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OVERVIEW 
 
Mailpiece Design – Introduction: 
 
The MQC program is the Postal Service’s certification program for mailpiece design.  The 
course is designed for individuals responsible for creating mailpieces for entry into the U.S. 
Postal Service’s mailstream.  After completing this course, you will better understand the 
acceptance requirements of the USPS as they relate to mailpiece design. 
 
The program incorporates a self-study guide in which you learn at your own pace.  When you’re 
ready to take the examination, complete the MQC Order Form requesting the final exam. This 
course will give you the confidence that your mailpieces will qualify for postal discounts and 
meet all relevant standards for mailing at the rate and class you desire. 
 
How to become a Certified MQC Specialist: 
 
In order to become a Certified Mailpiece Quality Control Specialist, the student must attain a 
score of 90% or better on the MQC examination. The student’s name will be added to the MQC 
Certified Specialist list found on http://ribbs.usps.gov.  A  MQC certificate, an official letter 
from USPS and a MQC Specialist lapel pin will be mailed to the student within 7 to 10 business 
days.  
 
Website: http://ribbs.usps.gov/ 
 
Cost:  ● Option 1:  Administrator’s Guide    $  5.00 
  ● Option 2:  Student Guide      $20.00 
      Student Guide free of charge at: 
      http://pe.usps.gov/mpdesign/misc_docs/mqc.pdf
  ● Option 3:  Resource Kit     $  5.00 
  ● Option 4:  Final Examination (Hardcopy)   $25.00 
  ● Option 5:  Final Examination (On-Line)   $12.00 
 
Audience: ● Anyone interested in becoming a Mailpiece Quality Control Specialist 
 
Customer Support: 

● Refer all calls to MQC 1-800-331-5746 and ask to speak with a 
   MQC representative 
 

Technical Support: 
● Account Maintenance / Setup 
● Update MQC Certified Specialist List 
● Create Customer Certificates 
● Respond to E-Mail Account 
● Create/Grade MQC Specialist Exam 

 

http://ribbs.usps.gov/
http://pe.usps.gov/mpdesign/misc_docs/mqc.pdf
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MQC INSTRUCTIONS 
 
The information on the following pages will provide instructions and visual aids to assist the 
student in navigating through the MQC website. 
 
To access the MQC website, enter the following URL address: 
  
http://ribbs.usps.gov/                       

 
From the menu shown on the left side, select Certifications:  

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://ribbs.usps.gov/
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From the expanded menu select MQC: 
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Under Important Links, select from the following options: 

 
 

 
 

  
MQC Specialist List        Provides the Company/Specialist Name, City/State, and Expiration Date 

 MQC Order Form           Self Study Order form & Ordering Instructions 
 MQC Documents            MQC Resource Guide, On-line User Guide & Self Study Brochure 
 MQC Final Exam            A confirmation number will be issued to access the on-line exam  
 MQC Self-Study Guide   Exam Preparation       
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MQC SPECIALIST LIST REPORT 
 
Select MQC Specialist List and click OK in the Security Alert box: 
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MQC SPECIALIST LIST REPORT 
 
 
From the drop down list select the search criteria method of your choice to display the Certified 
Specialist’s Name: 

 
Select the search criteria then choose a report format, HTML or PDF: 
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MQC SPECIALIST LIST REPORT 
 

The format shown below is the HTML version. The list provides the Company Name, Specialist 
Name and Expiration Date: 
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MQC ORDER FORM 
 
To access the Order Form, click MQC Order Form found under Important Links, then click 
Open: 
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MQC ORDER FORM 

 

 
The MQC Order Form is a manual process; orders are not taken over the telephone. The order 
form should be completed by a company representative or customer and submitted with the 
payment to the National Customer Support Center, Accounts Receivable Department. Checks 
should be made payable to the United States Postal Service.  Once the payment has been 
processed, a MQC administrator will issue a confirmation number for each exam ordered.  The 
exam confirmation number(s) will be sent via email to the email address provided on the order 
form under Customer Information.  It is imperative that an email address is provided.  
 
NOTE: The student has six months and up to 4 attempts from the order date to pass   

the examination.  After six months the confirmation number expires, after which a new 
Order Form and payment is required.     
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Completing the MQC Order Form: 

 
The following sections must be completed on the MQC Order Form: 
 

- Customer Information (Please Print) – All fields in this section are required: 
• Contact Name (Administrator or Student’s name) 
• Company Name 
• Street Address (Number, Street, Suite, Apt., etc.) 
• City 
• State 
• ZIP+4 
• Foreign Country Name (When Applicable) 
• Telephone Number (Include Area Code) 
• e-Mail Address  (Contact’s e-Mail Address) 

 
- Ordering Instructions (Make sure the quantity and purchase amount sections are 

completed for each option selected)  
• Option 1: Administrator’s Guide  
• Option 2: Student Package  

NOTE: The Student Guide is available to download free of charge at: 
http://pe.usps.gov/mpdesign/misc_docs/mqc.pdf   

• Option 3: Resource Kit - Includes postal templates used in mail piece design, the 
MQC Resource guide which identifies on-line resources for publications, the 
USPS glossary, as well as other vital information 

• Option 4: Final Examination (Hardcopy) - Choose a method of receipt/via the 
mailed or email as a PDF file  

• Option 5: Final Examination (On-line) A confirmation number will be emailed to 
access the exam on-line   

 
- The acceptable methods of payment are check, money order or credit card.  

Checks must be made payable to “United States Postal Service” 
 
- Fax the completed order form to the fax number listed on the form, or you may mail the 

form to the address shown on the lower left side of the order form 

http://pe.usps.gov/mpdesign/misc_docs/mqc.pdf
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MQC DOCUMENTS 
 

Click MQC Documents found under Important Links, then click Open: 
 
 

 
 

You will have the option to select MQC Resource Guide, MQC On-line Examination Users 
Guide or the MQC Self-Study Brochure.  
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Select MQC Resource Guide:  

 
 MQC Resource Guide 
 
 
Below are descriptions and online locations of publications, guides and websites that contain valuable information 
that will help you.  The online versions are the most up-to-date.  If you do not have access to a computer, please call 
the National Customer Support Center at 800-238-3150 for help in obtaining the resources below. 
 
Quick Service Guides (QSG) 
The Quick Service Guides provide quick guides to the following: 
 

• Retail Letters, Flats and Parcels 
• Discount Letters and Cards 
• Discount Flats 
• Discount Parcels 
• Additional Services 
• Basic Standards for All Mailing Services 
• Special Standards 
• Glossary of Postal Terms and Abbreviations 

 
The Quick Service Guide is available on Postal Explorer at http://pe.usps.com/text/qsg300/q000.htm
 
Domestic Mail Manual (DMM) 
The DMM is the Mailing Standards of the United States Postal Service.  It contains all official rates and standards 
governing domestic mailing services and is mostly used by discount mailers and Postal Service employees. 
 
The DMM is available on Postal Explorer at http://pe.usps.com/text/dmm300/dmm300_landing.htm.  
 
Postal Bulletin 
Postal Bulletins are the official source of updates to Postal Service policies and procedures.  It is published every two 
weeks. 
 
Postal Bulletins are available on usps.com at http://www.usps.com/cpim/ftp/bulletin/pb.htm
 
Mail Pro 

Mail Pro is a free bimonthly publication for mailing professionals. It contains information on current Postal Service 
programs and services, rates and classification, mailing success stories and industry news. Mail Pro replaced Mailers 
Companion and Memo to Mailers January 2007.  

Mail Pro issues are available at http://www.usps.com/mailpro. 
 
RIBBS Website
The RIBBS Website contains a wealth of information such as the MQC Specialist List, Quick Links, RIBBS Links, 
USPS Locators & Lookups, USPS Links, Rate Calculators and Classification Initiatives. 
 
RIBBS can be accessed at http://ribbs.usps.gov/index.html. 
 
Postal Explorer 
Postal Explorer also contains a wealth of information such as the DMM, IMM, MQC (under the link Mailpiece Design), 
Postage Statement Wizard and the list goes on and on. 
 
Postal Explorer can be accessed at http://pe.usps.gov/.  
 
If a Postal Explorer CD is needed then contact National Customer Support Center at 1-800-238-3150 and submit 
your order request and payment, then one will be shipped to you. 
 
 
 
 
 

http://pe.usps.com/text/qsg300/q000.htm
http://pe.usps.com/text/dmm300/dmm300_landing.htm
http://www.usps.com/cpim/ftp/bulletin/pb.htm
http://www.usps.com/mailerscompanion/
http://www.usps.com/mailerscompanion/
http://www.usps.com/memotomailers/
http://www.usps.com/mailpro
http://ribbs.usps.gov/index.html
http://pe.usps.gov/
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USPS Publications 
Find publications such as the Publication 25, Designing Letter and Reply Mail; Publication 28, Postal Addressing 
Standards; Publication 32, Glossary of Postal Terms (see direct link for Pub 32 on next section); and many more. 
 
USPS Publications can be accessed at http://www.usps.com/publications/pubs/welcome.htm. 
 
Glossary of Postal Terms – Publication 32
 
The purpose of this publication is to define the words and phrases that are unique to or have special meanings within 
the United States Postal Service. 
 
Publication 32 can be accessed directly at:  http://www.usps.com/cpim/ftp/pubs/pub32.pdf
01/07/2007 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.usps.com/publications/pubs/welcome.htm
http://www.usps.com/cpim/ftp/pubs/pub32.pdf
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To view the MQC User Guide: 
 
Select MQC On-line Examination User Guide then Open:  
 

 

 
To view the MQC Self-Study Brochure: 
 
Select MQC Self- Study Brochure then Open: 
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MQC EXAMINATION 
 
To access the final examination click MQC final examination found under Important 
Links, then click OK: 
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MQC EXAMINATION 
 
Enter your confirmation number then click SUBMIT: 
   

  
 
REMEMBER:  The examination must be completed within six months from the order date 
and you have up to four attempts to pass the exam. After six months the confirmation number 
will expire. A new order form request along with the payment must be submitted and a new 
confirmation number will be issued.  
 
The student is allowed to enter and exit the exam as many times as needed. Remember to save 
your test answers often.  
 
If the confirmation number entered is incorrect, an error message (Invalid Confirmation Number) 
will display. When a valid number is entered, the system will verify the number to ensure it has 
not been assigned to another user.  A student entering the exam for the first time must add their 
information. 
 
The 508 compliant checkbox should be checked if the user needs visually impaired screens.  
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The screen below reflects the error message when an invalid confirmation number is 
entered: 
 

 
 
 
When the confirmation number entered is valid, the drop down box will display a list of students 
already in the MQC System.  If the student’s name appears in the list, select the name and update 
the record if necessary.  
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Updating student information: 
 
If the student name does not exist in the drop down box, click “Add New Student” the screen 
shown below will appear. Enter the new student’s information, first name, middle initial, last 
name, suffix (Jr. Sr. III), phone number with area code, email address, then click  
“ADD NEW STUDENT” 
 

 
 
Error – resetting cookies: 

 
NOTE:  If the student gets an error message while trying to add a new student and is unable to 
access the MQC examination, it may be the Internet Browser Setup. Check to see if the cookies 
have been enabled.  Take the following steps to correct the problem: 
 

1. Open “Internet Explorer” 
2.   Click “Tools”, and click “Internet Options” 
3.   Click on the “Privacy” tab, and click the “Advanced” button 
4.   Put a √ (check mark) in the box by “Override automatic cookie handling” 
5.   Put a √ (check mark) in the box by “Always allow session cookies” 
6.   Click “OK” and EXIT Internet Explorer 
7.   Re-open “Internet Explorer” and try to access the MQC examination again 

 
If the above steps do not work, call 1-800-238-3150 and ask to speak with someone in the MQC 
Department for assistance. 
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Taking the exam: 
 
Once a student has successfully logged into the examination, the first page of the exam will 
reflect the student’s name and current round number: 
 

 
 
Choose the answers by selecting the radio button next to the desired answer. Only one radio 
button for each question is allowed. While in the exam DO NOT leave the system idle for 
more than 20 minutes. The system will time out, log you out and any work that was not saved 
will be lost. Remember to save your answers often. There are 100 questions. 
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Saving the exam answers: 
 
If the student does not completed the exam and wishes to finish at a later time, click “SAVE”, 
“EXIT TEST”.  The screen will display “Save Your Work? YES   NO, select YES. 
 

 
 
Saving and exiting the exam will not count as an attempt or round as long as the Student does not 
click “SUBMIT” Remember: When in the exam clicking SUBMIT will grade your exam and   
count as a test round. You are allowed four rounds.  
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When the student is ready to enter the exam again, re-enter the same confirmation number, click 
SUBMIT:  
 

 
               
Enter the student’s Last Name for verification then click SUBMIT. The system will bring up the 
exam with the previously saved answers if you saved your work.  
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Printing out the exam with student’s answers: 
 
If the student want a copy of the exam’s questions and answers (and their company permits); the 
student should choose “EXIT TEST”, save their work, go back into the exam and click “PDF, 
view/print the exam. 
 
Unanswered exam questions: 
 
Before the evaluation process begins the system will verify that all questions have been 
answered. If there are any unanswered questions, the screen shown below will display the 
question number(s). Also if there are unanswered questions, the exam will not be graded nor will 
it count against you as one of the four attempts allowed to pass. Click “RETURN” to go back 
into the examination and answer the unanswered question(s). Once all the question(s) have been 
answered click “SUBMIT” and the system will re-grade the exam.  
 
NOTE: Each time the exam is submitted with all questions answered, that is consider a round. 
The fourth round is the final round after which the confirmation number expires. If the exam is 
not passed within the four allowed attempts, a new order form along with the payment must be 
submitted and sent to NCSC. A new confirmation number will be issued at that time.  
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Submitting the exam for grading: 
 
Once the examination is submitted for grading and the student pass, the passing score will 
display as shown in the example below.  
 

 
 
If the student does not pass the exam with 90% or better, the screen shown below will display. 
Make a note of the questions missed, re-enter the exam, answer only the questions missed and 
re-submit the test for grading.  
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To view the Self Study Brochure, Select MQC Self-Study Brochure under 
Important Links:  

 

 
 

 Click Open in the File download box: 
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The Self Study Guide will download: 
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