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USPS Package Returns Comparison Checklist

A: Determine which USPS product is most beneficial.

Parcel First-Class
RE Business
Service- Reply

Bulk Parcel
RE
Service
(Endorsement
Only)

Package Return
Flat Rate Service
up to 1lb (NSA
Only)

Merchandise = USPS Parcel
Return Return Return

h : . Full \E
Service Services  Service

Network Parcels
(NSA Only)

Product Features

Minimum Annual Returns Volume

- 10,000 I [ v | I | K4
Postage Calculation

- Individual weight and rate v v v v

- Average price v v

- Postage Due Weight Averaging

- Flat Fee v v

Service Standards

- Priority Mail Return Service 1-3 | v v v

days

- First-Class Mail parcel 1-5 v

days'

- First-Class Package Return v v v

Service 1-5 days’

- Standard Post 2-9 days v

- Ground Return Service 5-8 v v v

days

- Parcel Select Lightweight v

Intelligent Mail Package Barcode (IMpb)

- IMpb v v v v v v v

B: Complete the onboarding steps.

Onboarding Steps

1 Establish permit
- Return Services (RS) v v v v v
- Business Reply Mail (BRM) v
2 Submit letter of application v
Enroll via Business Customer Gateway (BCG) v v v
4 Establish postage payment account N/A
- Advance deposit account v v v
- Centralized Account Processing Optional Determined | v Optional | Optional v
System (CAPS) account, trust or by PRS
debit vendor
Electronic Verification System (eVS) v
Establish mailer ID (MID) v
Request scan data extract file v
Determine label print method(s)
- USPS Application Programming
Interface (API)
- Merchant Returns Label Tool
- Print and Deliver Return Label
Service
- Click-N-Ship for Business
- Privately printed labels (certification
required)
- Unique ZIP Code and v
client ID code
9 Establish access to BCG reports
- Scan Based Payment (SBP) reports v v
- PostalOne! reports v v v v v v v
- eVs reports v
10 | Specify processing and delivery details
- Select destination pickup locations (; v
RSCF every 24 hours®; RDUs as
agreed)
- Submit PS Form 3801, Standing v
Delivery Order, at each pickup facility
- Finalize package capture and v
delivery details
- Certify shipping services file and v
labels
11 | Sign service agreement v v
The following are among the many trademarks owned by the United States Postal Service®: Click-N-Ship for Business®, eVS®, First-Class Mail®, First-Class
Package Service®, Media Mail®, PostalOne!®, Priority Mail®, Standard Post™, USPS®, and ZIP Code™. This is not a comprehensive list of all Postal
Service™ trademarks.
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Merchandise Return Service (MRS)

Description

Merchandise Return Service allows a merchant to provide a pre-printed postage paid label to their customers
to return merchandise. They are only charged if and when the labels are used and there are no minimum
volumes. Product categories are:

o First-Class Package Return Service
e Priority Mail Return Service
e Ground Return Service

Permit holders may authorize the following Extra Services as noted on the MRS label:

¢ Registered Malil

e Insurance

e Special Handling

e Return Receipt for Merchandise

e Mailing Acknowledgement. Mailing Acknowledgement is a proof of mailing. It is an attachment to the
MRS label that can be postmarked, detached and given to the sender if the return package is
presented at a USPS retail location and accepted by a retail associate. See Domestic Mail Manual
(DMM) 505 for more details. There are no fees for this service when it is designed as a detachable
receipt.

Customers may elect to purchase Extra Services that were not authorized by the permit holder:

Registered Mail

Insurance

Special Handling

Certificate of Mailing

Return Receipt for Merchandise
Package Pickup

A Return Service permit is required. A Centralized Automated Payment System (CAPS) account is
recommended. There are no minimum volumes.



Merchants must complete PS Form 3615, Mailing Permit Application and Customer Profile, and pay the
applicable annual permit and account maintenance fees at the local Post Office. The form is accessible at:
http://about.usps.com/forms/all-forms.htm.

See Notice 123, Price List, for current fees at: http://pe.usps.gov/text/dmm300/Notice123.htm.

Each package must be weighed and rated at the delivery unit and posted to the permit holder’s account in
PostalOne!
PS Form 3615, Mailing Permit Application and Customer Profile

United States P ostal St ® A. Applis it Infi ti o t ted infc atic iPmill int Auth ati .
Nalling Permit Application |1 el Sos it oo e oA ML Al cp_:;;m"?’::mmmgm MRS label elements:
and Customer Profile B -
eevitons seaabte on et e rar s P laed [ =275 e “No Postage Necessary if Mailed
T o e e N | Popllcants Signature S e Prvacy Tt below) |4 Eal Address (equied Fiaa v A . . :
R T e ’ T in the United States” imprint
ot ek enlope g (5 RO (FSSE T 08 3G 0B 7 5, S8k, 470 2 9] v 0 e Horizontal bars below indicia
on. Sl S ) T . )
_ _ _ e MRS Label rectangle includes:
& ther Names Under Uikich P Busdness (Fapploable) 7 How Can Wie Contact You? . . .
O Teghere Bl vk i b e o Permit numt_)er and issuing
B B e ) I I rcoemt Pocsorscd Mafin bk post office city, state and ZIP
________ O Yes oM fP’e;:::eEﬂ this card'for your moords, hstdtions
G e e T Cormat P R T Code
Otice -
. S o Permit holder’s address
S!!v;:h:eﬁrnr‘anmg hmj;:;lrs s . Dh ble. or z:m«er E:‘u:d C::'eﬁlgd i;m:a Postmaster or Designee Signature ° a Unlque |Mpb
T Pemut Imprirt ALhonzation (One tine Apploaton e requied P Compan: H H .
D Fom Camonn S D Pacas Serees 1 G 0 o ol i o e  Price/product marking; if none,
2.
[ Freconceet Staup Autoricator” (e lmep i cartir your o s handle as Parcel Select Non
[ Bouerrment Precancsled Stamped Envelope Axtherization” Permit fmber Dete Pemi Baved [izeung Presort
Haler Fresanceled prirted Ade Harkings o Fee Due Unique BRA ZIF+4(z)
ot O\t oot of Rt Mirings 1 e Pracance Pz : . .
B [] Postage Euideroing System [Meter/F C: Fostage™) Awthorization? BRU w/Pdanse D&pnin 1 ° EXtraserVICeS aUthonzed by
% [ Business Reply Mail™ [BFM 14 dherization® Diz § permlt holder
(Cards, Letters and Fats Onk Poswmaster or Designee Signature 3
2. Fost Dffos™ (ation o ranch)here BFM il be reseived: @ ° Customer’s return address
b. Post Ofiee where BFR permit number was issued and annual fee was paid, it - T
Sepleable: B (Pleam teep this caml fir yourreooms. kstusions
[ Business Reply Mail Accourt Maintenanes Fee (For advave de post aveaunti] P —"
Permit Number Tiste Permft [s=ued [ [szuing
[ ualified Business Reply Mail™ [GBRM ) Approvedss Ofice
5 D Merchardise Return Service (MRS) Authorization (Sefect below)=*
2 Typact Appliation b Relum Looation  Mikiple Fetum oanions are ™ Rl i ae s reaarad o preserd Fes e A
el o Single O selected, oo mplete appropriate | g:;?ﬁm'ee requred ¥
Reapplicaien O hitiple O see80n on back of fim Bl pemt ard sl seocurt ! Fosmaster ar Deagnes Sanaiare
BS Fom FE15, Janvay 2014 PEN B oy Mote: X520 I aMethg PATpOSes, ot DN P INOY POy ALESERIR |
ek - — - S _—— ) .
— | -: o Pre Printed or Handwritten
| HO POSTAGE
I | T e 1N Return Address
I ACCEPTAMNCE POST OFFICE I | MBILED IN THE | .
[ COMPUTE POSTAGE DUE [ UNITED STATES | [1 e Postage Guarantee Imprint
______________ 4
FOSTAGE ' 1 Three Horizontal Bars
REGISTERED FEE (IF ANY) | I 1 L
TOTAL POSTAGE AND FEES DUE B . U g ——— h (Mlmmum)
|| R
1 o Postage Calculation
I I Marking
[ ol
| ERCHANDISE RETURN LABEL| | Extra Services
[| PERMIT MO 1 CONESTOGA PA 17516 ]
i ABC CO 1234 mam 5T | | Endorsement
]
1 . .
USPS TRACKING # [ < st 1 1 o Class of Mail Marking
! 'y us F'ToA:TiE ;FE;U'T::TE Ak
[ ! 1 I
i : | PO BOX 0908 I i o MRS Legend
I | | CONESTOGAPA17S516 | | . .
1 P 3 I e Intelligent Mail Package
[ I I Barcode
: 92056912 3456 7803 0249 05 ] :
! '___ @ Delivery Address



http://about.usps.com/forms/all-forms.htm
http://pe.usps.gov/text/dmm300/Notice123.htm

Standard Operating Procedures Acceptance of Merchandise Return
Service

MRS labels. This image shows the required MRS label elements for a MRS package when no Extra
Services are desired by the merchant.

MRS label example

Pre Printed or Handwritten
Return Address

KO POSTAGE
I| MECESSARYIF
j| MAILED IN THE
UNITED STATES

I ACCEPTAMCE POST OFFKE
I COMPUTE POSTAGE DUE

e Postage Guarantee Imprint

Three Horizontal Bars

REGISTERED FEE (IF ANY) I . (Minimum)
TCTAL POSTAGE AND FEES DUE o~ mmEmememmms L
N rcerenn AL e T Tame BOIADITY A AT e 1 Postage Calculation
Vst USPSPRIORITY MALLG ) @ 7%
: MERCHANDISE RETURN LABEL Extra Services
: ABC CO 1234 MAIN ST Endorsement

USPS TRACKING #

]
]
]
]
] . .
—————————— Cl f Mail Mark
gosmee DUEUNIT | || o ass ot Marl Marking
US POSTAL SERVICE
: PO BOX 9928 : ' o MRS Legend
]
I 1
]
1
]

I CONESTOGA PA 17516

Intelligent Mail Package

1
]
1
]
1
]
I Barcode
]

92056912 3456 7803 0249 05

L — = — — — -,

0 Delivery Address

PRIORITY MAIL
FIRST-CLASS PACKAGE RETURN SERVICE
GROUND RETURN SERVICES

Retail acceptance at Point of Service (POS)

An acceptance scan is critical for tracking Merchandise Return Service parcels bearing an Intelligent
Mail package barcode (IMpb).

Greet the customer.

Ensure the customer’s return address appears on the MRS label.

Place the item on the scale.

Ask Hazmat question.

Follow POS Prepaid Acceptance Workflow and scan IMpb ‘Accepted'.

Inquire if customer would like to purchase optional Extra Services, such as insurance, special
handling, certificate of mailing, or Registered Mail.

Affix extra service markings, labels (if applicable) and postage to MRS parcel.

Collect funds for the extra service transaction and thank the customer.

Dispatch MRS parcels according to local policy.

ogrwNE

© oo N



Carrier Acceptance from Package Pickup or Collection Boxes

It is important that all Merchandise Return Service labels with an IMpb receive an initial acceptance

scan.

1. Scan the IMpb ‘Accepted’ using Option H-Prepaid Acceptance Scan.

On Street Menu

1 Scan Barcode

2 Review Entries

3 settings

4 Firm Sheet

5 Manual Input

6 Change Route

8 collection Box Info

D Database Info

| e peeepy | Sy

4l [@10:19 AM

Prepaid Acceptance =
Scan/key-in barcode

1 |22081083438000000227

d [M@10:20 AM

Back Office Personnel at Delivery Units

Confirmation Events

) Information

| Information recorded

Press
Enter

d [@10:20 AM

If a customer presents a Merchandise Return Service parcel with IMpb at the back dock, Dutch door,
etc. for an acceptance scan, the acceptance employee must do the following:

1. Verify the package has a MRS label with an IMpb and a return address.
2. Use the hand-held scanner to perform the acceptance scan as follows:

On Street Menu

1 Scan Barcode
2 Review Entries
|3 settings

4 Firm Sheet

5 Manual Input
6 Change Route

Prepaid Acceptance
Scan/key-in barcode

1 |22081083438000000227

q [@10:20 AM

Confirmation Events

£ Information

{ Information recorded

Press
Enter

4l [@10:20 AM



PostalOne! MRS Postage Assessment Module

The PostalOne! Postage Assessment Module was designed to streamline the manual weigh and rating
process of Merchandise Return Service mailpieces by using an integrated scale and barcode scanner that
automates the entries in PostalOne! It automatically calculates the Extra Services fees authorized by the
permit holder when those services are entered by the postage due clerk. The system is programmed to
recognize eligible Extra Services based on the class of mail selected.

The Postage Assessment Module generates:

e Firm sheet that can be scanned when the packages are delivered to the permit holder, if specified at
the beginning of the work session.

e PS3582-C Return Service Postage invoice (one copy for USPS, one for merchant)
http://blue.usps.gov/brm/ _pdf/BRM%20J0b%20Aid%207%20Approved%20Counting%20Methods%20
Dec%202013%20Version.pdf

e Business Reply Mail/Merchandise Return Invoice Revenue Detail Report listing each item processed

PS Form 3582-C.

Resliricted Information

Return Service Postage

Account Information

Account Mailer 1D: Current CAPS Debit

Number: Balance:

Permit Number: Finance Mailing Date:  04/23/2014
Number:

Company:

Address Phone Number:

PO ol Permit:  Cost Center PO of Mailing: Cost Center

Form P.S. 3582 -C
Transaction Number: 201411309535102MR

Opening Balance: CAPS Debit

Piece Mailer ID Mail Class - Rale” Coun! Weight Fee Pastage Total
1 555707897 Priority Mail - R 1 0.837 $0.000 £6.000 $6.000
2 555707897 Priority Mail - R 1 0.837 £0.000 $5.850 $5.850
3 555707897 Priority Mail - R 1 0.837 £0.000 $6.200 $6.200
Sub-Total: Priarity Mail - R 3 2513 $0.000 $18.050 $18.050
Grand Total: 3 251 $0.00 $18.05 $18.05

Customer Reference Id:
Closing Balance: CAPS Debit

The following postage and per piece fees (if applicable) have been charged to this account.

Clerk Initials: MJM

* Mail Class Rate - (R) Retail, (CB) Commercial Base, (CP) Commercial Plus

Close Print Confirmation



http://blue.usps.gov/brm/_pdf/BRM%20Job%20Aid%207%20Approved%20Counting%20Methods%20Dec%202013%20Version.pdf
http://blue.usps.gov/brm/_pdf/BRM%20Job%20Aid%207%20Approved%20Counting%20Methods%20Dec%202013%20Version.pdf

e PS Form 3883-A http://about.usps.com/forms/ps3883a.pdf, Firm Sheet, should be printed and
attached to the container of rated MRS packages for efficiency in scanning at delivery. When the
delivery employee scans the barcode on the form and uploads the data to Product Tracking and
Reporting (PTR), all packages associated with that firm sheet are updated. This example was
produced by PostalOne! MRS Postage Assessment Module.

PS Form 3883-A, Firm Sheet

UsES PostalOre! Page 1o

Form P.5. 3883 - A

FrmlT.l‘eeti H“jde‘““ I‘I“ ‘“

5142404 9042 31 44 00506
Bill Humbar: 20141131 0080905MF

Mail For: HANOWER DIRECT IMNG {0804)

™ Insured
SN Articla Murm bar
1 030803300001 95320983
2 030903300001 25320972
3 030803300001 95320285
4 030903300001 5320958

The above articles are associated tothe firm sheet

AUTHORIZED SIGNATURE

Frint Firm Shaat



http://about.usps.com/forms/ps3883a.pdf

Post Offices can order the PostalOne! MRS Postage Assessment Module device kit or the individual
components from Material Distribution Center in Topeka, via eBuy2 as shown below. Instructions for installing
and calibrating the equipment and setting up MRS permit holder profiles can be found in the PostalOne!
Postage Assessment Module training on the MRS SOX Compliance web page at http://blue.usps.gov/mrs/.

Ordering details for PostalOne! Postage Assessment Module in eBuy2:

@Buy2

SUPPLY COMMODITY

UNIT
TITLE (DESCRIPTION) PSN COST
MERCHANDISE RETURN (SCANNER/SCALE/CABLE) 6695-16-000-8975 605.21

SUPPLY COMMODITY

UNIT
TITLE (DESCRIPTION) PSN COST
SCANNER, BARCODE, LINEAR IMAGING, 3800R W/O CABLE 7025-06-000-8160 $197.82

SCALE, USPS MATERIAL RETURN, CAP 7-70#,USB/RS232,STL PLATTER 6670-16-000-8807 $400.73
CABLE, SCANNER, 8.5 FT, 4-PIN USB TYPE A 6150-16-000-8808 $6.66

UNITED STATES

POSTAL SERVICE = @Buyz

Invoicing

Send Message | Profile | Logout | In/Out Status | Help

Excess Items

My ProcurelIT Procurement

[+ speedlink] COOPER-TILLMAN, VENUS D - WASHINGTON, DC March 21, 2015

1 o i Showing 1 - 25 of 50 Results Show results per page

[Search EPP Items mmmmm

Unl EZTracker Scanner
Y Electronic squipment manufacture services [PSN:6140170001748]

UP2030 Electronic equipment
" {uP2030) s monufacture shmicee EACK(I) sons e [
Refine your results =
L 1 E3 | N Packimg o SCANNER
Al Packing tools
267117 E
Gerin o Packing tools EACH(  azpens [0
Supolies (43 &
Services (7} Zircon 1-Step Scanner Metal Sensor; 1520 Onestep Scanner
"i520 OneStep StudSensor . Type Copper/Rebar/AC. Patent-pending Centervision
AMERICAN PRODUCT DIST. (2 fmchnelogy finds th =t
L ( - ;
¥ 61810 Stud finders X Stud finders EAcH(1)  $s29800 [ 0] @
DIGITAL (7] (N312C34) Related Items Available
) o~
ENERSYS (1 ™~
GRAINGER (5)
HP-MPS (2) NO HOLSTER, SCANNER, DELIVERY, MOBILE (MDD) Warshousing
MATERIAL DISTRIBUTION CEN... (8 % This is the holster for hand scanner 6720-17-000-1576. [3/12/2014] squipment and EACH(1) $22.6850 [ 0] @
{ ) Warshousing equipment and supplias supplies
NOBLE SUPELY & LOGISTICS (8)
OFFICEMAX (10} NO
BROTHER SCANNER ADS2500W
DOSTAL PRODUCTS UNLIMITED (6) ADSIS00WE S i 3 @
N {M3ADS2500WE) Office supplies [web] Office supplies EACH(1) 24,7300 Ijl
SIGNODELE [1
bomvizine HP Scanjet 7500 Flatbed Scanner
BELL (3) HP Scanjst 7500 Flatbed Scanner: HP Scanjet Enterpriss 7500 Flatbed Scanner with [ e 0o
. tomatic documant
Brother (2 127258286 Bu ic _ Technology 5 @
re eumLIES (s E =] (495-01048) Information Technology Broadeasting and Telecommunications Broadeasimg and BACH(L)  josoonos L O
STC suePIEs (1) #  Telecommunications
Duracell (2} e
EnerSys (1) ==
Envision (1) NO ::IETRCHANDISE-RHURN- KIT, MERCI RETURN ( /SCALE/CABLE) Warehausting | . coooe [ g
KT Warshousing equipment and suppliss equipment an %0 @
Epson (4} (6635160008975) 9 =quip PP supplies.
Flying Horse (1)
5 Code Scanner
Gb Electrical (1 Code Scanner Includss CO With DTC Look-Up Software Computer Hook-Up Cable 8
HAND HELD PRODUCTS, INC -... (2 Foot OBD 11 Cablz &
3498 Specialty wrenches [PSN:5220160007150] [web E @
+ Show &ll 27 Manufacturers % faccLs) Related Items Availsble Specialty wrenches  EACH(1) 261.3800 o
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USPS Return Service

USPS Return Services allows a merchant that receives at least 10,000 return packages a year to provide a
pre-printed postage paid label to their customers to return merchandise. A Return Service permit and CAPS is
required. Product categories are:

e Priority Mail Return Service
e First-Class Package Return Service
e Ground Return Service

Postage is charged based on a revolving monthly average price based on sampling details of parcels
deposited at a POS retail counter. Each month the average uniform price is recalculated.

Pieces received at retail must be scanned as accepted, product category, weight, origin and destination ZIP
Codes (to calculate zone) and size must be entered.

The IMpb first physical scan triggers postage collection through PostalOne! based on the calculated average
uniform price, adjusted monthly.

How Does Scan Based Payment
Returns Work?

-

! E s POSTAGE -
. ot |
: LEITED NTATER : )
€ EFE FRIORITY MAIL RETURN™ | 0 Senvice lcon Block
! FACT AR TTMHTEVIMCT MLUIHF AR C L .
o e e : e Payment and Branding
| : Section
| ]
; : 9 Senvice Banner
IB INTERNET RETURNS DEPT ) o Return Address Section
I no4Ta L'DMM'EE'IC! Enl.'l.l'ﬂ DL;F'LE.W: B : i
! BRVER PR MO D06 0-RE - Delivery Address
: : Section
: Gavs vRCHIG ¥ 7 @teligent e
:ﬂ ; Package Barcode
: | : Segment
] ]
' N T . T ] 0 Additional Information
7 ] . and User Segment

Mailpiece volumes are determined by the number of pieces receiving a “physical” scan event in PTR. The
number of pieces scanned each day is multiplied by a predetermined average uniform per piece price. The
Postage Statement Summary Report will display the total postage paid each day and the Pieces Paid Report
shows the postage charges for each individual mailpiece.

The average uniform price is adjusted each month, effective the 11" day of the month based on a minimum of
250 pieces in the sample set. The sample set is primarily comprised of USPS Return Services parcels that are
presented at a retail POS location. The postal clerk scans the barcode as accepted and captures information
about the package characteristics that are included in the sample set, such as weight and origin/destination
ZIP Code.

11



When the USPS Return Services label is scanned at the delivery unit, the record is transmitted to Product
Tracking Reporting (PTR). At the end of the business day PTR generates a transaction file to PostalOne! with
each package id delivered that day. PostalOne! applies the average monthly price multiplied by the number of

packages delivered and generates a payment transaction to CAPS to collect postage from the merchant’s
CAPS account.

Average Monthly Price Calculation Formula

Sum of the prices for all Total number of pieces in that Price for each returns piece
pieces of a single class mail class included in the for that mail class that is sent
include in a sample set (past sample set (past three months) g Via SBP

three months) _— —

12



Standard Operating Procedures Acceptance of
USPS Return Services

g NO POSTAGE

|
|
| .
MALED N et I o Service Icon Block
|
|

UNITED STATES

9 Postage Payment Area
USPS PRIORITY MAIL RETURN™
BIG AND GROWING BUSINESS CO.

8403 LEE HIGHWAY
MERRIFIELD VA 22082-9999

eService Banner
o Return Address
o Delivery Address

INTERNET RETURNS DEPT

FAST AND EFFICIENT SUPPLY CO.
10474 COMMERCE BLVD DUPLEX B
SILVER SPRING MD 20910-9999

Barcode

o Additional Information and
User Segment

|
|
|
|
|
|
|
|
: Intelligent Mail Package
|
|
|
|
|
|
|
I

USPS TRACKING #

VAU

92040912 34567800 1413 90

I
i PRIORITY MAIL RETURN SERVICE :
E FIRST-CLASS PACKAGE RETURN SERVICE |
i GROUND RETURN SERVICE !

Barcode scanning is critical on USPS Return Services parcels to track the package and to collect postage.
Postage for USPS Return Services is collected when a ‘Delivered’ scan occurs.
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Retail acceptance at POS

An acceptance scan is critical for tracking USPS Return Services parcels and capturing sample package
characteristics that affect the shipper’'s average uniform price calculation.

Greet the customer.

Ensure the return address is on the label.

Place the item on the scale.

Ask Hazmat question.

Follow POS Prepaid Acceptance Workflow to scan IMpb ‘Accepted’.
Thank the customer.

Dispatch USPS Return Services parcels according to local policy.
Carrler acceptance from Package Pickup or Collection Boxes

NookrwWNE

Prepaid Acceptance Confirmation Events

On Street Menu

‘sm Barcode Scan fkev'ill barcode # Information
2 Review Entries '
|3 settings

4 Firm Sheet

|5 Manual Input

o
1 |22081083438000000227|  pjess

Enter

dl [@10:20 AM

It is important that all USPS Return Services labels receive an initial acceptance scan. Scan the IMpb
‘Accepted’ using Option H-Prepaid Acceptance Scan.

Back Office Personnel at Delivery Units

If a customer presents a USPS Return Service parcel to the back dock, Dutch door, etc. for an acceptance
scan, the acceptance employee must do the following:

e Verify the package has a USPS Return Services label.
e Use the hand-held scanner to perform the prepaid acceptance
scan as follows:

Scan Based Payment Returns Work flow

Mobile Delivery Device (MDD) - Intelligent Mail Data Acquisition System (IMDAS)

Prepaid Acceptance

On Street Menu

1 Scan Barcode Scan/key-in barcode
2 Review Entries
3 settings

4 Firm Sheet [ 1] BRNNN

5 Manual Input - —
6 Change Route 1 |22081083438000000227  press
8 Collection Box Info Enter
-Text Messages

D Database Info

B e S e




Standard Operating Procedures

USPS Return Services at Delivery Units

USPS PostalCne!?

FormP.S. 3883- A
Filmlngﬂi‘r‘;nwll‘ I‘Illm

5142404 04231 H00EDE
Bill Numbar: 20441131 00E0905MF

Mail For: HANOVER DIRECT IMG {0804)

™ Insured

Page 1 9

USPS Return Services parcels must be scanned
‘Delivered’ to trigger payment.
PS Form 3883-A, Firm Sheet

e Firm Sheet from APPS, APBS, etc.

SiN Article Num bar

03090330000195320989

e Scan individual parcels

03090230000195320972

030902300001 95320965

HERE

030902300001 95320958

The abova articles are assaciated tathe firm sheet

AUTHORIZED SIGMNATURE

Print Firm Sheat

NO POSTAGE
NECESSARY IF
MAILED IN THE
UNITED STATES

BIG AND GROWING BUSINESS CO.
8403 LEE HIGHWAY

MERRIFIELD VA 22082-9999

INTERNET RETURNS DEPT

FAST AND EFFICIENT SUPPLY CO.
10474 COMMERCE BLVD DUPLEX B
SILVER SPRING MD 20910-9999

USPS TRACKING #

9204 09123456 7800 1413 90

i e i e e e

o Service Icon Block
9 Postage Payment Area
eService Banner

o Return Address

o Delivery Address

Intelligent Mail Package
Barcode

Additional Information and
User Segment
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Parcel Return Service (PRS)

Some merchants offer a convenience label using the Postal Service as the first-mile carrier. The USPS
consolidates these mailpieces for pickup by a parcel consolidator based on the unique ZIP Code and
markings.

Often, the consumer’s merchandise refund is reduced to cover the postage and handling cost for this process.

The current parcel consolidators participating in this program are: Federal Express (56950), United Parcel
Service/UPS MI (56902 and 56935) and Newgistics (56901). Each has been assigned a unique ZIP Code so
their PRS parcels can be staged for pickup at postal facilities RDU and RSCF.

The application process and label format is detailed in DMM505.5.

JOHN DOE
1258 RETURN LN
BETHESDAMD 20817

NO POSTAGE |
1| MECESSARYIF |
I| MAILED IN THE I
UNITED STATES | ||

'IPARCEL RETURN SERVICE

ABC RETURNS PERMIT NO. 77999

ZIP - USPS PARCEL RETURN SERVICE

M ‘ “‘l ‘ “ ‘ N I“‘ - |

L]

I I

I I

: 7/ |:

9202 3912 3456 7806 1500 09 | X0

e ;
L]
I | MAILED IN THE
—_—— ': | | UNITED STATES
PEUS 7250158785 0114640 1 000000000000045 M meem——"
S e U L —

SMARTLABEL RETURNS

V274

USPS PARCEL RETURN SERVICE

9202 3999 9998 5300 0004 64

PARCEL RETURN SERVICE
56901

l

Pre-Printed or Handwritten
Return Address

e Postage Guarantee Imprint

Three Horizontal Bars
(Minimum)

@ PRS Legend

Intelligent Mail Package
Barcode

o Delivery Address

Alphanumeric Mailer
Identification

16



Standard Operating Procedures Acceptance of
Parcel Return Service

JOHN DOE
1258 RETURN LM

I
BETHESDAMD 20817

NO POSTAGE |
NECESSARY IF !
MAILED IN THE I
UNITED STATES I

PARCEL RETURN SERVICE

ZIP - USPS PARCEL RETURN SERVICE

9202 3912 3456 7806 1500 09

| PARCEL RETURN SERVICE ! |i
I 56999 4

ABC RETURNS PERMIT NO. TT999

Retail acceptance at POS

Pre-Printed or Handwritten
Return Address

o Postage Guarantee Imprint

Three Horizontal Bars
(Minimum)

© PRs Legend

Intelligent Mail Package
Barcode

o Delivery Address

Alphanumeric Mailer
Identification

An acceptance scan is critical for tracking Parcel Return Service (PRS) parcels.

NogoswdhrE

Greet the customer.
Ensure the customer’s return address appears on the PRS label.
Place the item on the scale.
Ask Hazmat question.
Follow POS Prepaid Acceptance Workflow to scan IMpb ‘Accepted.
Thank the customer.

Dispatch PRS parcels according to local policy.

Carrier acceptance from Package Pickup or Collection Boxes

It is important that all Parcel Return Service (PRS) labels with an IMpb receive an initial acceptance
scan. Scan the IMpb ‘Accepted’ using Option H-Prepaid Acceptance Scan.

On Street Menu

lScan Barcode

2 Review Entries
‘Setlings

4 Firm Sheet

5 Manual Input

6 Change Route

8 Collection Box Info

.Text Messages

H Prepald Accept
. Database Info

SRRy W PR S | ey

dl @10:19 AM

Prepaid Acceptance =
Scan/key-in barcode

| HEN

dl m10:20 AM

Press
Enter

Confirmation Events

£ Information

{ Information recorded
successfully!

dl @ 10:20 AM
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Back Office Personnel at Delivery Units

If a customer presents a Parcel Return Service parcel with IMpb to the back dock, Dutch door, etc.
for an acceptance scan, the acceptance employee must do the following:

1. Verify the package has a PRS label with IMpb and a return address.

2. Ensure Standing Delivery Order, PS Form 3801, is on file and contains signature of the agent
or authorized representative(s) picking up the PRS parcels at your facility.

3. Attime of the pickup use the hand held scanner to perform the acceptance scan as follows:

On Street Menu

Prepaid Acceptance Confirmation Events

1 Scan Barcode Scanll_(ev-ip I:aru_:de - ) Information

2 Review Entries o HE { Information recorded
B‘Seﬂings |
4 Firm Sheet

5 Manual Input — _ —
6 Change Route 1 22081083438000000227

8 Collection Box Info Press
EText Messages Enter

H Prepaid Acceptance
D Database Info

| I Ry pap o | T

4 [@10:19 AM

q [10:20 AM d [@10:20 AM

4. All PRS parcels received through retail or from carriers require additional scans.

From The In Office Menu Select Scan/Enter Press Enter '
mmep Prepaid Acceptance Barcode Label ID Acceptance Info Will
Be Recorded

5. If the PRS vendor has an RDU pickup at your location,
additional scans are required to document availability for pickup and pickup by vendor.

6. If the PRS vendor does not retrieve parcels at the RDU, dispatch in the RDC-09 container.

7. Delivery office must scan the PRS label to document hand off to PRS agent:
a. Event Code 16 Available for Pickup
b. Event Code 17 Picked Up by Agent

c. Agent driver and USPS back-office employee signs PRS Dispatch log, verifying total number
of return parcels.

03 ACCEPT OR PICKUP

16 AVAILABLE FOR PICKUP

17 PICKED UP BY AGENT

MR PICK UP AND PROCESSED BY AGENT
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Parcel Return Service-Full Network (NSA Only)

Parcel Return Service-Full Network uses a preprinted postage paid label that incorporates features
of both USPS Return Services and PRS. PRS Full-Network features:
e The USPS label printing technology
e Average monthly price
o Efficiencies of the Parcel Return Service (PRS) program by capturing pieces at upstream
postal plants for delivery, shortening transit time and eliminating additional transportation and
processing operations at the delivery unit.

Labels are addressed to the permit holder’s address, but will be captured at a destination SCF
facility and delivered directly to the permit holder, based on individual agreements between the
permit holder and the Postal Service, coordinated by an Operations Integration Specialist (OIS).

The ‘Delivered’ scan triggers payment based on an average monthly price calculation that is
calculated by the same process as USPS Return Services explained above.

The minimum volume threshold is determined by the NSA agreement. The label looks identical to

those for USPS Return Services labels. However, the Service Type Code (STC) imbedded in the
IMpb identifies the piece as PRS-Full Network.

NO POSTAGE
NECESSARY IF
MAILED IN THE e Payment and

UNITED STATES Branding Section

Service lcon Block

SPS® GROUND RETURN

AND GROWING BUSINESS CO
LEE HIGHWAY
RRIFIELD A 22082-0959

Postage Payment Area

Service Banner
Return Address

€ Address and Delivery Delivery Address

Information Segment

Intelligent Mail Package

FAST AND EFFICIENT SUPPLY CO. Barcode

Additional Information
and User Segment

Q00000

I
I
I
1
I
I
I
I
:o INTERNET RETURNS DEPT
1
I
I
1
I
I
I

10474 COMMERCE BLVD DUPLEX B
USPS TRACKING #

SILVER SPRING MD 20910-9999

9202 4912 3456 7800 1413 96

Intelligent Mail
€= Package Barcode
Segment

e

°W

Additional Information
and User Segment
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Bulk Parcel Return Service (BPRS)

BPRS is designed for shippers of Parcel Select Lightweight or Standard Mail machinable packages
as a solution to handle Undeliverable-as-addressed (UAA), refused or unopened and returned to
sender parcels. These mailpieces are charged a flat fee, regardless of weight or zone.

The shipper must print one of the following endorsements below the return address if they want to
receive this special service and rate for unopened packages:

o “Return Service Requested — BPRS”
or
e “Address Service Requested — BPRS”

Permit holders may also pay this special rate for opened and refused/return to sender mailpieces if
the optional label (shown left) is provided inside the parcel and affixed by the customer. The
customer can open the package before deciding if they wish to keep it or return it.

A BPRS permit is required along with an IMpb barcode. The Postmaster issues the BPRS permit
number and a postage due agreement. The application process is described in DMM505.7.

Pre-Printed or Handwritten
Return Address

e Postage Guarantee Imprint

Three Horizontal Bars
(Minimum)

o Class of Mail Marking

BULK F’ARCEL RETURN SERVICE |

[
[
PERMIT NO. 1 CONESTOGAPA 17516
ABC CO 1234 MAIN ST | : e BPRS Legend
[ : .
USPSTRACKINGE = M =---—----=-- | Intelligent Mail Package

OSTAGE DUE UNIT Barcode

|

: | |US.POSTALSERVICE | ||

: , 1POBOX 9998 bl o Delivery Address
. | LCONESTOGAPA1TSIE ! ||

| ]

| ]

1 1

1 1

9274 891234567894 0323 02
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Return On Your Own (ROYO)

Many companies choose to let their customer ship the merchandise back at their own expense.

The Postal Service has made it easier for consumers to ship their returns via the USPS. Consumers can
conduct a USPS Return On Your Own (ROYO) Service transaction:

e Online through Click-N-Ship (regular shipping label).
e At a self-service kiosk (Return Merchandise workflow).
e Ataretail location that has a point-of-sale (POS) terminal.

When accepting a ROYO Service parcel at POS, follow the POS ROYO workflow
process.

ROYO Service Self Service Kiosk Work Flow

The Self Service Kiosk makes it easy for the consumer to generate a ROYO Service
return shipping label with a unique IMpb.
1. Select Return Merchandise
2. Enter the first three or four letters of the merchant’'s name.
3. If merchantis listed, select; If merchant is not listed, continue to enter merchant |
information.
4. Follow prompts to conduct payment transaction and generate ROYO return

shipping label.

Self-service kiosk ROYO Service workflow

Please touch the first three or four letters of
the merchant's name and then touch Enter.

Please touch selection on screen to begin

Mail a Letter or Package

cagoooaoon. -
coooaenoaecos
ol ]l T ol aten

e oot ot o
—— Y

d By the B &
ehy,

Pastal Sarv
Bire mey phat

sy US. POSTAGE

02460
E ousoiats
2 0;”28“1 Qg
o %Jlr‘z:gg“
PRIORITY MAIL® RETURNS
DIMWT: 101b.
SHIP 15" x 12" x 10"
TO: ACTUALWT:
Chippewa Forest Products 1lb.1000z.
[P 1 Incorporated
| and g | Building 123, Bay 1966, East 0004
| from EDDFile | Wing
| Data. Merchant } 327 3rd Street North East
EFamcfan:df““ . INTERNATIONAL FALLS
5:1':; e MN 56649
S [nmmannrmammin
USPS TRACKING NUMBER

ZIP

JI IO

420 53595 9511 7000 2742 1067 0016 43
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Standard Operating Procedure Retail Employees
Acceptance of Return On Your Own (ROYO) Service parcels

The US Postal Service is the most convenient choice for merchandise returns. We have more retail locations
than our competitors and offer free carrier pickup. As shopping online grows, so do returns.

When you enter the ZIP Code, you may receive a prompt asking if this is a return package. When you identify
a returns package on POS, the tracking number is printed on the consumer’s PVI (postage validation imprinter)
receipt and the acceptance data is captured in the merchant data files. This allows consumers to track the

status of the package.

POS/RSS ROYO Service workflow
Step 1

Step 2

Domestic Mail

11:30 AM Mon, 04/04/41 - 48.00.010 000 - RCKVMDET300 ::E'E @
AT
Enter/ co!nﬁtt'm 5|‘P CkOde SellDomestic ==
or select a dynakey:  Money Order é‘
l o e _V Y. with Fee .

d
ifapplicable.

‘ o @/

AR TRET R

Sales.
Channel

End of Visit i -@
Total: wail
oo Available o]

Domestic Mail
11:30 AM Mon, G40WT1 — 4800.010.000 — RCKVMDETS00 Yes

Read message:

Then selectan option

1 No
or oz 2 x

@
&

-

E

PR
L

|
Alist of companies has been found for this

ZIP Code. Is customer returning merchandise

to a company? ‘

‘:'I

N

L

ALY

blll:

Note: Return Product mail classes are the
preferred mailing option for returned
merchandise.

End of Visit

Total
$0.00

Nore: The *Numeric Pad”, *“Total Area” and *[Up] [Down]” static arrow keys are only relevant to the rouch screen.

Selectamall class:  FiairamBer 3{?

Priority Mail RS
Rate
ey

1
o o |

1. Pricrty Mai Retum Service Expeced

FirstClass *’-“g

Package Return ll-l
Service.

Wed 040511
2. Pricrty Mai RS
Flat Raiz Box == | et
3. Priorty Mal RS Service
Flat Rate Env>>>

4. First-Class Packags Retum Expecied $ixx |
Service Wed D4/06/11 |
5. Ground Retum Serwice Expected S

Wed 04006/11
Endof Visit
Total:
$0.00

Nore: The “Numeric Pad”, “Toral Ares* and “[Up] [Down] static arrow keys are only relevant 1o the touch screen
o, ditepune i b 0 y .

PPRTRVEY Y

it

1

A

i
£
H
4

b
"

Nate: The *“Numeric Pad”, “Toral Area” and “[Up] [Down " static arraw keys are anly relevant to the touch sereen. oTLa
o, e il s & sbant 0 st 4 o e Conatrset Yo i NI wd L'SPE. L= i, i ting, o inalasand s sl b ittt 34 forth i Civiadt Yo, IETTRT. 05000 ik FCR aad USFS.
- o Domestic Mail = = =
Domestic Mail sority Mail - Prriority Mail S
11:0 AM MON, BUOUT1 — 4200010.000 — RCKVMDET0 m'"l’ 11:30 AM Mon, G411 - 45.00.010.000 - RCKVMDET300 Return
st Service

WY

Select a mail class: gl:;uhh! st gr;;(

Q

Priority MailRS = ¢
. FlatRate Env
0 Ibs = > s

1. Priosty Mai Rewm Service  Expeceed Heboat o e
Wed 0405711 S (,'7
2. Pronty Mad RS
Flzt Rzt Bowsss | e s
3. Priority Mail RS Service
Flat Ratz Env>>=

4, Firgt-Class Packags Reum Expeced S0 ‘
Service Wed 040611 |

5. Ground Retum Service Expected Sxxx
| B G

Wed 04:06/1
Endof Visit
Total Surcharges —“
$0.00 I

Note: The “Numeric Pad”, “Toral Area™ and “{Up] [Down]” static arrow keys are only relevant to the touch screen
Use, mprednting v dincissune i st i restrcings ¢4 foskie Civeinct 1. JETTRI-AP-B.0000 wite NCR aad USFS.

AR R TR

22



Step 5

Domestic Mail —
11:38 4% Won, 04SKT1 - £504010.080 - RCKVMDETS00 Insurance L
Select extra service(s), then

select<Continue..>:
Be sure to offer services to the customer.

1l

Off 0 ||ps, 80|z ||

R

End of Visit
wa || (Gmimen  AEMp
$0.00

Hote: The “Numeric Pad”, “Total Area and *[Up] [Down]” static arrow keys are only relevant to the touch soreen
e, repradussion or : ; .

DM- €

Step 7

Domestic Mail
1130 AW Mon, G041 - SSE0SIEA0N - RCKVMDETSS0

g
E
e

PR YR

i

2

Nore: The “Numeric Pad”, “Tors! Area” and “[Ugj [Down]” static arrow keys are only relevant o the touch screen.
o, npocdactios or st Gt o T i B e LTS

DM-8

Step 8

Domestic Mail

11:30 AM MON, S4BY11 - $500010.000 - RCKVMDET0

g

Select merchant to return package to:
the Il L.

N |

.
bs. 3.00 oz 1% 1l

R

Enter
3 Hame (not inlis)
e
E 5
22 | Safnas, CASINT I
=7 |5 EFG Company Xz J

End of Visit
Total: b
$0.00

Domestic Mail

11:30 AN Mon, BUSU11 - 4500810.088 - RCKVMDET308

Enter merchant name to return package to:

3.00 [o7 ""ﬂ |

Bl -aﬂ
o

Wiy

3
T

KA

End ol Visit
Total Accept
$0.00

0

i

v

Note: The “Numeric Pad”, “Total Area” and “[Up] [Down]” static arrow keys are only relevantto the touch screen. DM- 10 More: The “Numeric Pad”, “Total Area” and “{Up] [Down)" ic arrow keys are only relevant o the rouch screen. DM- 11
ot o - : 2 e—— st vt 1 it ¥R s
Domestic Mail o
o, G40V11 — 400010000 - RCKVMDETIE et
. e e
What kind of postage? T s ,;‘.{zw
To make changes, select <Change...> dyrkey.
o Postage
Required
e Ny
=] Pay by 3@;‘
= Account
7%=
=
=2
- Postage
= S
=
-
E 3 1ssue
m Certificate of
g: ailin =
= —
e Change ‘
:i‘. Mail Class
-
Ead ol vk Add /Change
Total:  $0.00 Extra
Services
Hote: The “Numeric Fad” “Tatel Areaand “Up) [Down]*saic arrowkeys are only relevent o the woush soreen. 1

POS Returns add value to consumers and merchants.

Follow these simple steps and grow revenue.

Identify piece as a return and follow prompts to complete the transaction.
Select the merchant or enter merchant name and address.
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Samples below of tracking number and POS receipt.

e —
USPS TRACKING #

9114 9010 7574 2164 8000 18
_—————SSS————————

_— Sales Receipt

Product Sale Unit Final

Description 0ty Price Price

#9 SHEPHERDSVILLE KY $3.48

40165 Zone-4

First-Class Package

Return Service

11,20 oz

gxpected Delivery: Sat 04/28/12

Cime

abel #:
9502 0104 9584 2116 4692
Sustomer Postage -$3.48
- $0.00
Total: $0.00

Paid by:

@ To check on the delivery status of this
article, visit our Track & Confirm website
at USPS.com, or call 1-800-222-1811.

KRKEK TR KN TR KA IR NN KT TR KK RE R TR KRN
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Merchandise Return Service (MRS) — Approved Processing
Methods

JOB AID #1

MRS must be processes manually or by one of the following authorized alternate processes:
e Postage Assessment Module — weigh, rate and scan
e Postage Due Weight Averaging

PostalOne! MRS Postage Assessment Module

The PostalOne! MRS Postage Assessment Module consists of a scale and scanner connected to a ACE
computer workstation. When using the MRS Postage Assessment Module, the price is automatically
calculated by placing the item on the scale, scanning the barcode and entering the origin 3-digit ZIP Code.

e If the customer is eligible for Cubic pricing or the parcel is subject to Dimensional Weight, verify the clerk is
measuring and entering the information correctly. For instructions on how to determine
Dimensional Weight calculations, refer to DMM 423.1.6
http://pe.usps.com/Archive/HTML/DMMArchive20130127/423.htm.

o |If a site adopts the Postage Assessment Module, it replaces manual counting.

Postage Due Weight Averaging (PDWA)

Postage Due Weight Averaging allows the USPS to estimate the number of pieces of similar weight items by
weighing the total net weight divided by the average weight per piece and factoring postage based on a 4-
week rolling average price per piece. When processing MRS under a PDWA Agreement, refer to DMM
505.3.1 http://pe.usps.com/Archive/HTML/DMMArchive20130127/705.htm#1394291 and the agreement for
details on sampling instructions.
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USPS Returns — Approved Processing Methods

JOB AID #2

USPS Returns processes:
e Automated Parcel and Bundle Sorter (APBS)

e Firm Delivery Receipt PS Form 3883-A from Automated Parcel and Bundle Sorter (APBS)

Scan Based Payment

In contrast to traditional MRS, USPS Return Services items are addressed directly to the permit holder and are
identified as Priority Mail Return Service, First-Class Package Return Service or Ground Return Service.

EXAMPLES OF USPS RETURN SERVICES
LABELS:

*The permit holder account number and traditional
MRS markings do not appear on these labels.
This information is imbedded in the Intelligent Mail
package barcode (IMpb).

When processing USPS Return Services items,
the postage is automatically deducted from the
permit holder's CAPS account based on the first
physical scan event of individual packages or firm
sheet that are uploaded to the Product Tracking
Reporting (PTR).

h-T UNFTED S 1ATES
Le=_J POSTAL SERVICE =

USPS TRACKING #

9239 6912 3456 TEOD 0008 48
|

UNITED STATES
POSTAL SERVICE »

PRIORITY MAIL® RETURN SERVICE

Rk ¥

ABC Company
475 LENFANT PLZ SW
WASHINGTON DC 20280-0004

USPS TRACKING #

MK T

9211 7912 3456 7800 0043 35

] UNITED STATES
L= | POSTAL SERVICE 4

WK

ABC Compsny
475 LEMFANT PLE 5\W
WASHIMGTON DG 20080000

USPS TRACKING #

8221 6912 3456 7800 0008 18




o Verify all USPS Return Services parcels were scanned with a ‘Delivered’ event.

If the permit holder is authorized Cubic pricing, use the Electronic Verification System (eVS) sampling device
at the established frequency to capture parcel details.

Using Firm Delivery Receipt PS Form 3883-A from Automated Parcel and Bundle Sorter (APBS)

The electronic firm delivery receipt is created as parcels are scanned and sorted for delivery on APBS at the

local plant servicing the delivery unit. The firm delivery receipt for USPS Return Services permit holders must

be scanned “Delivered” and uploaded to Product Tracking Reporting, which triggers an automatic debit from

the permit holder's CAPS account.

o Verify that the PS Form 3883-A Firm Delivery Receipt is produced in duplicate, recipient’s signature
and postmark is collected on USPS copy and Delivered scan event is uploaded to PTR.
o Verify that a signed PS Form 3883-A Firm Delivery Receipt is filed with other supporting documents.

e Sample PS Form 3883-A Firm Delivery Receipt is available at blue.usps.gov/mrs

Note that parcels for traditional MRS permit holders with a Firm Delivery Receipt must be individually weighed

and rated to capture postage.

USPS Return Services permit holders are identified by the service type code and mailer Id (MID) imbedded in

the IMpb and payment is triggered by the first physical acceptance scan of the barcode on the Firm Delivery

Receipt.

I Insured

USPS PostalOne!

Form P.S. 3883 - A

| rm‘Sh ‘eetia ““Dde‘ : “ ‘ ‘ I‘I “ “ “

5142401 5042 34 4400505
Bill Hurnbar: 20441431 0080005MF

Mail For: HANOWER DIRECT IMNC {0204}

Page 1 o

S

Article Mum bar

030903200001 95320239

0309032300001 95320872

0309032300001 95320985

Elwfra | —

0309032300001 95320258

Tha ahove articles are associated tothe firm sheat

AUTHORIZED SIGNATURE

Print Firm Sheaet
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Business Reply Mail (BRM) - Approved Counting Methods

Job Aid #7

The following are the approved counting methods for processing and invoicing Business Reply Mail

(BRM):

Manual Processing
e Physically sorting, counting and weighing BRM.
e Maintaining a manual count worksheet.
e Record piece counts in PostalOne! system and generate PS Form 3582-C.
End of Run (EOR)
Used for BRM customers typically receiving large volumes of mail that are identical in weight.
Mail is processed at a Plant and counts are recorded within a Sort Program.
Use of EOR eliminates the need to manually count this mail.
Counts from the EOR reports are entered into PostalOne! and a PS Form 3582-C is
generated.
e  Two different types:
e PS Form 3582-C, BRM/Postage Due Invoice accompanies mail.
e Prior to invoicing (See BRM Job Aid 8, Delivery Prior to Payment).
Business Reply Mail Accounting System (BRMAS)
e Term is often used to describe Qualified Business Reply Mail (QBRM).
e An automated method of counting and rating BRM (limited number of facilities using BRMAS).
e BRMAS Count Information generated, results entered into PostalOne! and a PS Form 3582-C
Printed.
Bulk Weight Averaged Non-letter Sized BRM (WA-BRM)
o A web-based application based on statistical principles that determines the amount of postage
and fees due.
Mail is weighed in bulk to determine postage charges.
Mailers must pay a monthly maintenance fee to participate.
Mail must consist of Nonletter-size pieces not exceeding five pounds eac.h
¢ WA BRM Report generated, results entered into PostalOne! and a PS Form 3582-C is printed.
Pitney Bowes PB-1000
e Pitney Bowes machine can count and weigh non-identical letter size mail.
e There are a limited number of these machines deployed throughout the Postal Service.
e PB-1000 Report generated, results entered in PostalOne! and a PS Form 3582-C is printed.
Mechanized Counting Equipment
e Counts the number of pieces fed through a machine that does not generate a report
i.e. Omation Counting Machine.
e Limited number deployed throughout the Postal Service.
e Will count identical size letter mail but does not have weighing capability.
e Piece counts are documented on a Daily Recording Log, entered into PostalOne! and a
PS Form 3582-C is printed.
Postage Assessment Module (PAM)
e Scale/Scanner Kit attached to an ACE computer.
e Allows for postage to be calculated automatically and entered directly into PostalOne! through
the weighing and rating process.
¢ No manual count worksheet required.
Designated employee must generate and print PS Form 3582-C.
Other customized methods as approved by USPS Headquarters
e Used at the discretion of and for the benefit of the USPS.
¢ WA-BRM monthly maintenance fee is NOT required.
e Perform a monthly sampling to determine average postage assessed for Non-Identical letter
sized mail.
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® Counts are recorded in PostalOne! and a PS Form 3582-C is printed.
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GLOSSARY OF TERMS

Acronym Name Where to Find Info:
Application Program
API Interface https://www.usps.com/business/web-tools-apis/list-of-apis.htm
Business Customer
BCG Gateway https://gateway.usps.com/eAdmin/view/signin
Bulk Parcel Return
BPRS Service DMM 505.7; http://pe.usps.gov/text/dmm300/dmm300_landing.htm
Business Reply (permit
BR type) DMM 505.1; http://pe.usps.gov/text/dmm300/dmm300_landing.htm
Centralized Account
CAPS Processing System https://caps.usps.gov/capshome.asp; 650-377-1334
COA Change of Address http://amshg.usps.gov/ams/ams.cfm
Customer Registration https://ribbs.usps.gov/intelligentmail package/documents/tech_guides/P
CRID Identification UB199IMPBImpGuide.pdf
DMM Domestic Mail Manual http://pe.usps.gov/
Electronic Verification
evs System https://ribbs.usps.gov/index.cfm?page=evs
Intelligent Mail package
IMpb barcode https://ribbs.usps.gov/index.cfm?page=intellmailpackage
USPS API that
Merchant generates a return
Returns API shipping label https://ribbs.usps.gov/index.cfm?page=merchantreturns
https://ribbs.usps.gov/intelligentmail package/documents/tech_guides/P
MID Mailer Identification UB199IMPBImpGuide.pdf
Merchandise Return
MR (permit type) DMM 505.3; http://pe.usps.gov/text/dmm300/dmm300 _landing.htm
Merchandise Return
MRS Service DMM 505.3; http://pe.usps.gov/text/dmm300/dmm300_landing.htm
National Customer
NCSC Support Center Label/Barcode Certification; 877-264-9693
Negotiated Service
NSA Agreement DMM 709.1; http://pe.usps.gov/text/dmm300/dmm300 _landing.htm
USPS Operations
OIS Integration Specialist http://blue.usps.gov/salesprep/salesunits/ois.htm
USPS web system that
contains mailing and
postage payment
PostalOne! information https://www.usps.com/postalone/; (800) 522-9085
Parcel Return (permit
PR type) DMM 505.5; http://pe.usps.gov/text/dmm300/dmm300_landing.htm
PRS Parcel Return Service DMM 505.5; http://pe.usps.gov/text/dmm300/dmm300 landing.htm
Product Tracking and
PTR Reporting System https://tools.usps.com/go/TrackConfirmAction!input.action
USPS Returns Scan
SBP Based Payment DMM505.4; http://pe.usps.gov/text/dmm300/dmm300 landing.htm
SSK Self-service kiosk https://tools.usps.com/go/POLocatorAction!input.action
https://ribbs.usps.gov/intelligentmail package/documents/tech_guides/P
STC Service Type Code UB199IMPBImpGuide.pdf
USPS Technical
TIS Integration Specialist http://blue.usps.gov/salesprep/salesunits/ois.htm
PRS-Full Parcel Return Service-
Network Full Network DMM 505.5; http://pe.usps.gov/text/dmm300/dmm300 _landing.htm
Rapid Information
RIBBS Bulletin Board System https://ribbs.usps.gov/
Uniform Resource
URL Locator website address
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https://www.usps.com/business/web-tools-apis/list-of-apis.htm
https://gateway.usps.com/eAdmin/view/signin
http://pe.usps.gov/text/dmm300/dmm300_landing.htm
http://pe.usps.gov/text/dmm300/dmm300_landing.htm
https://caps.usps.gov/capshome.asp
http://amshq.usps.gov/ams/ams.cfm
https://ribbs.usps.gov/intelligentmail_package/documents/tech_guides/PUB199IMPBImpGuide.pdf
https://ribbs.usps.gov/intelligentmail_package/documents/tech_guides/PUB199IMPBImpGuide.pdf
http://pe.usps.gov/
https://ribbs.usps.gov/index.cfm?page=evs
https://ribbs.usps.gov/index.cfm?page=intellmailpackage
https://ribbs.usps.gov/index.cfm?page=merchantreturns
https://ribbs.usps.gov/intelligentmail_package/documents/tech_guides/PUB199IMPBImpGuide.pdf
https://ribbs.usps.gov/intelligentmail_package/documents/tech_guides/PUB199IMPBImpGuide.pdf
http://pe.usps.gov/text/dmm300/dmm300_landing.htm
http://pe.usps.gov/text/dmm300/dmm300_landing.htm
http://pe.usps.gov/text/dmm300/dmm300_landing.htm
http://blue.usps.gov/salesprep/salesunits/ois.htm
https://www.usps.com/postalone/
http://pe.usps.gov/text/dmm300/dmm300_landing.htm
http://pe.usps.gov/text/dmm300/dmm300_landing.htm
https://tools.usps.com/go/TrackConfirmAction!input.action
http://pe.usps.gov/text/dmm300/dmm300_landing.htm
https://tools.usps.com/go/POLocatorAction!input.action
https://ribbs.usps.gov/intelligentmail_package/documents/tech_guides/PUB199IMPBImpGuide.pdf
https://ribbs.usps.gov/intelligentmail_package/documents/tech_guides/PUB199IMPBImpGuide.pdf
http://blue.usps.gov/salesprep/salesunits/ois.htm
http://pe.usps.gov/text/dmm300/dmm300_landing.htm
https://ribbs.usps.gov/

SBP EVENT CODE

SBP_EVENT_CODE

SBP_EVENT_CODE_DESCRIPTION

01 Delivered

02 Notice Left

03 Accept or Pickup

04 Refused

05 Undeliverable as Addressed

06 Forwarded

07 Arrival at Unit

08 Missent

09 Return to Sender

10 Processed

11 Dead Letter

14 Arrival at Pickup Point

15 Mis-shipped

16 Available for Pickup

17 Picked Up by Agent

18 Random sampling - oversized

19 DC/EVS Arrive

21 No Such Number

22 Insufficient Address

23 Moved, Left No Address

24 Forward Expired

25 Addressee Unknown

26 Vacant

27 Unclaimed

28 Other

29 Other

31 Return to Sender / Not Picked Up
32 Dead Mail / Disposed by Post Office
33 Dead Mail / Sent to Recovery Center
35 Processed (Registered Mail Only)
36 Processed (Registered Mail Only)
38 Processed (Registered Mail Only)
39 Processed (Registered Mail Only)
40 Processed (Registered Mail Only)
41 Received at Opening Unit

42 USPS Handoff to Shipping Partner
43 Picked Up

44 Customer Recall

45 Dispatched from International Service Center
46 Duplicate Label ID

51 Business Closed

52 Notice Left
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SBP_EVENT_CODE

SBP_EVENT_CODE_DESCRIPTION

53

Receptacle Blocked

54 Receptacle Full/Item Oversized
55 No Secure Location Available

56 No Authorized Recipient Available
57 Held at Customer Request

80 Picked Up by Shipping Partner
81 Arrived Shipping Partner Facility
82 Departed Shipping Partner Facility
Al Arrive Sort Facility

AE Arrived USPS Sort Facility

B2 Into Customs

B3 Out Of Customs

BE Processed

Cl Inbound Into Customs

co Inbound Out Of Customs

DE Depart USPS Sort Facility

DX Delivery Status Not Updated

L1 Depart Sort Facility

OA Origin Acceptance

oD Processed at Destination Facility
OF Out for Delivery

PC Sorting/Processing Complete

R1 Arrive Sort Facility

RB Processed

SF Dispatched to Sort Facility

T1 Depart Sort Facility

™ Shipment Acceptance

Ul Arrive Sort Facility
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Questions or Comments

Please submit questions or comments to:

ShippingServices@usps.qoVv
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