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MTAC Workgroup 121 
ACS Process Maps 

2/8/2009 
As part of the efforts of the MTAC Workgroup 121, the following process maps were 
created to visualize the various ACS processes. 

ACS Registration - Current

USPS Mail Piece Address 
(Physical)Mailer

Traditional or 
OneCode?

Obtain and Complete Registration 
Forms: PS3572.cfm available at 
http://ribbs.usps.gov/files/ACS/

If Applies – Web Access Form 
PS1357W.CFM available at the 

same site

Traditional

Submit to USPS at:
ADDRESS CHANGE SERVICE DEPT
NATIONAL CUSTOMER SUPPORT CENTER
UNITED STATES POSTAL SERVICE
6060 PRIMACY PKWY STE 201
MEMPHIS TN 38188-0001
FAX: 901-821-6204
E-mail: acs@USPS.gov
Voice: 877-640-0724

Complete Processing 
to reply within 10  

business days

Accept / 
Decline?

Send Mailer reason for 
Decline

Evaluate Reason 
for Decline.  If 
Correctable, 

correct and re-
submit

Decline

Generate Acceptance Letter 
and assign Participant Code 
(may also e-mail that letter is 

forthcoming)

AcceptProceed to First 
Use procedures

Obtain and Complete Registration 
Forms: PS3573.cfm available at 
http://ribbs.usps.gov/files/ACS/

Web Access Form PS1357W.CFM 
available at the same site

OneCode

Using 
OneCode 
Confirm?

Complete the 
Mailer ID 

Process First

No

Yes

Submit to USPS at:
ACS DEPT
NATIONAL CUSTOMER SUPPORT CENTER
UNITED STATES POSTAL SERVICE
6060 PRIMACY PKWY STE 201
MEMPHIS TN 38188-0001
FAX: 901-821-6204
Voice: OneCode: 877-640-0724
E-mail: OneCode: acs@USPS.gov

Complete processing 
to reply within 10 

business days

Accept / 
Decline?

Send Mailer reason for 
Decline

Evaluate Reason 
for Decline.  If 
Correctable, 

correct and re-
submit

Proceed to First 
Use procedures

Generate Acceptance Letter and 
assign Participant Code (may also 

e-mail that letter is forthcoming)

Decline

Accept

Within 4 days, 
confirm receipt via 

e-mail or phone

Within 4 days, 
confirm receipt via 

e-mail or phone

Start
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ACS First Time Usage – Activation Process (current)

RecipientUSPSMailer

Create and send sample 
mailpieces to 
local Postal Service Mailpiece 
Design Specialist for readability 
approval.

Approve?No

Send 50 “Production Ready” mailpiece 
samples to:
ACS DEPT
NATIONAL CUSTOMER SUPPORT 
CENTER
UNITED STATES POSTAL SERVICE
6060 PRIMACY PKWY STE 201
MEMPHIS TN 38188-0001

Result Notification
(includes the effective 

date for the activation of 
the code(s) / MID(s)

Approval 
Obtained?

No

Allow 7 days from approval prior to 
submission of mail for delivery

(not before the effective date on the 
letter)

Yes

Yes

Verified? 
For placement and content only 

(allow 10 days)

No

USPS Approves 
and Activates – 
makes codes 
recognized in 

USPS systems

Yes

Submit Mail

Create Samples

Send to MDS 
or ACS?

MDS

ACS

NOTE: PENDING FINAL APPROVAL AND ANNOUNCEMENT:
The USPS is detailing a new option that would make the barcode approval process optional.

WARNING: mailers will still need to allow for 7-10 days prior to submission of mail for delivery.  By not 
allowing the USPS to review, confirm, and approve of the barcodes printed on physical samples, mailers 

must understand that mail acceptance and processing could be impacted by any errors.
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ACS Recurring Usage – making changes

RecipientUSPSMailer

TRIGGER: 
Need to make a fundamental change:

Need to change the format or placement of the 
ancillary service endorsement (if one is used), to 
change the Service Type Identifier, or to add or 
remove functionality including crossing classes, 

different handlings within class, or use of Traditional 
with IMb. 

Notify the USPS, 
plan to allow up to 10 

days for response

Submit change details and **samples to USPS at:
ACS DEPT
NATIONAL CUSTOMER SUPPORT CENTER
UNITED STATES POSTAL SERVICE
6060 PRIMACY PKWY STE 201
MEMPHIS TN 38188-0001
FAX: 901-821-6204
Voice: OneCode: 877-640-0724
E-mail: OneCode: acs@USPS.gov

Allow 7 – 10 days for USPS 
response

Submit altered mail to USPS for delivery

Document Issue 
and Report to 

Mailer

Valid and 
Approved?

Update 
information

Yes

USPS Approved?

No

Yes

No

* When determining if going to alter an 
existing Mailer ID, be sure to factor in 
the potential timeframe for getting the 
change approved and how the timing 
of the change may affect any piece in 

the mail during the transition.

*Decide
if getting a new ID or altering 

existing?

Alter
Existing

Follow 
Registration 

Process for New 
ID

Get
New

Allow 7 days from Notice date for 
changes to take affect

** NOTE: PENDING FINAL APPROVAL AND 
ANNOUNCEMENT:

The USPS is detailing a new option that would make 
the barcode approval process optional.

WARNING: mailers will still need to allow for 7-10 
days prior to submission of mail for delivery.  By not 
allowing the USPS to review, confirm, and approve of 

the barcodes printed on physical samples, mailers 
must understand that mail acceptance and 

processing could be impacted by any errors.
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USPS Processing

Address ResidentCarrierCFSPARSGeneral Handling

Yes

No

Yes

Yes

No

Yes

Yes 
(with new
address)

No

No

Yes

No

No

No

Yes

Other

Std, No EndorsementDispose

Process ACS Notices:

If using to meet the USPS Move Update 
Requirement, for COA notices with new 

addresses, Mailers must have process to 
apply new address to future mailings or 
confirm / validate that current or other 

information should override information 
provided in the ACS Notice.

NIXIE notices and COA notices without a new 
address do not require specific processing to 

meet the USPS Move Update Requirement

Mailer Submits 
Mail to USPS

Forward?

CFS Manual Processing 
Process for COA with 
additional information.  

Process Non-deliverable 
with no forward.  Submit 
information for electronic 

delivery of ACS 
Information.  Determine 

Physical Handling:

Done: Delivered

Automation 
Compliant 

Letter?
Correct 

Recipient?

PARS Intercept
Detect ACS Info and actions 

to perform:.
Create Electronic Notice, 
Create Manual Notice, 
Determine Handling of 

Physical Piece

Carrier Identifies Reason for 
UAA

Carrier determines handling 
based on Endorsement, 
Shape, and Mail Class

PARS Carrier Identified
Detect ACS Info, and 
actions to perform:.

Create Electronic Notice, 
Create Manual Notice, 
Determine Handling of 
Physical Piece – using 

additional information from 
the carrier

Return to USPS

Return to Mailer

Generate 
Separate Manual 

Notice

Deliverable?

Return?

COA 
Detected?

Automation 
Compliant 

Letter?

A A

A

BB

B

Return?Return?
Yes Yes

No No

Forward?

No

Forward?

No

Yes

C

Yes

C

C
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Billing

RecipientUSPSMailer

Mailer/Mailer’s 
Agent collects 
ACS data and 
shipping notice

Mailer receives manual 
notices at manual fee

DAILY
USPS posts ACS 

records and shipping 
notices daily for MIDs 

and on agreed 
scheduled for 

Traditional
See example in Pub 8b

Mailer processes notices, 
then requests refund for 
payment over ACS rate. 

Details in Pub 8b.

MANUAL NOTICES
In rare cases, manual 

notices may be 
generated for ACS-

enabled mail. 

USPS mails monthly 
invoice to billing 
address in Mailer 
profile, due net 30

MONTHLY
USPS generates a 

monthly invoice that 
contains all shipping 
notice data since last 

invoice.
See example in Pub 8b

Mailer reviews and applies 
address corrections and 

UAA notices, and validates 
shipping notice data

Mailer/Mailer’s agent 
processes invoice and 

provides timely payment.
Contact information on 

invoice for questions and 
inquiries.

MONTHLY
USPS generates and 

mails a monthly 
statement listing 

invoices paid and debt 
aging.

Mails / mailer’s agent 
reviews for any 
discrepancies.

Contact information on 
statement for questions 

and inquiries.

USPS processes refund 
request.  Validates that 
pieces did not get ACS 
handling and the mail 

was properly prepared.

 


