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

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

Summary of Changes

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

Availability

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

How to Use This Book

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

Comments

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

Lizbeth J. Dobbins
Manager
Product Classification
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Retail Mail: Physical Standards for Letters, Cards, Flats, and Parcels

101.1.2

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 Priority Mail Express
5.0 Additional Physical Standards for Priority Mail
6.0 Additional Physical Standards for First-Class Malil
7.0 Additional Physical Standards for USPS Retail Ground
8.0 Additional Physical Standards for Media Mail and 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. For
pieces more than 4-1/4 inches high or 6 inches long, or both, the minimum
thickness is 0.009.

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

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

d. Rectangular, with four square corners and parallel opposite sides.
Letter-size, card-type mailpieces made of cardstock may have finished
corners that do not exceed a radius of 0.125 inch (1/8 inch). See
Exhibit 201.1.1.1.

1.2 Nonmachinable Criteria
A letter-size piece is nonmachinable if it has one or more of the following
characteristics (see 601.1.1.2 to determine the length, height, top, and bottom of
a mailpiece):

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

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

c. Has clasps, strings, buttons, or similar closure devices.
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d. Contains items such as pens, pencils, keys, or coins that cause the
thickness of the mailpiece to be uneven; or loose keys or coins or similar
objects not affixed to the contents within the mailpiece. Loose items may
cause a letter to be nonmailable when mailed in paper envelopes; (see
601.3.3).

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

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

g. Has a delivery address parallel to the shorter dimension of the mailpiece.
h. Is a self-mailer that is not prepared according to 201.3.14.

i. Is abooklet that is not prepared according to 201.3.16.

2.0 Physical Standards for Flats

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

a. More than 11-1/2 inches long, or more than 6-1/8 inches high, or more than
1/4 inch thick, except as allowed for EDDM-Retail flats under 140. For
general retail mailability, all pieces 1/4 inch thick or less must be a minimum
of 5 inches long and 3-1/2 inches high and 0.007 inch thick.

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

c. Flexible (see 2.3).

d. Rectangular with four square corners or with finished corners that do not
exceed a radius of 0.125 inch (1/8 inch). See Exhibit 201.1.1.1.

e. Uniformly thick (see 2.4).

f.  Unwrapped, sleeved, wrapped, or enveloped.

2.2 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.

23 Minimum Flexibility Criteria for Flat-Size Pieces

Flat-size pieces must be flexible. Boxes—with or without hinges, gaps, or breaks
that allow the piece to bend—are not flats. Tight envelopes or wrappers that are
filled with one or more boxes are not flats. At the customer's option, a customer
may perform the following test on their own mailpieces. When a postal employee
observes a customer demonstrating that a flat-size piece is flexible according to
these standards, the employee does not need to perform the test. Test flats as
defined in 201.4.3.
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2.5

3.0
3.1

3.2

3.3

4.0

101.3.3

Uniform Thickness

Flat-size mailpieces must be uniformly thick so that any bumps, protrusions, or
other irregularities do not cause more than 1/4-inch variance in thickness. When
determining variance in thickness, exclude the outside edges of a mailpiece

(1 inch from each edge) when the contents do not extend into those edges. Also,
exclude the selvage of any polywrap covering (see 201.5.3 from this
determination. Mailers must secure nonpaper contents to prevent shifting of
more than 2 inches within the mailpiece if shifting would cause the piece to be
nonuniform in thickness or would result in the contents bursting out of the
mailpiece (see 601.3.3).

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

Physical Standards for Parcels

Processing Categories

[4-10-16] USPS categorizes parcels into one of three mail processing categories:
machinable, irregular, or nonmachinable parcel. These categories are based on
the physical dimensions of the piece, regardless of the placement (orientation) of
the delivery address on the piece.

Maximum Weight and Size

[1-17-16] All parcels must be large enough to hold the required delivery address,
return address, mailing labels, postage, barcode, endorsements, and other mail
markings on the address side of the parcel. For mailability, all pieces 1/4 inch
thick or less must be a minimum of 5 inches in length, 3-1/2 inches in height, and
0.007 inch in thickness. No mailpiece may weigh more than 70 pounds or
measure more than 108 inches in length and girth combined, except USPS Retail
Ground, 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. For additional information on
machinable, irregular, and nonmachinable parcels see 201.7.0.

Two or More Packages

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

Additional Physical Standards for Priority Mail Express
Each piece of Priority Mail Express 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

Domestic Mail Manual ® Updated 11-7-16 23



I@ Retail Mail: Physical Standards for Letters, Cards, Flats, and Parcels

101.6.1

weight standards apply to Priority Mail Express addressed to certain APO/FPO
and DPOs. Priority Mail Express items must be large enough to hold the required
mailing labels and indicia on a single optical plane without bending or folding.

5.0 Additional Physical Standards for Priority Malil
The maximum weight is 70 pounds. The combined length and girth of a piece
(the length of its longest side plus the distance around its thickest part) may not
exceed 108 inches. Lower size and weight standards apply for some APO/FPO
and DPO mail subject to 703.2.0, and 703.4.0, and for Department of State mail
subject to 703.3.0.

6.0 Additional Physical Standards for First-Class Mail

6.1 Maximum Weight
First-Class Mail cannot exceed 13 ounces. First-Class Mail weighing more than
13 ounces is Priority Mail.

6.2 Cards Claimed at Card Prices

6.2.1 Card Price

A card may be a single or double (reply) stamped card or a single or double
postcard. Stamped cards are available from USPS with postage imprinted on
them. Postcards are commercially available or privately printed mailing cards. To
be eligible for card pricing, a card and each half of a double card must meet the
physical standards in 6.2 and the applicable eligibility and preparation standards
for the price claimed. Ineligible cards are subject to letter-size pricing. Cards may
be prepared and mailed at the First-Class Mail single-piece card, Presorted
card, or automation card prices.

6.2.2 Postcard Dimensions
Each card and part of a double card claimed at card pricing must be:

a. Rectangular.
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.

6.2.3 Other Cards
A card that does not meet the applicable standards in 6.2 must not bear the
words “Postcard” or “Double Postcard.”

6.2.4 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.
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6.2.5 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. Alabel affixed with permanent adhesive for showing the delivery or return
address.

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

6.2.6 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.

6.2.7 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.

6.2.8 Address Side of Cards

The address side of a card is the side bearing the delivery address and postage.
The address side may be formatted to contain a message area. Cards that do
not contain a message area on the address side are subject to the applicable
standards for the price claimed. For the purposes of 6.2, miscellaneous graphics
or printing, such as symbols, logos, or characters, that appear on the address
side of cards not containing a message area are generally acceptable provided
the items are not intended to convey a message.

6.2.9 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.
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c. Plain stickers, seals, or a single wire stitch (staple) may be used to fasten the
open edge at the top or bottom once the card is folded if affixed so that the
inner surfaces of the cards can be readily examined. Fasteners must be
affixed according to the applicable preparation requirements for the price
claimed. Any sealing on the left and right sides of the cards, no matter the
sealing process used, is not permitted.

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

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

6.3 Nonmachinable Pieces

6.3.1 Nonmachinable Letters

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

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

6.4 Parcels
First-Class Mail parcels are eligible for USPS Tracking and Signature
Confirmation services. A First-Class Mail parcel is:

a. A mailpiece that exceeds any one of the maximum dimensions for a flat
(large envelope). See 2.1.

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

c. A flat-size mailpiece that is not uniformly thick under 2.4.

7.0 Additional Physical Standards for USPS Retail Ground
These standards apply to USPS Retail Ground:

a. No piece may weigh more than 70 pounds.

USPS Retail Ground pieces measuring over 108 inches in combined length
and girth, but not more than 130 inches in combined length and girth, are
mailable at the applicable oversized price.

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

d. 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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8.0 Additional Physical Standards for Media Mail and Library
Mail
These standards apply to Media Mail and 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. 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
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2.0
2.1

2.2

102.2.2
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 a legible delivery address, only on the side of the
piece bearing postage. A return address is required in specific circumstances
under 602.1.5. 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 202.2.1):

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.

o

Bottom: 5/8 inch from the bottom edge of the piece.

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, see 601.1.1.3.
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3.0
3.1

3.2

3.3

3.4

Placement and Content of Mail Markings

Priority Mail Express Marking
Priority Mail Express pieces must be marked “Priority Mail Express,” by using a
mailing label. See 115.2.0 for mailing label standards.

Priority Mail Marking

The marking “Priority Mail” must be placed prominently on the address side of
each piece of Priority Mail. 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 3.2):

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.

Exhibit 3.2 Priority Mail Service Indicator

US POSTAGE PAID
WASHINGTON DC
PERMIT NO. 123

USPS PRIORITY MAIL®

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

Media Mail, Library Mail, and USPS Retail Ground Markings

[1-17-16] Mailers must print the basic required Package Services subclass
marking—“Media Mail,” or “Library Mail” —or “USPS Retail Ground” on each
piece claimed at the respective price. The basic required marking must be
placed in the postage area (i.e., printed or produced as part of, or directly below
or to the left of, the permit imprint indicia or meter stamp or impression).
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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 3.4):

a. The service icon that will identify USPS Retail Ground and 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, USPS Retail Ground or the appropriate Package
Services subclass marking (e.g., “MEDIA MAIL,” “LIBRARY 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 3.4 USPS Retail Ground and Package Services Indicator Examples

US POSTAGE PAID
WASHINGTON DC
PERMIT NO. 123

USPS RETAIL GROUND

US POSTAGE PAID
WASHINGTON DC
PERMIT NO. 123

USPS MEDIA MAIL

Marking Expedited Handling on Mail
Mailpieces bearing references to expedited handling or delivery (e.g., “Urgent,”
“Rush Delivery,” “Time Sensitive”) meet the requirements under 604.5.3.5.

Endorsement Placement

Endorsements for Delivery Instructions and Ancillary Services

The mailer must place the correct endorsement on each mailpiece to provide
delivery instructions (retention period under 507.4.3.4, or carrier release under
508.1.1.8) or to request an ancillary service (forwarding, return, or address
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correction under 507.1.0 and 507.1.8), subject to the corresponding standards
for use and availability. See 202.4.0 for information regarding the placement and
printing of endorsements.

4.2 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).
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Overview

1.0
1.1

1.2

1.3
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1.5

2.0
2.1

113.2.1
Prices and Eligibility

1.0 Prices and Fees

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

4.0 Service Features of Priority Mail Express

Prices and Fees

Prices Charged Per Piece

Except for Flat Rate Packaging (see 1.3), Priority Mail Express postage is
charged for each addressed piece according to its weight and zone. The
0.5-pound price is charged for items up to 0.5 pound and items over 0.50 pound
are rounded up to the next whole pound. For example, if a piece weighs

0.25 pound, the weight (postage) increment is 0.50 pound. Express all weights in
decimal pounds rounded off to two decimal places.

Prices
[1-17-16] See Notice 123 —Price List for applicable Priority Mail Express retail
prices.

Flat Rate Packaging

[1-17-16] Only USPS-produced Flat Rate Envelopes are eligible for the Flat Rate
price and are charged a flat rate, regardless of the actual weight (up to 70
pounds) of the mailpiece or domestic destination. USPS-produced packaging,
including Flat Rate containers, is not eligible for shipping live animals.

Sunday and Holiday Premium

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

Optional Delivery Fee

An optional fee is charged for a 10:30 a.m. request to have Priority Mail Express
items delivered to an addressee within the delivery area of the destination facility
where available. See Notice 123 —Price List for fee.

Basic Eligibility Standards for Priority Mail Express

Description of Service

[10-3-16] Priority Mail Express is an expedited service for shipping any mailable
matter, with a money-back guarantee, subject to the standards below. Priority
Mail Express International is available between the United States and most
foreign countries (see the International Mail Manual).
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2.2

3.0

4.0
4.1

4.2

Inspection of Contents
[10-3-16] Priority Mail Express matter is closed against postal inspection.

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

Service Features of Priority Mail Express

General

A mailing receipt showing the time and date of mailing must be provided to the
mailer on acceptance of Priority Mail Express by the USPS. This receipt is a
copy of the multipart Priority Mail Express label affixed to the mailpiece and
serves as evidence of mailing. A delivery record, including the addressee’s
signature (see 115.2.2 and 115.2.3), will be provided upon request. Customers
may access proof of delivery information for Priority Mail Express as follows:

a. Individual requests by article number can be retrieved at www.usps.com or
by calling 1-800-222-1811 and providing the article number. A proof of
delivery letter (signature data) is provided electronically via email or
signature extract file as provided in 4.1b.

b. Bulk proof of delivery (503.1.8b.) is available to mailers using Priority Mail
Express Manifesting.

Priority Mail Express 1-Day Delivery

4.2.1 Availability

[1-17-16] Priority Mail Express 1-Day Delivery is available at designated USPS
facilities for overnight service to designated 3-digit or 5-digit destination ZIP
Code delivery areas. A Priority Mail Express 1-Day Delivery directory, showing
detailed local information about Priority Mail Express 1-Day Delivery, is available
at Post Offices. For an additional option, see 4.2.4.

4.2.2 Acceptance

[1-17-16] Priority Mail Express 1-Day Delivery items must be presented no later
than the local Post Office acceptance time. Priority Mail Express 1-Day Delivery
items mailed after the local Post Office acceptance time are scheduled for
delivery on the second day after mailing, subject to the standards for this
service.

4.2.3 Delivery Times

Items are delivered by 12:00 p.m. or 3 p.m. on the next delivery day. ltems may
be delivered by 10:30 a.m. for a fee under 1.5. If delivery is not made, the
addressee is notified. A reminder notice is left on the third day after the
attempted delivery. A second delivery is attempted only upon customer request.
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4.2.4 Hold for Pickup

Under Hold for Pickup service, items presented under 4.2 are available for pick
up by the addressee at the destination facility by 10:30 a.m. or 3 p.m. of the next
day the destination office is open for retail business.

Priority Mail Express 2-Day Delivery

4.3.1 Availability

[1-17-16] Priority Mail Express 2-Day Delivery is available to any destination not
listed in the Priority Mail Express 1-Day Delivery directory mentioned in 4.2.1. For
an additional option, see 4.3.4.

4.3.2 Acceptance

[1-17-16] Priority Mail Express 2-Day Delivery items must be presented no later
than the local Post Office acceptance time. Priority Mail Express 2-Day Delivery
items mailed after the local Post Office acceptance time are scheduled for
delivery on the third day after mailing, subject to the standards for this service.

4.3.3 Delivery Time

Items are delivered to the addressee by 12:00 p.m. or 3 p.m. on the second
delivery day. Items may be delivered by 10:30 a.m. for a fee under 1.5. If delivery
is not made, the addressee is notified. A reminder notice is left on the third day
after the attempted delivery. A second delivery is attempted only upon customer
request.

4.3.4 Hold for Pickup

Under Hold for Pickup service, items presented under 4.3 are available for pick
up by the addressee at the destination facility by 10:30 a.m. or 3 p.m. of the
second delivery day that the destination office is open for retail business.

Priority Mail Express Military Service

Priority Mail Express Military Service (PMEMS) is available between the United
States and designated APO/FPO and DPOs to provide Department of Defense
personnel stationed overseas, and others entitled to APO/FPO and DPO mailing
privileges, an expedited delivery service to or from the United States. For
PMEMS standards see 703.2.0.

Priority Mail Express Open and Distribute

Priority Mail Express Open and Distribute provides an alternative for mailers who
want to expedite mailings of other classes of mail to destination postal facilities,
subject to the corresponding standards. See 705.18.0.
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114 Postage Payment Methods

Overview 1.0 Basic Standards for Postage Payment

1.0 Basic Standards for Postage Payment

1.1 Payment Method
[1-17-16] Retail Priority Mail Express postage may be paid with adhesive stamps

(see 604.1.0), with meter stamps (see 604.4.0) affixed to each piece, or with
USPS Click-N-Ship. The mailer is responsible for proper payment of postage.

1.2 Prepaid Reply Postage
Meter stamps may be used to prepay reply postage on any Priority Mail Express

shipment under 604.4.5.2.
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Mail Preparation

1.0 Priority Mail Express Supplies
2.0 Priority Mail Express 1-Day and 2-Day
3.0 Firm Mailing Book

Priority Mail Express Supplies

Packaging Provided by USPS

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

Sealing Flat Rate Packaging

[1-17-16] When sealing a Flat Rate Envelope, the container flap must be able to
close within the normal fold. Tape may be applied to the flap 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.

Labels

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

Priority Mail Express 1-Day and 2-Day

Mailing Label

For each Priority Mail Express item, the mailer must complete Label 11-B or
Label 11-F, Label 11-HFPU for Hold for Pickup service, or a single-ply Priority
Mail Express label generated through Click-N-Ship or a USPS-approved
method. Mailers authorized to present 1-Day or 2-Day Priority Mail Express items
using a Priority Mail Express Manifesting System are required to follow label
preparation procedures in Publication 97, Priority Mail Express Manifesting
Technical Guide.

Waiver of Signature

For editions of Priority Mail Express Label 11-B or Label 11-F printed before
January 2012, a mailer sending a Priority Mail Express item may instruct the
USPS to deliver a Priority Mail Express 1-Day Delivery or Priority Mail Express
2-Day Delivery item without obtaining the signature of the addressee or the
addressee’s agent by checking and signing the waiver of signature on Label
11-B or Label 11-F, or indicating waiver of signature is requested on single-ply
commercial label. Completion of the waiver of signature authorizes the delivery
employee to sign upon delivery. The item is delivered to the addressee's mail
receptacle or other secure location. Mailers who request waiver of signature will

Domestic Mail Manual ® Updated 11-7-16 41



I@ Retail Mail: Priority Mail Express Preparation

115.2.3

42

2.3

2.4

3.0

be provided only the delivery date and time, and not an image of the signature
when accessing delivery information on the Internet or when calling the toll-free
number.

Signature Required

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

ZIP Code Determination

For Priority Mail Express 1-Day Delivery, the mailer must determine whether the
item is destined to a ZIP Code area to which Priority Mail Express 1-Day Delivery
is offered from the point of origin. A Priority Mail Express 1-Day Delivery
directory, showing detailed local information about Priority Mail Express 1-Day
Delivery, is available at Post Offices. If the destination is not listed, the mailer
must use Priority Mail Express 2-Day Delivery.

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

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

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

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

d. All unused parts of the address column in Form 3877 must be obliterated by
drawing a diagonal line through the unused part. Any alteration must be
initialed by the mailer and accepting employee.
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116.

Deposit

1.0 Priority Mail Express 1-Day and 2-Day Delivery
2.0 Priority Mail Express Military Service
3.0 Pickup on Demand Service

Priority Mail Express 1-Day and 2-Day Delivery

[1-17-16] Retail Priority Mail Express must be deposited as follows:

a.

May be deposited at a Post Office location, deposited in a Priority Mail
Express collection box, picked up during the normal delivery and collection
of mail, or picked up by Pickup on Demand service.

Iltems weighing more than 13 ounces bearing only postage stamps as
postage may not be deposited into a Priority Mail Express collection box,
picked up during the normal delivery and collection of mail, or through USPS
Pickup on Demand service. The sender must present such items to an
employee at a Post Office location. Improperly presented items will be
returned to the sender for proper deposit.

Iltems must be deposited by the local Post Office designated acceptance
time. Designated acceptance times can be found in the Postage Price
Calculator on Postal Explorer at pe.usps.com.

Priority Mail Express Military Service
[1-17-16] For information on Priority Mail Express Military Service (PMEMS) see
703.2.6.

Pickup on Demand Service
Pickup on Demand service (507.7.0) is available for a fee only from designated
ZIP Codes and can be requested online at www.usps.com.
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Prices and Fees

Price Application

[10-3-16] Except under 1.3 through 1.6, Priority Mail retail prices are based on
weight and zone and are charged per pound; any fraction of a pound is rounded
up to the next whole pound. For example, if a piece weighs 1.2 pounds, the
weight (postage) increment is 2 pounds. The minimum postage amount per
addressed piece is the 1-pound price. Other charges may apply.

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

Balloon Price

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

Dimensional Weight Price for Low-Density Parcels to Zones 5-9

Postage for parcels addressed for delivery to Zones 5-9 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. If the result exceeds 1,728 cubic inches, divide the result by 194 and round
up (see 604.7.0) to the next whole number to determine the dimensional
weight in pounds.

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

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

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

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

Flat Rate Packaging

Any amount of material (up to 70 pounds) may be mailed in a USPS-produced
Priority Mail Flat Rate Envelope or Flat Rate Box. USPS-produced packaging,
including Flat Rate containers, is not eligible for shipping live animals.

1.5.1 Flat Rate Envelope—Price Eligibility

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

1.5.2 Flat Rate Boxes—Price Eligibility

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

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

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

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

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

1.5.3 Forever Prepaid Postage

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

Regional Rate Boxes

[1-17-16] Regional Rate Box prices are available to Priority Mail Commercial
Base or Commercial Plus customers who use USPS-produced Priority Mail
Regional Rate Boxes under 223.1.8. Regional Rate Boxes paid at retail are
charged a fee based on zone (1-4 or 5-9), in addition to the applicable
Commercial Base or Commercial Plus postage. Regional Rate Boxes that
exceed the maximum weight as specified in 223.1.8 or have container flaps that
do not close within the normal folds are not eligible for Regional Rate Box prices
and are assessed the applicable single-piece Priority Mail price.

Prices for Keys and Identification Devices

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

Basic Eligibility Standards for Priority Mail

Description of Service

[10-3-16] Priority Mail is an expedited service and may contain any mailable
matter weighing no more than 70 pounds except for APO and FPO mail subject
to 703.2.0, 703.4.0, and Department of State mail subject to 703.3.0. Service
objectives for delivery are 1 to 3 days; however, the USPS does not guarantee
the delivery time.

Inspection of Contents
[10-3-16] Priority Mail matter is closed against postal inspection.

Content Standards for Priority Malil

Eligibility

All mailable matter may be sent as Priority Mail, except matter prohibited by
standards (e.g., certain hazardous materials).
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Matter Required to be Mailed as First-Class Mail

Unless Priority Mail Express is used, Priority Mail prices are required for a
mailpiece that weighs more than 13 ounces when the mailpiece contains matter
that must be mailed as First-Class Mail. Complete descriptions of matter
requiring the use of First-Class Mail are provided in 133.3.0.
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124 Postage Payment Methods

Overview 1.0 Basic Standards for Postage Payment

1.0 Basic Standards for Postage Payment

1.1 Payment Method
[1-17-16] Priority Mail postage may be paid with postage stamps (see 604.1.0),
with meter stamps (see 604.4.0) affixed to each piece, or with USPS
Click-N-Ship.

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

1.0 Preparation
2.0 Marking for Priority Mail

Preparation

Priority Mail Packaging Provided by the USPS

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

Sealing Flat Rate and Regional Rate Packaging

When sealing a Flat Rate Envelope, Flat Rate Box, or Regional Rate Box, the
container flaps must be able to close within the normal folds. Tape may be
applied to the flaps and seams to reinforce the container, provided the design of
the container is not enlarged by opening the sides and the container is not
reconstructed in any way.

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

Marking for Priority Mail
The marking “Priority Mail” must be placed prominently on the address side of
each piece of Priority Mail under 102.3.2.
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1.0 Deposit
2.0 Pickup on Demand Service

Deposit

Pieces Weighing 13 Ounces or Less

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

Pieces Weighing More than 13 Ounces

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

Pickup on Demand Service
Pickup on Demand service (507.7.0) is available for a fee only from designated
ZIP Codes and can be requested online at www.usps.com.
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1.0 Prices and Fees
2.0 Basic Eligibility Standards for First-Class Mail
3.0 Content Standards

Prices and Fees

First-Class Mail Single-Piece Price Application
[10-3-16] The single-piece prices for First-Class Mail are applied as follows:

a. The card price applies to a card meeting the standards in 101.6.2.

b. The letter price applies to letter-size pieces meeting the standards in 101.1.1
and weighing 3.5 ounces or less, and that are not eligible for the card price.
There are separate prices for stamped letters, and for letters with postage
affixed (other than regular stamps) or imprinted (permit imprint) by the mailer
(Metered Mail price).

c. The flat price applies to flat-size pieces that meet the standards in 101.2.0.

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

Price Computation for First-Class Mail

First-Class Mail prices are charged per ounce or fraction thereof; any fraction of
an ounce is considered a whole ounce. For example, if a piece weighs

1.2 ounces, the weight (postage) increment is 2 ounces. The minimum postage
per addressed piece is that for a piece weighing 1 ounce. See Notice 123 —Price
List.

Determining Single-Piece Weight

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

Keys and Identification Devices

Keys and identification devices (such as identification cards and uncovered
identification tags) that weigh 13 ounces or less may be returned at the
applicable single-piece First-Class Mail parcel price plus the fee. Keys and
identification devices that weigh more than 13 ounces are subject to Priority Mail
prices under 123.1.7. The key or identification device must bear, contain, or have
securely attached the name and complete address of a person, organization, or
concern, with instructions to return the key or identification device to that
address and a statement guaranteeing payment of postage due on delivery.
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Nonmachinable Surcharge

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

Basic Eligibility Standards for First-Class Mail

Description of Service
[10-3-16] First-Class Mail receives expeditious handling and transportation. The
USPS does not guarantee the delivery of First-Class Mail within a specified time.

Defining Characteristics

2.2.1 Inspection of Contents
First-Class Mail is closed against postal inspection.

2.2.2 Forwarding and Return Service
The price of First-Class Mail includes forwarding service to a new address for up
to 12 months and return service if the mailpiece is undeliverable.

2.2.3 Extra Services

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.
See information regarding additional extra services in 503.

Content Standards

General Eligibility
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, Priority Mail,
or Priority Mail Express 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.
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b. Bills and statements of account do not need to state the precise amount due
if they contain information that would enable the debtor to determine that
amount.

Personal Information

Mail containing personal information must be mailed as First-Class Mail, Priority
Mail, or Priority Mail Express. 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, Priority Mail, or Priority Mail Express.

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

Prohibited Air Transportation
All First-Class Mail is subject to limitations for air transportation. Generally, all
mailable matter may be transported by air, unless restricted in 601.9.0.
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Postage Payment Methods

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

Postage Payment Methods for First-Class Mail

Payment Method

Postage for single-piece First-Class Mail must be paid with affixed postage
stamps (604.1.0), postage evidencing system postage (604.4.0), permit imprint
(604.5.0) or precanceled stamps (604.3.0).

Affixing Postage —Single-Piece Price Mailings

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

More Than One Mailer

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

More Than One Letter

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

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

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

Agent

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

Postage Paid With Permit Imprint

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 under 604.5.0.
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135.

135 Mail Preparation

Overview 1.0 Preparation for First-Class Mail

1.0 Preparation for First-Class Mail
The following standards apply to single-piece First-Class Mail:

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

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

Deposit for First-Class Mail

Single-piece First-Class Mail letters and cards may be deposited into any
collection box, mail receptacle, or at any place where mail is accepted if the full
required postage is paid with adhesive stamps. Metered mail must be deposited
in locations under the jurisdiction of the licensing Post Office, except as
permitted under 604.4.0. Permit imprint mail must be presented at a Post Office
under 604.5.0, or 705.

Pickup on Demand Service
Pickup on Demand service (507.7.0) is available for a fee only from designated
ZIP Codes and can be requested online at www.usps.com.
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Standard Mail Flats
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Prices and Fees

Price
[10-3-16] For price, see Notice 123 —Price List. Flats mailed under EDDM-Retail
are not eligible for Nonprofit prices.

Fees and Services

There are no annual presort or mailing fees to mail pieces as EDDM-Retail.
Ancillary service endorsements are not allowed on pieces mailed as
EDDM-Retail flats.

Basic Eligibility Standards for EDDM-Retail Flats

Description of Service

[10-3-16] EDDM-Retail flats are Standard Mail, and are generally subject to
Standard Mail eligibility standards, with differences as described in 3.0 due to the
use of simplified addresses. Standard Mail may receive deferred handling. The
USPS does not guarantee the delivery of Standard Mail within a specified time.

Inspection of Contents

[10-3-16] EDDM-Retail flats are not sealed against postal inspection. Regardless
of physical closure, the mailing of articles at EDDM-Retail prices constitutes
consent by the mailer to postal inspection of the contents.

Forwarding and Return Service
No forwarding or return service is available for pieces mailed as EDDM-Retail.

Extra Services
No extra services are available with EDDM-Retail mailpieces.

Additional Eligibility Standards for EDDM-Retail Flats
[10-3-16] Additional Standards for EDDM-Retail Flats are as follows:

a. EDDM-Retail flats must weigh no more than 3.3 ounces and must have a
length greater than 10-1/2 inches long, or a height greater than 6-1/8 inches
high, or a thickness greater than 1/4 inch thick. See 101.2.0 for general
minimum and maximum dimensions.

b. EDDM-Retail flats must be part of a saturation flats mailing with all pieces
bearing simplified addresses meeting the saturation and addressing
standards in 602.3.0. Each mailing must consist of 200 or more pieces or 50
or more pounds of mail up to a maximum of 5000 pieces per day per 5-digit
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ZIP Code. As an exception to this minimum quantity, a mailing to all
addresses in a 5-digit ZIP Code area may contain fewer than 200 pieces
when there are fewer than 200 deliverable addresses in the entire ZIP Code
service area to which the pieces are mailed. All pieces in a mailing must be
entered at the designated Post Office servicing the routes and Post Office
Box sections to which delivery is intended.

c. EDDM-Retail flats are not subject to the ZIP Code accuracy or Move Update
standards.

d. Additional basic standards for Standard Mail flats in 243.3.0 apply to
EDDM-Retail flats, unless stated otherwise in 140.

Content Standards for EDDM-Retail Flats

General

[10-3-16] EDDM-Retail flats consist of mailable matter that is neither mailed nor
required to be mailed as First-Class Mail and that is not authorized to be mailed
as Periodicals.

Personal Information
Personal information may not be included in an EDDM-Retail mailpiece.

Bills and Statements of Account
Mail containing bills or statements of account as defined in 133.3.2 may not be
entered as EDDM-Retail mail.

Handwritten and Typewritten Matter
Mail containing handwritten or typewritten matter may not be entered as EDDM-
Retail mail.

Attachments and Enclosures

EDDM-Retail mailpieces may not have First-Class Mail enclosures or
attachments. An EDDM-Retail flat may bear a label, a sticker, or a release card
eligible as Standard Mail matter, when affixed under 3.5 and 201.8.4. EDDM —
Retail flats may bear Repositionable Notes under 202.7.0. EDDM-Retail flats also
may bear other attachments eligible as Standard Mail matter if these additional
conditions are met:

a. The host piece must be at least .009 inch thick.

b. The attachment is securely attached, not larger than the host piece, and
does not extend beyond the host piece.

c. Each piece in the mailing bears the attachment, and the attachment is of
identical size, weight, and positioning on the host piece.

d. The attachment does not interfere with processing or delivery. Folded or
multipage attachments must be secured and sealed to prevent opening
during handling.
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Postage Payment and Documentation

1.0 Basic Standards for Postage Payment
2.0 Mailing Documentation

Basic Standards for Postage Payment

Postage Payment Options

The mailer is responsible for proper postage payment. Postage for EDDM-Retail
flats must be paid with a postage evidencing system indicia (604.4.0) of the
correct amount of postage affixed to each piece or at the time of mailing by cash,
check, debit card, or credit card.

Customer Registration
Mailers must obtain a Customer Registration ID (CRID), available online at
https://gateway.usps.com.

Postage Indicia

A postage indicia must be on each piece mailed as EDDM-Retail, printed above
and to the right of the simplified address. See Exhibit 1.3 for the required wording
of the indicia.

Exhibit 1.3 EDDM-Retail Indicia

PRSRT STD
ECRWSS
U.S. POSTAGE

PAID
EDDM-Retail

Mailing Documentation

Completing Postage Statements
Each mailing of EDDM-Retail flats be accompanied by a postage statement (PS
Form 3587) completed and signed by the mailer.

Basic Documentation Standards

Documentation for mailings of EDDM-Retail flats includes the postage statement
(see 2.1), a sample mailpiece, and (if applicable) a list of “do not deliver”
addresses.
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1.0 Preparation of EDDM-Retail Flats

Preparation of EDDM-Retail Flats

General Information

All pieces mailed as EDDM-Retail mailings must be bundled under 1.3 and
presented directly to the correct delivery Post Office or destination delivery unit
(DDU), or mailed to the DDU via Priority Mail under 146.

Quantity per Mailing

EDDM-Retail flats must be part of one mailing of at least 200 pieces (or 50
pounds) of mail except under 143.2.1, but no more than 5000 pieces per mailing
per day at any one Post Office. If a Post Office serves multiple ZIP Codes, the
maximum number of EDDM-Retail pieces per day is 5000 per 5-digit ZIP Code.

Delivery Statistics, Sortation, and Bundling

EDDM-Retail flats must be separated by delivery route (or Post Office Box
section) under 145, using delivery statistics obtained from the EDDM web tool at
the website https://www.usps.com/business/every-door-direct-mail.htm. Retail
flats must be in bundles of 50 — 100. Place a facing slip on the top of each
bundle, under the straps, with the number of pieces in the bundle written on the
facing slip. See 203.3.0 and 602.3.2.3 for more information.
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Enter and Deposit

1.0 Basic Options

Basic Options

Entry at Delivery Post Office

All EDDM-Retail mailings must be entered directly at the Post Office (or DDU)
responsible for the Post Office Box or carrier route delivery for which the mailing
is prepared, or shipped to that Post Office under 1.2.

Alternate Entry by Priority Mail

1.2.1 Preparation
Place prepared EDDM-Retail mail, in bundles with facing slips, in Priority Mail
boxes, including Priority Mail Flat Rate boxes.

1.2.2 Labeling the Boxes

On each box, write “Every Door Direct Mail - Retail” and “Open Immediately.” For
multiple boxes, number the boxes, starting with 1 of X, (with “X” being the total
number of boxes in the shipment).

1.2.3 Documentation
Box # 1 (see 1.2.2) for the EDDM-Retail mailing must contain an envelope with
the following:

a. Sample mailpiece.

b. Check or money order made out to “Postmaster” or “Postal Service” for the
amount of postage for the EDDM-Retail pieces (not for the Priority Mail
shipment). Include your telephone number on the front of the check.

c. Completed EDDM-Retail postage statement (PS Form 3587).

d. The Postmaster Instruction letter; see
https://www.usps.com/business/pdf/eddm-postmaster-letter.pdf for a copy.

1.2.4 Shipping

Address the boxes to “Postmaster” at the Post Office that will deliver the
mailpieces. To ship them, either bring the boxes to your local Post Office or use
Click-N-Ship. Each box must have a USPS Tracking label affixed by the mailer.
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1.0 Prices and Fees

2.0 Basic Eligibility Standards for USPS Retail Ground
3.0 Content Standards

4.0 Attachments and Enclosures

Prices and Fees
Price Eligibility
USPS Retail Ground prices are calculated based on the zone to which the parcel

is addressed and the weight of the parcel. USPS Retail Ground prices are
available as follows:

a. Except for items mailed under 1.1b. and 1.1c., USPS Retail Ground prices
are only available for mailable items sent to Zones 5 through 9.

b. USPS Retail Ground prices are available for items sent to Zones 1 through 9
that contain mailable hazardous materials or live animals eligible to be
shipped by surface transportation, or for items required by standard to be
shipped by surface transportation only.

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

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

USPS Retail Ground Price Application

The USPS Retail Ground price is charged per pound or fraction thereof; any
fraction of a pound is considered a whole pound. The minimum postage per
piece is the 1-pound price. Affix the correct full postage to each piece. See

Notice 123 —Price List.

Basic Eligibility Standards for USPS Retail Ground

Description of Service

[10-3-16] USPS Retail Ground is a ground shipping product for parcels, including
oversized parcels, available only through retail channels. The USPS does not
guarantee the delivery of USPS Retail Ground within a specified time.

Inspection of Contents

USPS Retail Ground mail is not sealed against postal inspection. Regardless of
physical closure, the mailing of articles at USPS Retail Ground prices constitutes
consent by the mailer to postal inspection of the contents.
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Delivery and Return Addresses
All USPS Retail Ground mail must bear a delivery and return address.

Content Standards

USPS Retail Ground 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 3.0a and 3.0b or permitted or required under 207.7.9). The
general public (other than publishers or registered news agents) may mail copies
of Periodicals publications at USPS Retail Ground prices. Attachments or
enclosures (also see 4.0) of Periodicals sample copies may be mailed under the
following conditions:

a. Sample copies of authorized and pending Periodicals publications may be
enclosed or attached with merchandise sent at USPS Retail Ground prices.

b. Postage at USPS Retail Ground prices is based on the combined weight of
the host piece and the sample copies enclosed.

Attachments and Enclosures

Enclosures
USPS Retail Ground 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 Mail prices. The
following written additions and enclosures do not require additional First-Class
Mail postage:

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

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

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

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

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

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

h. 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.
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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 USPS

Retail Ground piece or in an envelope marked “Invoice Enclosed” and attached
to the outside of the piece if the invoice relates solely to the matter with which it
is mailed. The invoice may show this information:

a. Names and addresses of the sender and addressee.

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

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

Incidental First-Class Mail Attachments and Enclosures

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

154

Overview

1.0

154.
Postage Payment Methods

1.0 Postage Payment Methods for USPS Retail Ground

Postage Payment Methods for USPS Retail Ground

The mailer is responsible for proper postage payment. Subject to the
corresponding standards, postage for USPS Retail Ground mail may be paid by
postage evidencing system indicia (see 604) or by ordinary postage stamps.
Pieces with postage affixed must bear the correct numerical value of postage.
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155.1.3
155 Mail Preparation
Overview 1.0 Preparation for USPS Retail Ground
1.0 Preparation for usps Retail Ground
1.1 Basic Preparation
There are no presort, sacking, or labeling standards for USPS Retail Ground
pieces.
1.2 Delivery and Return Addresses

All USPS Retail Ground pieces must bear both a delivery address and the
sender’s return address.

1.3 Basic Markings
The basic required marking—“USPS Retail Ground” —must be printed on each
piece in the postage area, or it may be printed on the shipping address label
according to the standards in 102.3.4.
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156

Overview

1.0
1.1

1.2

1.3

156.1.3
Deposit

1.0 Deposit for USPS Retail Ground

Deposit for USPS Retail Ground

Deposit

USPS Retail Ground mail must be deposited at a time and place specified by the
postmaster or designee at the office of mailing. USPS Retail Ground is primarily
intended to be presented at a USPS retail service counter where USPS tracking
and confirmation of delivery service can be initiated.

Pickup on Demand Fees
Pickup on Demand service (507.7.0) is available for a fee only from designated
ZIP Codes and can be requested online at www.usps.com.

Stamped Pieces over 13 Ounces

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

170

Retail Mail
Media Mail and Library Mail

173 Prices and Eligibility

174 Postage Payment and Documentation
175 Mail Preparation

176 Deposit and Entry
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173

Overview

1.0
1.1

1.2

1.3

14

2.0

2.1

2.2

173.2.2
Prices and Eligibility

1.0 Prices and Fees

2.0 Basic Eligibility Standards for Media Mail and Library Mail

3.0 General Content Standards

4.0 Content Standards for Media Mail

5.0 Content Standards for Library Mail

6.0 Enclosures and Attachments for both Media Mail and Library Mail

Prices and Fees

Prices
[10-3-16] Media Mail and Library Mail prices are based on the weight of the piece
without regard to zone. See Notice 123 —Price List for single-piece prices.

Price Application

Media Mail and Library Mail pieces are charged per pound or fraction thereof;
any fraction of a pound is considered a whole pound. The minimum postage per
piece is for a piece weighing 1 pound. Affix the correct postage to each piece.

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.

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

Basic Eligibility Standards for Media Mail and Library
Mail

Description of Service

[10-3-16] Media Mail and Library Mail are subclasses of Package Services.

Inspection of Contents

Media Mail and Library Mail are not sealed against postal inspection. Regardless
of physical closure, the mailing of articles at Media Mail or Library Mail prices
constitutes consent by the mailer to postal inspection of the contents.
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2.3

3.0

4.0
4.1

Delivery and Return Addresses

All Media Mail and Library Mail must bear a delivery address. The delivery
address on each piece must include the correct ZIP Code or ZIP+4 code. Each
piece must bear the sender's return address.

General Content Standards

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

Library Mail, respectively.

Content Standards for Media Mail

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

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

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

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

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

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

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

g. Printed educational reference charts designed to instruct or train individuals
for improving or developing their capabilities. Each chart must be a single
printed sheet of information designed for educational reference. The
information on the chart, which may be printed on one or both sides of the
sheet, must be conveyed primarily by graphs, diagrams, tables, or other
nonnarrative matter. An educational reference chart is normally but not
necessarily devoted to one subject. A chart on which the information is
conveyed primarily by textual matter in a narrative form does not qualify as a
printed educational reference chart for mailing at the Media Mail prices even
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4.2

5.0
5.1

5.2

173.5.2

if it includes graphs, diagrams, or tables. Examples of qualifying charts
include maps produced primarily for educational reference, tables of
mathematical or scientific equations, noun declensions or verb conjugations
used in the study of languages, periodic table of elements, botanical or
zoological tables, and other tables used in the study of science.

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

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

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

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

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

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

Content Standards for Library Mail

Eligible Senders and Addressees

Each piece must show in the address or return address the name of a school,
college, university, public library, museum, or herbarium or the name of a
nonprofit (as defined in 703.1.0) religious, educational, scientific, philanthropic
(charitable), agricultural, labor, veterans, or fraternal organization or association.
Only the articles described in 5.0 may be mailed at the Library Mail price.

Qualified Mailings Between Entities

The items described in this section may be mailed at the Library Mail price when
sent between: (1) schools, colleges, universities, public libraries, museums, and
herbariums and nonprofit religious, educational, scientific, philanthropic
(charitable), agricultural, labor, veterans, and fraternal organizations or
associations; (2) any such institution, organization, or association and an
individual who has no financial interest in the sale, promotion, or distribution of
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5.3

54

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:

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

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

c. Bound volumes of academic theses, whether in typewritten or duplicated
form.

d. Periodicals, whether bound or unbound.
e. Sound recordings.

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

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

Qualified Mailings “To” or “From”

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

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

b. Sound recordings.

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

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

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

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

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

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

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

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

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

Enclosures and Attachments for both Media Mail and
Library Mail

Loose Enclosures

In addition to the enclosures and additions listed in 4.2 for Media Mail and 5.4 for
Library Mail, any printed matter that is mailable as Standard Mail may be
included loose with any qualifying material mailed at the Media Mail or Library
Mail prices.

Written Additions

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

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

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

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

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

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

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

h. 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.
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6.3

6.4

i. Hand-stamped 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 Media
Mail or Library Mail piece or in an envelope marked “Invoice Enclosed” and
attached to the outside of the piece if the invoice relates solely to the matter with
which it is mailed. The invoice may show this information:

a. Names and addresses of the sender and addressee.

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

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

Incidental First-Class Mail Attachments and Enclosures

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

1.0

11

1.2

2.0

1741.2
Postage Payment and Documentation

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

Postage Payment Methods for Media Mail and Library
Mail

Payment Method

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

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

Postage Paid With Permit Imprint

A mailer may mail material without affixing postage when payment is made at the
time of mailing from a permit imprint advance deposit account established with
the USPS under 604.5.0.
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175

Overview

1.0
1.1

1.2

1.3

175.1.3

Mail Preparation

1.0 Preparation for Media Mail and Library Mail

Preparation for Media Mail and Library Mail

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

Delivery and Return Addresses

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

Basic Markings

The applicable basic required marking—“Media Mail” or “Library Mail” —must be
printed on each piece in the postage area, or it may be printed on the shipping
address label according to the standards in 102.3.4.
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176

Overview

1.0
1.1

1.2

2.0

176.1.2
Deposit and Entry

1.0 Deposit for Media Mail and Library Mail
2.0 Pickup on Demand Service

Deposit for Media Mail and Library Mail

Single-Piece Mailings

Single-piece Media Mail and Library Mail and mail with a permit imprint must be
deposited at a time and place specified by the postmaster at the office of
mailing. Metered mail may be deposited at other than the licensing Post Office
under 705.19.0.

Stamped Pieces over 13 Ounces

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

Pickup on Demand Service
Pickup on Demand service (507.7.0) is available for a fee only from designated
ZIP Codes and can be requested online at www.usps.com.
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Design Standards
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202 Elements on the Face of a Mailpiece

203 Basic Postage Statement,
Documentation, and Preparation
Standards

Periodicals

Priority Mail Express

213 Prices and Eligibility

214 Postage Payment and Documentation
215 Mail Preparation

216 Enter and Deposit

Priority Mail

223 Prices and Eligibility

224 Postage Payment and Documentation
225 Mail Preparation

226 Enter and Deposit

First-Class Mail

233 Prices and Eligibility

234 Postage Payment and Documentation
235 Mail Preparation

236 Enter and Deposit

Standard Mail

243 Prices and Eligibility

244 Postage Payment and Documentation
245 Mail Preparation

246 Enter and Deposit

Parcel Select

253 Prices and Eligibility

254 Postage Payment and Documentation
255 Mail Preparation

256 Enter and Deposit

Bound Printed Matter

263 Prices and Eligibility

264 Postage Payment and Documentation
265 Mail Preparation
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Design
Standards

TOPICS

201 Physical Standards

202 Elements on the Face
of a Mailpiece

203 Basic Postage
Statement,
Documentation, and
Preparation
Standards

201
Physical Standards

1.0 Physical Standards for
Machinable Letters and Cards

1.1 Physical Standards for Machinable
Letters

Physical Standards for Cards
Claimed at Card Prices

1.2

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
Priority Mail Express and Priority
Mail Letters

2.5

3.0 Physical Standards for Machinable

and Automation Letters and Cards

3.1 Basic Standards for
Automation Letters and Cards

3.2 Paper Weight
3.3 Dimensions and Shape

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

Maximum Weight, Machinable and
Automation Letters and Cards

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

3.8 Wraps and Closures

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

3.12 Flexibility Standards for
Automation Letters

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

3.14 Folded Self-Mailers

3.15 Other Unenveloped Mailpieces

3.16 Booklets

3.17 Postcard

3.18 Enclosed Reply Cards
and Envelopes

3.5
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4.0
4.1
4.2
4.3

4.4
4.5
4.6

4.7

4.8

4.9
5.0

5.1
5.2
5.3
5.4
5.5

6.0

6.1

6.2

6.3
6.4
6.5

7.0
7.1
7.2
7.3
7.4
7.5
7.6
7.7

8.0

8.1
8.2
8.3

8.4
8.5
8.6

Physical Standards for Flats
General Definition of Flat Size Mail
Length and Height of Flats

Minimum Flexibility for Flat-Size
Pieces

Uniform Thickness

Polywrap Coverings

Maximum Deflection for Flat-Size
Mailpieces

Flat-Size Pieces Not Eligible for
Flat-Size Prices

Labels, Stickers, and Release
Cards

Catalogs

Physical Standards for
Nonautomation Flats

First-Class Mail

Standard Mail

Bound Printed Matter

Media Mail and Library Mail
Priority Mail Express and Priority
Mail Flats

Physical Standards for Automation
Flats

Basic Standards for Automation
Flats

Additional Criteria for Automation
Flats

Prohibitions
Tabs, Wafer Seals, Tape, and Glue
Uniformity and Exterior Format

Physical Standards for Parcels
Processing Categories
Minimum Size

Maximum Weight and Size
Two or More Packages
Machinable Parcels

Irregular Parcel
Nonmachinable Parcel
Additional Physical Standards by
Class of Mail

Priority Mail Express

Priority Mail

First-Class Package Service
Parcels

Standard Mail Parcels

Parcel Select

Bound Printed Matter Parcels
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Design
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9.0

Customized MarketMail

202
Elements on the Face
of a Mailpiece

1.0
1.1
1.2
1.3

2.0
2.1
2.2

3.0

3.1
3.2
3.3

3.4

3.5

3.6

3.7

3.8
3.9

4.0

4.1

4.2
4.3
4.4

5.0

5.1
5.2
5.3
5.4

5.5
5.6
5.7

All Mailpieces

Clear Space

Delivery and Return Address
Postage Payment

Address Placement
Letters
Flats

Placement and Content of Mail
Markings

Enclosures
Printing and Designs

Priority Mail Express and Priority
Mail Markings

Priority Mail Commercial Plus
Cubic Markings

First-Class Mail and Standard Mail
Markings

First-Class Package Service
Markings

Parcel Select,

Bound Printed Matter, Media Mail,
and Library Mail Markings

Exceptions to Markings

Marking Hazardous Materials
Placement and Physical Standards
for Endorsements

Endorsements for Delivery
Instructions and Ancillary Services

Return Address

Placement of Endorsement
Physical Standards

for Endorsements

Barcode Placement Letters and
Flats

Letter-Size

Flat-Size

Barcode in Address Block

Barcode on Insert in Barcode
Window

Edges of Barcode Window
Window Construction
Window Cover
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6.0
6.1

6.2

6.3

7.0
7.1
7.2
7.3
7.4

7.5

Barcode Placement for Parcels

GS1-128 Routing Barcode or
Intelligent Mail Package Barcode
Location

Clear Zone for GS1-128 Routing
Barcode or Intelligent Mail Package
Barcode

Intelligent Mail Barcodes and
POSTNET Barcodes

Repositionable Notes (RPNs)
Use

Mailpiece Characteristics
RPN Characteristics

RPNs on Automation-Price
Mailpieces

Compliance

203

Basic Postage Statement,
Documentation, and
Preparation Standards

1.0
1.1
1.2

1.3

20
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

3.7

Postage Statements
Completing Postage Statements

Reporting Multiple Mailings on One
Statement

Facsimile Postage Statements

Documentation
Basic Documentation Standards

Documentation Standards for
Automation Mailings

Documentation Submission—
Full-Service Automation Option

Preparing Documentation
Multiple Standards

Standard Format for
Documentation

Providing Additional Information

Bundles

Definition of a Bundle

Arranging Pieces in a Bundle
(“Facing”)

Preparing Bundles of Letters
Exception to Bundle Preparation—
Full Trays

Securing Bundles of Flats
Address Visibility for Flats and
Parcels

Counterstacking Flats or Parcels in
Bundles
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Design
Standards

3.8 Preparing Bundles in Sacks

3.9 Preparing Bundles on Pallets

3.10 Additional Standards for
Unsacked Bundles Entered at DDU
Facilities

3.11 Pieces with Simplified Address

3.12 Bundles with Fewer Than the
Minimum Number of Pieces
Required

3.13 Labeling Bundles

3.14 Identifying Carrier Route
Information

3.15 Facing Slips—Carrier Route
Bundles

4.0 Letter and Flat Trays

4.1 General Standards

4.2 Tray Sizes

4.3 Letter Tray Preparation

4.4 Letter Tray Sleeving and Strapping
4.5 Letter Tray Strapping Exception
4.6 Use of Flat Trays

4.7 Preparation for First-Class Mail
Flats in EMM Letter Trays

4.8 Preparation for Standard Mail Flats
in Letter Trays

4.9 Tray Labels

4.10 Physical Characteristics of a Tray
Label

4.11 Line 1 (Destination Line)
4.12 Line 2 (Content Line)

4.13 Line 3 (Office of Mailing or Mailer
Information Line)

4.14 Abbreviations for Lines 1 and 3

4.15 Placement of Extraneous
Information

4.16 Placement of Tray Label
4.17 Barcoded Tray and Sack Labels

5.0 Sacks

5.1 General Standards

5.2 Sack Preparation

5.3 Sack Labels

5.4 Electronic Verification System

5.5 Physical Characteristics of a Sack
Label

5.6 Additional Standards for Barcoded
Sack Labels
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207
Periodicals

1.0 Prices and Fees

1.1 Outside-County —Including
Science-of-Agriculture

1.2 In-County
1.3 Fees

2.0 Price Application and Computation

2.1 Price Application

2.2 Computing Postage

3.0 Physical Characteristics and
Content Eligibility

3.1 Physical Characteristics

3.2 Addressing

3.3 Permissible Mailpiece
Components

3.4 Impermissible Mailpiece
Components

3.5 Mailpiece Construction
3.6 Printed Features

4.0 Basic Eligibility Standards

4.1 Qualification Categories

4.2 General

4.3 Periodical Publications

4.4 Printed Sheets

4.5 Known Office of Publication

4.6 Regular Issuance

4.7 Eligible Formats

4.8 Issues

4.9 Editions

4.10 Back Issues and Reprints

4.11 Identification

4.12 Advertising Standards

4.13 Fees

5.0 Applying for Periodicals
Authorization

5.1 Original Entry Application

5.2 Mailing While Application Pending

5.3 Decision on Application

5.4 Revocation or Suspension of
Privileges

6.0 Qualification Categories

6.1 General Publication

6.2 Publications of Institutions and
Societies

6.3 Publications of State Departments
of Agriculture

6.4 Requester Publications
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6.5 Electronic Copies

6.6 Foreign Publications

6.7 News Agent Registry

7.0 Mailing to Nonsubscribers or
Nonrequesters

7.1 Sample Copies

7.2 Simplified Address

7.3 Advertising Copies

7.4 Gift Subscriptions

7.5 Exchange Copies

7.6 Expired Subscription

7.7 Complimentary Copies

7.8 Proof Copies

7.9 Nonrequester and Nonsubscriber
Copies

8.0 Record Keeping Standards for
Publishers

8.1 Basic Standards

8.2 Verification

8.3 Statement of Ownership,
Management, and Circulation

8.4 Nonsubscriber and Nonrequester
Copy Distribution

9.0 Changing Title, Frequency, or
Known Office of Publication

9.1 General

9.2 Changing Qualification Categories

9.3 Application for Reentry

10.0 Preferred Periodicals

10.1 Nonprofit Eligibility —Basic
Standards

10.2 Nonprofit Eligibility —Qualified
Organizations

10.3 Nonprofit Eligibility —Other
Qualified Organizations

10.4 Classroom Eligibility

10.5 Application

10.6 Mailing While Application Pending
10.7 Decision on Application

11.0 Basic Eligibility
11.1 Outside-County Prices

11.2 Outside-County
Science-of-Agriculture Prices

11.3 In-County Prices

11.4 Discounts

11.5 Copies Mailed by Public

12.0 Nonbarcoded (Presorted)
Eligibility

12.1 Basic Standards
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Periodicals

12.2 Prices—Outside-County
12.3 Prices—In-County

13.0 Carrier Route Eligibility
13.1 Basic Standards

13.2 Sorting

13.3 Walk-Sequence Prices

13.4 Full-Service Intelligent Mail
Eligibility Standards

13.5 Carrier Route Accuracy Standard

14.0 Barcoded (Automation) Eligibility
14.1 Basic Standards

14.2 Eligibility Standards for
Full-Service Automation
Periodicals

14.3 Prices—Outside-County
14.4 Prices—In-County

14.5 Address Standards for Barcoded
Pieces

15.0 Ride-Along Eligibility
15.1 General

15.2 Basic Standards

15.3 Physical Characteristics
15.4 Marking

16.0 Postage Payment

16.1 Filing Each Issue

16.2 Filing Marked Copy

16.3 Mailer and Publisher
Responsibility

16.4 Payment Method

16.5 Centralized Postage Payment
System

16.6 Periodicals Accuracy, Grading,
and Evaluation Program

17.0 Documentation

17.1 Postage Statement and
Documentation

17.2 Additional Standards for Postage
Statements

17.3 Monthly Postage Statements

17.4 Detailed Zone Listing for
Periodicals

17.5 Additional Standards for
Documentation

18.0 General Mail Preparation

18.1 Definition of Presort

18.2 Definition of Mailings

18.3 Presort Terms

18.4 Mail Preparation Terms

18.5 FSS Preparation

Domestic Mail Manual ¢ Updated 11-7-16

19.0 Bundles

20.0 Sacks and Trays

20.1 Basic Standards

21.0 Sack and Tray Labels

22.0 Preparing Nonbarcoded
(Presorted) Periodicals

22.1 Basic Standards

22.2 Bundle Preparation

22.3 Firm Bundles

22.4 Bundles With Fewer Than Six
Pieces

22.5 Tray Preparation—Letter-Size
Pieces

22.6 Sack Preparation—Flat-Size
Pieces and Parcels

22.7 Optional Tray Preparation—
Flat-Size Nonbarcoded Pieces

23.0 Preparing Carrier Route
Periodicals

23.1 Basic Standards
23.2 Bundle Preparation
23.3 Preparation—Letter-Size Pieces

23.4 Preparation—Flat-Size Pieces and
Irregular Parcels

23.5 Firm Bundles

23.6 Bundles With Fewer Than Six
Pieces

23.7 Multi-Box Section Bundles—
Optional Preparation

23.8 Delivery Sequence Information

23.9 Delivery Sequence
Documentation

24.0 Preparing Letter-Size Barcoded
(Automation) Periodicals

24.1 Basic Standards

24.2 Additional Standards

25.0 Preparing Flat-Size Barcoded
(Automation) Periodicals

25.1 Basic Standards

25.2 Physical Standards

25.3 Bundling and Labeling

25.4 Sacking and Labeling

25.5 Optional Tray Preparation—
Flat-Size Barcoded Pieces

26.0 Physical Criteria for
Nonmachinable Flat-Size
Periodicals

26.1 General
26.2 Weight and Size
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Periodicals
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26.3 Flexibility and Deflection

26.4 Additional Criteria

27.0 Combining Multiple Editions or
Publications

27.1 Description

27.2 Authorization

27.3 Minimum Volume

27.4 Labeling

27.5 Documentation

27.6 Additional Standards

27.7 Postage Statements

27.8 Postage Payment

27.9 Deposit of Malil

28.0 Enter and Deposit
28.1 Service Objectives
28.2 Basic Standards
28.3 Exceptional Dispatch
28.4 Deposit at AMC/AMF

29.0 Destination Entry
29.1 Basic Standards

29.2 Destination Network Distribution
Center

29.3 Destination Area Distribution
Center

29.4 Destination Sectional Center
Facility

29.5 Destination Flat Sequencing
System (DFSS) Facility Entry

29.6 Destination Delivery Unit

30.0 Additional Mailing Offices
30.1 Basic Standards
30.2 Additional Standards
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Priority Mail
Express

Letters and Cards

TOPICS

213 Prices and Eligibility

214 Postage Payment
and Documentation

215 Mail Preparation

216 Enter and Deposit

213
Prices and Eligibility

1.0 Prices and Fees

1.1 Prices Charged Per Piece

1.2 Determining Single-Piece Weight
1.3 Commercial Base Prices

1.4 Commercial Plus Prices

1.5 Flat Rate Packaging

1.6 Sunday and Holiday Premium
1.7 Optional Delivery Fee

2.0 Content Standards for Priority Mail

Express

2.1 General

2.2 Inspection of Contents

3.0 Basic Eligibility Standards for
Priority Mail Express

3.1 Description of Service

3.2 IMpb Standards

3.3 Matter Closed Against Postal
Inspection

4.0 Service Features of Priority Mail
Express

4.