of the BMC or ASF at which
the sack or tray is deposited as shown in Exhibit 3.1. All pieces in a palletized ADC
bundle are eligible for the DBMC discount if the ADC facility that is the destination of
the bundle (determined by using the “Label To” ZIP Code in Column B of LO04) is
within the service area of the BMC or ASF at which it is deposited as shown in
Exhibit 3.1. All pieces in an AADC tray properly placed on an SCF pallet under
705.8.10.2 are eligible for DBMC rates when the 3-digit ZIP Code on the tray label is
within that SCF's service area according to LO05.

Eligibility for Mixed ADC Bundles, Trays, or Mixed AADC Trays
Mailpieces either in a mixed ADC bundle or tray or in a mixed AADC tray can qualify
for the DBMC rates if the following standards are met:

a. All pieces in the bundle or tray must destinate within the ASF or BMC service
area shown in Exhibit 3.1, BMC/ASF—DBMC Rate Eligibility.

b. Use labeling list LO10 when labeling bundles or trays containing such pieces.

c. Pieces claiming DBMC rates and any mixed ADC or mixed AADC pieces not
claiming DBMC rates must be prepared in separate mixed ADC bundles or
trays or in separate mixed AADC trays.

d. Otherwise applicable restrictions (e.g., minimum volume, number of
less-than-full trays) are excepted when necessary to meet the standards in 3.4.

Vehicles
Mailings deposited at a DBMC must be presented in vehicles compatible with BMC
dock and yard operations.

Form 4410

Mailings may be deposited at the DBMC only if that facility is authorized (by Form
4410) to act as acceptance agent for the entry post office (where the meter license,
precanceled stamp permit, or permit imprint authorization is held). Form 4410 is not
required for plant-verified drop shipments.

Destination Sectional Center Facility (DSCF) Entry

Definition
For this standard, destination sectional center facility (DSCF) refers to the facilities
listed in LO02, Column C, and L006, Column C.
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4.2

4.3

5.0
5.1

5.2

Eligibility
Pieces in a mailing that meet the standards in 2.0 and 4.0 are eligible for DSCF rates
under either 4.2a or 4.2b below:

a.  When deposited at a DSCF (or USPS-designated facility), addressed for
delivery within that SCF's service area, and:

1. Placed in a tray labeled to that DSCF.
2. Placed in a tray labeled to a postal facility within that DSCF's service area.

b.  When deposited at a DDU, addressed for delivery within that facility's service
area, placed in a tray labeled to that DDU, and either:

1. The pieces are prepared with simplified addresses under 602.3.2.

2. The mailer holds a mailing permit at the entry office and deposits only one
mailing of fewer than 2,500 pieces per day.

Vehicles
Mailings deposited at a DSCF must be presented in vehicles that are compatible
with SCF dock and yard operations.

Destination Delivery Unit (DDU) Entry

Definition

For this standard, destination delivery unit (DDU) refers to the facility designated by
the USPS district drop shipment coordinator (for automation rate Standard Mail) or
the facility (post office, branch, station, etc.) where the carrier cases mail for delivery
to the addresses on pieces in the mailing (for other Standard Mail).

Eligibility

Letter-size mailpieces are not eligible for a destination delivery unit (DDU) discount.
Mailers may not pay ECR flat-size rates and claim the DDU discount for letter-size
pieces. Mailers may deposit letter-size pieces that meet the standards in 2.0 and
5.0 at a DDU when:

a. Those pieces are addressed for delivery within that facility's service area
(enhanced carrier route only).

b. The pieces are placed in properly prepared and labeled carrier route trays or
5-digit carrier routes trays, or on pallets under 705.8.0.

c. The pieces are eligible for and claimed at a carrier route rate.
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365 Mail Preparation
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Design
Standards

TOPICS
301 Physical Standards

302 Elements on the Face
of a Mailpiece

301

Physical Standards

1.0
1.1
1.2
1.3

1.4
1.5

2.0

2.1
2.2
2.3
2.4
2.5

3.0

3.1

3.2

3.3
3.4
3.5
3.6
3.7

Physical Standards for Flats
General Definition of Flat Size Mail
Length and Height of Flats

Minimum Flexibility for Flat-Size
Pieces

Uniform Thickness

Flat-Size Pieces Not Eligible for
Flat-Size Rates

Physical Standards for
Nonautomation Flats

First-Class Mail

Standard Mail

Bound Printed Matter

Media Mail

Library Mail

Physical Standards for Automation
Flats

Basic Standards for Automation
Flats

Additional Criteria for Automation
Flats

Polywrap Coverings

Prohibitions

Tabs, Wafer Seals, Tape, and Glue
Uniformity and Exterior Format
Outside Labels and Stickers
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302
Elements on the Face
of a Mailpiece

1.0
1.1
1.2
1.3

2.0

2.1

2.2

2.3
2.4
2.5

3.0

3.1

3.2
3.3
3.4

4.0
4.1
4.2
4.3
4.4

4.5
4.6
4.7

All Mailpieces

Clear Space

Delivery and Return Address
Postage Payment

Placement and Content of Mail
Markings

First-Class Mail and Standard Mail
Markings

Bound Printed Matter, Media Malil,
and Library Mail Markings
Enclosures

Printing and Designs

Marking Hazardous Materials
Placement and Physical Standards
for Endorsements

Endorsements for Delivery
Instructions and Ancillary Services

Return Address

Placement of Endorsements
Physical Standards for
Endorsements

Barcode Placement
General Barcode Placement for Flats
Applying One Barcode
Applying Second Barcode
5-Digit and ZIP+4 Barcode
Permissibility

DPBC Numeric Equivalent
Barcode in Address Block
Window Cover
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330 333

First-Class Mail Rates and Eligibility
Flats 1.0 Rates and Fees for First-Class Mail
TOPICS 1.1 Rate Application
333 Rates and Eligibility 1.2 Rate Computation for
334 Postage Payment and First-Class Flats
Documentation 1.3 Presorted and Automation Rates for
335 Mail Preparation Flats
336 Enter and Deposit 1.4 Presort Mailing Fee

1.5 Computing Postage for
First-Class Mail

1.6 Determining Single-Piece Weight

2.0 Content Standards for
First-Class Mail Flats

2.1 General

2.2 Bills and Statements of Account

2.3 Personal Information

2.4 Handwritten and Typewritten
Material

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

2.6 Prohibited Air Transportation

3.0 Eligibility Standards for
First-Class Mail Flats

3.1 Description of Service

3.2 Defining Characteristics

3.3 Additional Basic Standards for
First-Class Mail

3.4 Presort Mailing Fee

3.5 Move Update Standards

3.6 ZIP Code Accuracy

4.0 Additional Eligibility Standards for

Nonautomation First-Class Mail
Flats

4.1 Basic Standards for Nonautomation
First-Class Mail

4.2 Barcodes on Nonautomation
First-Class Mail

4.3 Nonmachinable Flat-Size Pieces
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5.0

5.1

5.2

5.3
5.4

5.5

Additional Eligibility Standards for
Automation Rate First-Class Mail
Flats

Basic Standards for Automation
First-Class Mail

Rate Application—

Bundle-Based Flats

Rate Application—Tray-Based Flats
Address Standards for

Barcoded Pieces

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

334
Postage Payment and
Documentation

1.0

1.1
2.0

2.1

2.2

2.3
3.0

3.1
3.2

3.3

3.4

3.5

4.0
4.1
4.2
4.3

4.4
4.5
4.6
4.7
4.8

4.9

Basic Standards for
Postage Payment

Postage Payment Options
Postage Payment for
Presorted Flats

Payment Methods for Presorted
Rates

Affixed Postage for Presorted
First-Class Mail

Additional Postage
Postage Payment for
Automation Flats
Payment Methods

Affixing Postage for Automation Rate
First-Class Mail

Nondenominated
Precanceled Stamps

Lower Denomination
Precanceled Stamps

Postage Affixed at Lowest Rate
to All Pieces

Mailing Documentation
Completing Postage Statements
Basic Documentation Standards

Documentation Standards for
Automation Mailings

Preparing Documentation

Multiple Standards

Standard Format for Documentation
Providing Additional Information
Reporting Multiple Mailings on

One Statement

Facsimile Postage Statements
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First-Class Mail
Flats

335
Mail Preparation

1.0 General Definition of Terms
1.1 Definition of Presort Process
1.2 Definition of Mailings

1.3 Terms for Presort Levels

1.4 Preparation Definitions and
Instructions

2.0 Bundles

2.1 Definition of a Bundle

2.2 Arranging Pieces in a Bundle
(“Facing”)

2.3 Preparing Bundles of Pieces of
Nonuniform Thickness
(“Counterstacking”)

2.4 Securing Bundles

2.5 Exception to Bundle Preparation—
Full Single-Sort-Level Trays

2.6 Pieces With Simplified Address

2.7 Bundles With Fewer Than the
Minimum Number of Pieces
Required

2.8 Labeling Bundles

3.0 Flat Trays

3.1 Presort

3.2 Standard Containers

3.3 Flat Tray and Letter Tray Sizes

3.4 Preparation for Flats in Flat Trays

3.5 Preparation for Flats in EMM Letter
Trays

3.6 Origin/Entry 3-Digit/Scheme Trays

4.0 Tray Labels
4.1 Basic Standards

4.2 Physical Characteristics of a Tray
Label

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

4.5 Line 3 (Office of Mailing or Mailer
Information Line)

4.6 Abbreviations for Lines 1 and 3

4.7 Placement of Extraneous
Information

4.8 Placement of a Tray Label
4.9 Barcoded Tray Labels
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5.0

5.1
5.2

5.3
5.4
5.5
5.6

6.0

6.1
6.2
6.3
6.4
6.5

6.6

6.7
6.8

Preparation of Nonautomation
Flats

Basic Standards

Single-Piece Rate Pieces Presented
With Presort Mailings

Nonautomation Pieces
Bundling and Labeling

Traying and Labeling

Cotraying and Cobundling With
Automation Rate Mail
Preparation of Automation Rate
Flats

Basic Standards

Mailings

Marking

General Preparation

First-Class Mail Required
Bundle-Based Preparation

First-Class Mail Optional Tray-Based
Preparation

5-Digit Scheme Bundle Preparation

Cotraying and Cobundling With
Presorted Rate Mail

336
Enter and Deposit

1.0
1.1
1.2
1.3
1.4

2.0
2.1

2.2
2.3

Deposit

Service Objectives

Time and Location of Deposit
Approved Collections

Permit Imprint Collection

Verification

USPS Verification and
Mailer Correction

Timeframe for Corrective Action

Payment at Single-Piece Rate
Rather than Correcting Errors
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TOPICS

343 Rates and Eligibility

344 Postage Payment and
Documentation

345 Mail Preparation

346 Enter and Deposit
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343
Rates and Eligibility

1.0 Rates and Fees for Standard Mail
1.1 Rate Application
1.2 Standard Mail Rate Application

1.3 Regular Standard Mail—Presorted,
Enhanced Carrier Route, and
Automation Rates

1.4 Nonprofit Standard Mail— Presorted,
Enhanced Carrier Route, and
Automation Rates

1.5 Fees

1.6 Computing Postage —
Standard Mail

2.0 Content Standards for
Standard Mail Flats

2.1 Definition and Weight

2.2 Personal Information

2.3 Bills and Statements of Account
2.4 Handwritten and Typewritten Matter
2.5 Attachments and Enclosures

2.6 Written Additions

3.0 Basic Standards for Standard Mail
Flats

3.1 Description of Service
3.2 Defining Characteristics

3.3 Additional Basic Standards for
Standard Mail

3.4 Presort Mailing Fees
3.5 Merging Similar Standard Mailings
3.6 Residual Volume Requirement

3.7 Residual Mail Subject to First-Class
or Priority Mail Rates

3.8 ZIP Code Accuracy

4.0 Rate Eligibility for Standard Mail

4.1 General Information

4.2 Minimum Per Piece Rates

4.3 Piece/Pound Rates

4.4 Shape, Flexibility, and Uniform
Thickness

5.0 Additional Eligibility Standards for
Nonautomation Standard Mail
Flats

5.1 Basic Standards

5.2 Rate Application

5.3 5-Digit Rates for Flats

5.4 3-Digit Rates for Flats

5.5 ADC Rates for Flats

5.6 Mixed ADC Rates for Flats
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6.0

6.1

6.2
6.3

6.4

6.5

7.0

7.1

7.2
7.3

Additional Eligibility Standards for
Enhanced Carrier Route
Standard Mail Flats

General Enhanced Carrier Route
Standards

Carrier Route Code Accuracy
Basic Rate Enhanced Carrier Route
Standards

High Density Enhanced Carrier
Route Standards

Saturation Enhanced Carrier Route
Standards

Additional Eligibility Standards for
Automation Rate Standard Mail
Flats

Basic Eligibility Standards for
Automation Rate Standard Mail
Rate Application

Address Standards for

Barcoded Pieces

Enclosed Reply Cards and
Envelopes

344
Postage Payment and
Documentation

1.0

1.1
20

2.1
2.2
2.3

3.0

3.1
3.2
3.3

3.4

3.5

Basic Standards for
Postage Payment

Postage Payment Options
Postage Payment for Presorted
and Enhanced Carrier Route Flats
Identical-Weight Pieces
Nonidentical-Weight Pieces
Combined Rate

Postage Payment for

Automation Flats

All Pieces

Adding Additional Postage

Nondenominated Precanceled
Stamps

Precanceled Stamps at Lower
Denominations

Mixed Rate Mailing Documentation



340
Standard Mail
Flats

4.0 Mailing Documentation
4.1 Completing Postage Statements
4.2 Basic Documentation Standards

4.3 Documentation Standards for
Automation Mailings

4.4 Preparing Documentation

4.5 Multiple Standards

4.6 Standard Format for Documentation
4.7 Providing Additional Information

4.8 Reporting Multiple Mailings on
One Statement

4.9 Facsimile Postage Statements

5.0 Residual Pieces

5.1 Residual Standard Mail Subject to
First-Class Rates

5.2 Residual Standard Mail Subject to
Priority Mail Rates

345
Mail Preparation

1.0 General Information for
Mail Preparation

1.1 Definition of Presort Process
1.2 Definition of Mailings
1.3 Terms for Presort Levels

1.4 Preparation Definitions
and Instructions

2.0 Bundles

2.1 Definition of a Bundle

2.2 Address Visibility

2.3 Arranging Pieces in a Bundle
(“Facing”)

2.4 Preparing Bundles of Pieces of
Nonuniform Thickness
(“Counterstacking”)

2.5 Securing Bundles

2.6 Preparing Bundles in Sacks

2.7 Additional Standards for Unsacked
Bundles Entered at DDU Facilities

2.8 Exception to Bundle Preparation—
Full Single-Sort-Level Trays

2.9 Pieces With Simplified Address

2.10 Bundles With Fewer Than the
Minimum Number of
Pieces Required

2.11 Labeling Bundles

2.12 Use of Carrier Route Information
Lines

2.13 Facing Slips—All Carrier Route Mail
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3.0 Sacks and Trays

3.1 Standard Containers

3.2 Sack Preparation

3.3 Tray Sizes

3.4 Preparing Flats in Letter Trays
3.5 Tray Sleeving and Strapping
3.6 Strapping Exception

3.7 Origin/Entry 3-Digit Sacks

4.0 Sack and Tray Labels
4.1 Basic Standards
4.2 Line 2 (Content Line)

4.3 Line 3 (Office of Mailing or Mailer
Information Line)

4.4 Abbreviations for Lines 1 and 3

4.5 Placement of Extraneous
Information

4.6 Sack Label
4.7 Tray Labels

4.8 Use of Barcoded Sack and Tray
Labels

5.0 Preparing Nonautomation Flats
5.1 Basic Standards

5.2 Required Bundling

5.3 Bundling and Labeling

5.4 Loose Packing

5.5 Required Sacking or Traying

5.6 Drop Shipment

5.7 Sacking and Labeling

5.8 Cotraying and Cobundling Flats With
Automation Rate Malil

5.9 Merged Containerization of Carrier
Route, Automation, and
nonautomation Flats

6.0 Preparing Enhanced Carrier Route
Flats

6.1 Basic Standards

6.2 Residual Pieces

6.3 Carrier Route Bundle Preparation

6.4 Bundles, Trays, and Sacks With
Fewer Than the Minimum Number of
Pieces Required

6.5 Multi Carrier Routes Bundle
6.6 Required Sack Minimums
6.7 Sack Preparation

6.8 Merged Containerization of
Carrier Route, Automation, and
Presorted Rate Flats

6.9 Delivery Sequence Standards
6.10 Delivery Sequence Documentation
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340 7.0 Preparing Automation Rate Flats 346

Standard Mail 7.1 Basic Standards Enter and Deposit
T —
Flats 73 Markir?g 1.0 Presenting a Mailing

1.1 Basic Standards for
Standard Mail Deposit

1.2 Separation of Mailing

7.4 Standard Mail Bundle Preparation
7.5 Scheme Bundle Preparation

7.6 Merged Containerization With
Presorted and Carrier Route Flats 2.0 Destination Entry

7.7 Exception—Automation and 2.1 General
Nonautomation Pieces on Pallets 2.2 Minimum Volume

2.3 Postage Payment

2.4 Office of Mailing

2.5 Documentation

2.6 Plant Loads

2.7 Verification

2.8 Deposit

3.0 Destination Bulk Mail Center
(DBMC) Entry

3.1 Definition

3.2 Eligibility

3.3 Eligibility for ADC Mailpieces

3.4 Eligibility for Mixed ADC Bundles,
Sacks or Trays

3.5 Vehicles

3.6 Form 4410

4.0 Destination Sectional Center
Facility (DSCF) Entry

4.1 Definition

4.2 Eligibility

4.3 Vehicles

5.0 Destination Delivery Unit
(DDU) Entry

5.1 Definition

5.2 Eligibility
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360

363 Rates and Eligibility

364 Postage Payment and
Documentation

365 Mail Preparation

366 Enter and Deposit

363
Rates and Eligibility

1.0 Rates and Fees for Bound Printed
Matter

1.1 Nonpresorted Bound Printed Matter
1.2 Discount Bound Printed Matter

2.0 Basic Eligibility Standards for

Bound Printed Matter
2.1 Service Objectives
2.2 Postal Inspection
2.3 Delivery and Return Addresses

3.0 Content Standards for Bound

Printed Matter Flats
3.1 Basic Content Standards

3.2 Attachments or Enclosures of
Periodicals Sample Copies

3.3 Attachments and Enclosures
3.4 Written Additions

4.0 Rate Eligibility for Bound Printed

Matter Flats
4.1 Rate Eligibility
4.2 Nonidentical Weight Pieces
4.3 ZIP Code Accuracy
5.0 Additional Eligibility Standards for

Presorted and Carrier Route
Bound Printed Matter Flats

5.1 Basic Standards

5.2 Additional Standards for Carrier
Route Bound Printed Matter

5.3 Carrier Route Accuracy
6.0 Additional Eligibility Standards for

Barcoded Bound Printed Matter
Flats

6.1 Basic Eligibility Standards for
Barcoded Bound Printed Matter

6.2 Weight Standard

6.3 Address Standards for Barcode
Discount
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364
Postage Payment and
Documentation
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Discount Flats: Physical Standards for Flats

301.1.2

301 Physical Standards

Overview 1.0 Physical Standards for Flats
2.0 Physical Standards for Nonautomation Flats
3.0 Physical Standards for Automation Flats

1.0 Physical Standards for Flats

1.1 General Definition of Flat Size Mail
[7-15-07] Flat-size mail other than that in 3.0, Physical Standards for Automation
Flats, is:
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 more than
3/4 inch thick, except for Periodicals mail under 707.26.0.

c. Rectangular with four square corners or with finished corners that do not
exceed a radius of 0.125 inch (1/8 inch). See Exhibit 1.1c.

Exhibit 1.1c Maximum Corner Radius for Flat-Size Mailpieces

Corner Radius Maximum 1/8"

:

-

Graphic at 100%

Place mailpiece against
template to test accuracy

d. Other size or weight standards may apply to mail claimed at certain rates, mail
addressed to certain APOs and FPOs, and mail sent by the Department of
State to U.S. government personnel abroad.

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

dimension perpendicular to the length.
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1.3 Minimum Flexibility for Flat-Size Pieces
Flat-size pieces must be flexible. Boxes—with or without hinges, gaps, or breaks

that allow the piece to bend—are not flats. Tight envelopes or wrappers that are
filled with one or more boxes are not flats. Test flats as follows:

a. Allflats (see Exhibit 1.3a):
1. Place the piece with the length parallel to the edge of a flat surface and
extend the piece halfway off the surface.
2. Press down on the piece at a point 1 inch from the outer edge, in the
center of the piece's length, exerting steady pressure.
3. The piece is not flexible if it cannot bend at least 1 inch vertically without
being damaged.

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

necessary.

5. Test the piece according to 1.3b or 1.3c below if it can bend at least
1 inch vertically without being damaged and it contains a rigid insert.

Exhibit 1.3a Flexibility Test—All Flats

Y3IAN3S

$534aav NYNL3y

2 ; (.
s >3
n A '
@ © For flats,
& v lengthis
& 1 the longest
= ' dimension
:
H
:
H
.................. .:
‘ I 1" minimum
e eassssssssassEssssEaEan flexibility required

FLEX TEST
Length runs
parallel to surface
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b. Flats 10 inches or longer that pass the test in 1.3a and contain a rigid insert (see
Exhibit 1.3b):

1. Place the piece with the length perpendicular to the edge of a flat surface
and extend the piece 5 inches off the surface.

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

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

Exhibit 1.3b Flexibility Test—Flats 10 Inches or Longer

For flats, length is
the longest dimension

JOHN BROWN

1234 MAIN ST.

ANYTOWN, US gg.,
6543,

2" minimum
FLEX TEST 7 | :f;ﬂgj
Flats 10" or longer fheassassssssssssssssssas

that contain a rigid insert;
perpendicular to surface
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1.4

1.5

c. Flats less than 10 inches long that pass the test in 1.3a and contain a rigid

insert ( see Exhibit 1.3c):

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

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

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

Exhibit 1.3c Flexibility Test—Flats Less Than 10 Inches Long

For flats, length is
the longest dimension

JRESS

'OHN BROWN
234 MAIN ST.
NYTOWN, US 98765.4321

‘ """"""""""" 1" minimum
FLEX TEST e e ammessssssssmmmmnn flexibility required
Flats less than 10" that

contain a rigid insert;

perpendicular to surface

Uniform Thickness

Flat-size mailpieces must be uniformly thick so that any bumps, protrusions, or
other irregularities do not cause more than 1/4-inch variance in thickness. Exclude
the outside edges of a mailpiece (1 inch from the edge) when determining variance
in thickness. Mailers must secure nonpaper contents to prevent shifting of more
than 2 inches within the mailpiece.

Flat-Size Pieces Not Eligible for Flat-Size Rates
[7-15-07] Mailpieces that do not meet the standards in 1.1 through 1.4 are not
eligible for flat-size rates and must pay applicable rates as follows:

a. First-Class Mail—parcel rates.
b. Standard Mail—Not Flat-Machinable or parcel rates.

c. Bound Printed Matter—parcel rates.
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301.2.4.1

Physical Standards for Nonautomation Flats

First-Class Mail
These additional standards apply to First-Class Malil flat-size pieces:

a. First-Class Mail cannot exceed 13 ounces. First-Class Mail weighing more than
13 ounces is Priority Mail.

b. Flat-size pieces that do not meet the standards in 1.1 through 1.4 must be
prepared as parcels and pay the applicable parcel rate.

Standard Mail

2.2.1 Basic Physical Standards
These additional standards apply to Standard Mail flat-size pieces:

a. Each piece must weigh less than 16 ounces.

b. Flat-size pieces that do not meet the standards in 1.3 through 1.4 must be
prepared as parcels or Not Flat-Machinable pieces and pay the parcel or
Not Flat-Machinable rates (see 401).

2.2.2 Cover Page and Protective Cover

If the piece is not completely enclosed in a mailing wrapper, then any protective
cover or cover page must cover both the front and back of the host publication and
extend to within at least 3/4 inch of the edge opposite the fold or binding. Exception:
Flat-size pieces may have short covers as provided in 3.5.2.

Bound Printed Matter

2.3.1 General Standards
These additional standards apply to Bound Printed Matter:

a. Flat-size pieces that do not meet the standards in 1.3 through 1.4 must be
prepared as parcels and pay the applicable parcel rates.

b. Bound Printed Matter may not weigh more than 15 pounds.

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

Media Mail

2.41 General Standards
These additional standards apply to Media Mail:

a. Flat-size pieces that do not meet the standards in 1.3 through 1.4 must be
prepared as parcels.

b. No piece may weigh more than 70 pounds.

c. Two or more flats may be mailed as a single piece if they are about the same
size or shape or if they are parts of one article, if they are securely wrapped or
fastened together, and if they do not together exceed the weight or size limits.
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2.5

3.0
3.1

3.2

Library Mail

2.5.1 General Standards
These additional standards apply to Library Mail:

a.

Flat-size pieces that do not meet the standards in 1.3 through 1.4 must be
prepared as parcels.

No piece may weigh more than 70 pounds.

Two or more flats may be mailed as a single piece if they are about the same

size or shape or if they are parts of one article, if they are securely wrapped or

fastened together, and if they do not together exceed the weight or size limits.

Physical Standards for Automation Flats

Basic Standards for Automation Flats

Flat-size pieces claimed at automation rates must meet the standards in 3.0 and the
eligibility standards for the class of mail and rate claimed. Pieces prepared with
polywrap film must meet the standards in 3.3.

Additional Criteria for Automation Flats

3.2.1 Shape and Size

[7-15-07] Each flat-size piece must be rectangular, except that flat-size mailpieces
may have finished corners that do not exceed a radius of 0.125 inch (1/8 inch). See
Exhibit 1.1c. The following minimum and maximum dimensions apply to First-Class
Mail, Standard Mail, Periodicals (except under 707.26.0), and Bound Printed Matter

pieces:

a.  Minimum height is 5 inches. Maximum height is 12 inches.

b.  Minimum length is 6 inches. Maximum length is 15 inches.

c. For bound or folded pieces, the edge perpendicular to the bound or folded
edge may not exceed 12 inches.

d.  Minimum thickness is 0.009 inch. Maximum thickness is 0.75 inch.

3.2.2 Maximum Weight
Maximum weight limits are as follows:

a.
b.
C.
d.

For First-Class Mail, 13 ounces.
For Periodicals, 20 ounces.
For Standard Mall, less than 16 ounces.

For Bound Printed Matter, 20 ounces.

3.2.3 Maximum Deflection for Automation Flat-Size Pieces
An automation flat-size mailpiece must be flexible (see 1.3) and must meet
maximum deflection standards. Test deflection as follows:

a.

For pieces 10 inches or longer (see Exhibit 3.2.3a):
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1. Place the piece with the length perpendicular to the edge of a flat surface
and extend the piece 5 inches off the surface. Turn the piece around and
repeat the process.

2. The piece is automation-compatible if it does not droop more than
4 inches vertically.

Exhibit 3.2.3a Deflection Test—Pieces 10 Inches or Longer

For flats, length is
the longest dimension

JOHN BROWN

1234 MAIN ST.

ANYTOWN, US 987635 45
1

4" maximum
“DROOP” TEST droop
Flats 10" or longer '
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b. For pieces less than 10 inches long (see Exhibit 3.2.3b):

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

2. The piece is automation-compatible if it does not droop more than 1 inch
less than the extended length. For example, a piece 8 inches long would
extend 4 inches off a flat surface. It must not droop more than 3 inches
vertically.

Exhibit 3.2.3b Deflection Test—For Pieces Less Than 10 Inches Long

For flats, length is
the longest dimension

n JRESS

234 MAIN ST.

OHN BROWN ;
NYTOWN, US 98765-4321 :

“DROOP” TEST

Flats less than . c td
10" long P TSNSV o SRSV ES o o = m o annot droop more

than 1" less than
the extended length

c. For pieces with bound or folded edges, perform the test in 3.2.3a or 3.2.3b
above by placing the bound or final folded edge perpendicular to the edge of
the flat surface.
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Polywrap Coverings

3.3.1 Polywrap Films and Similar Coverings

When mailers use polywrap film or similar material to enclose flat-size mailpieces
claimed at automation rates, the material must meet the standards in 3.3. Film
approved for use under 3.3.5 must meet the specifications in Exhibit 3.3.1 as
follows:

a. Films or similar coverings must meet all six properties in Exhibit 3.3.1.

b. If the address label is affixed to the outside of the polywrap, the haze property
(property 2) does not apply.

Exhibit 3.3.1 Polywrap Specifications
Mailers who polywrap automation-rate flats must use polywrap that meets all of the
properties in this exhibit.

TEST METHODS
PROPERTY REQUIREMENT IN USPS T-3204 COMMENT
1. Kinetic Coefficient of
Friction, MD
a. Film on Stainless Steel <0.45 USPS-T-3204
with No. 8 (Mirror) Section 4.5.2
Finish
b. Film on Film 0.20t0 0.55 USPS-T-3204
Section 4.5.1
2. Haze <70 USPS-T-3204 Affixing address labels to
Section 4.5.3 outside of polywrap is an

alternative to meeting this
requirement.

3. Secant Modulus,
1% elongation

a. D >50,000 psi USPS-T-3204
Section 4.5.4
b. MD >40,000 psi USPS-T-3204
Section 4.5.4
4. Nominal Gauge >0.001 in USPS-T-3204
Section 4.5.5
5. Static Charge <2.0kV USPS-T-3204
Section 4.5.7
6. Blocking <159 USPS-T-3204 To be conducted at
Section 4.5.6 140 (£3.6°) degrees

Fahrenheit.

3.3.2 Wrap Direction and Seam Placement
Wrap direction, seam direction, and seam placement must follow these standards:

a. The wrap direction must be around the longer axis of the mailpiece, with the
seam parallel to that axis. The longer axis is always parallel to the length of the
mailpiece.
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b. 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.

3.3.3 Overhang

For purposes of the polywrap standards for overhang (selvage) only, the top edge of
the mailpiece is 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.  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.

b.  When the mailpiece contents are totally positioned to the left or to the right side
of the polywrap, the overhang must not be more than 1.5 inches on the
opposite side.

c. The polywrap covering must not be so tight that it bends the mailpiece.

3.3.4 Polywrap on Mailpieces

Mailers claiming automation flat rates for polywrapped pieces must use polywrap
that meets the specifications in 3.3.1. Only products listed on the USPS RIBBS Web
site (http://ribbs.usps.gov) may be used on automation-rate flats.

3.3.5 Polywrap Certification Process for Manufacturers

To ensure that all polywrap manufacturers use the same criteria in meeting the new
specifications, the Postal Service developed specification USPS-T-3204, Test
Procedures for Automatable Polywrap Films. This specification describes exact test
procedures and acceptable values for polywrap film characteristics. Independent
testing laboratories may certify products for manufacturers who do not have the
facilities or experience to conduct each of the test procedures in specification
USPS-T-3204. The specification includes a list of laboratories experienced in
conducting these tests. Customers may obtain the new test procedures by
contacting USPS Engineering (see 608.8.1 for address) or on the USPS RIBBS Web
site (http://ribbs.usps.gov). Manufacturers must submit a letter, on their letterhead,
indicating the value for each of the specifications in 3.3.1 for each polywrap film, to
USPS Mailing Standards (see 608.8.1 for address). When USPS receives the
certificate of conformance, films with values meeting the standards will be listed on
http://ribbs.usps.gov. Manufacturers should follow this process before submitting
the letter certifying compliance with the specifications:

a. Test each film according to procedures listed in USPS-T-3204, Test Procedures
for Automatable Polywrap Films.
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3.4

3.5

3.6

301.3.6.1

b. Test each surface treatment separately. Manufacturers may test the thinnest film
of one product with identical surface treatment and characteristics. If the
thinnest film satisfactorily meets the characteristics after being tested, USPS will
list the product as approved for all gauges of that product that also meet the
gauge test.

Prohibitions

3.4.1 Protrusions
Clasps, strings, buttons, or like materials, or other protrusions that impede or
damage mail processing equipment are prohibited.

3.4.2 Staples

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

3.5.1 General

Although not required, mailpieces may be prepared with tabs, wafer seals,
cellophane tape, or permanent glue (continuous or spot) if these sealing devices do
not interfere with the recognition of the barcode, 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.

3.5.2 Short Covers

Flats may be prepared with a cover page or protective cover that is more than

3/4 inch from each edge if the cover page is secured with at least two tabs, wafer
seals, or glue spots placed within 1 inch of the top and bottom edges of the cover
page or protective cover.

Uniformity and Exterior Format

3.6.1 General

A flat-size mailpiece prepared and claimed at automation rates must be uniformly
thick (see 1.4). Each flat-size mailpiece must have a smooth and regular shape and
be free of creases, folds, tears, or other irregularities not compatible with automation
equipment. The exterior surface must not have protuberances caused by prohibited
closures; attachments (except as provided below); irregularly shaped or distributed
contents; or untrimmed excess material from the envelope, wrapper, or sleeve.
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3.7

3.6.2 Outside Attachment

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.

3.6.3 Booklet-Type Piece or Magazine

The contents of flat-size mailpieces prepared in sleeves or other wrappers must be
sufficiently secure in the sleeve or wrapper to stay in place during processing. If
material bearing the delivery address or barcode for the mailpiece is enclosed in a
partial wrapper, that wrapper must be sufficiently secure to prevent the contents
from shifting and obscuring the delivery address or barcode.

Outside Labels and Stickers

3.7.1 Use

Permanent labels and stickers (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.

3.7.2 Pressure-Sensitive Label

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

3.7.3 “Sandwich” Label

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

1.0 All Mailpieces

2.0 Placement and Content of Mail Markings

3.0 Placement and Physical Standards for Endorsements
4.0 Barcode Placement

All Mailpieces

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

Delivery and Return Address

The delivery address specifies the location to which the USPS is to deliver a
mailpiece. Except for mail prepared with detached address labels under 602.4.0,
the piece must have the address of the intended recipient, visible and legible, only
on the side of the piece bearing postage. (See 602 for additional information
regarding addressing.)

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

Placement and Content of Mail Markings
First-Class Mail and Standard Mail Markings

2.1.1 Placement
Mailpieces must be marked under the corresponding standards to show the class of
service and/or rate paid:

a. Basic Marking. The basic required marking that indicates the class or
subclass— “First-Class,” “Presorted Standard” or “PRSRT STD,” or “Nonprofit
Organization” (or “Nonprofit Org.” or “Nonprofit”) —must be printed or produced
as part of, or directly below or to the left of, the permit imprint indicia, meter
stamp or impression, or adhesive or precanceled stamp.

b. Other Markings. Mailers may place rate-specific markings as follows:
1. Inthe location specified in 2.1.1a.

2. Inthe address area on the line directly above or two lines above the
address if the marking appears alone or if no other information appears on
the line with the marking except optional endorsement line information
under 708.7.0 or carrier route information under 708.8.0.
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3. If preceded by two asterisks (**), the “AUTO,” “PRESORTED” (or
“PRSRT”), “CUSTOMIZED MARKETMAIL” (or “CUST MKTMAIL” or
“CMM?”), or “Single-Piece” (or “SNGLP”) markings also may be placed on
the line directly above or two lines above the address in a mailer keyline or
a manifest keyline, or it may be placed above the address and below the
postage in an MLOCR ink-jet printed date correction/meter drop shipment
line.

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

2.1.2 Exceptions to Markings
Exceptions are as follows:

a. Automation Flats. First-Class Mail and Standard Mail flats do not require an
“AUTO” marking. First-Class Mail flats not marked “AUTO” must bear both the
“Presorted” or “PRSRT” and “First-Class” markings. Standard Mail flats not
marked “AUTO” must bear the appropriate basic marking in 2.1.1a.

b. Manifest Mailings. The basic marking must appear in the postage area on each
piece. The two-letter rate category code required in the keyline on manifest
mailing pieces prepared under 705.2.0 meets the requirement for other rate
markings.

c.  MLOCR Prepared Automation Mailings. The basic marking must appear in the
postage area on each piece. The other “AUTO” marking must be replaced by
the appropriate identifier/rate code marking described in 705.5.3.2, Rate and
Postage Marking, on those pieces that have the marking applied by an
MLOCR. This seven-character marking provides a description of the Product
Month Designator, MASS/FASTforward System Identifier, postage payment
method, and the rate of postage affixed for metered and precanceled stamp
mail or other postage information for permit imprint mail.

Bound Printed Matter, Media Mail, and Library Mail Markings

2.2.1 Basic Markings

The basic required Package Services subclass marking— “Bound Printed Matter” or
“BPM,” “Media Mail,” or “Library Mail”—must be printed on each piece claimed at
the respective rate. The basic required marking must be placed in the postage area
(i.e., printed or produced as part of, or directly below or to the left of, the permit
imprint indicia or meter stamp or impression). Optionally, the basic required marking
may be printed on the shipping address label as service indicators composed of a
service icon and service banner (see Exhibit 2.2.1, Package Services Indicator
Examples):

a. The service icon that will identify all Package Services subclasses will be a
1-inch solid black square. If the service icon is used, it must appear in the upper
left corner of the shipping label.
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b. The service banner must appear directly below the postage payment area and
the service icon, and it must extend across the shipping label. If the service
banner is used, the appropriate subclass marking (e.g.,"BOUND PRINTED
MATTER,” “MEDIA MAIL”") must be preceded by the text “USPS” and must be
printed in minimum 20-point bold sans serif typeface, uppercase letters,
centered within the banner, and bordered above and below by minimum 1-point
separator lines. There must be a 1/16-inch clearance above and below the text.

Exhibit 2.2.1 Package Services Indicator Examples

US POSTAGE PAID
WASHINGTON DC
PERMIT NO. 123

USPS BOUND PRINTED MATTER

US POSTAGE PAID
WASHINGTON DC
PERMIT NO. 123

USPS MEDIA MAIL

2.2.2 Bound Printed Matter Markings

In addition to the basic marking “Bound Printed Matter” or “BPM,” each piece of
Bound Printed Matter mailed at a presorted or carrier route rate must bear additional
rate markings. The additional markings may be placed in the postage area as
specified in 2.2.1, Basic Markings. Alternatively, these markings may be placed in
the address area on the line directly above or two lines above the address if the
marking appears alone, or if no other information appears on the line with the
marking except postal optional endorsement line information under 708.7.0 or
postal carrier route bundle information under 708.6.0. The additional rate markings
are:

a. For Presorted rate mail, the additional required marking is “Presorted” (or
“PRSRT"). For presorted flats claiming the barcode discount prepared under
365.7.0, the optional marking “AUTO” may be used in place of “Presorted” (or
“PRSRT”). If the “AUTO” marking is not used, the automation rate flats must
bear the “Presorted” (or “PRSRT”) rate marking.

b. For carrier route rate mail, the additional required marking is “Carrier Route
Presort” (or “CAR-RT SORT”).
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2.2.3 Media Mail Markings

Each piece of Media Mail mailed at a presorted rate must bear the required marking
“Presorted” or “PRSRT” in addition to the basic marking “Media Mail.” This
additional marking may be placed in the postage area as specified in 2.2.1, Basic
Markings. Alternatively, these markings may be placed in the address area on the
line directly above or two lines above the address if the marking appears alone, or if
no other information appears on the line with the marking except postal optional
endorsement line information under 708.7.0.

2.2.4 Library Mail Markings

Each piece of Library Mail mailed at a presorted rate must bear the required marking
“Presorted” or “PRSRT” in addition to the basic marking “Library Mail.” This
additional marking may be placed in the postage area as specified in 2.2.1, Basic
Markings. Alternatively, these markings may be placed in the address area on the
line directly above or two lines above the address if the marking appears alone, or if
no other information appears on the line with the marking except postal optional
endorsement line information under 708.7.0.

Enclosures

Enclosures, attachments, and mixed rate mailpieces must be marked under the
applicable standards in 703.9.0, Mixed Classes, and 705.16.0, Express Mail Open
and Distribute and Priority Mail Open and Distribute.

Printing and Designs

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

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

Placement and Physical Standards for Endorsements

Endorsements for Delivery Instructions and Ancillary Services

The mailer must place the correct endorsement on each mailpiece to provide
delivery instructions (retention period under 507.3.4.4, or carrier release under
508.1.2) or to request an ancillary service (forwarding, return, or address correction
under 507.1.0), subject to the corresponding standards for use and availability.

Return Address

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

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

Domestic Mail Manual ® Updated 7-15-07



Discount Flats: Elements on the Face of a Mailpiece

3.4

4.0
4.1

4.2

302.4.2

a. The carrier release endorsement must be placed directly below the return
address. If any other endorsement is used, the carrier release endorsement
must be separated by the equivalent of one blank line of the type size used.

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

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

1. Directly below the return address.

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

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

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

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

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

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

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

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

Barcode Placement

General Barcode Placement for Flats

[5-1-07] On any flat-size piece claimed at automation rates, the piece may bear one
POSTNET barcode or Intelligent Mail barcode under 4.2 or it may bear two
POSTNET barcodes under 4.3. Other mailer-applied non-USPS barcodes may
appear on the address side of the piece if the barcode format is not detectable or is
confusing to automated postal equipment.

Applying One Barcode

[5-1-07] 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. The portion of the surface of the piece on which the barcode is printed
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must meet the barcode dimensions and spacing requirements in 708.4.2.5, and the
reflectance standards in 708.4.4. Intelligent Mail barcodes are subject to standards
in 708.4.3.2.

Applying Second Barcode

At the mailer’s option, a second POSTNET barcode may be applied to the piece
only if the first POSTNET barcode on the piece is an address block barcode
prepared under 4.2, that is not CASS-certified. In addition, the second barcode
must meet the following requirements:

a. It must be a delivery point barcode (DPBC).

b. The preferred placement is the lower right corner of the mailpiece parallel to
and in the same direction as the delivery address.

c. It must be placed at least 1 inch below the return address.

d. The space between the two POSTNET barcodes must be greater than 1 inch.

5-Digit and ZIP+4 Barcode Permissibility

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.

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.

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

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

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

c. The minimum clearance between the barcode and any information line above
or below it within the address block must be at least 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
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must be at least 1/25 inch. These clearances must be maintained during the
insert’s range of movement in the envelope. Covers for address block windows
are subject to 4.7.

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.

Window Cover

The window cover must be of a nontinted clear or transparent material (e.g.,
cellophane or polystyrene) that permits the barcode and its background, as viewed
through the window material, to meet the reflectance standards in 708.4.4. The
edges of the window cover must be securely glued to the envelope.
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333 Rates and Eligibility

Overview 1.0 Rates and Fees for First-Class Mail
2.0 Content Standards for First-Class Mail Flats

3.0 Eligibility Standards for First-Class Mail Flats

333.1.4

4.0 Additional Eligibility Standards for Nonautomation First-Class Mail Flats
5.0 Additional Eligibility Standards for Automation Rate First-Class Mail Flats

1.0 Rates and Fees for First-Class Mail

1.1 Rate Application
Postage is based on the flat-size rate that applies to the weight of each addressed
piece.

1.2 Rate Computation for First-Class Flats

First-Class rates are charged per ounce or fraction thereof; any fraction of an ounce
is considered a whole ounce. For example, if a piece weighs 1.2 ounces, the weight
(postage) increment is 2 ounces.

1.3 Presorted and Automation Rates for Flats
Automation Nonautomation
Weight
Not Over
(ounces)1 5-Digit 3-Digit ADC Mixed ADC Presorted

1 $0.383 $0.484 $0.567 $0.686 $0.699

2 0.553 0.654 0.737 0.856 0.869

3 0.723 0.824 0.907 1.026 1.039

4 0.893 0.994 1.077 1.196 1.209

5 1.063 1.164 1.247 1.366 1.379

6 1.233 1.334 1.417 1.536 1.549

7 1.403 1.504 1.587 1.706 1.719

8 1.573 1.674 1.757 1.876 1.889

9 1.743 1.844 1.927 2.046 2.059

10 1.913 2.014 2.097 2.216 2.229

11 2.083 2.184 2.267 2.386 2.399

12 2.253 2.354 2.437 2.556 2.569

13 2.423 2.524 2.607 2.726 2.739

1. Flat-size pieces with certain characteristics (see 301.1.3 through 1.5) are subject to parcel rates.

1.4 Presort Mailing Fee
Presort mailing fee, per 12-month period, per office of mailing: $175.00.
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Computing Postage for First-Class Mail

Determine single-piece weight and weight (postage) increment for each addressed
piece as prescribed in 1.6 and 1.2, Rate Computation for First-Class Flats. For
First-Class Mail, affix postage to each piece under 334.2.2, Affixed Postage for
Presorted First-Class Mail, or, for permit imprint mailings, multiply the number of
addressed pieces at each rate increment (and in each rate category, if applicable) by
the corresponding postage rate, add the unrounded products, and round off the
total postage to the nearest whole cent.

Determining Single-Piece Weight

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

Content Standards for First-Class Mail Flats

General
With the exception of restricted material as described in 601.8.0, any mailable item
may be mailed as First-Class Mail.

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

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

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

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

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

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

Prohibited Air Transportation

All First-Class Mail is subject to limitations for air transportation. Generally, all
mailable matter may be transported by aircraft, unless restricted in 601.10.0,
Hazardous Materials.
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Eligibility Standards for First-Class Mail Flats
Description of Service

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

3.1.2 Rate Options

First-Class Mail offers the flexibility of single-piece rates (133.1.0), and discounted
rates (1.0) for presorted mailings of 500 or more pieces that weigh 13 ounces or
less.

Defining Characteristics

3.2.1 Inspection of Contents

First-Class Mail is closed against postal inspection. Federal law and USPS
regulations restrict both opening and reviewing the contents of First-Class Mail by
anyone other than the addressee.

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

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

3.2.4 Extra Services Exclusive to First-Class Mail
First-Class Malil is the only class of mail eligible to receive the following extra
services: Registered Mail service and Certified Mail service.

3.2.5 Additional Extra Services

Additional extra services available with First-Class Mail are certificate of mailing
service, COD service, Delivery Confirmation service (parcels only), insured mail
service (merchandise only), return receipt service, restricted delivery service,
Signature Confirmation service (parcels only), and special handling. See information
regarding extra services in 5083.

Additional Basic Standards for First-Class Mail
All pieces of presorted First-Class Mail must:

a. Meet the basic content standards for First-Class Mail in 2.0.
b. Weigh 13 ounces or less.

c. Meet the applicable standards in 333, Rates and Eligibility, 334, Postage
Payment and Documentation, and 604.7.0, Computing Postage.

d. Be part of a single mailing of at least 500 pieces of Presorted First-Class Malil.
e. Meet the applicable physical standards in 301.2.0.

f.  Bear a delivery address that includes the correct ZIP Code or ZIP+4 code and
that meets these address quality standards:

1. The Move Update standard in 3.5.
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2. The ZIP Code accuracy standard in 3.6.

3. If an alternative addressing format is used, the additional standards in
602.3.0.

Presort Mailing Fee

A First-Class Mail presort mailing fee must be paid once each 12-month period at
each office of mailing by any person or organization entering mailings at automation
or Presorted First-Class Mail rates. Payment of one fee allows a mailer to enter mail
at all those rates. Persons or organizations paying this fee may enter mail of their
clients as well as their own mail. The fee may be paid in advance only for the next 12
months and only during the last 60 days of the current service period. The fee
charged is that which is in effect on the date of payment.

Move Update Standards

3.5.1 Basic Standards

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 subject to
the Move Update standard 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 3.5.2.

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.

d. Except for mail bearing an alternative address format, addresses used on
pieces claiming First-Class Mail Presorted rates, regardless of any required
surcharge, must meet the Move Update standard.

3.5.2 USPS-Approved Methods
The following methods are authorized for meeting the Move Update standard:

a. Address Change Service (ACS).
b. National Change of Address Linkage System (NCOALi”k).

c. FASTforward MLLOCR 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.
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d. Mailer Move Update Process Certification and USPS-approved alternative
methods for mailers with legitimate restrictions on incorporating USPS-supplied
change-of-address information into their mailing lists. The National Customer
Support Center (see 608.8.1 through 608.8.3 in USPS Contact Information for
address) administers and approves both Mailer Move Update Process
Certification and alternative methods.

e. Ancilary service endorsements under 507.1.5.1, First-Class Mail and Priority
Mail, except “Forwarding Service Requested.”

3.5.3 Mailer Certification

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

3.6.1 Basic Standards

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
3.6.1d3, Basic Standards 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 3.6.2.

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.

d. Except for mail bearing a simplified address, addresses used on pieces claiming
First-Class Mail rates, regardless of any required surcharges, must meet the ZIP
Code accuracy standard.

3.6.2 USPS-Approved Methods
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. Surveys of addressees on mailer’s address list inquiring about the
accuracy of ZIP Code information.

2. Any mailing list service in 507.6.0, Mailing List Services.
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3. An authorized service provider.
4. CASS-certified matching software.
5. USPS Web site www.usps.com.

3.6.3 Mailer Certification

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.

Additional Eligibility Standards for Nonautomation
First-Class Mail Flats

Basic Standards for Nonautomation First-Class Mail

In addition to the standards in 3.0, Eligibility Standards for First-Class Mail Flats, all
pieces in a First-Class Mail Presorted rate mailing must be marked, sorted, and
documented as specified in 334.4.0, Mailing Documentation, and 335.5.0,
Preparation of Nonautomation Flats, or, alternatively under 705.9.0, Combining
Bundles of Automation and Nonautomation Flats in Trays and Sacks.

Barcodes on Nonautomation First-Class Mail

Any POSTNET barcode on a mailpiece in a nonautomation First-Class mailing must
be correct for the delivery address and meet the standards in 708.3.0, Coding
Accuracy Support System (CASS), and 708.4.0, Standards for POSTNET and
Intelligent Mail Barcodes.

Nonmachinable Flat-Size Pieces
Flat-size pieces that do not meet the standards in 301.1.3 through 301.1.4 must be
prepared as parcels and pay the applicable parcel-size rates.

Additional Eligibility Standards for Automation Rate
First-Class Mail Flats

Basic Standards for Automation First-Class Mail
[5-1-07] All pieces in a First-Class Mail automation rate mailing must:

a. Meet the basic standards for First-Class Mail in 3.0.

b. Be part of a single mailing of at least 500 pieces of automation rate
First-Class Mail.

Cc. Meet the physical standards in 301.3.0.

d. Bear a delivery address that includes the correct ZIP Code, ZIP+4 code, or
numeric equivalent to the delivery point barcode (DPBC) and that meets these
address quality standards:

1. The address matching and coding standards in 5.4, Address Standards
for Barcoded Pieces, and 708.3.0, Coding Accuracy Support System
(CASS).
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2. Ifan alternative addressing format is used, the additional standards in
602.3.0.

e. Bear an accurate barcode meeting the standards in 708.4.0, a ZIP+4 barcode,
a delivery point barcode (DPBC), or an Intelligent Mail barcode with a ZIP+4 or
delivery point routing code, either on the piece or on an insert showing through
a barcode window.

f. Be marked, sorted, and documented as specified in 335.6.0, Preparation of
Automation Rate Flats, or 705.9.0, Combining Bundles of Automation and
Nonautomation Flats in Trays and Sacks.

Rate Application—Bundle-Based Flats
Automation rates apply to each piece that is sorted under 335.6.0 or 705,
Advanced Preparation and Special Postage Payment Systems:

a. Pieces in 5-digit bundles of 10 or more pieces qualify for the 5-digit rate.
Preparation to qualify for the 5-digit rate is optional and need not be done for all
5-digit destinations.

b. Pieces in 3-digit bundles of 10 or more pieces qualify for the 3-digit rate.
c. Piecesin ADC bundles of 10 or more pieces qualify for the ADC rate.

d. Pieces in mixed ADC bundles qualify for the mixed ADC rate.

Rate Application—Tray-Based Flats
Automation rates apply to each piece that is sorted under 335.6.6, First-Class Mail
Optional Tray-Based Preparation, into the corresponding qualifying groups:

a. Groups of 90 or more pieces in 5-digit trays qualify for the 5-digit rate.
Preparation to qualify for the 5-digit rate is optional and need not be done for all
5-digit destinations.

b. Groups of 90 or more pieces in 3-digit trays qualify for the 3-digit rate.

c. Groups of fewer than 90 pieces in origin 3-digit trays and all pieces in ADC trays
qualify for the ADC rate.

d. All pieces in mixed ADC trays qualify for the mixed ADC rate.
Address Standards for Barcoded Pieces

5.4.1 Basic Address Standards for Barcodes

To qualify for automation rates, addresses must be sufficiently complete to enable
matching to the current USPS ZIP+4 Product when used with current
CASS-certified address matching software. Standardized address elements are not
required. Any barcode that appears on a mailpiece claimed at an automation rate
must be the correct barcode for the corresponding delivery address on the piece.

5.4.2 Numeric ZIP+4
A numeric ZIP+4 code must consist of five digits, a hyphen, and four digits.
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5.4.3 Numeric Delivery Point Barcode (DPBC)

A numeric equivalent of the delivery point barcode (DPBC) consists of five digits
followed by a hyphen and seven digits as specified in 708.4.2.4, Delivery Point
Barcode. The numeric equivalent is formed by adding three digits directly after the
ZIP+4 code.

5.4.4 Address Elements

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

5.4.5 Firm Name

An address must include a firm name when necessary to obtain a match with the
finest level of ZIP+4 code in the USPS ZIP+4 Product. If an address contains a firm
name assigned a unique ZIP+4 code in the USPS ZIP+4 Product, the unique ZIP+4
code must be used. If the firm name is not one assigned a unique ZIP+4 code in the
USPS ZIP+4 Product and the apartment/suite number is included in the address,
the ZIP+4 code for the range in which the apartment/suite number appears must be
used in that address. If the firm name does not correspond to a firm name that has
a unique ZIP+4 code assigned in the USPS ZIP+4 Product and the apartment/suite
number is not included in the address, the ZIP+4 code for the building must be
used.

5.4.6 Secondary Designator

If a secondary address designator (e.g., an apartment number) is shown in the
address, the mailpiece must show the appropriate ZIP+4 code representing the
range for that secondary address as contained in the current USPS ZIP+4 Product.
If a secondary address designator is required to obtain an exact match with the
finest level of ZIP+4 code in the USPS ZIP+4 Product but the information is not
available, the alternative ZIP+4 code or ZIP+4 or delivery point barcode for the
building must be used.

5.4.7 Rural and Highway Contract Routes

If a rural route or highway contract route box number is included in the address, the
mailpiece must show the appropriate ZIP+4 code representing the range for that
box number as contained in the current USPS ZIP+4 Product. If a rural route or
highway contract route box number is required to obtain a match with the finest
level of ZIP+4 code but is not available, the alternative ZIP+4 code or ZIP+4 or
delivery point barcode for the rural route or highway contract route must be used. If
used, the rural route or highway contract route box number must be placed on the
line immediately above the city/state/ZIP Code line.

5.4.8 Post Office Box
A post office box address must contain a post office box number that can be
exactly matched with the USPS ZIP+4 Product in effect.
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Reply Cards and Envelopes Enclosed in Automation Rate First-Class Mail
All letter-size reply cards and envelopes provided as enclosures in automation
First-Class Mail and addressed for return to a domestic delivery address must meet
the standards in 201.3.0, Physical Standards for Automation Letters and Cards, for
enclosed reply cards and envelopes. The mailer must certify that this standard has
been met when the corresponding mail is presented to the USPS.
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Overview

1.0
1.1

2.0
2.1

2.2

334.2.2

Postage Payment and Documentation

1.0 Basic Standards for Postage Payment
2.0 Postage Payment for Presorted Flats
3.0 Postage Payment for Automation Flats
4.0 Mailing Documentation

Basic Standards for Postage Payment

Postage Payment Options

Postage for discount (presorted or automation) rate First-Class Mail must be paid
with affixed postage (604.1.0 for stamps, 604.3.0 for precanceled stamps, or
604.4.0 for metered postage) or permit imprint (604.5.0) as specified in 2.0, Postage
Payment for Presorted Flats, and 3.0, Postage Payment for Automation Flats. A
permit imprint may be used for mailings of nonidentical-weight pieces only if
authorized by Business Mailer Support at USPS Headquarters.

Postage Payment for Presorted Flats

Payment Methods for Presorted Rates

Presorted First-Class Mail rate postage must be paid with meter stamps under
604.4.0, permit imprints under 604.5.0, or precanceled postage under 604.3.0,
subject to the corresponding standards for these methods. All pieces in a mailing
must be paid with the same method unless otherwise permitted by standard or
Business Mailer Support authorization.

Affixed Postage for Presorted First-Class Mail

Unless permitted by other standards or by Business Mailer Support, USPS
Headquarters, when precanceled postage or meter stamps are used, only one
payment method may be used in a mailing and each piece must bear postage
under one of these conditions:

a. The full postage at the First-Class Mail rate for which it qualifies (no postage
documentation is required).

b. A precanceled stamp or the full postage at the lowest First-Class Mail 1-ounce
rate applicable to the mailing job, and full postage on metered pieces for
additional ounce(s) or extra services.

c. Postage in an amount not less than the lowest available First-Class first-ounce
letter or card rate (as applicable) in the mailing job if authorized by Business
Mailer Support, plus full postage on metered pieces for any extra ounce(s);
postage documentation may be required by standard.
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23 Additional Postage
Additional postage for pieces not bearing sufficient postage when presented to the
USPS must be paid before acceptance either using an advance deposit account or
with a meter stamp affixed to the postage statement accompanying the mail. When
the amount of postage affixed is subject to Business Mailer Support authorization
under 2.2c, Affixed Postage for Presorted First-Class Mail, credit is not given for
postage affixed in excess of the authorized amount.

3.0 Postage Payment for Automation Flats

3.1 Payment Methods
First-Class Mail automation rate postage must be paid with meter stamps, permit
imprints, or precanceled stamps. All pieces in a mailing must be paid with the same
method unless otherwise permitted by standard or Business Mailer Support
authorization. Permit imprints may be used for mailings of nonidentical-weight
pieces only if authorized by Business Mailer Support.

3.2 Affixing Postage for Automation Rate First-Class Mail
Unless permitted by other standards or Business Mailer Support authorization,
when precanceled postage or meter stamps are used, only one payment method
may be used in a mailing and each piece must bear postage under one of these
conditions:

a. Each metered piece weighing more than 1 ounce must bear the correct
additional postage to pay for the additional ounce(s).

b. Each piece must bear a precanceled stamp or meter postage in the exact
amount or at the lowest rate applicable to pieces in the mailing job. If exact
postage is not affixed, all additional postage must be paid at the time of mailing
with an advance deposit account or with a meter stamp affixed to the required
postage statement.

c. Documentation meeting the standards in 4.0 must be presented with the
postage statement to show the number of pieces at each rate and the
computation of the additional postage due for pieces not bearing full postage at
the applicable rate (i.e., the difference between what the pieces bear and the
correct postage at the rate for which each qualifies).

3.3 Nondenominated Precanceled Stamps
A mailer may use available nondenominated precanceled stamps if:

a. Stamps are affixed to every piece in the mailing.

b. Additional postage is paid at the time of mailing either by advance deposit
account or by a meter stamp affixed to the back of the accompanying postage
statement.

c. Documentation is presented with the postage statement showing, by 5-digit
and 3-digit ZIP Code, the number of pieces at each rate and the computation
of the additional postage due at the applicable rate (i.e., the difference between
the value of the nondenominated stamp affixed and the correct postage at the
rate for which each piece qualifies).
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Lower Denomination Precanceled Stamps
A mailer may use precanceled stamps of a denomination less than the postage for
the first ounce at the lowest rate in the mailing if:

a. The stamps do not bear an improper rate marking.
b. The same denomination of stamp is affixed to every piece in the mailing.

c. Additional postage is paid at the time of mailing either by advance deposit
account or by a meter stamp affixed to the back of the accompanying postage
statement.

d. Documentation is presented with the postage statement showing, by 5-digit
and 3-digit ZIP Code, the number of pieces at each rate and the computation of
the additional postage due at the applicable rate (i.e., the difference between
the value of the stamps affixed and the correct postage at the rate for which
each piece qualifies).

Postage Affixed at Lowest Rate to All Pieces

Where it is not practicable for the mailer to affix the exact postage to each piece or
to affix the lowest postage rate to all pieces in the mailing, the mailer may compute
postage for the mailing as if the lowest rate affixed to any piece in the mailing were
affixed to all pieces. Additional postage is computed based on the difference
between the lowest rate affixed to any piece in the mailing and the rate for each rate
level in the mailing. This computation must be documented to meet the basic
standards in 4.0, Mailing Documentation. No refund is paid for any piece where
postage is affixed at a rate higher than the lowest rate claimed for or affixed to any
piece. The total additional postage must be paid either by advance deposit account
or by a meter stamp affixed to the back of the accompanying postage statement.

Mailing Documentation

Completing Postage Statements

Any mailing claiming a discount and all permit imprint mailings must be
accompanied by a postage statement completed and signed by the mailer (in
duplicate if the mailer wants a receipted copy). A change made to any postage
statement requires the mailer (agent) to correct the postage statement accordingly
and document the correction.

Basic Documentation Standards

Generally, documentation is required from a mailer when a mailing is presented to
the USPS. Supporting documentation of postage is required unless the correct rate
is affixed to each piece or each piece is of identical weight and the pieces are
separated by rate when presented for acceptance. Documentation describes the
preparation, rate levels, and content of the mailing; details the volume and postage
data; and, by comparison with the actual mailing it describes, supports the claims
contained on the postage statement accompanying the mailing and allows the
USPS to verify its accuracy. Documentation must be submitted when specified for
the rate claimed or postage payment method used.
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4.3 Documentation Standards for Automation Mailings
A complete postage statement must accompany each mailing, supported by
documentation produced by PAVE-certified (or MAC-certified) software or
standardized documentation. Mailers may use a single postage statement and a
single documentation report for all rate levels in a single mailing. Documentation of
postage is not required if the correct rate is affixed to each piece or if each piece is
of identical weight and the pieces are separated by rate when presented for

acceptance.

4.4 Preparing Documentation

As provided by standard, documentation may be presented in abbreviated form or
on computer-readable media. Required documentation must be presented with
every mailing unless, by standard, it may be provided to support multiple mailings or

mailings that are part of the same job or cycle.

4.5 Multiple Standards

If multiple documentation standards apply to the same mailing, only one set of
documentation is necessary if it provides enough information to meet all applicable
standards. Redundant or duplicate documentation is not required simply to meet

individual standards.

4.6 Standard Format for Documentation

Documentation must be produced by software certified under the Presort Accuracy
Validation and Evaluation (PAVE) program or the Manifest Analysis and Certification
(MAC) program, appropriate for the accompanying class of mail and rate claimed, or
the documentation must be prepared as standardized documentation according to
this section. Standardized documentation contains the elements described in
708.1.0, as applicable. Documentation produced by PAVE-certified or
MAC-certified software is considered standardized documentation.

4.7 Providing Additional Information

The postmaster of the office of mailing may require additional information if the

documentation submitted does not allow the corresponding mailing to be verified.
Failure to provide information is sufficient reason for the USPS to refuse a mailing.
The mailer may appeal any determination to the PCSC under 607.2.0, Rulings on

Mailing Standards.

4.8 Reporting Multiple Mailings on One Statement
Each group of pieces prepared as a separate mailing must be presented with a
postage statement using the correct USPS form for the particular class, rate, and
postage payment method. A mailer may report more than one mailing from a single
job on the same postage statement if the mailings are presented at the same time
for verification, the pieces are in the same processing category, each mailing
separately meets all applicable eligibility standards, and the number of pieces in
each mailing is separately reported on the postage statement.

4.9 Facsimile Postage Statements

Facsimile postage statements must contain data and elements in locations as close
as possible to where they appear on the USPS form. Data fields that do not pertain
to information and rates claimed in the mailing and other extraneous information

that appears on the USPS form do not have to be included. Facsimiles must include
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all other information pertaining to the mailing, including the class of mail (or subclass
as appropriate), postage payment method (e.g., permit imprint), and four-digit form
number (hyphen and suffix optional). All parts, and line numbers within each part,
must reflect those on the USPS form. In some cases, this can include fields from
multiple USPS forms onto a single facsimile. Most importantly, the facsimile must
fully and exactly reproduce the “Certification” and “USPS Use Only” fields that
appear on the USPS form. A facsimile postage statement produced by software
certified by the USPS Presort Accuracy Validation and Evaluation (PAVE) or Manifest
Analysis and Certification (MAC) program is considered a USPS-approved for