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Postal Training 

Training Objective 

Provide rn oveMcw of postal regulauons 
Familiarize people with reference 
materials 

~' Supply sufficient mfnrmation for 
mailpiece design 
BCS plstal procedures and tools 

Postal Training Overview 

Postage Kales 

Classification 
Processing 
CatCy<,ry 

~' Addressing 

somoon 

Keply Mdil 

Portage Painlent 
Systems 

Move U d r t e s  

m e r  
Mal Reparmon 
BCS Rmedures m d  
TOOIS 

CONFIDENTIAL AND PROPRIETARY 
InformaOon contained herein is corifidential and proprielary lo Moore Business 
Comrnunicarion Services Malerial musf be relurned if requesred and shoujd be used 
on& for 11s intendedpurpose 



Postage Rates 

~I Classitication 
~ ' Processins Catepoq 

~ ~' Addressing 
-' Sortation 

*Physical Charactensacs 

Automation Discounts 
Automation Compatible Lhcumenr 
I' Papci~ and scaling 

f Size (length, heighi width, aspect ratio) 
9' AddreruB;ucodc Keadabnlq 

I Movr Updaten four First C h s  

. Addrss'Barcnde da 
Software 

JMail sorting norgrtn brcoum! 

CONFIDENTIAL AND PROPRIETARY 
Information contained herein is confidenttaal and proprietary to Moore Business 
Communication Services Material must be returned //requested and should be used 
on& for t ts intended purpose 



Postal Training 

I 
... 

It's w l i a t ' s w  that counts. 

7- M - e E '  

Classification 

Uetermined by 
" Content? 

I - Classes of Mail 

FirstChss 
*' Priority Mail 

Periodicals 
1 ' Standaid Mail 

I Nonprodt 

Pack3gc Services 

CONFIDENTIAL AND PROPRIETARY 
in/ornk!ion contained herein is confidential andproprielary to Moore Business 
Communication Services Material must be returned if requested and should be used 
only Por its infended purpose 



Express Mail 

Content-any thing that is mailable 
Delivery-Expedited Service 

* Guaranicc (money back) 
i Tracking--on Internet 

Weight--up to 70 pounds 
No discounts on volumes 

L)el,ver) I . 2 3 a ? S  

First-Class 

Contents 
1 J'emnal Correspundeiice 
-' Hiilr and Slaternents of Account 

* Anything hat i s  mailable 

Ilelivcry Standards 
,' 1-3 days 

Weight-Up to 13 ounces 
Closed to postal inspection 

1- M-rnP 

Priority Mail 
Contents 

l'erzzmd Concspondcocr 

Weight-I3 oimces to 70 punds 
Anything lighter hzn  13 ounce5 

r- MmnE 

CONFIDENTIAL AND PROPRIETARY 
lnformafion confained herein is confidential and propriefary lo Moore Business 
Comrnuntcaoon Services Maierial must be refurnedif requesfed. and should be used 
only far lis infended purpose 



PosIai I raining 

Periodicals 

Contenit--InSormation 
Puhlished 
,, Ily registered n e w  agent or publisher 
. At mted frequency, least 4 times a year 

Deliveq-no preference 
: Weight-up to 70 pounds 

Postage-hased on percentages of 
advertising, weight, and zone 

T.._ M-mRE. 

Standard Mail 

ContentAoes not have to be First-class 
.' lisually advertising 

D&veq--no preference 
Weight-up to 16 ounces 

' Open to postal inspection 
' Nonprofit Subclass 

Nonprofit 
Subclass of Stanhrd Mail 
+'Not required to be Pirbl-Class 

Nonprofit Organization 
/ Religious, agicu l tun l ,  educational. labor, 
sctentific, Veterans. vot,ng 

Nonprofit Mailing 
"Substantially related to h e  purprbse a f t h e  
organization 

Nonprotiit Ckgantziltioti musf be the mailer 

7- iilim?!?E 

CONFIDENTIAL AND PROPRIETARY 
hformakon contained herem is confidenfial and proprietary to Moore Business 
Communication Services Material must be returned if requested and should be used 
only for its intendedpurpse 



Standard Mail with First-class 
Enclosures 

Standard portion greater than I ounce 
First-Class portion is less than 1 ounce 
Mail is treated as Standard Mail 
1 1)eliveT semw 
v Forwarding wvices 

Pay postage for b t h  classes 

,'Standard postage is  the pnmary 

* Endorsement: FIRST-CLASS MAIL 

rvm@!?E' ENCLOSED 
T R  

Package Services 

Conten tdoes  not have to k Fist-Class 
.' Usually parcels 

Depndent on categoly 

' Postage4spendmt  on categoq 

Package Services 
Parcel Post 

Bound Pnnied Matter 
-'Permanently htened. directory. advertising 

General catcyory 

' Special Stanhrd Mail 
*'Bookr--reading rnafter. ftlm, m u s ~  

Library Mail 
*Educational m a t e d  mailad &tween 
schools. libnnes. nonprofit organizations 

rm- bKx?!?E^ 

CONFIDENTIAL AND PROPRIETARY 
Information contained herein is confidential and proprietary to Moore Business 
Communcation Services Materialmust be Ieturned if requested and should be used 
only for ils intendedpurpose 





Standard Mail Service Standards 
Thurrnont. MD 

Non-Personal 

What 13 non-persondl 
dN2Ull.Z 

XAddrcrs 
Ac'ount N u m k r  

*Group ["formatlo" 

Different than "Personaliaed" 

Esercise 

CONFIDENTIAL AND PROPRIETARY 
/nformadon contained herein is confidentla1 and proprietary to Moore Business 
Communication Servicas Material must be returned if requesfed: andshould be used 
ody for its intended purpose 



Postal Training 

It’s what’s outside that counts. 

7- Moa?E 

Processing Category 

Letters 
J Postcards 

Flats 
~< Machinable Parccls 

Irregular t’arccls 
Outs& Parccls 

Processing Category Definition 

r- --:: 1 
Category 
*’ Postcard- 

y Letters 
,Flats 
1 I’arcels 

~ k-- I 
Charactenstics 
. Lcngth, height 
r h i c h e s .  weight 

CONFIDENTIAL AND PROPRlETARY 
Information contained herein is confidential and proprietary to Moore Business 
Communication Services Material must be returned if requested and should be used 
only for its intendedpurpse 



. "Y.". . 'U...,..J 

KYMENSIONS 
Heiqm 
Lenath 

Thickness 
bpect 
Ratio 

Physical Definitions 

[.en@ 
I Lencr-Sizedetermined by addrcss ps i t ion  

Ilat-size-usually Ixgest dimms,un 

Heigh-sccond largest dimension 
Thickness-smallest dunension 
AsFct R3f10 

.'~.etter-ske only 

.' 1.enpthihaght: between I 3 and 2.5 

7- &icxx?E 

M i r i m  1 Maximin 

S' 6' 

Between 1 . 3 d 2 . 5  
( I  dvided by HeigM) 

3 'h" I 4 '/? 

0.wr I 0.016' 

Double Postcard 

Postcard Dimensions 
A c h d y  2 postcards 

Reply must bc 
1 Related io the outgoing m e s w e  

.-Exclrrsively from the respondent 

CONFIDENTIAL AND PROPRIETARY 
Informalion confained herein is confidential and propnetary fo Moore Btisiness 
CommtinicaOon Services Malerial musf be relurned ifrequested and should be used 
only for /Is intendedpurpose 



Postal Training 

Letter-Size 

0.25" 
o.ws- for 

aufornation 
compabMe it 

Length is determincd h? address direction. 

Flat- S ize 

CONFIDENTIAL AND PROPRIETARY 
Informa! on contained herein is conhdential and proprietary to Moore Business 
Communication Services Material must be refurned if requested, and should be used 
on4 for its intendedpurpose 



Automation Flats - FSM 1000 

Piece does not meet 
FSM X X l  
rrqulrements 

,T ~ 

Length IS longest ::- : 

, 
1 

edge or final fold 
No Aspect Ratio 

+.~* 
-.--__ *I 

Polywrap must be # , W " _ Y n  

I approved 

Flat-Sue Non Automation 

Try to use OCK addressing guidelines 
' Problem characteristics 

2 Flirnsics 
"Too Tall 
JVery Thick 

T m  hlgid 

Partially Filled 

Firs t-Class 
Non Standard Surcharge 

Flat I ounce or less 
" Longer than 11-1 z' 
J Higher than 6-188" 
JThickerthm I V 

Aspect Ratio 

I 9 Lers than 1 3 

.f Grcater than 2 5 

CONFIDENTIAL AND PROPRIETARY 
Information contained herein is confideflbal and proprietary lo Moore Business 
Commun/calion Services Malerial musl be returned if requested and should be used 
only for ifs infendedpurpse 



Postal Training 

Class and Category 

I Postcard 

1 Card 

1 Letter 

1 Flat 
~ 

Processing Category Exercise 
Mailable 

I_ Over3-liZ" I 5" 

Letter or Flat 
1 MaximumI.etterSize6-li8"xIl-lrZ"xI.'4" 

~' Surcharge For First-class mail 
-'Out of Aspect Kaoo 
1 Flat 1.000 ounces or less 

Additional Postage 
J Depends on WcighWClassi6cation 

T- ibiG@??E 

Paper Specifications 
Sclf Mailer Minimums (automation) 

,."C u r  Z fold-24 pound 

Booklet-20 pound cover 

Cards 

Envelopes 
* I6 piund minimum 

V f d d ~  -28 pound 

CONFIDENTIAL AND PROPRIETARY 
Information contained herein IS confidential and proprietary to Moore Business 
Comrnunicarion Services Material must be returned if requested and should be used 
only fw its infended porpase 



rosiai I raining 

Exercise 
7 

Addressing 

Addreas dah el~mt'nts 
* Delivery address 

kIPCudc 
, Barcudc 

Address phv sical requirements 
% Placemen1 
/Readability 

CONFIDENTIAL AND PROPRIETARY 
Information contained herein is confidential andproprietary to Moore Business 
Communication Services Material must be returned if requested and should be used 
only for its intended purpose 





Y . Y".... I .."...... 

Questions Clients Should Ask 

Spell the Street Namc 
.' I s  i t  one word i i c  TWO words 

Are there any Direcilonals" ' 

What IS h e  suffix'! 
lf'il's il Kurd Koute, .' I s  there a box number 

Has i t  been converted to cityrtylc 

Are there any Apartment or iJm1 

.-J4umbers'? iimc!?E' 

ZIP Code 
21788-0200 

Pnrnary Area: Scctional Center Facility (SCF) 

Destinahon Delivery Unit: Exact Poa aftice 
(DDU) 

Sector of Delivery Ptln of area 

Scgrnent: block f x e  or building 

217 - F r l r r i c h .  \In 

XU -'Thunnnnt 

(12- %y;t,,r 

IU) = SC~rn,t."t 

r- M-aXE 

CONFIDENTIAL AND PROPRIETARY 
Information contained herein is con/idential and proprietary to Moore Business 
Communication Services Material must be returned i/requested and should be used 
only /or its intended purpse 



Postal Training 

Delivery Address Elements 

I l o u x  Number 1234 
Pre Directional N 
Street Name ELbl 
Suffix ST 

', Post Duectional sw 

' S c c o n h y  iinit Number 3 A 

Secondary Unit Descnptor APT 

---I fvKm!?E' 

Address Coding 

' Parses into address elemcnts 
I' Deliveq address 

~. 
~~' Standardizes 

ds.r, AVE, RIDG, w r  
~~ 

1 Matches to the USPS Ah4S I1 database 
.'flouse number range or PO Box number 

J1)elivery address elernenfs 

-Within ZXP Code, city, financial a(eg 

range 

7- n&c!?E 

Levels of Address Quality 

' Codedble -Delivery Point Rarcoded 
JGmd address elements 

Contimed - Valid ZIP Code 
JSome address elements m i s i n g  

~' Non conlinned -- No match to USPS 
iiatabase 
1 incorrect or m i s i n g  addrers clcrnenfs 

lnvslid - Insuificicnt address e lmcnts  

CONFIDENTIAL AND PROPRIETARY 
/nfwma/ion contained herein is confidential andproprietary to Moore Business 
Communication Services Material must be returned if requested and should be used 
Only for ik intendedpurpse 



Address Level Examples 

Addressing and Postage 

Earcoded Rates 

Confirmed Presort Rates 

@ Non confirmed Full Rate 

9 Invalid Full Rate or not mailed X 

I I 

112 106 102 1104 110 116 

McQ??E 

CONFIDENTIAL AND PROPRIETARY 
Informaeon contained herein is confidenfiai andproprielary lo Moore Business 
Comrnunicaf/on Services Ma/ertal must be returned if reauested and should be used 
only for ils intended purpose 



Postal Training 

Grid Style Addresses 

Id  e.,, 

Delivery Point Validation (DPV) 

' Corning soon - end of 2001 
' New USPS sewice 

Nut mandatory yst 

' Through licensed CASS safiwarr vcndors 
' Validates tkx house number or  apartment 

: Better 3ddrcss accwacy 
' 1,ow~ers the percentage o f  barcoded pieces 

number 

B M m F  

~ 

Address Coding 

I _. 
i ,  rime Rcauirements 

"'Carrier Route ~- 90 days 
~ Z I P r J o r  Delwery Point 
Barcode ~ 6 months 

CONFIDENTIAL AND PROPRIETARY 
Inform '(ion contained herein is con//denlia/ and proprietary lo Moore Business 
Comrnunicarlon Services Material must be returned if requested and should be used 
only for its Intended purpose 



Address Standardization 

Client Input 1034 West Maine Street 
Your PlascL-, ST 34355 

POSTNET Barcode 

M-m!?E 

CONFIDENTIAL AND PROPRIETARY 
Information contained herein is confidential and propnetary to Moore Business 
Communicafion Services Material must be returned i f  requested and should be used 
only for its intendedpurpse 





Address Characters I I 

I Address Spacing 

Character Spacing 
/One to hvn M s  - 
Lme Spacing 
v Minimum 2 paint 

Skew 
I +I- 5” 

#is& 

Background Examples 



Postal I raining 

Background Examples d 

Exercise 

Letter-Size Address Placement 

CONFIDENTIAL AND PROPRIETARY 
Information contained herein is confidennal andpropnetary to Moore Business 
Communication Services MaIeria/must be returned if requested and should be used 
only for its intended purpose 



Letter-Size Barcode Placement 

Barcode Clear 
Zone 

5,8" from I x m m  
1' 4-314" from fight 

Address Block 
*Above or k l o w  f 

I 
address 

4 Withn 4" from 
1. 

bonom 

Upgrada ble 

Nonbarcodcd by the mailer 
May be barcoded by USPS 

~~ ~ 

~' Requirements 
"'OCR Read Area ~ a"--+ - *Barcode ClsarZone i f .  -_-.-_ 

~__ Must he Upgrddahle 
for commingling. 

1- m!?!? 

NOR Upgradable 
Nonbarcoded by the mailer 
Mayor may NOT lx barcoded 

by lJSPS 
Limitations 

CONFIDENTIAL AND PROPRIETARY 
Information contained herein is cwrfidenbal and propnelary lo Moore Business 
Communicalion Services Malerial musl be returned if requested. and should be used 
only for i f s  inlended purpose 



Postal Training 

Fla t-Size 
Address and Barcode Location 

Address 

-. 
.In address block ! --- 
I m u s t h :  118" from edge 

Other 
. i  

v No O C R  Read Area 
,*'Nun ReadaMc Fonts 
1' No Barcode Cicai Zune 

! 
"R-c*Pmd 

.I__.-...__ _ _ I  

Remote Video Encoding 
-' IJSPS lifts a picture of address and puts the 

florescent ( R E )  barcode on the bnck of 
mailpiece , , ,  , ,  

: Transmits the picture to remote site to 

~' Enhy does CASS lookup to determine 

~' Later, the machine matches to RVE bnrcode 
~' Sprays POSTNET barcode on mailpiece 

manually key enter data 

delivery p i n t  tarcode data 

T- l%cc!?!? 

LMLM 

Lctter M a l  Label% Machme 

CONFIDENTIAL AND PROPRIETARY 
Informafion contained herem IS confidenhal and propnetary to Moore Business 
Communication Services Materialmust be returned if requested and should be used 
only for its intended purpose 



The Tap Test 
Insert stuft 
Address 118 inch from wmdow edges 
Barcode: 118'' left/n&ht, 1/25" topht torn  

7-  
,, J 

Exercise 

CONFIDENTIAL AND PROPRIETARY 
lnformafion mnfained herein is confidenoal and proprietary to Moore Euslness 
CommunicaOon Services Maferial musf be refurned if requested. and should be used 
only for its intended purpose 



Postal Training 

.:. .on 

I T- 

I 
Sortation 

Requues PAW, sotiware 
Creates multiple mailings 
-'Autornabo~ presort slnglc piece 

Depends on quantity per desimtion 
Sequences the file for mail preparlttion ' 

Produces USPS rep r t s  

CONFIDENTIAL AND PROPRIETARY 
lnfori',afion contained herein is confidema1 and proprietary to Moore Business 
Communication Services Material must be refurned if requesled and should be used 
only for its infended purpose 



First-Class Coding and Sorting 

Standard Coding and Sorting 
Coding 

C n n c R a U .  ,,ourrnurr, 
S d  yyur- 

CONFIDENTIAL AND PROPRIETARY 
Information contained herein is ConfidenOal and proprietary to Moore Business 
Commurucation Services Malerial must be relurned if reques1eQ and should be used 
only for ih inlendw'purpse 



Postal Training 

~ C R R T  

5-oigt 

3-Digit 

Basic 
Barcoded 

lnput to Sortation Program 

10 10 ~ 

150 150 1 

150 150 

0 7 
d 

Classification Upgradzihle or 
Category nonupgadahlc 
Addressing Manifesting 
Attributes htching  
Special handling ~ Optional 

system ~' Point of entry 

procedures 
~ Posfrrge payment 

7- iviiX?!?E 

Mailing Minimums 
- 

First- 
class 

I MINIMUM 

CONFIDENTIAL AND PROPRIETARY 
Information contained herein is confidenOa1 and proprietary to Moore Business 
Communication Services Material must be returned ilrequested, and should be used 
only lor its intended purpose 



I I 

Reply Mail 

CONFIDENTIAL AND PROPRIETARY 
Information contained herein is confidential and proprietar) to Moore Business 
Communication Services Material must be returned ifrequested and should be used 
Only for /ts infendedpurpse 



Postal Training 

Reply Piece Design 
Courtesy and Business Reply 
Reply pieces MUST have: 
*'POSTNET barcode 
l,ll,,ll,,,llll., 11,,11,,,,. 1111111111 ,..,,I1 ,*,, /ll.,ll,,,lll 

j F l M  Code 111 or 

JOutgoing mail can be denied ~ 

#'Any other copy requirements -~ 4 
~ ~-~.~-= - -  7-7 EE - - 1  - automation discounts 

.- 

CONFIDENTIAL AND PROPRIETARY 
lnfarnratlon contained herein is cmfident,a/ and proprietary to Moore Busmess 
Cornmunicaoon Services Material must be returned if requesled and should be used 
only for its intendedpurpse 
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Business Reply Mail 

I Business Reply Mail Costs 

Qualified Business Reply Mail 
(QBMR) 

' Applicatron to USPS 
Assigned unique ZIPM for e x h  rate category 

: +4 usually starts with 9 or 8 

Submit samples for testing pnor to m a i h p  
* (e.&. MXKI-PIW') )  

' Annual USPS accounting fer 
Postage payment thrwgh an Advance Deposit 

Account 
r- iiKm!?E' 

CONFIDENTIAL AND PROPRIETARY 
Informalion conrained herein is confidential and proprietary lo Moore Business 
Comrnunica//on Services Matem/ must be ieturned if requested and should be used 
only for its intended purpse 



Exercise 

Postage Payment Systems 

Payment Svstrmr 
1 Meter 
i Prrm,t lmpnnt 

. Precanceled stamp, 

Requirement, 
I Rate Marlongs 

CONFIDENTIAL AND PROPRIETARY 
Information contained herein is confidential and proprietary to Moore Business 
Communication Services Material must be returned if requested and should be used 
only fw its intendedpurpose 



Postal Training 

Meter Stanips 

Postage pnnted on envelop, 
lfon strips, r n u t  show month and ?car 
Ixascd from authortzed manui3c twe 

Autho~i~ation from USPS 
Mail must bc deposited at licensmg Post 

Office 

Meter Stamps 

Postage pnnted on envelop, 
Allow 3-114" x 1 - 3 W  
J or mow depending m o t h e r  imprints 

~~ 

1 Placement 
/Upper nght of the address. parallel to the 
address 

~' Must be legible 
*'Printed in tluonscent ink-ied 

Mea?!? 

.,'First-Cims m u 9  show dale 
I Mu1 k thc cwcl daic of mailing 

'4 Standard Mail must NOT show date 

Must show origin ofmailing 
Must be hatched in weight goups  
Can he metered at lowest pnUge rale 
, Balance of pastlgc wid with I 'ostye Statement 

--% M-ca?E' 

CONFIDENTIAL AND PROPRIETARY 
lnforr aflon conlained herein is confidenfiai andproprietary lo Moore Business 
Cornt.iunicalion Services Material rnusf be returned if requested and should be used 
only for ils inlended purpose 



Permit Imprint 

Authorization and Fccs 
Permit number 
Annual mailing fee 

Mmimun 200 pieces or 50 pounds 
Must bc. identical in weight 
Dtpsited at I'ost Office where permit is 

held 

Permit Imprint Regulations 
Sire 
, Miriimum. IUT x 112" 
y Mawmum: 1-1'2" x 1-112" 
*'Text a i  l e a s  4 p i n t  

Placement 
4 Upper nght or the address parallel to the address 

Background 
+No giaphics in the pennit imprint 
v' Lettcr-Size: Nothing above or b the right 

Permit Imprint 

' Each client ncciis theu oun pernut number 
Permit must be used at least once every 24 
months 

Must be identical wei& pieces, udess 

Ikxs not show date of mailing, ___._...... 
..Rat-- : 

Has several dityerent styles C-sy: 
&--,* ,:! 

msniitstcd 

._._ ....._.._ :. 
~' Cmtmts  vcr\ s tnc t  

7 - 9  m ! ? E  

CONFIDENTIAL AND PROPRIETARY 
lnformafion contained herein is confidential andproprietary to Moore Business 
Communicafion Services Material must be returned ifrequesisd. and should tw used 
only for ifs intended purpose 



Postal 1 raining 

Permit Imprint-Classification x F,rst-Class 

Standard Mail 
* PRESORTED STANIIARD or PRSRT STID 

Parcel Services 
I BOUND PRINTED M A T W R o r  RPM 
'LIBRARY W L  

MEDIA MAIL 

FIRST-CLASS MA11 

. PARCEL POSl 
7- 

I Permit Jmprint 

I Permit Imprint Examples 

CONFIDENTIAL AND PROPRIETARY 
Information conta/ned herein is anfidenoal and proprietary to Moore Business 
Com/nunication Servces Material must be returned i/reques(sd: and shodd be used 
only for ik intendedpurpse 



Manifesting 

Postage paid with pcrmit unprint 
Combining multiple woights within 
procasslng categoiy ( i .c . .  letters, flats, otc ) 

Rcquires manifest software pmgam 
Software produces requued USPS reports 

\ I m r e  DCS Control Line Standard with Ontiun? 

Sortahon level 

~~ 

Rate Markings 
Basic marking-classltication 

1 

CONFIDENTIAL AND PROPRIETARY 
Information contained herein is conhdential and proprietary lo Moore Business 
Communication Services Material musl be relurned i f  requesled and should be used 
only for its inlendedpurpose 





.Move L. ~ . .. ~ . sdates 

July 1, 1997 
.’ -... addresses appearing on 111 pieces claimed at 

the Presorted rate m u 1  be updated within 180 
days before the mailing date by a USPS- 
approved a d d r w  update twl ( c ~ ,  NCOA. 
FASTfowarP‘,  ACS. or ACR). 

Mailers must certify that this standard has k e n  
met when the cwmsplndingmail is presented h, 
the USPS. ‘ lhisstmdard sppl in  to n c h  a d d m s  
individually. not to a specific list or mail ins” 

CONFIDENTIAL AND PROPRIETARY 
Informalion contained herein is confidential and proprielary to Moore Business 
Communicalion Services Material must be returned if requested. and should be used 
only for its inlendedpurpse 



Postal I raining 

The Timing 

! 
180 i , 

1 i 
Fust Mail Date Next Mailkg 

Must be updated within 180 days 
before the mailing date 

TI-.. m n E '  

Address Errors 

One-Jhird of efl Mailing Addresses Are 
Inconed According to a USPS Study 

1-l- 

2 6 M  U z a n g a W m n J a n r m n g  -"e 
1- 

1 I6PS Forwarding System I 

CONFIDENTIAL AND PROPRIETARY 
lnfwmafion contained herem /s cmfidenifal andpropnefay fa Moore Busmess 
Conirnunicatton Services Material musi be Ieturned if requested and should be used 
only for its intended purpse 



I CASS f Move lrpdates 

I Address only Both address and 
the people who 
live there 

Move Updates f 
Undeliverable As Addressed 

No Mail Receotacle /A 
-.. No Such Number or Street 

:' Returned for Postage 
Moved, I.eft No Address 

'~ ' lrrnpmdy Away 
I '  Anempied-Not Known 

The Bottom Line 

F 

If you don't do Move Updates! 

7 - m  M-m??E 

CONFIDENTIAL AND PROPRIETARY 
Jnformation contained herein is wnfidenDal and proprietary to Moore Business 
Communication Services Material must be returned if requested and should be used 
only tor its intended purpose 



ruswi I I aiiiiiiy 

USPS Change of Address 
' Addressee fills out form 

Data quality I S  dependent on how the 

,'Individual versus Family move 
'Accurate names and vanations 
" Ruslness name vanationr 

Sigxung allows the USPS to provide the 
moved address to companies who have 

form is filled o u t  

the O+MI address 

Client's Cost Analysis 
~.' Company policies on updabng addresces 
-. S u e  and losation of databases . Can the databse be updated electronically 

Additional programming and systems costs 
~: Database growth 
~_.' Type and frequency of mailing 
~. 
,' Currentpercentageofmoves 

Current update process 
~ . '  Cost oflabur for updates 

~~ 

~~~~ 

~ ' Additional mailing costs 

Move Update Methods 
Ver i l in l ion orchange orAddrm.: within 180 d r y  bolore 
mail date 

,_ Options 

,. -. ._ ! '. 
'/ 

Before Mailing During Mailing Atter Mailing 

CONFIDENTIAL AND PROPRIETARY 
IrVormation contained herein is confidential andproprietary to Moore Business 
Corn 7unicaflon Services Material must be returned i f  requested and should be used 
only /or ik intended purpose 



National Change of Address 

CONFIDENTIAL AND PROPRIETARY 
Informalion contarned herein is confidential andproprielary to Moore Business 
Communication Services Material musl be JetUrrEd if requesled and should be used 
on/y for ik infendedpurpose 



rosIai I raining 

E4 S Tforwrird"" 
System 

Black Box approacb from the IJSPS 
I j months of more updates, updated 

Same mstchmg loge as NCOA 
weekly 

Two systems: 
.'MLOCR: sprayed on envelope 

FAS~orwar@' 
MLOCR Version 

FA S TforwardSJf 
Other Presort Bureau Options 

CONFIDENTIAL AND PROPRIETARY 
lnformal,on confained herein is confldenfial andproprlefary fo  Moore Business 
Communicaoon Serwces Mafer,al must be mfurnedif requesfed and should be used 
on@ for 11s intended purpose 



The FASTfnnuur&" 
Computer-Based System 

NT System Camdge  
drive 

Repon 
D,l"tet 

NT System Camdge  
drive 

Repon 
printer 

Thhe"8lack Sot '  

'1 m ! ? E  

Client Input 
Moore Order Processing Form 

.' FASTfiwarBU Rocersiog Request Form 
,,' Input layout 

. Kcfcrrcd input m r d  layout 

. Clicnl defrncd record layout . R-rd key rmlmber I- 26 c k c e n )  
, Nmc(dnly-.-6cldlscdfmmtcW 
- A d d s  

:r 1490cartzidge 
ZIP Code sequence 

Output for Client 
Smdard 500 character file 
I t  "" move, return, 

R c c a d  Key NvmbFr 
. Name 
" CASb itlndardncd address 

If there IS a move, returns 
' Sane Ulfmabon A5 atmve 

Moved 2ddra.l 
. sum l"BCItOr3 

M-m'gE' I 

CONFIDENTIAL AND PROPRIETARY 





will not be accepted for marling 
<-.-_I..- 

I-1c-.". 

I I Endorsement Placement 

I I 

r I 

Endorsements I I 
~~ ' When the move occurrcd 

or IS it undeliverable'! 
" What happens to the 

mailpiecc' 
' What happens to the 

address information'? 
How much does it  cost? 

I I 
7- M-m'  

CONFIDENTIAL AND PROPRIETARY 
Informarion contained herein IS confidenOa1 andproprietary to Moore Business 
Communication Services Material must be returned if requested and should be used 
only for ,fs intendedpurpose 



rosiai I raining 

Endorsements 

4ddress Senice Roqucated 
Change Senice Requebtcd 
Return S e n m  Requested 
Temp-Return Service Requested 
Forwardmg S ~ n i c e  Requested 
2 Not applicable kor First-Class Mail 

I 

CONFIDENTIAL AND PROPRIETARY 
Information contained herem is confidential andproprietary to Moore Business 
Ccmmunication Services Material must be returned iI/equested and should be used 
only for ik intendedpurpose 



Address Correction Requested 

Address Service Requested 

Address Service Requested 
Method tor providmg address changes 
Advanlager Move u&te and reawn for non- 
delivelv 

CONFIDENTIAL AND PROPRIETARY 
Information contained herein /s confidenfial andpropnetary to Moore Business 
Communicaoon Services Material must be returned if requested and should be used 
only for irs intended purpose 



r 

Change Service Requested 

Endomment  on envelope: 
Chansr Srnirr Rcqurrtrd 
Mail I S  thrown away 
Must be an ACS p r t m p n t  

~ICCCONS:  .Ad&- Chmgs Sernce (\CS) 

Return Service Requested 
' Endonement on envelope 

Return Srnicc Requested 
' ' Mail not forwarded-not even temporary moves 

Mailpiece with addnss correction returnsd manually 

~~' IJSI'S Cost is FREE 
~~~ Caiislder the costofm-maihng 

Temp-Return Service Requested 
I' Endorsement on envelope: 

l e m p I 1 ~ t u m  Srnice Rrcluwtt'l 
Temporary moves are forwarded 
Mail not forwarded. I t  i s  returned fo the company 
Mailpiece with address comction returned mmudly 
U P S  Cost is FREE,  but n e d  to consider the cost 

,~ 

.' 

of remailing 

CONFIDENTIAL AND PROPRIETARY 
ln/ormation contained herein is confidenbal and proprietary to Moore Business 
Cormunicanon Services Material must be returned if requested and should be used 
only for i f s  intended purpse 



Return Service Requested 

Legal Constraints 
Contact local US’S BulkMail 

h c u m e n t  legal constmnts: 

Must get move updats through 

Contact usrorner within 30 days 

Manager 

I 
statutory law, Federal or State 

~~. 
W“ USPS appmverl method 

Update database within 30 dam 
of answer 

Maintain documentation for two 
“Car3 

CONFIDENTIAL AND PROPRIETARY 
information contained herein is confidential andproprietary to Moore Business 
Communication Services Material must be returned if requested and should be used 
only for its intendedpurpose 



rubla I raiiiiiiy 

Customer Notification 
Double Postcard 

Mailed lo the new USPS 
provzdcd moved ----- 
addresses 
Duplex Imaged 
Business Reply or 

Lowest Postage 

1---31 

Courtesy Reply D.."_.._ 

Respinse Analysis ~~ ~~ ~ 

7- M - m E '  

Good or Accurate Lists 1 
I Mailerr provide 

oIe'tro"1c lld to USPS 
USPS matches Io NCOA 
Cost is 61.00 per 

thousand records 

can mail at disccounts 
Secund testing approval 

for mal ing  for one year 

1' Ifless than 1% moves 

~ Tesnng annually 

Liability 
I " USPS Po*ne smtemenu. I 

CONFIDENTIAL AND PROPRIETARY 
lnfofmanon contained herein is confidentral andproprietary to Moore Busrness 
Communicatron Services Material must be returned if requested and should be used 
only for its intended purpose 





Mail Preparation 

Detached Mail Unit (DMU) 

J presort 
1 repmng 

A~cept  the mailing 

Plant Loading 

iJSPS acceptance and venfication on site 

designated vehcle 

It's in thc mail. 

~ ' '  Mail leaves the facility on a USPS 

UNITED STATFS 
POSTAL SCRVICE 

-- 

T 

CONFIDENTIAL AND PROPRIETARY 
lnformafion contained herein is confidential andproprietary to Moore Business 
Communication Services Material musl be returned ifrequested and should bs used 
on& fw ils intendedpurpse 



Destination Drop Shipments 

Standard Mail oniy 
Mailer freights the pieces to 3 LJSPS Site 

Bulk Mad Cenfer(BMC) 
,'Sectiond Center FaciliQ (SCF) 

Mailer pays the freight 
' USPS gives discounts 

Drop Shipments 

Cos t s  
I' Freight is based un wkght and destinaoon 

+ USL'S dimunts are based on pieces 
Therefore the lighter the mailpiece the bemr 

the savings 

CONFIDENTIAL AND PROPRIETARY 
lnforma0on contained herein is confidential and propnelary to Moore Business 
Communicahon Services Material must be relurned if requested and should be used 
only for i k  intendedpurpse 



Commingle 

\ 

\ 

BCS Business R 

Client Project Profile (CPP) 
Statement of Work (SOW) 

Data Center Job Ticket 
~' ARnhute Worksheet 

:~: Move Update Release Form 
i.'I.ST/orwarcP Processing Forms 
h c k e t f l l a n n e r  

.--. 
\ 

\ 
I \  BCS Postage Requirements 

t ' e n t  Number Reque5t 
Postage Money 

RequisiPon for Check 
Posragc Request 
i Postage Reconciliation R e p i  R-0 
, Request for Refund 

\ 

\ 
7- 

CONFIDENTIAL AND PROPRIETARY 

Communication Services Material must 
information confamed herein is wnfidenoal and proprietary to Moore Business 

\ on/y for its intended purpose 



BCS Business Tools 

Postal Guidelines Bookie1 
Postal checklist 
LJSPS Notice 61 Template 
Control line 
Addressing standarb 

Facility Postal Coordinator 

Pimary in-facility contact 
' Mailpiece design consultant 
I Liaison with USPS 
~' Latest USPS publications 
'- Present postal traimng 

I T- 

/ 
/ 

/ i 

i 
/ 
/ 

/ 

CONFIDENTIAL AND PROPRIETARY 
Information contained herein is confidential andproprietary to Moore Business 
Communicaoon Services Material must be returned ifrequested and shou/d be used 
only for its intendedpurpose 









Classification Exercise 

Non Personal 
One Account Number 
Name of recipient 
Address 
Group Information, if it is duplicated (i.e. more than 2) 

Example 
In addition to the 
Name/address of the 
recipient 

Date of Letter 
Group Number 
Individual Number 
Co-pay amount 

Client number 
Percent of price 
increase 

Client Number 
Interest Rate 
Mortgage Balance 

Account Number 
Telephone Number 

death 

Names of dependents I 
recipient only 

bearer or recipient 

Proxy Statement with 

Same or different d a t e $ E l t i p l e  letters 
DSame for many 0 Different per person 
0 The one account number 
OSame for many 0 Different per person 

0 The one account number 
0 Same for many 0 Different per 
person 

0 The one account number 
0 Same for many 0 Different per 
person 
0 Same for many 0 Different per 
person 

0 The one account number 
0 Same for many 0 Different per 
person 

0 Same for many 0 Different per 
person 

0 Same for many 0 Different per 
person 
0 Same for many 0 Different per 
person 
0 Same for many 0 Different per 
person 

Class 



Processing Category Exercise 

For each mailpiece shown, indicate if that piece is: 

Mailable (over 3 %" x 5") 
Letter or Flat (Letter maximum: 6 118" x 11 %" x W )  
Subject to surcharge for First-class mail 

Flat: 1 .OOOO oz or less 
Additional postage required (First-class by the ounce) 

Letter: Out of Aspect ratio 

Height 

1. 6" 

2. 6' 

3. 11" 

4. 11" 

5. 4 %" 

6. 9" 

Length 

11" 

11" 

6 

6 

11" 

12" 

Thickness 

%" 

%" 

%" 

%" 

118" 

118" 

Class 

First-class 

First-class 

First-class 

First-class 

First-class 

Firs!-Class 

Weight 

1.5 ounces 

1.5 ounces 

1 .O ounces 

1.5 ounces 

1.5 ounces 

,755 
ounces 

Miss Information 
123 Clueless Ct 
Dumbfounded, DE 19999 

t /  
Length 

Mailable 

Y or N 

Y or N 

Y or N 

Y or N 

Y or N 

Y or N 

Letter or 
Flat 

L or F 

L or F 

L or F 

L or F 

Surcharge Additional 
Postage 

- Y or N 

Y o r N  

Y or N 

L or F 

L or F 

Y or N 

> o rN 

7. 9" 

a. 6 '  

9. 6" 

12" 

4" 

9" 

1 18" 

118" 

%" 

First-class 

First-class 

Standard Mail 

5 ounce 

.5 ounce 

2.3 ounces 

Y or N 

Y or N 

Y or N 

L or F 

L or F 

L or F 

Y or N 

Y o r N  

Y or N 

10 9" 12" %" Standard Mail 5 ounces Y or N L or F Y or N 

Exercises 2 Rev 1s12.01 



Coding Exercise 

Happytown, ST 45678 

107 Main St 
Happytown, ST 45678 

106 W Main St 
Happytown, ST 45678 

1110 Main St 
Happytown. ST 45678 

111 105 101 

. 

~ 

101 107 113 

I I 

West MAIN ST East 
I I 

112 106 102 104 

Client Input 1 Coding Level 
705 W Main St I 

110 116 

~~ ~ 

Deliverable 

If this were a multi-ZIP City with East and West Main St in separate ZIP Codes: 
1 104 Main St 1 Happytown, ST 45679 I 



Exercise 

There are two methods for checking barcodes. The first method is to use the POSTNET decode 
portion of Notice 67. 
1. Position the notice over the barcode. 
2. The starting and ending tall frame bars should Fit into the shaded bracket. 
3. The numbers, 74210, are a guide to figuring the digit represented. 
4. The correction character is also shaded. 
Sometimes the barcode does not fit exactly into the yellow boxes. This is because barcodes can 
be printed within a tolerance range for widths. 

The second method is to simply use a pencil and mark off the bars. 
1, Mark off the starting and ending bar. 
2. Group the rest of the bars in sets of five. It is beneficial to mark off all the groups first and 

then decode them. 

Exercise 

Decode the following POSTNET Barcodes: 



Exercise 

Using Notice 67, check each address below 

~ 

8 ,It 

:our1er 10 pt. 

Cinnie Vann 
9 4 5  Auto Ave 
)r iver,  DE 19755 

4rial 10 pl. 

<leu Litter 

\rial Narrow 10 pt. 

rtalii 12 Pt 

hurier 10 pt 

Item 
U Character Spacing 

Stroke Thickness 
0 Character Height 
0 Linespacing 
e LineSkew 

Character Spacing 
0 StrokeThickness 
0 Character Height 
0 Line Spacing e LineSkew 

0 Character Spacing 
0 Stroke Thickness 
U Character Height 
0 Line Spacing 
U LineSkew 

0 Character Spacing 
0 Stroke Thickness 
0 Character Height 
0 Line Spacing 
U Line Skew 

0 Character Spacing 
0 Stroke Thickness 
0 Character Height 
0 LineSpacing 
0 LineSkew 

0 Characfer Spacing 
c] Stroke Thickness 
0 Character Height 
El UneSpacing 
Ll LineSkew 

c) Character Spacing 
R S h k e  Thickness 
U Charactertieight 
0 LineSpacing 
U LineSkew 

Comments 



Exercise 

Using Notice 67. check the mailpiece design for: 

Return Address 
U Ptacement 
CY Typestyle 
0 Legible 

Address placement: 
0 %" minimum left margin 
0 'A" minimum fight margin 
D between 5/8" from &ttom 
CJ and 2-3i4" from battom 

tl Clear of address, window, or label 
0 Background cleaf 

Barcode dear zone 



Exercise 

Using Notice 67, check the mailpiece design for: 

Return Address 
0 Placement 
0 Type style 
0 Legible 

Address placement: 
0 %" minimum left margin 
0 %" minimum right margin 
0 between 518 from bottom 
0 and 2-314" from bottom 

0 Clear of address, window, or label 
CI Background clear 

Barcode clear zone 

Dee P o s i t  
8 4 7  Banking Blvd 
Money, 02566 



Exercise 

Using Notice 67, check the mailpiece design for 

Barcode placement: 
%" minimum left margin 

0 %" minimum right margin 
0 5/8" bottom margin 

0 Clear of address, window, or label 
Cl Background clear 

0 1/25 top and bottom 
0 1/8" left and right 
0 Clear area behind barcode 

0 between 5 / 8  from bottom 
0 and 2-3/4 from bottom 

Barcode clear zone 

Barcode spacing 

Address Placement 



Exercise 

Using Notice 67, check the mailpiece design for 

Barcode placement in barcode clear zone: 
0 3-'/2" minimum left bar from right edge 
0 4-%" maximum left bar from right edge 
0 %"bottom margin to barcode baseline 

0 between 5 / 8  from bottom 
0 and 2 - 3 / 4  from bottom 

0 Clear of address, window, or label 
0 Background clear 

Address Placement 

Barcode clear zone 

Buck Skin 
Frontier Guide 
Rt. 2 
Big Sky. MT 59716 

Barb Wire 
334 Fenced Fwy 
C o r r a l l e d ,  CO 8 0 4 5 6  



Exercise 

Using Notice 67, check the following FIM areas: 

0 FIMCODE __ 
0 Courtesy or Business Reply Mail 

0 Height 
0 Position 

17 Right bar 
0 Left bar 
U Top bar 
0 Bottom bar 

Ll FIMCODE __ 
0 Courtesy or Business Reply Mail 

0 Height 
0 Position 

0 Right bar 
0 Left bar 
0 Topbar 
0 Bottom bar 

0 FIMCODE __ 
0 Courtesy or Business Reply Mail 

[;II Height 
17 Position 

[;II Right bar 
0 Leftbar 
0 Topbar 
0 Bottom bar 

Referring to the previous information: 

In which order would the following wouid appear on a Business Reply piece? 
__ FIRST-CLASS MAIL PERMIT NO. 123 MYTOWN, ST 
__ BUSINESS REPLY MAIL 

POSTAGE WILL BE PAID BY ADDRESSEE 

Which of these is the correct wording for the postage area on Business Reply mail? 
0 POSTAGE WILL BE PAID BY ADDRESSEE 
0 PLACE POSTAGE HERE 
0 NO POSTAGE NECESSARY IF MAILED IN THE UNITED STATES 

Which POSTNET barcode is used for Business Reply Mail? 
0 ZIP+4 
0 Delivery Point 









BGS L'neckiis; 

Enter data in the yellow shaded areas. 
N 

Cells with red text are key fields. If the answer is N for NO, the rest of that section does not apply. 
N 

The data is defined as follows: 
YIN 
N Enter a numeric value 
A Alpha character 
L, F or other 

Enter Y for Yes, N for NO 

Enter one of the values listed 

If the comments contain any of the following: 
Redesign 
Check Redsign 
Change 

then you will need to refer to the Postal Guidelines Booklet, your training material, 
or your facility Postal Coordinator for further information. 



Moore BCS Postal Checklist 
Project 

Date 

Mail Date 
Cl ient  PM Postal 

Category Item Entry Values Comments Booklet 

Classification First-Class (F)or Standard A (S) FISIN 6 

Paper 
Envelopes 

General Envelope 
Business Reply Mail 

YIN 
N Basis Weight (minimum 16 Ib.) 

Basis Weight (minimum 20 Ib.) N 54 

Self-Mailers YIN 

Singe Tab or single spot glue YIN 

Single Sheet Basis Weight (minimum 28 Ib.) N 74 

Multiple Sheets Basis Weight (minimum 24 Ib.) N 

Single Sheet Basis Weight (minimum 20 Ib.) N 

Multiple Sheets Basis Weight for Cover(min. 20 Ib.) N 

Two Tabs or Continuous Glue l ine YIN 

Cards 
Postcards 

Booklets 

Cover sheet 

Self- Mailer: Folded 
Bottom 
Right 
Left 

Top 

Address Type Style 
Character Spacing 
Stroke Thickness 
Character Height 

YIN 
Basis Weight (minimum 75 Ib.) N 16 

YIN 

Basis Weight (minimum 20 Ib.) N 73 

Sealing 
Sealed on top 
Sealed on left 
Sealed on right, top, bottom 
Sealed on bottom 

314 to 3 point 
314 to 2 point 
8 pt to 18 point 

YIN 

YIN 72-74 
YIN 
YIN 
YIN 

29 
N 
N 
N 

REV 2.3. age 2 



Moore BCS Postal Checklist 
Project 

Date 

Mail Date 

Client PM Postal 
Category Item Entry Values Comments Booklet 

Line Spacing 2 pt minimum N 

Line Skew +I- 5 degrees N 

Processing Category 16-18 

Size Letter Y/N 16 

Height Minimurn 3 112" Maximum 6 1/8' N 

Length Minimum 5 Maximum 11-1/2" N 
Thickness (less than 4% x 6 )  Minimum 007" Maximum 1 /4  N 

( more than 4% x 6") Minimum 009' Maximum 1/4' N 

Weight (02) Maximum 3 3 ounces for automation N 
Aspect Ratio Between 1 3 and 2 5 

Flat 
Height 
Length 
Thickness 
Weight (02) 

Post Card 
Height 
Length 
Thickness - after imaging 

Aspect Ratio 

Y/N 17 
Minimum6 Maximum 12' N 
MinimumV Maximum 1 5  N 
Minimum 0 0 9  Maximum 3 / 4  N 
13 ounces for First-class N 

16 ounces for Standard Mail N 

Minimum 3 1/2" Maximum: 4-1/4' 

Minimum5 Maximum: 6 
Minimum ,007' Maximum: .016" 

Between 1.3 and 2.5 

Upgradable or Nonupgradable for Presort 
OCR Read Area 
Barcode Clear Zone 
Clear or Light Background 

Refer to Yellow Template 
Refer to Yellow Template 
Required behind barcode 
Preferred behind address area 

Y/N 

N 
N 
N 

Y/N 
YIN 
Y/N 
Y/N 

16 

20-24 

REV 2-2403 Page 3 



P 
0 
ol m 



Moore BCS Postal Checklist 
Project 

Date 

Mail Date 
PM Postal Client 

Category Item Entry Values Comments Booklet 

Outer Mailing Envelope (OME) 
Paper Paper Weight 

Color 

Return Address 
Check List of when required: 

If any one of these is present, 
there must be a return address 

Upper left 
At least 2 3/4" from bottom 
Room for endorsement 

Font 

Window 
OR 
Address 

Placement 

Sized for barcode 

118" clearance around address 
Room for additional imaged line 

Closed Face Mail Piece 
Clear or light background 

Requested by Client 
Endorsements 
Company Permit Imprint 
Nonprofit Organization 
Precancelied Stamps 
Official Mail 
Express and Priority Mail 
Certified and Registered Mail 
No more than 1/3 down and 1/2 length 
Preferably out of OCR clear zone 
For move update requirements 
Preferably non-OCR readable 

N 
A 

YIN 
Y /N  
YIN 

YIN 
YIN 
YIN 
YIN 
YIN 
Y /N  
YIN 
YIN 
YIN 

31 

112" from IeWright edge and bottom YIN 22 
prefer at least 518" from bottom YIN 

Height 215" YIN 

Width Minimum 2 6 '  (condensed) YIN 

Width: Maximum 3.1" 
Allow for Shift - TAP TEST 

YIN 
YIN 

113" for ACS if needed YIN 

YIN 
YIN On outside check inside Screening 

No printing other than light screening in that area (10% screen or less) Y/N 

REV 2 - E X C  Page 5 



Moore BCS Postal Checklist 
Proiect 

Date 

Mail Dale 

Client PM Postal 
Category Item Entry Values Comments Booklet 

Barcode Clear Zone Letter Size only 
Refer to Yellow Template 

Refer to Yellow Template 

On outside 

Check inside screening 

4 314" from right edge 
518" from bottom 
Clear or light background 

No printing other than light screening in that area (10% screen or less) 

Barcode Placement in the Address Block 
Must be in bottom 4" of OME 
Is address in the 2-314" area? 
Clearance from left 8 right edge 
Clearance from top B bottom 
font 

Address Placement 
Clearance from left B right edge 
Clearance from top 8 bottom 
Address Type Font 

118' required, 1 / 4  preferred 

1/25" or 3 pts 
Condensed font preferred 

Do the tap test 

118" required, 114" preferred 

1/8' required, 1/4' preferred 

8 to 12 point 

if 8 point must be all upper case 

YIN 
YIN 
YIN 
YIN 
YIN 

YIN 
YIN 
YIN 
YIN 
YIN 

YIN 
YIN 
N 

35-36 

36-30 

YIN 

REV 2 - 2  Jge 6 



Moore 8CS Postal Checklist Date 

Project Mail Date 

Client PM Postal 

Category Item Entry Values Comments Booklet 

Move Updates - Required for First-class Mail 40-46 

Required 
Met regulations on other mailings? YIN 

Endorsements 

Which endorsement 

Specs on placement 
Position 

FASTforward"" on the MLOCR 
OCR Read Area 
Readable Address Fonts 
Barcode Clear Zone 
Window placement 

FASTforward'" Computer Version 
Date Run 

NCOA Handled by Client 
Processing through BCS? 
Date Run 

Moore Release Form 
Release form received from client 
For the current contract 

Address Service Requested 
Change Service Requested 
Forwarding Service Requestea 
Return Service Requested 
114" clear space all around 
Directly below the return address 
Directly above delivery address area 
Directly to the left of the postage area 
Directly below the postage area 

Required 
Minimum 518" from bottom 

YIN 44-46 

YIN 
YIN 
YIN 
V/N 

YIN 
YIN 
Y/N 
Y/N 
Y/N 

YIN 42 
YIN 
Y / N  . . . .  
Y/N 
YIN 

YIN 42 
Date Must be within 180 days of mailing 

YIN 41  
YIN .... 

Must be within 180 days of mailing Date 

Date on forni 
YIN 
Dale 

REV 2-2403 Page 7 



Moore BCS Postal Checklist 
Project 

PRSKT STD 
U.S. POSTAGE PAID 

Date 

Mail Date 

Required text for all Standard Mail A 
First two lines 

YIN 
YIN -- 

Client PM Postal 

CITY, ST 
PERMIT NO. 901 

Category Item Entry Values Comments Booklet 

Standard style permit 

Postage Payment Method 47-51 

JOHN DOE COMPANY 
12345 

Meter 
Weights in more than one ounce group? 
Batched? Required for varying weights 

Company or Corporate permit imprint 
Must show exact name of company 

Permit Imprint 
Identical Weights 
Nonidentical weights 
Optional Procedures 

Manifest 
Logan Only 

YIN 40 
YIN 
YIN 

YIN 49-51 
YIN 
YIN 
YIN 

First-class 
Required text for all FIRST-CLASS YIN 
First three lines YIN 

U.S. POSTAGE PAID YIN 

REV 2-Z 





Moore BCS Postal Checklist 
Project 

Date 

Mail Date 
Client PM Postal 

Category Item Entry Values Comments Booklet 

REPLY MAIL 

Letter 
Height 
Length 

YIN 16 
Minimum 3 1/2" Maximum 6 I /& '  N 
Minimum 5 Maximum 11-112' N 

Thickness (less than 4% x 6") Minimum 007" Maximum 114 N 
( more than 4% x 6 )  Minimum 009 Maximum 114" N 

Aspect Ratio Between 1 3 and 2 5 

Weight (02) 
Paper Weight 
Color 

Post Card 
Height 
Length 
Thickness 
Aspect Ratio 
Weight (02) 
Paper Weight 

Between 1.3 and 2.5 
Recommend at least 24 Ib 
Recommend white 

N 
N 
A 

YIN 16 
Minimum 3 112" Maximurn 4-114'' N 

N Minimum5 Maximum 6 '  
Minimum 007" Maximum , 0 1 6  N 
Between 1 3 and 2 5 

- 

Recommend 11 O# tag 
N 
N .. 

Color A 

Flat Does not need FIM or barcode Can leave on Copy 17 

Courtesy Reply Mail 
FIM A 

Proper Placement 
Barcode 

Refer to Yellow Template 
Refer to Yellow Template 
Insert, Address block or bc clear zone 

Window Minimum: 112" from left/right edge 
or Address Minimum: 112" from bottom prefer at least 518" 

Placement Sized for barcode 
118" clearance around address and barcode, allowing for shift 

YIN 
YIN 
YIN 
YIN 

YIN 
YIN 

YIN 
YIN 

53 

REV 2-Z3 j e  10 



Moore BCS Postal Checklist Date 

Project Mail Date 

Client PM Postal 

Category Item Entry Values Comments Booklet 

Component Supplied by: BCS, Client, or Sales A 

REV 2-2903 Page 11 



Moore BCS Postal Checklist 
Project 

NO POSTAGE 

Date 

Mail Date 

YIN 

Client PM Postal 
Category Item Entry Values Comments Booklet 

ausiness Reply Mail 
FIM C Refer to Yellow Template 

Refer to Yellow Template 
ZIP+4 Only 

Proper Placement 
Barcode - on envelope or insert 

Barcode placement 
Postage Box 

Refer to 

YIN 
YIN 
YIN 
YIN 

NECESSARY 
IF MAILED IN THE 

UNITED STATES 

Horizontal Bars: not below address lines 
Business Reply Mail Box 
First-class Mail, Permit No., City, State 
Postage Paid by Addressee 

Check for size requirements 

YIN 
YIN 
YIN 
YIN 

BUSINESS REPLY MAIL 
FIRST-CLASS MAIL PERMIT NO XY CITY ST 

POSTAGE PAID BY ADDRESSEE 

Window 
or Address Minimum: 112" from leftlright edge 
Placement Mlnimum: 112" from bottom prefer at least 5/8" 

Sized for barcode 
118" clearance around address and barcode, allowing for shifl 

Component Supplied by: BCS, Client, or Sales 

Qualified Business Reply Mail (QBRM) 
Client is current participant 

New participant Need to send samples 

YIN 
YIN 
YIN 
YIN 
YIN 

A 

54-57 

54 

REV 2-EL.  



Moore BCS Postal Checklist Date 
ProJect Mail Date 

Client PM Postal 

Category Item Entry Values Comments Booklet 

Tabbing 

Self Mailer 
Fold position 
Sheets 
Paper Weight 
Number of tabs 

Recommend at bottom 
Single or Multiple 

Booklet 
Long Bound Edge 
Cover Paper Weight 
Number of labs 

Short Bound Edge 
Final Size 
Paper Weight 
Number of tabs 

Over 4-114" x 6" 

C810 

YIN 72-74 
YIN 
S/M 
N 

N 

YIN 
YIN 
N 
N 

YIN 
N 
N 

REV 2-2903 Page 13 



Moore BCS Postal Checklist Date 

Project Mail Date 

Mail Information 

Sort Barcode 

Carrier Route 

Delivery Point Barcode Y/N 

First-class Must barcode letters YIN 
First-Class: Flats carrier rt eliminated Y/N 

Standard Mail Barcode Letters or YIN 
Line of Travel (LOT) YIN 

If Standard Mail, drop shipments BMC drop shipment 
SCF drop shipment 

Regular (nonautornation) Portion 
Is the presort portion Upgradable? 
Could there be less than 500 pieces per mailing? 

Special Handling 
Additional specs for special handling? 
Invalids? 

Foreign Addresses 
Canadian 
Mexican 
Other countries 

YIN 
YIN 

20-21 

YIN 

YIN 
YIN 

YIN 
YIN 
YIN 

Send via USPS YIN 

Send via other delivery sewices YIN 

Box and Ship 
Special instructions for shipping boxes YIN 

REV 2 - Z  ,e 14 



Moore BCS Postal Checklist Date 

Project Mail Date 

Client PM Postal 
Category Item Entry Values Comments Booklet 

Airborne YIN 
Other delivery service YIN 

REV 2-2903 Page 15 



Moore BCS Postal Checklist 
Project 

Date 

Mail Date 

Client PM Postal 

Category Item Entry Values Comments Booklet 

Data Processing 

Control Line 
BCS Standard Control Line 
Special Explain 

Does the imaged ZIP+4 Code match the barcode 
Must match 

Client supplied mail sorting 
CASS Certificate (USPS form 3553) 
PAVE or standardized docurnentati ZIP Lists 

Mail Qualifying Audit report 
Postage Statements (3600s) 

Tray tags Check mailing origin 
Barcoded 

Attributes 
Verified 
Attributes reviewed 

YIN 
YIN 

YIN 

YIN 
YIN 

~ 

YIN 
YIN 
YIN 
YIN 
YIN 

YIN 
YIN 

CONFIDENTIAL AND PROPRIETARY 
Information contained herein is confidential and proprietary to Moore Corporation, Ltd. 
Material must be returned if requested, 
and should be used only for its intended purpose. 

ge 16 



Moore BCS Postal Checklist 
Project 

Cl ient  XYZ Company Statements Postal 
Category Item Booklet 

Classification First-class (F)or Standard A (S) 6 

Paper 
Envelopes 

General Envelope 
Business Reply Mail 

Basis Weight (minimum 16 Ib.) 
Basis Weight (minimum 20 Ib.) 

Self-Mailers 
Singe Tab or single spot glue 
Single Sheet 
Multiple Sheets 
Two Tabs or Continuous Glue l ine 
Single Sheet 
Multiple Sheets 

Basis Weight (minimum 28 Ib.) 
Basis Weight (minimum 24 Ib.) 

Basis Weight (minimum 20 Ib.) 
Basis Weight for Cover(min. 20 Ib.) 

Cards 
Postcards 

Booklets 
Cover sheet 

Self- hlailer: Folded 
Bottom 
Righf 
Len 
TOP 

Address Type Style 
Character Spacing 
Stroke Thickness 
Character Height 
Line Spacing 
Line Skew 

Basis Weight (minimum 75 Ib.) 

Basis Weight (minimum 20 Ib.) 

Sealing 
Sealed on top 
Sealed on left 
Sealed on right, top, bottom 
Sealed on bottom 

3/4 to 3 point 
3/4 to 2 point 
8 pt to 18 point 
2 pt minimum 
+/- 5 degrees 

72-74 

54 

74 

16 

73 

29 

Rev. 8-3-99 
Checklsl XIS Page 17 



Moore BCS Postal Checklist 
Project 

Client XYZ Comoanv Statements Postal 
Category Item Booklet 

Processing Category 16-18 

Size Letter 16 
Height Minimum 3 1 / 2  Maximum: 6 1/8" 
Length Minimum 5 Maximum: 11-1/2 
Thickness (less than 4% x 6 )  Minimum ,007' Maximum: 1/4" 

( more than 4?4 x 6 )  Minimum ,009' Maximum: 1/4 

Aspect Ratio 
Weight (02) 

Between 1.3 and 2.5 

Maximum. 3.3 ounces for automation 

Flat 
Height 
Length 
Thickness 
Weight (02) 

17 
Minimum 6 '  Maximum 12" 
Minimum 6' Maximum 15' 

Minimum 009' Maximum 3 /4  
13 ounces for First-class 
16 ounces for Standard Mail 

Post Card 16 
Height Minimum 3 1/2" Maximum: 4-1/4 
Length Minimum 5 Maximum: 6 '  

Thickness ~ after imaging Minimum ,007" Maximum: ,016'' 

Aspect Ratio Between 1.3 and 2.5 

Upgradable or Nonupgradable for Presort 
OCR Read Area 
Barcode Clear Zone 
Clear or Light Background 

Sanserif fonts for address Preferred 

20-24 
Refer to Yellow Template 
Refer to Yellow Template 
Required behind barcode 
Preferred behind address area 

Checklst Pa 
Rev 8-3-99 



Moore BCS Postal Checklist 
Project 

Client XYZ Company Statements Postal 
Category Item Booklet 

Outer Mailing Envelope (OME) 
Paper Paper Weight 

Color 

Return Address 

Check List of when required: 
If any one of these is present, 
there must be a return address 

Upper left 
At least 2 3/4" from bottom 
Room for endorsement 
Font 

Requested by Client 
Endorsements 
Company Permit Imprint 
Nonprofit Organization 
Precancelled Stamps 
Official Mail 
Express and Priority Mail 
Certified and Registered Mail 
No more than 1/3 down and 112 length 
Preferably out of OCR clear zone 
For move update requirements 
Preferably non-OCR readable 

31 

Window Placement 1/2" from IeWright edge and bottom 22 

OR prefer at least 5/8" from bottom 

Address Sized for barcode Height: ,215' 

Width: Minimum 2.6 (condensed) 
Width: Maximum 3 1" 

Allow for Shift - TAP TEST 
1/3" for ACS if needed 

1/8" clearance around address 
Room for additional imaged line 

Closed Face Mail Piece 
Clear or light background 
No printing other than light screening in that area (10% screen or less) 

On outside: check inside screening 

Checklst.xls Page 19 
Rev. 8-3-99 



Moore BCS Postal Checklist 
Project 

Client XYZ Company Statements Postal 
Category Item Booklet 

Barcode Clear Zone Letter Size only 35-36 

4 3/4" from right edge 
518" from bottom 
Clear or light background 

No printing other than light screening In that area (10% screen or less) 

Refer to Yellow Template 
Refer to Yellow Template 
On outside 
Check inside screening 

Barcode Placement in the Address Block 36-38 

Must be in bottom 4" of OME 
Is address in the 2-3/4" area? 
Clearance from left & right edge 1/8" required, 1/4' preferred 
Clearance from top & bottom 
Font Condensed font preferred 

1125" or 3 pts 

Address Placement Do the tap test 

1/8' required, 1/4' preferred 
1/8' required, 1/4' preferred 
8 to 12 point 
if 8 point must be all upper case 

Clearance from left & right edge 
Clearance from top & bottom 
Address Type Font 

Checklst 
Rev. 8-3-99 



Moore BCS Postal Checklist 
Project 

Client XYZ Company Statements Postal 

Category Item Booklet 

Move Updates - Required for First-class Mail 
Required 
Met regulations on other mailings? 

Endofsements 

40-46 

44-46 

Which endorsement Address Service Requested 
Change Sewice Requested 
Forwarding Service Requested 
Return Service Requested 
1/4" clear space all around 

Directly above delivery address area 
Directly to the left of the postage area 
Directly below the postage area 

Specs on placement 
Position Directly below the return address 

FASTforwardSM on the MLOCR 

OCR Read Area 
Readable Address Fonts 
Barcode Clear Zone 
Window placement 

42 

Required 
Minimum 5/8" from bottom 

FASTforwardSM Computer Version 

Date Run Must be within 180 days of mailing 

NCOA Handled by Client 
Processing through BCS? 
Date Run Must be within 180 days of mailing 

Moore Release Form 
Release form received from client 

Checklsl XIS Page 21 

42 

41 

Rev. 8-3-99 



Moore BCS Postal Checklist 
Project 

Client XYZ Company Statements Postal 
Category I tem Booklet 

For the current contract Date on form 

CITY, ST 
PERMIT NO. 987 

Postage Payment Method 47-51 

Meter 4a 
Weights in more than one ounce group? 
Batched? Required for varylng weights 

Standard style permit 

Permit Imprint 
Identical Weights 
Nonidentical weights Manifest 
Optional Procedures Logan Only 

JOHN DOE COMPANY 
12345 

First-class 
Required text for all FIRST-CLASS 
First three lines 

U S  POSTAGE PAID 

Company or Corporate permit imprint 
Must show exact name of company 

Standard Mail (A) 
I PRSRT STD IRequired texi for all Standard Mail A 1 U.S.  POSTAGE PAID \First two lines 

Nonprofit 
I NONPKOklr OKG /Required text for all Nonprofit 

PERMIT NO. 987 Ishow origin city of mailing 
Uses ZIP Code instead 

49-51 

Rev 3-3-99 
Checkls. 



Moore BCS Postal Checklist 
Project 

Client XYZ Company s t a t e m e n t s  Postat 
Category Item Booklet 

ZIP Code of city of mailing (BCS) 

Checklsl XIS Page 23 
Rev. 8-3-99 



Moore BCS Postal Checklist 
Project 

Client XYZ Company Statements Postal 
Category Item Booklet 

REPLY MAIL 

Letter 
Height 
Length 
Thickness (less than 4% x 6") 

Aspect Ratio 
Weight (oz) 
Paper Weight 
Color 

(more than 4% x 6") 

Post Card 
Height 
Length 
Thickness 
Aspect Ratio 
Weight (oz) 
Paper Weight 
Color 

Flat Does not need FIM or barcode 

Courtesy Reply Mail 
FIM A 

Barcode 
Proper Placement 

16 
Minimum 3 1/2 Maximum: 6 l/tT 
Minimum 5 Maximum. 11-1/2" 
Minimum ,007'' Maximum: 1/4" 
Minimum ,009' Maximum. 114" 

Between 1.3 and 2 5 
Between 1.3 and 2.5 
Recommend at least 24 Ib 
Recommend white 

16 
Minimum 3 1 / 2  Maximum 4-1/4" 
Minimum 5" Maximum 6' 
Minimum 007" Maximum ,016'' 
Between 1 3 and 2 5 

Recommend 1 lo# tag 

Can leave on Copy 

Refer to Yellow Template 
Refer to Yellow Template 
Insert Address block or bc clear zone 

Window Minimum: 1/2" from IeWright edge 
or Addrc Minimum: 1/2" from bottom prefer at least 5/8" 
Placerne Sized for barcode 

118" clearance around address and barcode, allowing for shifi 

Component Supplied by: BCS, Client, or Sales 

Checklr P, 

17 

53 

Rev 8-3-99 



Moore BCS Postal Checklist 
Project 

Client XYZ Company Statements Postal 
Category Item Booklet 

Uiisiness Reply Mail 
FIM C 

54-57 
Refer to Yellow Template 

Proper Placement Refer to Yellow Template 

Barcode - on envelope or insert 
Barcode placement 
Postage Box 

ZIP+4 Only 
Refer to Yellow Template 

NECESSARY 
IF MAiLED IN THE 
UNITED STATES 

Horizontal Bars: not below address lines 
Business Reply Mail Box 
First-class Mail, Permit No., City, State 
Postage Paid by Addressee 

Check for size requirements 

IBUSINESS REPLY MAIL I 
FIRST-CLASS MAIL PERMIT NO XX CITY ST 

POSTAGE PAID BY ADDRESSEE 

Window 
or A d d n  Minimum: 112" from IeWriQht edge 
Placeme Minimum: 112" from bottom prefer at least 38" 

Sized for barcode 
118" clearance around address and barcode, allowing for shift 

Component Supplied by: BCS, Client. or Sales 

Qualified Business Reply Mail (QBRM) 
Client is current participant 
New participant Need to send samples 

54 

Checklst.xls Page 25 
Rev. 8-3-99 



Moore BCS Postal Checklist 
Project 

Client XYZ Company Statements Postal 
Category Item Booklet 

Tabbing 

Self Mailer 
Fold position 
Sheets 
Paper Weight 
Number of tabs 

Booklet 
Long Bound Edge 
Cover Paper Weight 
Number of tabs 

Short Bound Edge 
Final Size 
Paper Weight 
Number of tabs 

C810 

72-74 
Recommend at bottom 
Single or Multiple 

Over 4-114" x 6" 

Checkls Pi 
Rev 6-3-99 



Moore BCS Postal Checklist 
Project 

Client XYZ Company Statements Postal 
Category Item Booklet 

Mail Information 

Sort Barcode Delivery Point Barcode 

Carrier Route First-class: Must barcode letters 
First-class: Flats carrier rt eliminated 
Standard Mail: Barcode Letters or 

Line of Travel (LOT) 

If Standard Mail, drop shipments BMC drop shipment 
SCF drop shipment 

Regular (nonautomation) Port ion 
Is the presort portion Upgradable? 
Could there be less than 500 pieces per mailing? 

20-21 

Special Handling 
Additional specs for special handling? 
Invalids? 

Foreign Addresses 
Canadian 
Mexican 
Other countries 

Send via USPS 
Send via other delivery services 

Box and Ship 
Special instructions for shipping boxes 
Airborne 
Other delivery service 

Checklst xis Page 27 
Rev. 8-3-99 



Moore BCS Postal Checklist 
Project 

Client XYZ Company Statements Postal 
Category Item Booklet 

Data Processing 

Control Line 
BCS Standard Control Line 

Special Explain 

Does the imaged ZIP+4 Code match the barcode 
Must match 

Client supplied mail sorting 
C A S S  Certificate (USPS form 3553) 
PAVE or standardized documentati ZIP Lists 

Mail Qualifying Audit report 

Postage Statements (3600s) 
Tray tags Check mailing origin 

Barcoded 

Attributes 
Verified 

Attributes reviewed 

CONFIDENTIAL AND PROPRIETARY 
Information contained herein is confidential and proprietary to Moore Corporatio 
Material must be returned if requested, 
and should be used only for its intended purpose. 

Checkl: 
Re>, 5-3-99 







This represents the information on the CASS report and how it is matched to the 3600 

Matching to the CASS Report 

The totals of all barcoded quantities: 
CARRIER ROUTE - Automation letter 
BARCODED 5-DIGIT 
BARCODED 3-DIGIT 
BARCODED BASIC 

Should equal the CASS ZIP+4 coded (CI) quantity. Sometimes the totals may be a few records off, This is not a problem 

The Carrier Route total will NOT match the CRRT Coded (C5) quantity on the CASS report. 
This is because CRRT qualification depends on quantity and there are many records that are coded but don't have enough quantity to qualify. 

For Standard Mail (A) letten. we should not be doing CRRT L1ne-w Travel (LOT) sequenced, since the postage is less for barcoded letters. 
For Standard Mail (A) Flats, we could to LOT, but uSUally don't have the quantities for it. 
If we did LOT sequencing, the CASS LOT quantity (C6) would NOT match the quantity qualifying. 

The Presort quantity must be over 500 pieces, and is the difference between the ZIP+4 Coded (CI) and the 5-digit coded (c4) 

Total mailed may not equal total records submitted for coding if 
a. the invalids are not mailed 
b. this is a partial mailing 

The Total mailed must not be greater than the Number of Records Submitted (B6) on the CASS report 



CASS and 3600 Comparison 

CASS 

Submitted 
2,106,934 \ 

B6. 

C.A 
C.B 
c.c 

C.D 

C.E 
C.F 

CASS Output Rating Total Coded \ 

Records 2IP+4 Coded 2,019,455 

Records Delivery Point Coded 2,019,455 -.. 
Records 24  Change Processed 0 

2,028.185 .- 
\ Records 5-digit Coded 

The quantity qualifying for CRRT will 
always be less than the quantity coded c 

Records CRRT Coded 0’ 
Records LOT Sequenced 0 

$600 or Moore Postage Report 

I 0 
I 

:ARRIER ROUTE 
I 

3 A q O D E D  5-DIGIT 
3 A R C a W G I T  618,581 

’ -*-- 2,019,455 
/ I  4,947 BASIF--- ...,+ 

/’ 
/ 

I 

sort IS the difference betwee 
2,028,185 ZIP+4 coded and 5-digit coded on 

should not be a single piece quantity; 
single-piece should be less than 500 

78,316 

433 \\ INVALID 

2,106,934 
-2,o: 

7 

invalids equals the difference 
between 5-digit coded and total 
records submitted. 

28,185 
0,749 

CASS and 3600 Comparison 



Moore BCS Postage Report 

This is an internal Moore report and is not used by the USPS 

The verifications are the same as between the CASS report and the 3600s 

Matching to the CASS Report 

The totals of all barcoded quantities: 
CARRIER ROUTE -Automation letter 
BARCODED 5-DIGIT 
BARCODED 3-DIGIT 
BARCODED BASIC 

Should equal the CASS ZlP+4 coded (C.A) quantity. Sometimes the totals may be a few records off, This is not a problem 

The Carrier Route total will NOT match the CRRT Coded (C.E) quantity on the CASS report. 
This is because CRRT qualification depends on quantity and there are many records that are coded but don't have enough quantity to qualify. 

For Standard Mail letters. we should not be doing CRRT Line-or Travel (LOT) sequenced, since the postage is less for barcoded letters. 
For Standard Mail Flats, we could to LOT, but usually don't have the quantities for it. 
If we did LOT sequencing, the CASS LOT quantity (C6) would NOT match the quantity qualifying. 

The Presort quantity must be over 500 pieces, and is the difference between the ZIP+4 Coded (C.A) and the 5-digit coded (C.D) 

Total mailed may not equal total records submitted for coding if 
a. the invalids are not mailed 
b. this IS a partial mailing 

The Total mailed must not be greater than the Number of Records Submitted (66) on the CASS report 



MOORE BUSINESS COMMUNICATION SERVICES POSTAGE REPORT 
COMPANY NAME PROJECT NUMBER 

1ST CLASS LETTERS PRESORT DELIVERY POINT BARCODED 

AMOUNT FIELD DESCRIPTION QUANTITY RATE POSTAGE 

CARRIER ROUTE 
BARCODED 5-DIG11 
BARCODED 3-DIGIT 
BARCODED BASIC 
PRESORTED 
SINGLE- PIECE RATE 
SINGLE- PIECE RATE (NON CONFIRM) 
INVALID 

RATES USED ARE BASED UPON PIECE WEIGHT OF: 

tals of all barcoded quantities should 
equal CASS ZIP+4 quantity. 

and 5-digit coded on CASS report 

0- 0.340 $0.00 
78,316 $26,627.44 

433 $142.89 

confirmed and invalids equals 
the difference between 5-digit coded and total 2,106,934 

01 OUNCE 



3buOs 

The USPS Postage Statements are a series of forms for the various classifications and postage payment systems. 
They are called 3600s because of the form numbers. 
This is the official payment form and must be submitted to the USPS for every mailing. 

Matching to the CASS Report 

The totals of all barcoded quantities: 
CARRIER ROUTE ~ Automation letter 
BARCODED 5-DIGIT 
BARCODED 3-DIGIT 
BARCODED BASIC 

Should equal the CASS ZIP+4 coded (Cl)  quantity. Sometimes the totals may be a few records off. This is not a problem 

The Carrier Route total will NOT match the CRRT Coded (C5) quantity on the CASS report. 
This is because CRRT qualification depends on quantity and there are many records that are coded but don't have enough quantity to qualify, 

For Standard Mail (A) letters. we should not be doing CRRT Line-or Travel (LOT) sequenced, since the postage is less for barcoded letters 
For Standard Mail (A) Flats, we could do LOT, but usually don't have the quantities for it. 
If we did LOT sequencing, the CASS LOT quantity (C6) would NOT match the quantity qualifying. 

The Presort quantity must be over 500 pieces. and is the difference between the ZIP+4 Coded (CI) and the 5-digit coded (c4) 

Total mailed may not equal total records submitted for coding if 
a. the invalids are not mailed 
b. this is a partial mailing 

The Total mailed must not be greater than the Number of Records Submitted (B6) on the CASS report 



M 
A 
I 
L 

E 
R 

Post Office of hlailing Date Processing Calegoty 

Permit No Federal Agency Cos Statement Sequence No [XI Letters (DMM CEO) 

Permit Holdets Name Telephone Number Receipt No - [XI Auto-Comp Flats(DMMC8M) DONOTRELEASE 

&Address Irregular Parcels(DMM COSO) 

(Include ZIP Code) I-Ft MM 2-Ft MM 2-Ft EMM Total Ltr 

( C m )  1006 
Prlvlleged Buslness - 

Flats (DMM C m )  Informallon -- 

N 

F 
0 CTAS Numoer 

CARRIER ROUTE 
BARCODED 5-DIGIT 

Total Pieces in Mailing 

- .. . . -. . . . . . . . . . . 

Automation rate 
Letter-Size PartA $ 523,744.63 

1,395,927 Automation rate 

Total Weight of Mailing 

4 , 9 4 z n d  5-digit coded on CASS report Part6 I 
6.73 - . . tomation rate I 

R 

M 
A 
T 
I 
0 

T SINGLE- PIECE 

A OTHER 29,565.72 
G 

E records submitted 

otal records mail mu Ratelpiece 
$ - $  than the total records 

Total Postage $ 553.330.55 
lThe signature of a mailer or its agent certifies that it will be liable for and agrees to pay. (balance of statement truncated for display). 

Dun 8 Bradstreet No 
Name 8 Address of Individual or Organization fc Name and Address of Mailing 
Which Mailing is Prepared 
(If other than the permit holder) 

Prepared Under DMM (Check ell lhaf appiy) 

1x1 MIJ) (Upgradable letters) 
[XI ME10 (Automation Letters) 

Agent (If olher than the per- 
mil holder) 
Moore Business Communication Services 

MlJ) (Letters. flats, parcels) 

MBM (Automation Flats) 



CASS Report 

The CASS (Coding Accuracy Support System) Report - USPS Form 3553 - is the report that certifies to the Postal Service that the 
addresses used for that mailing: 

Have been processed through certified software 
The processing had occurred within USPS regulated time frames prior to the mailing 
The coding percentages are within a normal range 

By "Coding" we mean the records that receive a ZIP+4 Code. 

Dates- 62  and 83 
The USPS requires that mailings for barcoded discounts be run from CASS files within six months of the mail date. 
For carrier route mailings, the addresses must be run through CASS software within 90 days of the mail date. 
While Moore BCS processes files through the CASS software every time we mail, we still need to veriiy the dates. 
BCS also updates the database every month, so the database date (83) should not be more than one monIh old. 
if the client is supplying CASS Ales, you must check the dates carefully, and the client must also supply this Form 3553 

Total Records Submltted - B6 
This is the total number of records processed. Not all records will code. There is no way to total the coded records to match this q u a n t i  

Codlng Percentages - C.A through C.F 

The coding percentages for ZIP+4 Coded (C.A) and Delivery Point Coded (C.C) will be the Same. 
This percentage should be 90% or better (our average is around 92%). 
If the percentage is substantially lower than 90%, have the programmer verify the input to the program: 

The coding percentage for the Records 5-Digit coded (C.D) will be more than ZIP+4 Coded by less than 1 %. 

If the project was run with Carrier Route, the number of records tor CRRT Coded (C.E) will be greater than the ZIP+4 Coded 

Mailing 
A copy of the CASS report must be submitted to the USPS with every mailing 


