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Customer Relations

Mail Alert

The mailings below will be deposited in the near future.
Offices should honor the requested home delivery dates.
Mailers wishing to participate in these alerts, for mailings of

1 million pieces or more, should contact Customer
Relations Program Management at 202-268-3612 at least 1
month preceding the requested delivery dates.

Requested Number
Class and T ype Delivery of Pieces

Title of Mailing of Mail Date (Millions) | Distribution Presort Level Comments

Sears Mailer Standard/Letter May 2-June 4 |13.9 Nationwide CarRt

Bloomingdale’s Standard/Postcard | June 3-8 2.0 Nationwide CarRt, 5" x 6 3/4"; Lazarus

Shopping Night 3/5-Digit

JCPenney Father’'s Day | Standard/Booklet | June 3-5 10.0 Nationwide CarRt Harte-Hanks

Mass Mailer

Bloomingdale Private Standard/Letter June 4-7 2.2 Nationwide CarRt, Lazarus Marketing

Shopping Night 3/5-Digit

JCPenney Hot Weather | Standard/Catalog | June 5-7 8.0 Nationwide CarRt World Color,

Remedies Augusta, GA

L.L. Bean 1997 June Standard/Catalog | June 6-8 14 Nationwide CarRt, 5-Digit, |7 7/8" x 8 15/16"

Summer Best Basic

Sears Jewelry Standard/Letter June 6-9 1.2 Nationwide CarRt

Nordstrom Men’s Standard/Letter June 9-11 1.7 Nationwide CarRt, 5" x 9” card; Graphic

Half-Yearly Postcard 3/5-Digit, Basic | Arts Center

Sears Appliance Standard/Letter June 9-11 2.0 Nationwide CarRt

The Company Store Standard/Catalog | June 9-12 3.3 Nationwide CarRt Quad/Graphics,
Saratoga, NY

JCPenney Fall Gift Standard/Catalog | June 12-14 1.9 Nationwide CarRt RR Donnelley,

Registry Spartanburg, SC

JCPenney Fall Big Men’s | Standard/Catalog | June 12-14 4.3 Nationwide CarRt RR Donnelley,
Spartanburg, SC

JCPenney Fall Infants Standard/Catalog | June 12-14 1.6 Nationwide CarRt World Color

Furniture

JCPenney Home Color Standard/Catalog | June 12-14 2.7 Nationwide CarRt World Color

Forum

JCPenney Fall/Winter Standard/Catalog | June 12-14 9.5 Nationwide CarRt RR Donnelley,

Catalog Warsaw, IN

Sears Baby Furniture Standard/Letter June 13-16 1.0 Nationwide CarRt

Carol Wright Standard/Letter June 16-21 30.0 Nationwide CarRt Cox Direct, EIm City and
Washington, NC

Billy Graham Letter Standard/Letter June 16-27 14 Nationwide 3/5-Digit, Basic |3 7/8" x 7 1/8";
Minneapolis, MN

Eddie Bauer's Ultimate Standard/Flat June 18-20 11 Nationwide 3-Digit 81/2" x107/8",

Summer Harte-Hanks

JCPenney Fall/Winter Standard/Catalog | June 19-21 2.7 Nationwide CarRt World Color

Uniforms

The Territory Ahead Standard/Catalog | June 23 1.0 Nationwide CarRt, 83/4" x 10"

Lighting Out Il 3/5-Digit, Basic | RR Donnelley

Eddie Bauer’s 1997 Standard/Catalog | June 23-25 4.0 Nationwide CarRt, RR Donnelley

Ultimate Summer Sale 3/5-Digit, Basic

Sears Cosmetics Standard/Letter June 23-25 25 Nationwide CarRt
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Billy Graham DECISION | Standard/Flat June 25-30 1.6 Nationwide CarRt; 8" x105/8";

Magazine 3/5-Digit, Basic | Minneapolis, MN

L.L. Bean 1997 July Sale | Standard/Catalog | June 25-27 3.0 Nationwide CarRt, 5-Digit, |5 1/2" x 8 1/2",

Digest Basic 88 pages

JCPenney Fall Bridal Standard/Catalog | June 26-28 15 Nationwide CarRt World Color
Bloomingdale’s June Standard/Catalog | June 27-July 1 | 1.0 Nationwide CarRt, 3/5-Digit | 10 1/2" x 10 1/2"; ASG
Home Sale

—Customer Relations Program Management, 6-5-97

REMINDER — NOTICE TO ALL DELIVERY EMPLOYEES

Social Security Administration Checks “Payment Cycling”

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

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

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

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

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

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

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

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

DEPARTMENT OF THE TREASURY
FINANCIAL MANAGEMENT SER VICE
REGIONAL FINANCIAL CENTER

(MONTH)
P.O. BOX 7407

REQUESTED DELIVERY DATE

FIRST-CLASS
POSTAGE AND FEES PAID
DEPARTMENT OF THE
TREASURY

(DAY)  (YEAR)

PHILADELPHIA, PENNSYL VANIA 19101-7407

OFFICIAL BUSINESS
PENALTY FOR PRIVATE USE
$300

(NOT TO SCALE)

PERMIT NO. G-4

—Delivery Policies and Programs, Operations Support, 6-5-97
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Domestic Mail

DMM REvisioN

Folded Self-Mailers — Additional Options

Effective June 5, 1997, Domestic Mail Manual (DMM)
C810.7.2 and C810.7.3 are amended to allow mailers to pre-
pare letter-size self-mailers with the final fold positioned as
the right side (leading edge) of the piece and to claim an
automation rate. In addition, other tabbing format designs for
self-mailers have been approved for automation rates.

Because the deadline for DMM Issue 52 has expired,
these amendments will be included in DMM Issue 53 (sched-
uled for release on January 1, 1998).

Postal Evaluation

The Postal Service evaluated these self-mailers and
found them to be automation-compatible even though they
did not meet all current standards in DMM C810.7.0. Includ-
ing these additional design formats into the automated mail-
stream will increase the volume of automatable mail while
allowing mailers greater creative flexibility when designing
letter-size pieces.

These pieces must be presented as part of an automation
rate mailing that is 100% barcoded and meets the mailing
standards for tabbed letter-size pieces, including the mini-
mum paper basis weight of 20 pounds (17 by 22 inches by
500 sheets), readability, machinability, and sealing.

DMM C810.7.2 identifies the mailing standards for folded
self-mailers prepared as tabbed or glue-sealed pieces, and
DMM C810.7.3 identifies the mailing standards for booklet-
type pieces. In addition to the design formats and styles of
tabbed pieces shown in Quick Service Guide 811, Tabs and
Wafer Seals, the design formatslshown on page 7 |will be
included in DMM Issue 53.

Self-mailers, whether single-sheet or multiple-sheet,
must be tabbed or glue-sealed to prevent the open edges
from fanning out and jamming high-speed processing equip-
ment. The tabbing standards in DMM C810.4.0 and
C810.7.2 apply to all self-mailers, double postcards, and
booklet-type pieces.

The standards for self-mailers are generally based on the
basis weight of the paper stock used and the location of the
folded or bound edge. Mailpiece construction also plays a
significant role in determining the automation compatibility of
the piece.

Glue may not be used to seal multiple-sheet mailpieces
unless the glue is used to seal a flap or similar closure that
will hold all sheets together and not impede postal
processing.

Placement and Quality of Tabs, Wafer Seals,
and Glue

Postal evaluations of various types of tabs and wafer
seals have revealed that some types of tabs and seals are
unacceptable for postal processing. Adhesive value, humid-
ity, shelf life, paper weight of the tab paper, finish of the mail-
piece paper, and positioning on the mailpiece contribute to
the quality of these sealing methods.

Tabs and seals with glossy finishes that are affixed as
sealing methods in the barcode read area of the mailpiece
often do not have the absorption needed to allow for ade-
quate drying of ink sprayed to apply a barcode. Therefore,
glossy-coated tabs and wafer seals must not be used when
the seals will be placed within the barcode clear zone.

Likewise, perforated tabs and plastic wafer seals that
have become brittle and do not maintain their sealing
strength are also unacceptable for sealing automation rate
pieces. Perforated tabs may not be used to close pieces at
the bottom of the piece. These tabs and seals, when placed
on the bottom of the piece, tend to open as the piece moves
through postal equipment.

When perforated tabs are used, the tabs should not con-
tain more than a 50 to 60 percent perforation (eight perfora-
tions to an inch). Tabs with 12 perforations to an inch may not
be used on self-mailers claiming automation rates. Postal
mailpiece design analysts (MDAs) will identify tabs and wa-
fer seals that do not maintain their integrity during
processing.

All tabs and wafer seals must be applied flush to the edge
of the mailpiece. Tabs that protrude or extend beyond the
trimmed edge of the mailpiece are considered improperly
sealed. These seals have been found to slide off the edges of
pieces or cause an increased incidence of opened edges on
automated equipment.

Single and Multiple Sheets

The standard 8-1/2- by 11-inch sheet size should be used
as the guideline for determining single-sheet versus multi-
ple-sheet folded self-mailers. If two or more 8-1/2- by 11-inch
sheets can be measured from the mailpiece’s unfolded pa-
per stock (whether cut into these dimensions or not), the
piece is considered a multiple-sheet self-mailer. The local
MDA can help mailers determine the acceptable design of
their self-mailers.
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An 8-1/2- by 11-inch or an 11- by 11-inch size sheet would
form a single-sheet self-mailer. A 17- by 22-inch or a 17- by
11-inch size sheet would form a multiple-sheet self-mailer,
regardless of the finished trim size once folded.

Multiple-sheet folded self-mailers that are not booklets
must retain their shape and all contents during postal pro-
cessing. Loose inserts are not permissible enclosures in
pieces sealed with tabs, wafer seals, or glue.

Other Tabbing Options

During the past year, several post offices have submitted
samples of well-constructed self-mailers that do not meet all
the design standards in the DMM. These samples were
tested and evaluated by Postal Service Engineering and in
some cases, when specific preparation conditions are met,
were deemed to be automation-compatible.

Any folded self-mailer, prepared in one of these alterna-
tive design formats and presented as part of an automation
rate letter mailing, must be prepared of paper stock with at
least the minimum basis weight as indicated for each of the
design formats.

Although DMM standards require that self-mailers be pre-
pared with the final fold at the bottom of the mailpiece, certain
specifically identified formats may have the final fold on the
right side of the piece (the leading edge). The left edge (the
trailing edge) and other open edges must be secured with a
single tab or glue spot or glue line. The number of tabs re-
quired is determined by the final trim size of the piece and pa-
per basis weight of the piece as shown. In all cases,
additional tabs, seals, or glue spots and glue lines may be
used.

A mailpiece prepared as a gatefold (that is, a piece open
at the top and bottom but sealed on the left and/or right sides)
with tabs that are found to be insufficient to hold the piece to-
gether are not allowed to claim automation rates.

Mailers must submit preproduction samples of pieces
prepared under these new design formats to Postal Service
MDAs before full production of the pieces to ensure that the
design formats meet postal mailing standards.

Additionally, mailers may use glue spots or tape rather
than tabs and wafer seals as provided. Staples or saddle
stitching may be used only on booklet-type pieces to join the
bound edge (spine), and they must fit snugly, parallel to the
bound edge, and not protrude out.

The DMM Quick Service Guide is not all-inclusive and
does not show all possible design formats for tabbed or glue-
sealed self-mailers. This guide is only a representative sam-
pling of acceptable formats.

Local MDAs may use these graphic illustrations for identi-
fying other acceptable formats based on the mailing stan-
dards in DMM C810.4.0 and the new design formats
included in this notice. These standards explain under which

conditions self-mailers with a final fold on the top or side
(leading edge) may be approved to claim automation letter
rates.

The mailing standards described below are the minimum
requirements for paper basis weight and tabbing placement.
Heavier weights are recommended. As the Postal Service
gains more experience with these pieces and formats, other
formats may be added.

Based on current automation requirements, only the
folded self-mailer formats described below are eligible for
automation rates. Other formats may be authorized after re-
view and testing by the Postal Service.

MDA Review of Formats

Local MDAs should review other proposed formats and, if
appropriate, forward the samples to Mail Preparation and
Standards at Postal Service Headquarters. Samples of pro-
posed new folded self-mailer formats may be forwarded by
local MDAs, with their recommendations, to:

MAIL PREPARATION AND STANDARDS
US POSTAL SERVICE

475 PENFANT PLZ SW RM 6800
WASHINGTON DC 20260-2405

Preparation of self-mailers and other tabbed pieces ac-
cording to these formats does not guarantee acceptance at
automation letter rates. The pieces must meet all applicable
DMM standards for automation-compatible mail when pre-
sented for acceptance to the business mail entry unit or other
acceptance office. Any piece that does not meet postal ma-
chinability standards and cannot be processed on postal au-
tomated equipment may require changes in the sealing
methods used by the mailer.

Domestic Mail Manual (DMM)

C Characteristics and Content

* * * * *

C800  Automation-Compatible Mail
C810 Letters and Cards

* * * * *

7.0 ADDITIONAL STANDARDS FOR SPECIFIC
TYPES OF PIECES

* * * * *

7.2 Folded Self-Mailer

[Amend 7.2 by revising the first sentence of the introductory
text and by adding new 7.2c to read as follows:]

Except as noted in 7.2c, a folded self-mailer must be pre-
pared with the folded edge parallel to the longest dimension
and the address of the mailpiece.* * *

* * * * *
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C. In specifically identified formats, a self-mailer may
have the final fold on the right side (leading edge) of the
piece. The left edge (trailing edge) and other open edges
must be secured with at least one tab or a glue line. The num-
ber 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 7.2 and
the piece is certified by the USPS mailpiece design analyst
to be acceptable for automated processing.

7.3 Booklet-Type Piece

[Amend 7.3 by reorganizing the text and adding new 7.3d to
read as follows:]

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).

b. Except as noted in 7.3d, the bound edge (spine)
must be the longest edge of the piece and at the bottom, par-
allel to the address.

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 sec-
ond tab or seal, within 1 inch from the top right side (leading
edge) of the piece.

d. In specifically identified formats, prepared with a
minimum paper basis weight of 24-pound bond paper, the
spine may be on the shorter side (leading edge) of the piece.
The address must still be parallel to the longest side of the
piece. The unbound edges must be secured with at least two
tabs or wafer seals. If the outside covers are prepared with
a minimum paper basis weight of 20-pound bond or equiva-
lent, 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) Ifthe 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.

* * * * *

—NMail Preparation and Standards,
Marketing Systems, 6-5-97

Use of Form 3601-C, Postage Meter Activity Report

PS Form 3601-C, Postage Meter Activity Report, is used
to record postage meter installations, withdrawals, and re-
placements. When one of these transactions takes place,
the form is completed by the meter manufacturer’s represen-
tative and is subsequently submitted to the Postal Service for
the updating of USPS meter inventory records.

Currently, a separate form is completed for each transac-
tion, with the exception of replacements. A replacement is
defined in the PS Form 3601-C instructions, which are
printed on the back of the form, as “a meter installation of the
same model number as a faulty one being withdrawn from
service.” Both the withdrawn meter and the replacement
meter may be shown on the same form.

The number of meter transactions is increasing with the
decertification of mechanical postage meters and their re-
placement with more secure meters. To make the process of
recording these meter movements more efficient, effective
immediately the Postal Service will allow the manufac-
turer’s representatives to use a single form when any

meter is replaced. The use of a single form is allowed under
the following conditions:

1. Both meters are from the same manufacturer.

2. The transaction involves a customer at the same
physical location with the same meter license number.

3. Both the withdrawal and the replacement are taking
place simultaneously.

4. The block at the top of the form marked “replacement”
must be checked.

5. Block A 5 “model change” must be checked.

6. Section D must be completed for the meter being with-
drawn and Section E for the installed meter.

7. Postal clerks processing the form will complete
Section F to show any postage transfers or refunds.

—NMetering Technology Management,
Marketing, 6-5-97



PosTtAaL BULLETIN 21947 (6-5-97)
PAGE 7

labbed Self-Mai
' -Mailers
Single page
Multiple pages

Pt sud
AGRAL
\FAAL OF SLSV-IEX

SN SINES 7
A O schsvsieY
bbbt J
bl HE)-\M}\““m“"“““““““““‘.“"
0L I B3 |
NBRRE DY Siiae-wet
4 . P
SOU I ES
ABRRY OF Siddv-iiey

I.-Ilull....llll...mlll.l-.l

I.I.l-I...II-I..I.lmI.JmI
0A< 90T

401 M B3
NBRRY OF gLode-HE

I.I.I.I.ull.l..l.ln.ln.I-..I
[eZa) qEHNAT

S04 T B4
NERRY OF sLasv-HE

Card stock
Card stock

I.I.I.I...II.I..I.I.,.I..ImlI...II..II....IIII....-.III.I..I
04« OHRAY
I.I.I.I...II.IuI.I...Iul-.-llu.II..II....IIII.-....HI.I..I
04< GBHRAY

404 14 64
NERKE OF SLabt-HEH
804 M B

NERRE OF GLase-HE

-

Card stock
Bond paper



PAGE 8

PosTtAaL BULLETIN 21947 (6-5-97)

New PS Form 6116, First-Class Metered Mail — Shortpaid Sampling Worksheet

The First-Class Metered Mail Sampling Worksheet has
been revised and assigned an official form number. The new
form is PS Form 6116, First-Class Metered Mail — Shortpaid
Sampling Worksheet. A copy of this new form appears on

pages 13-14) of this Postal Bulletin.

An initial distribution of PS Form 6116 will be made to
each CAG A through H post office and to the District
Managers of Business Mail Entry. Distribution of the new
forms will be made in the near future. Until that time, the form

on|pages 13-14|should be reproduced locally as needed.

PS Form 6116 will be stocked in the material distribution
centers. A future Postal Bulletin article will announce arrival
of stock and pertinent ordering information; until that time,
the MDCs will not accept orders for PS Form 6116. All cur-
rent stock of the worksheet on hand in BMEUSs should be ex-
hausted before using the new PS Form 6116.

—Business Mail Acceptance, Marketing Systems, 6-5-97

PosTAL BULLETIN CLARIFICATION

Small Flats Test Clarification

Postal Bulletin 21946 (5-22-97) stated that effective
July 1, 1997, new mailing standards would be implemented
to reduce the height limit from 12 inches down to 9-1/2 inches
for smaller size flats measuring 5-3/8 inches wide.

The small flats test that allowed these pieces to claim au-
tomation rates began on July 1, 1996. At that time, mailers
were allowed to claim automation rates for flats for pieces
5-3/8 inches wide when those pieces measured from 6 to 12
inches high.

The May 22 Postal Bulletin notice reduced that height to
9-1/2 inches based on information obtained during the test
period. The notice should have also stated that the small flats
test with this change is extended through December 31,
1997, to allow postal officials to determine whether more
specific design formats and mailing standards should be
introduced.

—Mail Preparation and Standards,
Marketing Systems, 6-5-97

DMM Issue 51 Changes

The following summary tracks all amendments and revi-
sions to Domestic Mail Manual (DMM) Issue 51 (January 1,
1997) that will appear in DMM Issue 52 (July 1, 1997). Any
change published after Postal Bulletin 21946 will not be in-
cluded in DMM lIssue 52.

This summary appears in chronological order by Postal
Bulletin (PB) number, with the articles identified with their
published titles and effective dates.

PB 21934 (12-5-96)

New Form and Other Changes to Improve
Customer Protection Against Sexually Oriented
and Pandering Advertisements

DMM C032.2.0, C032.3.1, C032.4.1, C032.6.0,
C033.1.0, and C033.3.0 reflect changes for filing a single
form and for the centralized USPS processing of the forms
for the two programs that help customers protect themselves
and their children against unwanted sexually oriented adver-
tisement mail. G043 and 1021 make conforming amend-
ments to the mailing address of the new processing center

and to the new form used for making the requests. Effective
December 5, 1996.

Periodicals—Documentation Standards

DMM M200.7.0, M810.4.0, M820.5.0, and P012.2.1
change from January 1 to July 1, 1997, the date when
Periodicals mailings must be prepared with software certi-
fied under the Presort Accuracy Validation and Evaluation
(PAVE) program or prepared to meet the criteria for stan-
dardized documentation. Effective January 1, 1997. Related
revisions in PB 21940 (2-27-97) and PB 21944 (4-24-97).

PB 21935 (12-19-96)

Barcoded Tray and Sack Labels Required
July 1, 1997

DMM M032.1.1, M032.2.1, M810.1.1, and M820.1.1
delay by 6 months the required use of barcoded tray and
sack labels for automation rate mailings. Originally slated to
take effect January 1, 1997, the date of required use moves
to July 1, 1997. Effective January 1, 1997. Related revision in
PB 21939 (2-13-97).
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PB 21936 (1-2-97)

New Tan Label MXD

DMM M130.2.1d, M130.4.1d, M130.5.2d, M200.2.4f,
M610.3.1d, M610.5.3d, M820.2.1d, M820.3.1d, and
M820.4.1d change the code from “MS” (for mixed states) to
“MXD” (for mixed area distribution centers (ADCs)) on the
tan-colored pressure-sensitive label used to identify pack-
ages of mixed ADC mail. Effective January 1, 1997.

PB 21937 (1-16-97)

Content Identifier Numbers and Content Line of
Tray, Sack, and Pallet Labels

DMM MO031.5.0, M032.1.3, Exhibit M032.1.3c (later re-
designated as Exhibit M032.1.3a), M045.4.4, M073.3.2,
M120.2.8, M130.2.3, M130.3.3, M130.4.3, M130.5.4,
M200.3.2, M200.4.2, M610.3.3, M610.4.3, M610.5.8,
M610.6.3, M620.3.2, M620.4.3, M630.2.7, M630.3.6,
M630.4.6, M630.6.3, M630.8.0, M810.2.3, M810.3.2,
M820.2.3, M820.3.3, and M820.4.4 are amended and DMM
M810.3.3 is added to reflect new content identifier numbers
(CINs) for the content line of tray and sack labels. Also re-
vised is the human-readable content line information for
most tray and sack labels and for some pallet labels. With
these revisions, label instructions for the content line
throughout the mail preparation sections of module M match
the content line of the label associated with a CIN in DMM
Exhibit M032.1.3c (later redesignated as DMM Exhibit
MO032.1.3a). Effective July 1, 1997. Related revisions in PB
21938 (1-30-97), PB 21943 (4-10-97), and PB 21946
(5-22-97).

Labeling List Module Changes

DMM L004, L102, and L801 reflect changes in mail proc-
essing operations. Effective January 16, 1997, mandatory
March 16, 1997. Related revision in PB 21943 (4-10-97).

Merchandise Return Service Charges

DMM S923.1.0 transfers standards for postage collection
originally contained in Domestic Mail Manual Transition
Book (DMMT) 919.7. Effective January 16, 1997.

Penalty Mail—Detention

DMM EO060.5.9 transfers the standard for the detention of
penalty mail from Domestic Mail Manual Transition Book
(DMMT) 137.23. If suspected misuse of the penalty mail priv-
ileges occurs, the USPS does not hold or delay processing
the mail but refers the matter to the affected government
agency. Effective January 16, 1997.

PB 21938 (1-30-97)

Labeling Instructions

DMM MO032.2.4f corrects the content identifier instruc-
tions for barcoded sack labels. Effective July 1, 1997.
Related revision in PB 21937 (1-16-97).

DMM M120.2.3c corrects the Line 1 labeling instruction
for the Priority Mail SCF package sort level from L002,
Column B, to L002, Column C. Effective January 30, 1997.

Products Mailable at Nonprofit Standard Malil
Rates

DMM E670.5.10 increases from $6.75 to $6.93 the per-
mitted amount for low-cost products mailable at Nonprofit
Standard Mail rates. Effective January 1, 1997.

PB 21939 (2-13-97)

Barcoded Tray and Sack Labels

DMM M031.1.4 clarifies the required information on the
origin line (Line 3) of a label. DMM MO031.1.6 permits the use
of the City State File for city and state abbreviations. DMM
MO031.3.2 makes the paper stock specifications the same for
barcoded and nonbarcoded labels. DMM MO032 is reorga-
nized with amendments to the standards and specifications
for barcoded tray and sack labels. Effective February 13,
1997. Related revision in PB 21935 (12-19-96).

Business Reply Mail—Address Block Barcoding
Approved

DMM E060.11.4, S922.4.8, and S922.5.0 give any busi-
ness reply mail (BRM) permit holder who uses window enve-
lopes or address labels the option of printing ZIP+4 barcodes
as part of the delivery address block for prebarcoded BRM
letter-size and flat-size pieces. Effective March 1, 1997.

Placement of Ancillary Service Endorsements

DMM A010.4.2 and M012.4.0 clarify the required use and
placement of a return address on mail with an ancillary ser-
vice endorsement and expand from one to four locations on
a mailpiece where a mailer may print ancillary service en-
dorsements: below the return address, to the left of the post-
age area, below the postage area, and above the delivery
address block. Effective February 13, 1997. Related revision
in PB 21946 (5-22-97).
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PB 21940 (2-27-97)

Periodicals Documentation

DMM E230.7.4, E250.1.4, E250.2.6, P012.2.2, P012.2.3,
P012.2.4, P012.2.5 and P200.1.5 are amended; DMM
P012.3.0 is redesignated as P012.4.0 and amended; and
DMM E230.1.5 and new P012.3.0 are added to reflect the
standards for use of Presort Accuracy Validation and Evalu-
ation (PAVE)-certified software or standardized documenta-
tion for Periodicals. Effective July 1, 1997. Related revisions
in PB 21934 (12-5-96) and PB 21944 (4-24-97).

Polywrapped Automation Flats—New Certifica-
tion Procedures

DMM C820.3.1 allows mailers who wish to claim automa-
tion rates for flat-size polywrapped (plastic-covered) bar-
coded pieces to have their pieces evaluated and certified by
their local USPS mailpiece design analyst (MDA). Effective
March 21, 1997.

PB 21941 (3-13-97)

Unnumbered Insured Articles

DMM S010.4.1 and S010.4.2 provide that a customer
claim for an unnumbered insured article lost or damaged in
the mail is adjudicated by the local post office where the
claim is received. DMM G043 revises the mailing address for
the Office of Claims Appeals at the St. Louis Accounting
Service Center. Effective March 29, 1997.

PB 21942 (3-27-97)

Express Mail Corporate Accounts

DMM P500.2.0 ensures proper accounting procedures
are in place to reduce uncollectible Express Mail Corporate
Account revenue. Effective March 27, 1997. Related revi-
sion in PB 21944 (4-24-97).

Internet Version of PS Form 3575, Change of
Address Order

DMM A910.2.4, A910.6.2, C032.2.4, D910.2.2,
D920.2.2, F020.1.4, F030.3.2e, R900.8.3, and 1021 reflect
the official use of Internet version PS Form 3575-WWW,
Change of Address Order. Effective March 27, 1997.

PB 21943 (4-10-97)

Content ldentifier Numbers

DMM Exhibit M032.1.3c (later redesignated as DMM
Exhibit M032.1.3a) changes the human-readable content
line for certain international mail content identifier numbers
(CINs) for barcoded tray and sack labels. Effective July 1,
1997. Related revisions in PB 21937 (1-16-97),
PB 21938 (1-30-97), and PB 21946 (5-22-97).

FASTforward SM System

DMM E130.3.3 and E140.1.3 are amended, current DMM
F030.3.0 and F030.4.0 are redesignated as DMM F030.4.0
and F030.5.0, respectively, and new DMM F030.3.0 is add-
ed to reflect the introduction of FASTforwardSM, a computer-
ized system developed as an additional method of meeting
the move update requirement for Presorted First-Class Malil
and automation rate First-Class Mail. Effective July 1, 1997.
Related revision in PB 21946 (5-22-97).

Labeling Instructions

DMM L601, M073.3.1d, M610.6.2d, and M630.6.2d clari-
fy and correct labeling instructions. These amendments
specify that “MXD” must be added to the beginning of the
destination line (Line 1) of labels in DMM L601 for mixed
BMC sort levels. This change standardizes the use of the
term “MXD” on the destination line for all types of mixed
sacks, trays, and pallets. Effective July 1, 1997. Related revi-
sion in PB 21944 (4-24-97).

Labeling List Changes

DMM L002, L003, L004, L005, L102, L601, L603, L604,
L801, and L803 reflect changes in mail processing opera-
tions. Effective April 10, 1997; mandatory July 1, 1997.
Related revision in PB 21937 (1-16-97).

New Simplified Ancillary Service Endorsements

DMM A010.4.2, A010.7.4, A910.6.1, E130.3.3, E140.1.3,
F010.5.0, F010.6.1, F020.3.0, F030.3.0, G091.4.3, and
P021.2.5 simplify the system of ancillary service endorse-
ments that mailers use to request an addressee’s new ad-
dress and to provide the Postal Service with consistent
instructions on how to handle undeliverable-as-addressed
(UAA) mail. Effective July 1, 1997.
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Optional Endorsement Lines — ZIP Codes for
ADC and AADC Packages

DMM MO013.1.1 and M013.2.6 require the appropriate
3-digit ZIP Code prefix or 5-digit ZIP Code for the destination
area distribution center (ADC) or automated area distribu-
tion center (AADC) for optional endorsement lines (OELS)
on packages labeled to an ADC, mixed ADC, AADC, or
mixed AADC. Effective July 1, 1997.

Physical Characteristics — Reply Mail and Spe-
cial Mailing Envelopes

DMM C100.5.0 is added and DMM (C810.8.0 and
S922.4.10 are amended and reorganized to provide mailers
with specific automation standards (including facing identifi-
cation marks or FIMs) for business reply, meter reply, and
courtesy reply mail. DMM C010.6.0 through C010.9.0 are re-
designated as DMM C010.7.0 through C010.10.0, respec-
tively. Current DMM C024.15.0 through C024.17.0 are
redesignated as new DMM C010.6.1 through C010.6.3, re-
spectively. These new sections present general mailability
standards for envelopes constructed with windows, enve-
lopes printed with green diamond borders, and envelopes
configured as reusable mailpieces for two-way mailing.
Effective April 10, 1997.

Value Added Refunds—Authorization

DMM P014.4.0 clarifies approval required from rates and
classification service center for a mailer’s authorization for
refunds requested for excess postage at the time of mailing
(termed value added refunds). Effective April 10, 1997.

Written Additions—Circulars

DMM E612.2.1 clarifies that a circular may be mailed as
Standard Mail (A) even if it includes handwritten or typewrit-
ten dates or addresses on the piece or handwritten or type-
written corrections of typographical errors. Effective April 10,
1997.

PB 21944 (4-24-97)

Express Mail Corporate Accounts

DMM P500.2.3 changes the minimum balance that must
be maintained in an Express Mail Corporate Account to the
average 1 week’s postage and fees or $100, whichever is
higher. Effective April 24, 1997. Related revision in PB 21942
(3-27-97).

Labeling Instructions—Standard Mail Mixed
BMC Sortation

DMM L601, MO045.4.1e, MO045.4.2d, MO073.3.1d,
M610.6.2d, and M630.6.2d clarify and correct labeling in-
structions for Standard Mail prepared at the mixed BMC
sortation level (including palletized mail). Effective July 1,
1997. Related revision in PB 21943 (4-10-97).

Periodicals Additional Entry

DMM D230.1.1 and P200.3.0 are amended and DMM
E250.1.3 and E250.2.4 are removed to clarify revisions to
additional entry standards for Periodicals publications.
Effective April 24, 1997.

Periodicals Documentation—August 1 Imple-
mentation

DMM E230.7.4, E250.1.4, E250.2.6, P012.2.2, P012.2.3,
P012.2.4, P012.2.5, and P200.1.5 are amended; DMM
P012.3.0 is redesignated as P012.4.0 and amended; and
DMM E230.1.5 and new P012.3.0 are added to reflect the
standards for use of Presort Accuracy Validation and
Evaluation (PAVE)-certified software or standardized docu-
mentation for Periodicals. Effective August 1, 1997. Related
revisions in PB 21934 (12-5-96) and PB 21940 (2-27-97).

Registered Mail—Additional Services

DMM S911.1.5 is revised, DMM S911.3.9 is removed,
and DMM S911.3.10 is redesignated as DMM S911.3.9 to
clarify which additional special services are available with
registered mail. Effective April 24, 1997.
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PB 21945 (5-8-97)

New Postage Meter and Indicia Approved

DMM Exhibit P030.4.1 includes a new postage meter in-
dicia approved for Neopost postage meter Model SM26.
Effective May 8, 1997.

PB 21946 (5-22-97)

Ancillary Service Endorsements—Relaxation of
Placement and Clear Space Standards

DMM MO012.4.3 and M012.4.4 relax the standards for one
of the placement locations and for the clearance space re-
quired for ancillary service endorsements. Effective May 22,
1997. Related revision in PB 21939 (2-13-97).

Carrier Route Codes on Tray and Sack Labels

DMM Exhibit M032.1.3a footnote 2 is amended to make
the space between the one-letter carrier route type code (for
example, “R” for rural route, “C” for carrier route) and the re-
quired three digits representing the route number optional on
barcoded sack and tray labels. Effective July 1, 1997.
Related revisions in PB 21937 (1-16-97), PB 21938
(1-30-97), and PB 21943 (4-10-97).

Experimental Nonletter-Size Business Reply Mail
Categories and Fees

DMM G092 is added to provide standards adopted by the
Postal Service to implement the Decision of the Board of
Governors of the United States Postal Service on the
Recommended Decision of the Postal Rate Commission on
the Experimental Nonletter-Size Business Reply Mail Cate-
gories and Fees, Docket No. MC97-1. Effective June 8,
1997.

Markings on Automation Malil

DMM M810.1.3 and M820.1.4 clarify which markings are
required on letter-size and flat-size mail sent at automation
rates. Effective May 22, 1997.

Small Flats Test Mailing Standards

DMM C820.2.3 allows mailers to claim the automation
rate for flats for flat-size pieces prepared as booklets, cata-
logs, and magazines measuring at least 5-3/8 inches long
when these pieces are no more than 9-1/2 inches high.
These pieces may not be enclosed in polywrap (plastic) ma-
terial. Effective July 1, 1997.

Special Services Reform: Implementation
Standards

DMM D910, D920, D930.1.0, R000.3.0, R900, S010.2.0,
S$500.1.0, S500.3.0, and S930 present the standards and
fees adopted by the Postal Service to implement the
Decision of the Governors of the United States Postal
Service on the Recommended Decision of the Postal Rate
Commission on Special Services Fees and Classifications,
Docket No. MC96-3. Effective June 8, 1997.

Window Envelopes and FASTforward SM

DMM (C830.4.1 specifies that window envelopes pro-
cessed on multiline optical character readers (MLOCRS) us-
ing FASTforwardsv software must meet the FASTforward
standards in DMM F030.3.3. Effective May 22, 1997.
Related revision in PB 21943 (4-10-97).

—Mail Preparation and Standards,
Marketing Systems, 6-5-97
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United States Postal Service

First-Class Metered Mail - Shortpaid Sampling Worksheet

Mailer Name Date Post Office
Mailing Mailer
O Identical [ single Client / Department [ owner Initial Sample Size:  For identical mailings select 5.
(# of Pieces)
[J Nonidentical [ Multiple Clients / Departments [ Agent For nonidentical mailings select 30.
Scale Make Model
Initial Sample Additional Sample Totals Totals for Identical or Nonidentical Mailing with Shortpaid Pieces
1 2 3 4 4a 5 6 7 8 9 10 11 12
Percent Total Total
Target (%) of Postage Average Postage
- of 11 Total Pcs. in Due on Postage Total Due
Type of Mailing Not Add'l Total Pieces Sample | Shortpaid Due Piecesin | (Col 11 x
Sample |Shortpaid | Add'l | Found |[Shortpaid | Pieces |Shortpaid | Shortpaid | Piecesin |(Col 9/Col 3| Mailing/ Col 8x
Size Pieces |Pieces| (X) Pieces |(Cols 2+4)|(Cols 3+5)|(error rate) | Sample or Col 7) |Client/Dept.| Col 10)
(A) Identical Weight 5 25
(B) Nonidentical Weight
Client #1
Client #2
Client #3
Client #4
Client #5
Client #6
Client #7
Client #8
Client #9
Client #10
Sampling Totals 30
¢ List scale make and model used to weigh sample pieces. Disposition of Mailing if you found shortpaid pieces
¢ |dentical Mailings - report sampling results in part (A). in Sample (check all that apply)
* Nonidentical Mailings - report sampling results in part (B). An O Mailing accepted, postage due $
additional sample may be required for any clients/departments
with shortpaids in initial sample to reach target number shown Paid by (M)eter strip or (T)rust deduction
of 11 pieces. Postage due is collected only for ) B
clients/departments with shortpaids. 00 Mailer took back mailing to correct

* |f shortpaid(s) found, notify mailer of postage due and give
them a copy of shortpaid worksheet.

Clerk Signature Date

PS Form 61186, April 1997
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Instructions

A

Complete all information at top of form. Indicate whether mailings
are identical or nonidentical weight and whether all pieces in
mailing are metered by single company or multiple
clients/departments.

List the scale make and model used to weigh pieces.

Mailings of Identical Pieces
Report Sampling Results on Worksheet in Part A.

1.

For the initial sample, randomly select 5 pieces which are possible
candidates for shortpaid mail from no more than 5 trays/sacks.

Weigh each item and check for correct postage.

If no shortpaid pieces are found, sampling is complete. Record "0"
in column 3. If one or more shortpaid pieces are found, go to step
4.

Select and weigh 25 additional pieces. If only 1 shortpaid piece out
of 30 is found, the sampling is complete. Record "1" in column 3;
"0" in column 5; "1" in column 7. If 2 or more are found, continue
with steps 5-9.

Calculate percent of shortpaid pieces in the sample (truncate to
three decimal places). Enter this figure in column 8.

EXAMPLE: 2 shortpaid pieces in a 30 piece sample -> 2 + 30 =
0.066.

Calculate total postage due for shortpaid pieces in the sample and
enter in column 9.

EXAMPLE: 2 pieces weighing 1.3 ounces each bear postage at the
"one ounce" rate. Total postage due = $0.23 x 2 = $0.46.

Calculate the average postage due per piece by dividing total
postage due for shortpaid pieces in sample (column 9) by the
number of shortpaid pieces reported (column 7). Enter the result in
column 10.

Calculate additional postage due for mailing. Report total number
of pieces in mailing in column 11. Multiply total pieces times
percent of shortpaid pieces in sample (column 8) times average
postage due (column 10). Enter result in column 12.

EXAMPLE: 962 pieces in mailing x 0.066 (6.6%) x $0.23 = $14.60
additional postage due for mailing.

Notify customer of postage due for shortpaid pieces and give them
copy of shortpaid worksheet.

Mailings of Nonidentical Pieces
Report Sampling Results on Worksheet in Part B.

1.

For initial sample, randomly select 30 pieces which are possible
candidates for shortpaid mail. Select approximately equal numbers
of pieces from no more than five trays/sacks.

Weigh each piece and check for correct postage.

If you find none or one shortpaid piece, sampling is complete.
Record the number of pieces sampled (30) in column 2 next to
Client #1 and record "0" or "1" in column 3. If 2 or more shortpaid
pieces are found, continue with steps 4-11.

PS Form 6116, April 1997 (Reverse)

4. By individual client/department, log the number of pieces in initial
sample size in column 2 and log the number of shortpaid pieces
found in column 3, if none, enter "0". Alternatively, log the entire
sample size in column 2 as Client #1 and log the number of
shortpaid pieces found in column 3.

5. |If total number of pieces in initial sample size (column 2) for any
client/department with shortpaid pieces is not at least 11, attempt to
locate additional pieces in mailing for that client/department to
reach 11. If necessary, look into additional trays/sacks.

EXAMPLE 1: 8 pieces for ABC Company are in the initial sample
with 1 shortpaid. Attempt to locate 3 more pieces from ABC Co. If
you cannot find 11 total pieces for a client/department, record the
number you did locate (column 4) and the number shortpaid
(column 5). If none, report "0", place an "X" in column 4a. Base
shortpaid calculations on total pieces found (8). Go to next
client/department with shortpaid pieces.

EXAMPLE 2: 14 pieces for Quality Mailers are found in the initial
sample with 2 pieces shortpaid. Base postage due calculations for
Quality Mailers on the 14 pieces found in the initial sample.

6. Weigh additional pieces and log additional shortpaid pieces by
client/department in column 5.

7. Calculate percent of shortpaid pieces in sample by dividing total
pieces shortpaid (column 7), by total pieces for a client/department
(column 6) (truncate to three decimal pieces). Enter this figure in
column 8.

EXAMPLE: 2 shortpaids in 11 piece sample -> 2 + 11 = 0.181.

8. Calculate total postage due for shortpaid pieces in sample by
client/department and enter in column 9.

EXAMPLE: 1 piece weighing 1.3 ounces bears postage at the "one
ounce" rate and 1 piece weighing 2.2 ounces bears postage at
"one ounce" rate. Total postage due = $0.23 + $0.414 = $0.644.

9. Calculate the average postage due per piece by dividing total
postage due for shortpaid pieces in sample (column 9) by the total
number of shortpaid pieces (column 7) and enter the result in
column 10.

10. Calculate additional postage due for client/department. Report total
number of pieces in mailing for client/department in column 11.
Multiply total pieces times the percent of shortpaid pieces in
sample (column 8) times average postage due (column 10). Enter
the result in column 12.

EXAMPLE: 13,362 pieces in mailing for ABC Company; 13,362 x
0.181 (18.1%) x $0.23 = $556.26 additional postage due for ABC
Company's pieces in the mailing.

11. Notify customer of postage due for shortpaid pieces and give them
copy of shortpaid worksheet.

When postage due is identified, the mailer may agree to pay
determined charges or retrieve and correct entire mailing. A new
sample must be taken on reentry of the mailing. File worksheet in
"mailer's" file.
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Finance

FirstClass Phonecard ™ Inventory Recall

All post offices and stations selling FirstClass
Phonecards™ should immediately return the selected cards
listed below. Some cards are already expired, others will ex-
pire soon, and some are holiday designs that should not be
on the market. Failure to return the cards will result in expired
cards being sold to customers who will not be able to use
them. The terms of our agreement with American Express
require that these cards be recalled before expiration.

All of the recalled cards are wrapped in cellophane and do
not have magnetic strips on the backside.

Do not return any FirstClass Phonecards™ displayed in
the new time-of-sale packaging (visible magnetic strip on the
card backside and no cellophane wrapping). These cards do
not expire until the year 2000.

Send the recalled cards by Registered Mail, no return re-
ceipt, to:

ANDREW PLITT

STANDARD REGISTER

7001 WERIE ST STE 1
CHANDLER AZ 85226-2421

Please do not send the cards to any other address.
Include an Inventory Return Form with the cards. The

Inventory Return Form |appears on page 17| of this Postal
Bulletin. This form should be reproduced locally as needed.

Recalled FirstClass Phonecard ™ Inventory

Card Design Card Denomination
Santa In Workshop (holiday) $5

Santa on Roof (holiday) $10

Angel With Wreath (holiday) $20
Carousel Horses $5, $10, $20
Flag Over Porch $50

Space Shuttle $100

Flags on Parade (paper card) $5

Sand Dune (paper card) $5

Puppy Love $5

Love Birds $10

Love Cherub $20
Mastodon Prehistoric Animal $5

Eohippus Prehistoric Animal $10

Saber Tooth Cat Prehistoric Animal | $20
Cardinal (holiday) $10

Family Fireplace (holiday) $20
Hanukkah (holiday) $20

—New Business, 6-5-97

New PS Form 1000

A new PS Form 1000, Domestic Claim or Registered Mail
Inquiry (April 1997), has been developed to accommodate
the changes with local adjudication of claims (see Postal
Bulletin 21941 (3-13-97)).

Every office must keep a supply of these forms on hand.
PS Form 1000 may be ordered using PS Form 3780, MDC
Supply Requisition, or TTOE via touch-tone telephone from
your servicing material distribution center (MDC). Please
use the following ordering information:

PSIN: PS Form 1000

Title: Domestic Claim or Registered Mail Inquiry
Edition Date: April 1997

NSN: 7530-02-000-9931

Quick Pick Number: 109

Unit of Issue: EA (each)

See page 19|of this Postal Bulletin for a sample copy of

the new PS Form 1000. Stock of older editions of PS Form
1000 should be recycled or destroyed locally.

How to Use PS Form 1000

In section B, item 5, enter your office’s 6-digit finance

number and 4-digit unit ID. Also in section B, item 11 is added
to include approval or denial of local adjudication, signature
of approval authority, and a reason for denial. The back cov-
er of the form, under Distribution, lists where to send each
copy of PS Form 1000.

New Form Letters

In addition, the following forms have been obsoleted and
replaced by form letters that appear onof this
Postal Bulletin. Offices may reproduce these copies locally
using their own letterhead. These forms will no longer be
stocked by the MDCs:

PS 3861, Loss Claim Filed Mail
PS 3861-A, Numbered Loss Claim
PS 3862, Damage Claim Filed

PS 3863, Damage Claim Address

Destroy all outdated stock of PS Forms 1000, 3861,
3861-A, 3862, and 3863.

—Corporate Accounting, Finance, 6-5-97
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Date:

FirstClass Phonecard
Inventory Return Form

Location Returning Phone Cards:

Registered Mail # :

Name: Finance #:
Address: Unit #:
District #:
Check 1 Box Per Line
Batch Card Batch or Card # Card Qty. Denom. Description $ Value
0 O $ $
0 O $ $
O O $ $
O O $ $
0 O $ $
O O $ $
O O $ $
O O $ $
0 0 $ $
O O $ $
O O $ $
O 0 $ $
O O $ $
TOTALS NN . -

Reason for Return:

J Excess Inventory O Expired Inventory Q Other
Attested (First Officer) Attested (Second Officer)
Signature: Signature:

Name: Name:
Title: Title:
Date: Date:

Send this form by Registered Mail, no return receipt, to:
ANDREW PLITT

STANDARD REGISTER
7001 W ERIE ST STE 1

CHANDLER AZ 85226-2421
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United States Postal Service

Domestic Claim or Registered Mail Inquiry
(Type or Print Legibly with Ball-Point Pen)

Barcode Area

A. Completed by Customer (File at any Post Office)
1. Sender's Name and Address

2. Addressee's Name and Address (Person or firm to whom article was addressed)

[] Express Mail COD
[ Express Mail (Merchandise Insurance) [ Registered COD
[] Express Mail (Document Reconstruction) [ cobp
7. I1f COD, Amount Due Sender

$

3. Service Type Used for Article (Check one)
[ Numbered Insured
[] Unnumbered Insured

4. Mailing Receipt Number

[ Registered w/ Insurance

[[] Registered w/o Insurance (Inquiry Only - No Indemnity)

5. Mailing Date (Mo., Day, Yr.) |6. Signature of Addressee/Agent Waived?
(Express Mail Only) [OYes [1No

] Repair of Damaged Contents

[ Article Not Delivered [ some Contents Delivered [ only Some Contents Damaged

[1 No COD Remittance Received [ Container Only Delivered [ All Contents Damaged

9. Description of Lost or Damaged Article(s). (Give brand name(s) where possible and specify value of each. Attach another sheet if necessary. INSTRUCTION:
If a damage claim, the ADDRESSEE must immediately present the article, container, wrapping, and packing material to the local post office.)

8. Reason for Claim

[ Delay of Express Mail Containing
Non-Negotiable Documents

11. Nondelivered Items Require Proof
of Loss (See cover sheet, item 3b,
for acceptable documentation.)

10. Total Value Claimed for All Lost or Damaged Articles (Excluding
postage and fees). Attach Evidence of Value (See cover sheet,
item 2, for acceptable evidence.)

12. 12a. Send Payment To:  [] Sender [] Addressee 12b. Other Identification (Enter information that will help match the
Completed (Enter address If different from above) payment check with your claim, e. g., purchase order number.)
SENDER
ONLY 12c. Signature 12d. Date Signed 12e. Telephone No.
X ( )
13. 13a. Did you receive items coD 13b. Did You Pay COD 13c. Check No. (If applicable) |13d. Date of Check |13e. Amount
listed above? Only Charge? $
Completed
by [ Yes [ No (Complete | [Yes [ONo 13f. Where (Post Office at: City, State, and ZIP) 13g. Date Paid
ADDRESSEE | [ Refused ftems b-g) [ cash [ Check
ONLY 13h. Signature 13i. Date Signed 13j. Telephone No.
X ( )

| certify that all information furnished on this form is accurate and truthful. The submission of a false, fictitious, or fraudulent statement may result in imprisonment of up to 5 years and
a fine of up to $10,000 (78 USC 1001). In addition, a civil penalty of up to $5,000, and an additional assessment of twice the amount falsely claimed may be imposed (31 USC 3802).

B. Completed by Post Office at Facility Where Claim Filed (See Reverse)

1e. Other Reg./Exp. Fees
$

On Damage Claims, the Post Office MUST Describe the
Condition of the ltem and Container.

1d. Registered Handling Charge

$

1c. Declared Actual Value

$

1a. Postage Paid 1b. Insured/Reg./COD Fees
$ $
1. Other Services (Check all that apply)
[ Restricted Delivery [ Return Receipt After Mailing

2. Postmark of 3. Signature of Employee Accepting Claim
Accepting PO

[ Return Receipt

9.1f claim is for damage or loss of contents, were wrapper,container, and
article presented? O Yes O No

10. Location of Damaged Article(s) (Attach description of damage)
[ sender [ Post Office at (City, State, ZIP + 4):

4. Post Office (City, State, & ZIP + 4)

5. Finance Number and Unit ID  |6. Telephone Number

( )

8. Evidence of Insurance or COD
[ Mailing Receipt [ Wrapper
11b. Signature of Approval Authority

[ Addressee

[ verified By: (Name)
(Phone) ( )

[ Discarded by
Post Office

7. Date Accepted

11a. Local Adjudication 11c. Reason for Denial

[T Approved [] Denied

C. Completed by Delivery Post Office (Attach copy of delivery receipt unless record keeping is computerized)

1. Date Delivered 2. Date Forwarded (See Instructions) | 3. Date Retumed to Sender (See 4a. . 5. Postmark of
Instructions) [ No Record of Delivery Delivery PO and
initial
4b. 0 No Record of Delivery If COD, 6. MO Number 7. Check Number
on Return to Sender (Also complete items 6-11)
8. Check/MO Amt. 9. Date Check/MO Sent 10. 0 Check/MO Not Issued 11. 0 Addressee Did Not
$ for COD Respond to COD Inquiry

PS Form 1000, April 1997

See Privacy Act Statement on Reverse

1- St. Louis ASC
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COD Loss Claim Filed by Sender

UNITED STATES
‘ POSTAL SERVICE

Date:

To:

The attached Form 1000 reports the possible loss of a COD package mailed to you. This claim was filed
by the sender whose name appears in ltem 1.

To help the Postal Service settle this claim, please review Form 1000 and complete the following items:

1. Check the appropriate block in Item 13 indicating whether you received the article described in ltem
9.

2. If you checked YES in Item 13a, please also complete Items 13b through 13g.
3. Sign and complete ltems 13h through 13j.

When you have finished, place all the papers you received with this letter in the enclosed preaddressed
envelope and mail it. No postage is required.

Your promptness is sincerely appreciated.

(Signature)

(Title)

Attachment
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PaGE 21

Loss Claim
> UNITED STATES

POSTAL SERVICE
Postmark of Office
Date: Accepting Claim
To: :'

.....

You are requested to check your delivery records within the next five (5) days and complete Section C
on the attached Form 1000 for the following reason(s):

O The attached Form 1000 reports the possible loss of accountable mail that was directed to your post
office for delivery to the addressee shown in ltem A2,

[ The attached Form 1000 reports the possible loss of accountable mail that was forwarded or returned to
the following address:

Date Forwarded or Returned:

Reason Returned:

Mail your response to the following address:

3861-A
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~ Damage Claim Filed by Sender

UNITED STATES
’ POSTAL SERVICE

Date:

To:

The attached Form 1000 was filed by the sender whose name appears in Item 1. It is a claim for
damage to the contents of a package mailed to you.

To help the Postal Service settle this claim, please review the Form 1000 and follow the instructions
below:

1. Complete Item 13a on the attached claim form.
2. If you plan to have the article repaired:
a) Obtain a signed estimate of repairs or a paid repair bill from a repair shop or dealer.
b) Attach the estimate or paid bill to the enclosed claim form and show the amount in Item 10.

3. Sign and complete items 13h through 13;].

4. Take the claim form with the damaged article, wrapper, mailing container, packaging, estimate or
repair bill, and any other papers you may have received with this letter to your local post office for
inspection.

If you have any questions, your local post office will be glad to assist you.

Your promptness is sincerely appreciated.

(Signature)

(Title)

Attachment
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PAGE 23

’;'

Damage Claim Filed by Addressee

UNITED STATES

POSTAL SERVICE

Date:

To:

The

attached Form 1000 was filed by the person or firm whose name appears in Item 2. It is a claim for

damage to the contents of a package you mailed.

To help the Postal Service settle this claim, please review the Form 1000 and follow the instructions

below:

1.

If yo

Complete Item 10. Indicate the value of the items described. Attach a copy of the sales receipt. If
you do not have a sales receipt, show in Item 10 the purchase price, the place where purchased,
and the approximate date of purchase.

Designate to whom payment of the claim should be made in Item 12a.

Sign and complete Items 12¢ through 12e.

Take the original of the mailing receipt you were given when you mailed the article, and the
attached claim form to your nearest post office. A postal employee will endorse the receipt and

complete ltems B1 and B8 on Form 1000.

u have any questions, your local post office will be glad to assist you.

Your promptness is sincerely appreciated.

(Signature)

(Title)

Attachment
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PAaGE 25

U.S. POSTAL SERVICE
13-Period Year Calendar - 1998-1999 *
POSTAL FY 1998 POSTAL FY 1999
September 13, 1997 - September 11, 1998 September 12, 1998 - September 10, 1999
el s [sImM] T]w]| 7] F | Monthjw|ar|ar Holidays Monthler| 8 | sTMITIW[T]F
09/13 19| SEP | 1] SEP 09/12 18
20 20 26 2 20{ 19 25
27 3 z 111 26 >
21 4 10] OCT [4 OCT |21 3 9
11 17 B Columbus Day 10 16
22 18 24 6| 22| 17 23
25 31 HEy: ) 24 30
23| 1 7 8 23] 31 6
8 [ 14] NOV [ 9] Veterans' Day NOV 7
24] 15 10} 24| 14
22 11 113 Thanksgiving Day 21
25| 29 12 25 28
6 [T 1] pec [13] DEC 5
26 13 | 14] 26 12
20 | 15] {4 Christmas Day 19
1| 27 16 New Year's Day 1 26
3 | ] 9| JAN [17] JAN 2 8
2] 10 16 1 18| 2 9 15
17 | 19 ] 23 EERAE Martin Luther King Jr's 16 22
3 24 30 20 Birthday 3] 23 29
31 1 6 | 21] 30 5
4 7 13| FEB [22| FEB | 4 6 12
14 16 20 123/ 1|6 (Presidents' Day) 13 19
5[ 21 | 27 24 Washington's Birthday 5| 20 26
28 6  25) 27 5
6 7 13] MAR | 26] MAR | 6 6 12
14 20 27| Hf7 13 19
7121 27 28 7 20 26
28 3 29 27 2
] I 10| APR [30] APR | 8[3 9
11 17  31] it 8 10 16
9 18 24 32| 9 17 23
25 1 _33 24 30
0] 2 8] MAY |34 . 10, 1 7
9 15 1 35] lit| 9 MAY 8 14
11| 16 22 36 11 15 21
23 29 37 Memorial Day 22 28
12§ 30 5 _ﬁ 12 29 4
6 12| JUN ]39[IV]10 JUN 5 11
13 13 19 40 13f 12 .18
[ 20] % 4] ' ] | 25
3 42 . 14 2
10] JuL [43]IV]|11 Independence Day JUL 9
17 44 15 16
18 24 | 45| 17 23
16] 25 31 46 16 24 30
1 7 47| V)12 31 6
17 8 14] AUG |48 AUG |17 7 13
15 21 49| 14 20
18] 22 28  50] 18] 21 27
29 4 51| IV]|13 28 3
19 5 B 11| SEP [52] Labor Day SEP {19 4 10
* This two-year calendar conforms to the Postal Service 13-period accounting year and represents fiscal year 1998.
Note: Legal Holidays observed are: Columbus Day, the 2nd Monday in October; Veterans' Day, November 11; Thanksgiving, the 4th
Thursday in November; Christmas, December 25; New Year's Day, January 1; Martin Luther King Jr's Birthday, the 3rd Monday in January;
Washington's Birthday, the 3rd Monday in February; Memorial Day, the last Monday in May; Independence Day, July 4; and Labor Day,
the first Monday in September. See DMM G011 Exhibit 1.5 for Holiday Service Levels and ELM 518 for Holiday Leave.

Notice 21, July 1997
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Fraud Alert

Domestic Orders

False representation is enforced by postmasters at the cities listed below:

State/City Names Covered Product

CA, Santa Ana 92799-8404 Lane Fife and Fifer, Inc. both d/b/a Express Proc- | A false billing scheme.
essing Service, P.O. Box 28404

FL, Deltona 32728-5339 D. G. Enterprises, P.O. Box 5339 An envelope stuffing program.

—Judicial Officer, 6-5-97

Withholding of Mail Orders

Withholding of mail orders is enforced by postmasters at the cities listed below:

State/City Names Covered

AZ, Tucson 85717-1040 Any And All Various Names Other Than Leon Spitzer, Firriolo Collectibles, Southwest
Trading Post, and The Gallery, P.O. Box 40401

AZ, Tucson 85713-2940 Any And All Various Names Other Than Teresa Verdugo, Ronald Taylor, and Rosemary
Calderon, 208 E. 30th Street

—Judicial Officer, 6-5-97
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Missing U.S. Money Order Forms

Do Not Cash

To be posted and used by retail window employees. As
directed, destroy previous notices. All interim notices should
be destroyed when the numbers listed appear in the Postal
Bulletin. The actual serial numbers consist of the first 10 dig-
its on the money orders. Check for altered dollar amounts by
holding money orders to the light.

The Postal Bulletin is available on the World Wide
Web on the U.S. Postal Service home page at
http://www.usps.gov. To access a Postal Bulletin, go to

210221 0548 to 390 001 3500 to 3699

210 221 0599 390 545 5974 to 5999
2737757700 to 391104 6146 to 6199

273 775 7899 391574 1466 to 1499
302 000 0000 to 3917833020 to 3599

302 123 9999 391 792 6100 to 6199
349 746 2056 to 2099 392 668 2956 to 2999
350518 7350 to 7374 392854 8500 to 8899
360 011 1690 to 1699 393584 7566 to 7699
360 168 6008 to 6099 393 650 0074 to 0099
360 173 8800 to 8899 3938388316 to 8499
362 861 3064 to 3099 393893 6007 to 6099
373006 2176 to 2199 394 126 6907 to 6999
374768 2600 to 2699 394 189 0405 to 0599
375 169 4400 to 4599 3948223243 to 3278
3758293400 to 3499 394 990 1810 to 1899
3758519100 to 9199 3953433264 to 3299
376 196 0911 to 0999 3953733035 to 3099
3780853679 to 3699 395 396 9649 to 9799
3783511063 to 1099 3959703240 to 3299
3798435100 to 5199 397 622 4054 to 4099
380093 9600 to 9699 397 8198902 to 8999
380 165 1165 to 1199 398 149 7200 to 7699
3813254500 to 4599 399 070 0872 to 0899
381 604 2510 to 2699 399 156 7119 to 7199
381645 9525 to 9599 399 2035064 to 5099
3833143968 to 3999 399 296 9910 to 9999
383892 1000 to 1344 399 396 8935 to 8999
3838921382 to 1399 399792 7775 to 7799
3849253641 to 3654 399 7928300 to 8399
385568 2331 to 2399 400 427 1051 to 1999
385599 7554 to 7575 401 045 1505 to 1549
3857742024 to 2099 401 045 1571 to 1599
386 624 1412 to 1599 401 294 2700 to 2799
386 883 8936 to 8999 401 310 9505 to 9599
3873145574 to 5599 4013825312 to 5399
387 837 6300 to 6399 4025787876 to 7899
388828 0656 to 0699 403 125 6744 to 6799
389 696 2400 to 2799 403 260 7000 to 7499
389 846 3104 to 3135 403 280 6470 to 6499
389 846 3145 to 3195 403 685 8600 to 8699
3898879211 to 9230 404 003 0300 to 0399
389887 9234 to 9299 404 041 8838 to 8899
390 001 3182 to 3199 404 071 4268 to 4299

“The Business Section,” then to “Business Publications,”
and then to “The Postal Bulletin.”

The Postal Bulletin is also available on the Postal Service
Internal Home Page under “Access Corporate Policies &
Procedures,” then “Postal Bulletin.”

Back issues through Postal Bulletin 21883A (1-1-95) are
available for downloading, as are the 1995 and 1996 annual
indexes. Once downloaded, the Postal Bulletin, including all
forms and posters, may be read and printed.

404 347 5356 to 5399 418 6335922 to 5999
404 347 5548 to 5599 418 719 8520 to 8599
404 726 4500 to 4599 418 744 2235 to 2299
404 961 5001 to 5199 418 962 2848 to 2899
405 3250188 to 0198 419 543 0286 to 0299
406 009 4587 to 4599 419 730 0300 to 0399
406 260 6830 to 6899 420277 0015 to 0049
406 459 6641 to 6999 420599 0734 to 0798
406 733 3000 to 3999 420 661 4115 to 4199
407 545 1557 to 1599 420 758 9500 to 9699
407 594 0412 to 0599 420969 3951 to 3971
407 692 9100 to 9299 420 969 3973 to 3999
407 959 2190 to 2199 421 116 3565 to 3599
408 265 2275 to 2288 421 130 9300 to 9399
408 499 7700 to 7799 421 3134500 to 4999
408 499 7900 