U.S.P.S. STANDARD OPERATING PROCEDURE

SCANNING A DELIVERY CONFIRMATION BARCODE

FROM A PRIORITY MAIL DROP SHIPMENT

LABELED TO AN ADC OR SCF

STANDARD OPERATING PROCEDURES FOR DESTINATING PROCESSING PLANTS (ADC OR SCF)


BACKGROUND
Priority Mail drop shipments are used by customers to speed the delivery of sacks containing any class of mail between domestic postal facilities.  Using postal transportation, these drop shipments receive expedited service from the origin office to the destination office.  Delivery Confirmation with Priority Mail drop shipment will provide customers with a low cost, easy-to-access delivery information system and indicate the date when sacks arrive at their destination.

Following applicable Domestic Mail Manual standards for the specific class of mail, customers must presort the enclosed mailing(s) before insertion into a Priority Mail sack.  Priority Mail drop shipments must be presented to an acceptance unit at the origin office for verification, acceptance, and postage payment.

OBJECTIVES
· To scan every Delivery Confirmation barcode on each Priority Mail drop shipment labeled to an ADC or SCF.

· To open and distribute the contents of a Priority Mail drop shipment sack promptly.

· To process contents efficiently and meet the service commitments appropriate to the class of mail.

KEY POINTS TO REMEMBER
· You are only required to scan the barcoded label on Tag 161. If any of the mail enclosed in the Priority Mail sack contain Delivery Confirmation, those pieces will be scanned by the carrier at the time of delivery.
· Tag 161 will be attached to each Priority Mail drop shipment sack with Delivery Confirmation.  Other Priority Mail drop shipments with no Delivery Confirmation will use Tag 159 or Label 23.
· Barcode scans from Tag 161 are required on the day the Priority Mail drop shipment arrives at the open and distribute unit and must occur before midnight.

· Priority Mail drop shipment barcodes must be scanned as “Delivered”. 

· A Delivery Confirmation scan is confirmation that the drop shipment arrived at the appropriate destinating processing plant.

· Delivery Confirmation does not guarantee delivery by a certain date and time.
1. PROCESSING PRIORITY MAIL SACKS

a) Read the sack label carefully.

· Sacks labeled to the 3-digit ADC or SCF are the only ones that should be opened and processed at the destinating processing plant.

· Sacks labeled to a 5-digit delivery unit must be dispatched to the downstream post office for local distribution.  The 5-digit delivery unit will scan the Delivery Confirmation barcode upon receipt of the Priority Mail drop shipment. 

b) Remove the PS Tag 161 from the Priority Mail sack.  Scan or collect barcoded tags for scanning.  Discard non-barcoded tags.

c) Open the Priority Mail sack.

d) Send the enclosed mailing to the appropriate distribution processing operation and provide the service appropriate to the class of mail and rate paid.  

NOTE:

The enclosed mail should be properly color-coded and worked at the destinating facility.  It should not be sent to the BMC for processing.  

e) Complete PS Form 3749, “Irregularities in the Preparation of Mail Matter” when discrepancies with the mail inside the Priority Mail sack are discovered.  Send PS Form 3749 to the acceptance unit at the origin post office.

2. SCANNING DELIVERY CONFIRMATION BARCODES  


   (Refer to attached illustration of Tag 161)
a) Use Operation 064 as MODS number for Function 1, LDC 17, when batch scanning special service barcodes.

b) Use a handheld scanner, Mobile Data Collection Device (MDCD) to scan the Delivery Confirmation barcode.

c) Follow these steps to capture information from a barcoded Tag 161:

1. Remove the scanner from its cradle.

2. Make sure there is no mailbox logo at the bottom of the screen.

· If there is, bring the scanner to the supervisor.

3. Verify Date and Time on scanner.

· If date and time are correct, press ENTER
· If date and time are incorrect, notify supervisor.

4. Enter user type:  select 1 (In-Office User)
5. Use the last four digits of your social security number as Employee ID.

6. Enter your Assignment ZIP Code*, and press ENTER
NOTE:  For Assignment ZIP Code, use the 5-digit destination ZIP Code of your facility.
7. From MAIN OPTIONS, select 1: SCAN BARCODES and press ENTER
8. After selecting 1: SCAN BARCODES, press the ON SCAN button to scan the barcode or manually input the DC number.

9. Check Label ID that appears on screen: Press ENTER
10. Select Event Code: 1.  DELIVERED
11. At the Destination ZIP Code screen, press ENTER. Do not modify the ZIP Code.

12. You will receive a message verifying the information was successfully recorded.

13. Place scanner in its cradle when scanning tasks are completed and the data will be uploaded.

d) Discard the barcoded Tag 161after scanning. 
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