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E UNITED STATES
POSTAL SERVICEe May 2015 Changes to Certificate of Mailing (COM)

Effective May 31, 2015, two new domestic Certificate of Mailing PS Forms created:
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A T PS Form 3606-D, Certificate of Bulk Mailing, Domestic

PS Form 3665, Certificate of Mailing — Firm (Domestic)

Other changes:

* Revised PS Form 3606 for International Certificate of Bulk Mailing only

* Grace period for forms implementation for existing USPS- Approved facsimiles:
* i.e.facsimile Forms: 3877 in lieu of 3665 and 3606 in lieu of 3606-D

* Fewer than 50 pieces and less than 50 pounds: presented at Retail

» At least 50 pieces or 50 pounds: presented at BMEU/DMU



UNITED STATES

POSTAL SERVICE® Certificate of Mailing-Individual

Description: Only available at the time of mailing and provides evidence that mail has been presented to the
USPS for mailing. Individual certificate and firm mailings must show the names and addresses of the sender
and the addressee(s). Each individual form is postmarked (round-dated) at the time of mailing and the form(s)
are returned to the mailer to serve as their receipt.

F —UN’TED STATES cerﬁﬂ&at_ﬂl Of To pay fee, affix stamps or
meler postage here. UNITED STATES
TnisCen|l|cale’:gﬁ£Am‘|;esseﬁ1§¥t’nggﬁhasbeen presented to USFS@’f::'\aIHIr:gg e POSTAL SERVICE © Certificate of Mal|ll'lg — Firm {DomestiC}
This form may be used for domestic and international mail. Mame and Address of Sender TOTAL NO. TOTAL NO. Affix Stamp Hers
From: of Places Listed by Sander of Pleces Recatvad at Post Offce™ Pastmark with Date of Recsipt
. par name of ng emp
To: Postmark Here
Tﬁm:‘:mﬁ' ame, sireet, a‘?;l"’s::;m P Postage Fee Special Handling |  Parcel Airlift
PS Form 3817, April 2007 PSN 7530-02-000-9065
PS Form 3817 — Individual-at Retail Only
ELIGIBLE CLASSES OF MAIL

* Priority Mail

* First-Class Mail

» First-Class Package Service

+ USPS Retail Ground

« Bound Printed Matter

* L I b rary M al I PS5 Form 3665, January 2016 (Page ___of ___ ) PSN 7530-17-000-5542 569 Reverse for Instructions

* Media Mail
PS Form 3665 — Firm- replaces use of PS Form 3877 Firm Sheets



UNITED STATES
POSTAL SERVICEe Certificate of Mailing-Individual

SERVICE OPTIONS

 Certificate of Mailing

(PS Form 3817 for less than 3 individual pieces presented at one
time, available at retail only).

Certificate of Mailing-Firm
(PS Form 3665-Firm (Domestic) for 3 or more individual pieces ADDITIONAL COMBINED SERVICES

presented at one time).

» Special Handling
« Parcel Airlift (PAL)

TOP CUSTOMERS

Finance and Insurance

Retail Trade

Public Administration

Administrative and Support; Waste Management;
and Remediation Services

Management of Companies and Enterprises




UNITED STATES

POSTAL SERVICE® Certificate of Bulk Mailing (COBM)

Description

Certificate of Bulk Mailing is only available at the time of mailing and provides evidence that a certain number of
identical-weight mailpieces have been presented to the USPS for mailing.

» Fewer than 50 pieces and less then 50 pounds will be accepted at retail locations
* More than 50 pieces or 50 pounds will be presented at the BMEU or DMU (fewer if management deems

reasonable)
UNITED STATES B N )
ELIGIBLE MAIL CLASS B rostaL service - Certificate of Bulk Mailing — Domestic
R R . Fee for Certificate Postage: Mailers must affix meter, PC_ Postage®,
° P r I 0 r I ty M al I g;t(gtr;:‘:?gg%lﬁg? postage stamps here in payment
. . " Use
° FI rs t _Cl a.S S M a.l I Up to 1,000 pieces (1 certificate for total number) Current
Price List
1 1 F h additional 1,000 fraction the f .
d FI rSt-Cl aSS PaC kag e SerVI Ce or each acdliona L praces, orfiacion Thereo (Notice 123) Acceptance employee must cancel postage
. ) affixed (by round-date) at the time of mailing.
d USPS Retal I Gro U n d Duplicate Copy D If payment of total fee due is being
P I S I t Number of Class of Mail  |Postage for Number of Eﬂg{;&(’;g?gﬁ:;ﬂg&&%‘&i é’éer here
(] Identical Weight Each Mail Pit to thi -
arcel Selec Henica Wol Each Malpico. Picos o o
» Parcel Select Lightweight (D veriied |
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H Pounds for Mailpieces
+ Standard Mail
- Bound Printed Matter e or Vaied By
o . .
LI b rary M al l Postmaster’s Certification
1 1 Itis hereb rified that th ber of mailpi ted and th
+ Media Mail assodiated postage and foe were verfiod, This cartiicate does not
provide evidence that a piece was mailed to a particular address.
(Postmaster or Designee)
PS Form 3606-D, January 2016 PSN 7530-17-000-5548 See Reverse for Instructions

PS Form 3606 — D, January 2016 Certificate of Bulk Mailing (Domestic)



UNITED STATES
POSTAL SERVICE® Certificate of Bulk Mailing

SERVICE OPTIONS
» Certificate of Bulk Mailing
(PS Form 3606-D (Domestic) .

ADDITIONAL COMBINED SERVICES

« Special Handling
« Parcel Airlift (PAL)

TOP CUSTOMERS

Finance and Insurance

Accommodation and Food Services
Professional, Scientific, and Technical Services
Retail Trade

Arts, Entertainment, and Recreation




UNITED STATES

POSTAL SERVICEe Recap of MTAC 170 Workgroup on COM

Final Mailers Technical Advisory Committee (MTAC) 170 Workgroup meeting held
December 2, 2015.

MTAC outcome included DMM changes announced in the Postal Bulletin dated
December 24, 2015. Highlights:

1. June 2, 2017, COM Forms compliance date- no 3877 facsimiles

2. Central Approval of Facsimiles to HQ (COM_FACSIMILE@usps.goVv)
3. Clarification of Format for “Nearly Identical”

4. Sequential Page Numbering (Page__of )

Next Steps:
« COM TOOL-Automated Option to include interface with PostalOne!

o Pending Funding Approval

« Forms/Communication Highlights:
o Jan 2016: Domestic PS FORM 3665-COM-Firm and 3606-D COBM
o Internal Communications to Managers Business Mail Entry and
Postmasters
o Postmarking Corrections



mailto:COM_FACSIMILE@usps.gov
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UNITED STATES

POSTAL SERVICE® Recent DMM Revisions

DMM January 17, 2016 revisions for approval of privately printed COM Form
facsimiles:

« Mailers may use their current USPS-approved privately printed PS Form 3877 as
a domestic Certificate of Mailing-Firm in lieu of the PS Form 3665 until Friday,
June 2, 2017.

« Mailers may use their current USPS-approved privately printed PS Form 3606 as
a domestic Certificate of Bulk Mailing in lieu of the Form 3606-D until Friday,
June 2, 2017.




UNITED STATES

POSTAL SERVICE® Privately Printed Certificate of Mailing-Firm

Privately Printed Forms

If authorized, a mailer may use privately printed Certificate of Mailing forms (i.e.
facsimiles) for domestic mail only, if the forms are nearly identical in design
elements and color to the applicable USPS form. Prior to use, mailers must send a
sample of their privately printed form to COM FACSIMILE@usps.gov for review
and approval.

Instructions for Certificate of Mailing — Firm Servi

This service provides evidence that the mailer has presented items for mffiling to Privately Printed Forms: The Postal Service allows mailers to use

the Postal Service™. The following instructions are for the preparation ‘ id use of USPS-approved privately printed or computer-generated firm sheets that
PS Form 3665, Certificate of Maliing — Firm (Domestic) (including facsingiles), for are nearly identical in design elements and color to the USPS-provided
individual First-Class Mail®, First-Class Package Service®, Priority Mail% Media PS Form 3665. See DMM 503 for details on the approval process.

Mail®, Library Mail, Bound Printed Matter, Parcel Retum Service, and US|
Retail Ground™ items. The mailer must retain the original written approval granted by the Postal Service
as evidence that the privately printed facsimile of PS Form 3665 has been

by the Postal Service. The Postal Service does not retain records on

the facsim _A mailer using privately prepared forms must periodical
o it o

Enter the name and address of the sender at the top of the form. verify them against the P
updates and obtain approval of the updated facsimile form

1. Complete and print all forms in ink or ball peint pen_

2.

3. Enter a complete return address on each article.
Amailer using an approved privately prinied form and wanting the form sheets

4. Ensure the articles are properly packaged postmarked by the Postal Service must present the forms with the articles to be
5. In the appropriate column, enter the applicable postage and fees. mailed at a Post Office facility. The forms become the mailer’s only receipt (the

Postal service does not retain a copy)

6. Insert a firm-specific identifier or account number if desired. (This number

is for the sender's use only, and the Postal Service will not use it for

identification.)

7. When describing and listing three or more i idual pieces but not
presenting the pieces in the order shown on the sheet, consecutively number
each entry line on the sheet and number each piece to show both the
comresponding sheet and line number.

8. Enter the total number of articles in the proper space at the top of the form.

S. Obliterate all unused portions of the “Address” column by drawing a diagonal
line through the unused portion on the form

10. When the number of articles presented exceeds the allotted space on the
form, use multiple sheets, and in the provided blank spaces in the lower left
of the form, number them consecutively to show sheet number and total
number of sheets (such as “Page 1 of 4," “Page 2 of 4" etc.).

Present PS Form 3665 and the mailing as follows:

= When the mailing has fewer than 50 mailpieces and less than 50 pounds,
present the form and mailing at a retail Post Office™ location

= When the mailing has at least 50 mailpieces or at least 50 pounds,
present the form and mailing at a business mail entry unit (BMEU) or
USPS-authorized detached mail unit (DMU).

PS Form 3665, January 2016 (Instructions) PSN 7530-17-000-5540

PS Form 3665, Certificate of Mailing — Firm (Domestic) — (Instructions) 10
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UNITED STATES

POSTAL SERVICE® Additional DMM Clarifications

Standards formerly under 503.1.0 Basic Standards for All Extra Service were
relocated to 503.5.0 Certificates of Mailing standards:

5.0 Certificates of Mailing

Mailer Preparation

« ¢. When the number of articles presented exceeds the allotted space on the form,
use multiple sheets, and in the provided blank spaces in the lower left of the form,
number them consecutively to show sheet number and total number of sheets
(such as “Page 1 of 4,” “Page 2 of 4,” etc.).

11



UNITED STATES

FOSTAESERVICES COM Facsimile-Approval email
From: COM Facsimile
Sent: Wednesday, December 16, 2015 10:10 AM
To: XYZ Insurance Company
Cc: PM or MBME @ XYZ mailing ZIP Codes
Subject: Approved: Request To Approve PS Form 3665 Certificate of Mailing — Firm
(Domestic)™ Facsimile
Attachments: Test 3665D3005-XYZ Mailer.pdf

Thank you for choosing USPS for your mailing and shipping needs.

We have approved your privately printed PS Form 3665 Facsimile May 2015 for use by your organization. We
have attached an approved version of your form with a watermark imprint of your Request ID and the date of
approval.

IMPORTANT:

It is your responsibility to save the attached version of the form and this notification of approval for your
records as evidence that your privately printed form has been approved. If you have any questions, please
contact us.

Thank you for your business.

USPS Certificate of Mailing Approval Team

Copyright© 2015 USPS. All Rights Reserved.

12



UNITED STATES
POSTAL SERVICE

COM Facsimile Approval-Watermark

Certificate of Mailing - Firm {Domestic)

C3%015111301

| TOTAL NO. Affix Stamn Hog
of Pieces Received zt Post office

USPs® Approved Fackimile

Request uj_(oﬁ_‘;_b 3529/

pate_ /2]

USPS Approved Facsimile watermark

13



UNITED STATES
POSTAL SERVICE® Postmarking and Postmarking Corrections

Postmarking

« Ensure multiple pages are sequentially numbered.

 Forms, including USPS-Approved facsimiles, must be postmarked on each page
by the USPS.

» Customers presenting Certificate of Mailing-Firm with a summary sheet may not
request that only the summary sheet be postmarked.

Postmarking Corrections

* Mailers requesting USPS review of Certificate of Mailing firm pages not legibly
postmarked or with missing postmarks may submit their request within three
business days from the date originally presented to USPS.

 The mailer must present the entire Certificate of Mailing-Firm (all pages/firm
sheets) previously verified by USPS when requesting a review of any page that they
claim is missing a postmark.

» If the USPS can confirm that there was an administrative oversight, with authorization
by the Postmaster or USPS manager, the designee may correctly postmark the
page(s) not previously postmarked with the original date of the Certificate of Mailing.

14



UNITED STATES

POSTAL SERVICE® Next Steps-COM Tool Overview

COM Tool is proposed to:

v Standardize Certificate of Mailing Form (PS Form 3665 and 3606-D).

v Eliminate the need for privately printed mailer generated Forms.

v Eliminate confusion during acceptance and sampling process.

v Eliminate cost to mailer to develop ability to barcode Certificate of Mailing
Forms.

v" Allows for barcoded COM Forms that will start the clock on acceptance of
shipments.

v Forms will continue to have a postmark (round-date) stamp.

v Barcode on forms will allow USPS to identify mailer’s by their MID.

15



UNITED STATES

POSTAL SERVICE® DRAFT COM Tool-Business Customer Gateway

COM Tool on Business Customer Gateway (BCG):

a Umﬂuul- Customer ... |

Customer will; | ver s e v
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|dentification Save money
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' Not a regstered USFS Business Customer?

v Goto LR Start mailing e
. *My order arrived the day before | expectad, In parfect condition”
Certificate of

M a.l I I n g TOO I Mallers g Shipgers a Business .

Lcustomer Gateway

d Save tine and | mngmq your Manage yoor returms with Parcel Return Sian up for USPS Premotions and
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WIOIE YoU Neea It 50 go mitn gm Door System %0 saee paperwork by payng Automation Discounts and unlock T

1 Dmctlhn Uz the inteligent Mol POST300 W SR OMIC Manifasts POwRE of your Maiter 10 (MID)

M al | e rS Small Business Tool 1o manage your

malk steeam and madmae your cscount
BCG.

LEGAL ON USPSCOM ON ABCUT RSP S.COM GTHER USPS SITES

ey Py Durvowwrevd Tervmes Abowl UD™Y brawse @ Sunbwes Contorrey Cobzam

Teoew of (e By S & S Newsorom . Botty e i

TOA ¢ Pt 3 Latsd W8 Pastage Mt Zorvics Upctes rapectst Genesl |

Nz FTAN Act B0 Outa | Camtamar Savvica > Fores A Pusieatone Pruts Egiow

S PO leseers .
Cooyrgmd D015 USFE.AS fgnes fisssoved v

_: ElFEa e ] )

16



UNITED STATES

POSTAL SERVICE® DRAFT COM Tool-COM Firm

» Register/access COM Tool at the Business Customer Gateway-Mailer’s Section

Lo @k

ES
EPOSTALSERVICE- HOME | HELP | CUSTOMER CARE

Proposed format for
PS Form 3665-Firm:

» Customer must populate : —
. popu'ate R S

and prOVIde the Sender S AMF PS Form 3665, Certificate of Mailing-Firm (Domestic)

information, sender’s MID, Form 3606-D

along with addressee i

information and postage Form 3665 .

and fees; either manually Mg Firm -

entered Or Via flat file Or Download Total Number of Pieces: 0

CSV U pload*- Automated ::r::;lztiss ;:heck tyﬁe of mail:

. . . _Priority Mail _First-Class Mail
Opt|0n, ma”.dat or ma” .Xml About AMF _First-Class Package Service
. . _Bound Printed Matter _Library Mail _Media Mail

or partial upload of unique T

- - - -

identifier with names and Gl Gorte

addresses. bt e R -l
*Uploaded files are . T
automatically encrypted.

ARl oE| e w| AX/ 2R | 6T X@
W AN = e gm N o MM = T & T pal S SR T T ¥

-CONFIDENTIAL INFORMATION-Do not duplicate this slide or the information therein. If you are not the intended recipient of this information,
you are hereby notified that any retention, dissemination, or distribution, or copying of this communication is strictly prohibited.

17



UNITED STATES
POSTAL SERVICE®

PS Form 3665-Firm

» Customer validates that
the addressee
information, postage
and fees are accurate
before printing.

» Customer has the ability
to save the file as .pdf
for their internal use.

» Data stored for 180
days-same as PO!

DRAFT COM Tool-Firm

ES
EPOSTALSEMCE. HOME | HELP | CUSTOMER CARE

. = »
| W 4
Available Forms ? \\
| 7 SN
| Home > Automated Mailing Forms
|
AMF
- PS Form 3665, Certificate of Mailing-Firm (Domestic)
| Article Number
Form 3606-D ABCDEFG-12345-HIUKL- [Don Smith 857 142| SHa| PALg,
ifi B87800-MNOP-0001 [Bank of America
Certificate of 1875 West Andover Boulevard
ili |Perth-Andover MD 76470
Bulk Mailing | RECOEFG-12345-HIJKL- _[Tonia Ermharat 57 e8| 260 )
| B7860-MNOP-0002 721 West Ancover Boulevard
I ‘ [Perth-Andover MD 80203
Form 3665 ABCDEFG-12345-HIAL: |8l Jones, Y 22| an1 75
e | B760-UNOP-0003 414 - 5700 Dayton Street
Certificate of | [Cuppertino CA 51728
- A | ABCDEFG-12245-HUKL- [Dave Famsworth waer 204 035 251
Mailing-Firm 87560-MNOP-0004 122 Central Avenve
| [Seattie WA 75600
- | RECDEFG-12345-HIKL: _[Bruce Stottemeier 52| 521 23 P
67800-MNOP-0005 |48 Dayton Street
Download ! . Colins CO 13408
| RBCDEFG-12345-HIKL- _[Donaid Niven 1 210 22 2
Form 3665 B87800-MNOP-0008 2345 Jefferson Avenue
[Billings MT 87528
template ABCDEFG-12345-HIUKL- [Pl Niven e 'RT) 700 38
B87800-MNOP-0007 (Genersl Products Corp.
I —— [#14 - 5700 Denver Lane
About AMF [Houston TX 16753
ABCDEFG-12345-HIKL- [Bill Duchene 20 2
67800-MNOP-0008 [Bank of Americs ol £ = =
6218 Mason St. North
i NJ 08025
I«< < 10f7 > >3]
~<Back_ ~ Cancel Create Pdf (_Done )
LEGAL ON USPS.COM ON ABOUT.USPS.COM OTHER USPS SITES
Privacy Policy » Government Services » About USPS Home » Business Customer Gateway »
Terms of Use » Buy Stamps & Shop » Newsroom » Postal Inspectors
FOIA» Print a Label with Postage » Mail Service Updates » Inspector General »
No FEAR Act EEO Data » Customer Service » Forms & Publications » Postal Explorer »
Site Index > Careers >
Copyright® [[missing key: copyright-date]] USPS. All Rights Reserved.
. e >
QO|oE|=eg| RA[FR|EXO
AT == T g o Mwil = T gaT ] .

-CONFIDENTIAL INFORMATION-Do not duplicate this slide or the information therein. If you are not the intended recipient of this information,
you are hereby notified that any retention, dissemination, or distribution, or copying of this communication is strictly prohibited.
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E UNITED STATES
POSTAL SERVICEe DRAFT COM Tool-Sample Barcoded PS Form 3665

Mame and Address of Sender
D Fry
45 Znd 5t
Ogdensburg, MY, 23458

TOTAL NO. of Pieces
Listed by Sender

TOTAL NO. of Pieces
Received at Post Office

Postmaster, Per (Name of receiving employee)

Affic Stamp Here (If
issued as a certificate
of mailing or for
additional copies of
this bill) Fostmark

NS

and Date of Receipt UspS
Article Nurmber Addressee (Mame. Street. City, State_ & ZIP Code™) Postage Fee SH PAL
1. ABCDEFG-12345- Don Smith 68.57 1.42 242 480
HIJKL-67890-MNOP-0001 Bank of America
1675 West Andover Boulevard
Perth-Andover MD 78479
2 ABCDEFG-12345- Tonia Emhardt 15.7 5.26 2.80 380
HIJKL-A7890-MNOP-0002 721 West Andover Boulevard
Perth-Andover MD 60283
3 ABCDEFG-12345- Bill Jones Q93.82 4.2 T 175
HIJKL-67890-MNOP-0003 #14 - 5700 Daytan Straet
Cuppertine CA 51738
4. ABCDEFG-12345- Dave Farmsworth 6467 204 0.35 251
HIJKL-67890-MNOP-0004 123 Central Avenue
BARCODEDFORM IS GENERATED
5. ABCDEFG-12345- Bruce Stottlemsiar 5538 | 521 232 148
HIJKL-67890-MNOP-0005 48 Daylon Street
Ft. Collins CO 13406
[% ABCDEFG-12345- Donald Niven 6011 218 23 2
HIJKL-67890-MNOP-0006 2345 Jeffersan Avenue
Billings MT 87528
7. ABCDEFG-12345- Phil Miwven 48.72 1.1@ 3.04 318
HIJKL-67890-MNOP-0007 General Products Gorp.
#14 - 5700 Denver Lane
Houston TX 18753
8. ABCDEFG-12345- Bill Duchemne 60.08 0.29 0.55 208
HIJKL-67890-MNOP-0008 Bank of America
G215 Mason St. North
Elizabethtown NJ 08025
PS Form 3665, Certificate of Mailing-Firm VERSION DATE  Page 1of 7 TSPS SCAN AT ACCEPTANCE See Privacy Act Statement on Last Page

-CONFIDENTIAL INFORMATION-Do not duplicate this slide or the information therein. If you are not the intended recipient of this information,
you are hereby notified that any retention, dissemination, or distribution, or copying of this communication is strictly prohibited.

9375 7899 3120 0000 0025 51
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UNITED STATES

POSTAL SERVICE ® Resources

Name Location Customer
Postal Explorer http://pe.usps.gov/ Internal/External
Domestic Mail Manual http://pe.usps.gov/text/dmm300/summary of changes.htm Internal/External
DMM Advisory Special email update. Subscribe via e-mail: dmmadvisory@usps.com Internal/External
Price List (Notice 123) http://pe.usps.gov/text/dmm300/Notice123.htm Internal/External
Postal Bulletin http://about.usps.com/postal-bulletin/welcome.htm Internal/External
RIBBS http://www.ribbs.usps.gov/ Internal/External
New or revised Extra http://about.usps.com/forms-publications/welcome.htm External
Service forms can either (PS Forms 3606, 3606-D, 3665, 3806, 3811-A, and 3877)
be printed by customers at
(top) or, ordered online at: | https://store.usps.com/store/

(PS Forms 153, 3800, 3811, 3813, 3813-P, and 3816)

2015 Price Change 20
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UNITED STATES
POSTAL SERVICE®

Contacts

Need information:
ShippingServices@usps.goVv

Certification of privately printed domestic
Certificate of Mailing PS Forms:
COM_FACSIMILE@usps.gov
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UNITED STATES
POSTAL SERVICE

Certificate of Mailing

Questions




