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Overview 

2 

Collect on Delivery  
Any mailer may use collect on delivery (COD) service to mail an article for 
which the mailer has not been paid, and have its price and the cost of postage 
collected from the recipient. Today, mailers receive collect on delivery 
remittances by mail in the form of a USPS Money Order or check.  
 
The recipient can pay the COD charges using cash, pin-based debit card, 
personal check, or money order.  
 Only one form of payment may be used for a single mail piece.  

 
 If the recipient pays the amount due by check or money order payable to 

the mailer, the USPS forwards their check or money order to the mailer.  
  
 



Class of Mail 

COD Mail Class:  
Priority Mail Express 
 
Priority Mail 
 
First-Class Mail Package Services 
 
Parcel Select Nonpresort 

 

3 



Access Channels 
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Mail Class Availability 
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Hold For Pickup (HFPU) can be designated for COD when submitting Shipping 
Services Files using these options. 



HFPU Customer Notifications 
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Hold for Pickup Notifications 
 Automated notifications sent to customers 
 Type of notifications 

 Arrival at Post Office 
 Reminder: day 3* or 5** 
 Return to Sender: day 5* or 15** 

 

NOTE: If a mailer has not requested Hold For Pickup (HFPU) services, the 
maximum hold period for COD articles is 10 days. 

Mail Class Phone E-mail Text 
Priority Mail Express  Yes Yes Yes 

Priority Mail No Yes Yes 

First-Class Package Service No Yes Yes 

Parcel Select  
Nonpresort 

No Yes Yes 

* Priority Mail Express ** All other available mail classes 



COD Extra Service Matrix 
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Extra Services Available by Mail Class 



Notice 123, COD Fees 2014 
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   $0.01        to     $50      $6.95 

COD Collection Charge =  $5.75 
Maximum amount collectible = $1000 

Collect On Delivery Fees 2014 



Collect On Delivery Effective Funds Transfer 

Effective May 31, 2015, Collect on Delivery (COD) Electronic Funds Transfer 
(EFT) will allow cash or pin debit card remittances to be transferred 
electronically to the COD mailer’s financial institution.  

 
Cash or pin debit card remittance = EFT to designated account 

       
 
 
 
   OR                  =  = 
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Non-EFT 

Remittances paid with money orders or checks payable to the mailer will continue 
to be sent directly to the mailer via First-Class Mail with a USPS Label 500 - COD 
Tracer. 
 
      Check or money order remittance = forward to mailer with Label 500 

 
 
 

    or      = 

Joe Public, XYX Co. 
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COD EFT Benefits 

Benefits 
 
 Expedited payments – receipt within 2 business days 

 
 Secure - direct to mailer’s designated account at their financial institution 

 
 Saves Money – elimination of money order fees 

 
 Reduction in volume of COD claims for remittance not received 

 
 Hand Held Device –  audio and visual alerts 
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Enrollment  Checklist 

Requirement Information and Resources 

Register as a Business 
Customer Gateway  (BCG) User 

Register as a BCG user by going to: https://gateway.usps.com/eAdmin/view/signin and 
click the “Register for free” button. 

Establish Customer 
Registration IDs (CRIDs) for 
each location and link each 
CRID to a CAPS account 

Customer Registration ID (CRID) go to: 
https://ribbs.usps.gov/intelligentmail_mail_id_app/documents/tech_guides/MIDCRIDAcqu
isitionQuickStep.pdf  

Obtain access to the Mailer ID 
(MID) and Manage Mailing 
Activity business services in 
BCG 

Mailer ID (MID) go to: 
https://ribbs.usps.gov/intelligentmail_mail_id_app/intelligentmail_mail_id_app_print.htm 
 

PS Form 3881-X* USPS 
Supplier and Payee Electronic 
Funds Transfer (EFT) 
Enrollment 

PS Form 3881-X* is available from the National Customer Support Center (NCSC), for 
enrollment information and form call  877-264-9693. 
 

IRS W-9  Request for Taxpayer 
Identification Number and 
Certification. 

IRS W-9 - Available from the IRS – US Treasury      http://www.irs.gov/pub/irs-pdf/fw9.pdf 
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*PS Form 3881-X is addressed to the Accounts Payable Supplier Maintenance Group in San Mateo, CA – must be 
returned to the NCSC by mail or by FAX.  

CONFIRMATION SERVICES 
NATIONAL CUSTOMER SUPPORT CENTER 
UNITED STATES POSTAL SERVICE 
225 N HUMPHREYS BLVD STE 501 
MEMPHIS TN  38188-1001 

       The NCSC FAX number is 901-681-4646 

https://gateway.usps.com/eAdmin/view/signin
https://ribbs.usps.gov/intelligentmail_mail_id_app/documents/tech_guides/MIDCRIDAcquisitionQuickStep.pdf
https://ribbs.usps.gov/intelligentmail_mail_id_app/documents/tech_guides/MIDCRIDAcquisitionQuickStep.pdf
https://ribbs.usps.gov/intelligentmail_mail_id_app/intelligentmail_mail_id_app_print.htm
http://www.irs.gov/pub/irs-pdf/fw9.pdf


Enrollment Overview 
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Collect On Delivery Electronic Funds Transfer (EFT) Enrollment Process  
In this flow EFT replaces check or money order. 

National Customer Support 
Center (NCSC) is available for 
assistance for assistance  
at 877-264-9693. 

Complete necessary 
COD forms (Available  

from the NCSC) 

Forms received from 
mailer and verified at the 

NCSC 

San Mateo, Accounts 
Payable Excellence 

(APEX) confirms receipt 
and sets up accounts  
within 2 business days  

Customer receives 
product.   

Cash / Debit Funds 
Routed Electronically 
to Merchant Account. 
(within 2 business 

days) 



Enrollment Forms 

 
 
 
 

Enrollment Forms 
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PS Form 3881-X 
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PS Form 3881- X: Supplier and Payee Electronic 
Funds Transfer (EFT) Enrollment 

PS Form 3881-X 
requests identifying 
information about 
the mailer along with 
a certification of 
authorization from 
the mailer and 
Financial Institution. 

Form available from the 
National Customer 
Support Center 
 877-264-9693 



IRS Form W-9 
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IRS Form W-9: Request for Taxpayer Identification 
Number and Certification 

IRS Form W-9 is a 
requirement of the Internal 
Revenue Service.  It requires 
certification of an individuals 
or corporations Taxpayer 
Identification number to report 
on the amount reportable on 
an information return. 

IRS Form W-9 available 
from the IRS at 
http://www.irs.gov/pub/irs-
pdf/fw9.pdf 

http://www.irs.gov/pub/irs-pdf/fw9.pdf
http://www.irs.gov/pub/irs-pdf/fw9.pdf


Mailer Requirements 

Mailers will be required to submit a Shipping Services File (SSF)  
(1.7 or higher) including the following: 

 The mailer’s and addressee’s name, address, city, state, ZIP Code information. 

 The insured amount, and amount to be collected upon delivery. 

 The recipient E-mail address or SMS text number for customer notifications. 

 Mailer ID (links to the customers EFT remittance). 

 COD article number. 

 Postage based on the Class of Mail 

 COD fees – Base and Insurance (if desired)  

 
Note: There is a 1 TIN to 1 MID relationship. Mailers with multiple MIDs will have to choose one 
  specific MID to associate with their TIN for COD EFT. 
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USPS Labels 

 
 
 
 

USPS Shipping Labels 
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Publication 199   
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Source: https://ribbs.usps.gov/index.cfm?page=intellmailpackage 
 

https://ribbs.usps.gov/index.cfm?page=intellmailpackage


Label Printing Information 
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PS Form 5062 
Use this form to apply for electronic file 
certification and printer certification. 



Example Shipping Label 

Hold For Pickup Shipping Label 
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COD Label 

COD Label 
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Available on USPS.COM – The Postal Store (external customers) or 
              eBuy2 (USPS – Internal)  



COD EFT – In Office 

Hand Held Scanner – In Office 
The Hand Held Scanner, in the In Office mode, displays an Electronic Funds Transfer (EFT) option to remit 
payment to COD mailers if they are registered with Accounts Payable Excellence (APEX).   
 
When a COD-EFT eligible mailpiece is identified, the hand held scanner: 
 Notifies the user via screen message that remittance to mailer shall be EFT. 
 Sends the data file that will filter the EFT records and provide to APEX for payment to the COD mailer. 
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If “Yes” selected, 
user shall be 
prompted by pop up 
message to enter 
Check # and $ 
amount. 

If “No” selected, the 
“Check / Money Order 
/ EFT” field shall be 
pre-populated User will 
key in $ amount in the 
“Amount” field.  

If barcode indicates that 
customer is enrolled in 
COD EFT the user will be 
prompted with payment 
question 

User prompted to 
scan / key in barcode 

From the In Office 
menu, User selects 
“C” – COD/ Customs 
Clearance 



COD Alert – In Office 

Alert – In Office 
 The Hand Held Scanner displays an alert message and sounds an audible beep to the user in both the 

In Office and On Street modes when a COD item is scanned. These alerts are also present in the 
Delivery Scanning System (DSS) and in the Passive Adaptive Scanning System (PASS). 

 In “In Office” mode, when performing Arrival at Unit (AAU) scan, hand held scanner alerts that item is 
COD and should be handled appropriately.   
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From the In 
Office / AAU 
option, menu, 
user scans / 
keys in barcode 

User receives 
message and 
audible beep 



COD Alert – On Street 

Alert – On Street 
In “On Street” mode, when performing Delivery or Attempt scan, the Hand Held Scanner alerts the carrier 
that item is COD and payment is required. 
 On Street screen flow is as follows: 
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From the On Street 
Menu / Scan COD 
Barcode Option, 
user scans / keys in 
barcode 

User Receives 
message and 
audible beep 



Resources 

Domestic Mail Manual (DMM)  
 503 Extra and Additional Services http://pe.usps.com/text/dmm300/503.htm#1238627 
 507 Mailer Services http://pe.usps.gov/text/dmm300/507.htm 
 
 User’s Guide to Collect On Delivery Electronic Funds Transfer 
 RIBBS https://ribbs.usps.gov/index.cfm?page=shipproductsservices 
  
 Intelligent Mail package barcode (IMpb) information page on RIBBS 

https://ribbs.usps.gov/index.cfm?page=intellmailpackage 
 

 Notice 123, Price List http://pe.usps.gov/text/dmm300/Notice123.htm 
 

 Parcel Labelling Guide 
https://ribbs.usps.gov/barcode_cert/documents/tech_guides/ParcelLabelingGuide.pdf 
 

 RIBBS https://ribbs.usps.gov/ 
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http://pe.usps.com/text/dmm300/503.htm
http://pe.usps.gov/text/dmm300/507.htm
https://ribbs.usps.gov/index.cfm?page=shipproductsservices
https://ribbs.usps.gov/index.cfm?page=shipproductsservices
https://ribbs.usps.gov/index.cfm?page=intellmailpackage
https://ribbs.usps.gov/index.cfm?page=intellmailpackage
https://ribbs.usps.gov/index.cfm?page=intellmailpackage
http://pe.usps.gov/text/dmm300/Notice123.htm
http://pe.usps.gov/text/dmm300/Notice123.htm
http://pe.usps.gov/text/dmm300/Notice123.htm
https://ribbs.usps.gov/barcode_cert/documents/tech_guides/ParcelLabelingGuide.pdf
https://ribbs.usps.gov/barcode_cert/documents/tech_guides/ParcelLabelingGuide.pdf
https://ribbs.usps.gov/barcode_cert/documents/tech_guides/ParcelLabelingGuide.pdf
https://ribbs.usps.gov/
https://ribbs.usps.gov/


COD EFT Enrollment  

 
To Enroll in COD EFT please contact: 

 
National Customer Support Center (NCSC) 

Confirmation Services 
 Customer Support Desk 

877-264-9693 
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Questions or Comments 

 
 

Need more information? 
 

Contact us at Shippingservices@usps.gov 
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mailto:Shippingservices@usps.gov


Collect on Delivery – Electronic  Funds Transfer
        Webinar  

The webinar is now concluded 

RIBBS Website: https://ribbs.usps.gov 
 

Tuesday, April 28,2015 
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