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M Busziness Communication
I B ¥ ZervVInes

Postal Training

Natinnal Postal Servives Manager
Moore Business Communicafion Services

Laine Ropson

Mundelein, IL
847-837.3276

MOORE

I Wl ubdd

B A Illls
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Training Objective

Provide an overview of postai reguiations

© Fammhanze people with reference

" Supply sufficient information for
mailpiece design
"~ BCS postal procedures and tools

i MOORE
Postal Training Overview
Postage Rates < Reply Mail
" Classification * Postage Pavment
7 Processing Systems
Category - Move Updates
* Addressing © Uther
© Sortation » Mai Preparation
- BCS Procedures and
Toois

MOORE |

CONFIDENTIAL AND PROPRIETARY

information contained herein is confidential and proprietary to Moore Business
Comimunication Services. Material must be refurned if requested, and should be used

oniy for its intended purpose.
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M Businegs Communication
B W e Services

Decision Tree — First-Class

———r e —

fo— ke B

Postage Rates

© Classification

" Processing Category
v Physical Characteristics

2 Addressing
= Sortation

P PP

Teioes MIOORE"

Automation Discounts

... Automation Compatible Docurnent
v Paper and sealing
» Size (length, height, width, aspect ratio)
v Address/Barcode Readability

v Move Updates for Fi
Software
< Address/Barcode da
v Mail sorting

* Mail Preparation £

- MOORE

CONFIDENTIAL AND PROPRIETARY
Information cotained hersin is confidential and proprietary to Moore Business

Communicationt Services. Material must be returned if requested, and should be used
only for its intended purpose.



minens Sommunication

It’s what's inside that counts,

MOORE

Postal Training

Classification

" Determuined by
v Contents
v Weight
+ Urgency of Delivery

¥ Price

Trmsioy,

Classes of Mail

Expedited—Express Mail
" Fust-Class
+ Priority Mail
" Periodicals
Standard Mail
« Nonprofit

Package Services

IR

CONF'DENTIAL AND PROPRIETARY

infaorme fon contained herein is confidential and proprietary to Moore Business
Communication Services. Malernial must be returned if requested and should be used

only for ifs imtended purpose.
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M Ausinass Communication
N W Iervices

Express Mail

Content—any thing that 1s matlable

Delivery—Expedited Service
Delivery -2 days

< Guarantee (money back)

< Tracking—on Internet

Weight-—up to 70 pounds

No discounts on volumes

Troat MOOQRE"

First-Class

Contents
» Personal Correspondence
v Hills and Statements of Account
¥ Anything that is mailable
Delivery Standards

1-3 days
Weight—Up to 13 ounces
Closed to postal inspection

o VIOQCRE"

Priority Mail
" Contents

Personal Correspondence
- Bills and Statements of Accou
* Anything that is mailable
Delivery Standards

1-3 days
Weight—13 ounces to 70 pounds

Anything lighter than 13 ounces

e MIOORE

CONFIDENTIAL AND PROPRIETARY
information contained herein is confidential and proprietary fo Moore Business

Communication Services. Malterial must be refurned if requested. and shouid be used
only for its intended purpose.
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M [ Y | Jardices

Periodicals

Content-—Information
Published

By registered news agent or publisher
- At stated frequency, least 4 times a year

Delivery—no preference
Weight—up to 70 pounds
Postage—based on percentages of
advertising, weight, and zone

T MIOORE"

rosial Ifaining

Standard Mail

Content—does not have to be First-Class
v Usually advertising

Delivery—-no preference

Weight—up to 16 ounces

Open to postal inspection

Nonprofit Subclass

. MOORE'

Nonprofit

Subclass of Standard Maik
+Not required to be First-Class
" Nenprofit Orgamzation

< Religious, agricultural, educational, labor,

scientific, veterans, voting
" Nonprofit Mailing

« Substantualiy related to the purpose of the

argamzation

- Nonprofit Organizaton must be the mailer

Tratemy, M a‘E-

CONFIDENTIAL AND PROPRIETARY
fnformalkion cortained herein is confidential and proprietary to Moore Business

Communication Services. Material must be returned if requested, and should be used
onfy for 1ts intended purpose.
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N . Corvicons

Standard Mail with First-Class

Enclosures

" Standard portion greater than | ounce
" First-Class portion is less than | ounce

© Mail 1s treated as Standard Mail

» Deltvery service

v Forwarding services

" Pay postage for both classes
+ Standard postage is the primary

v Endorsement: FIRST-CLASS MAIL
ENCLOSED

T MQOCRE"

Package Services

" Content—does not have to be First-Class
 Usually parcels

" Delivery——no preference
7 Weight—up to 70 pounds

¥ Dependent on category
* Postage—dependent on category

e MOORE'

Package Services

" Parcel Post

v Generad category

" Bound Printed Matter

v Permtanently fastened: directory, advertising
' Special Standard Mail

+ Books-—reading matter, film, music

Library Mail
v Educational material: mailed between

schools, libranes, noaprofit organizatiens

- MQORE"

CONFIDENTIAL AND PROPRIETARY

information contained herein is confidential and proprigtary to Moore Business
Communication Services. Material must be returned if requested, and should be used
only for its imtended purpose.
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M © Business Commumcanon
[ Y EYal gt il etads]

Standard Mail Service Standards

Thurment, MD

Non-Personal

What 1s non-personal:
¥ Name

' Address
¥ Account Number

¥ Group Information

Different than “Personalized”

T MOORE"

Exercise

\
’7 Ciassilication Exercise |

i MonPerT

£ Aggrard Lot
Hame X r

o |

Gtk rform e i £-1 wacarr (18 Mort inan 2|

l Eampe Ty coma
n XN 1 e
N a8
et
i
G of Liiey Shma o QTN 19 0 Ui eCeTy
Groum Wumoer “Fama ror mary L Daterent e person
IRk Momber £ T prve 20£0 S pamoes
Copay ¥ D5ams wx sty D Datereet o aenan l
Chert rumber 4 g e iR rum Do
Fraent ol mer D 5y or marty O Cwterses pev person
e ‘
e il —n
— MOORE

CONFIDENTIAL AND PROPRIETARY

information cormtained herein is confidential and proprietary fo Moore Business
Communication Services. Material must be returned if requested, and shouid be used
only for its intended purposes.
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M Cusingss Communication

W PR Services

-.Ca

Tt’s what's outside that counts.

_ - -
o i

Postal Training

Pro¢ ssing

Processing Category

© Letters
¥ Postcards
" Flats
"~ Machinable Parcels
" Irregular Parcels
" Qutside Parcels

Treining

Category

v Postecards

v Letters

< Flats

< Parcels
Characteristics

< Length, height,
thickness, weight

Trmeay.

Processing Category Definition

CONFIDENTIAL AND PROPRIETARY

Information contained herain is confidential and proprietary to Moore Business
Communication Services. Material must be returned if requested, and should be used

only for its intended purpose
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M n - Susiness Communicalion
B W e Sarvices

Physical Definitions

Length =

« Letter-Size—determined by address position
+ Flat-Size—usually largest dimenson
Height—second largest dimension
Thickness—smallest dimension

" Aspect Rato
+ Letter-S81ze only
+ Length/height: between 1.3 and 2.5

N WP hd b

B Attt iy

Pustcards are First-Class mail.

-

Tourimg MOORE"
Postcard-Size

DIMENSIONS Mirsmum Maximum
Height 3w 4%
Length 5" 8"

Thickness 0,007 0.016"
Aspect Between 1.3 and 2.5
Ratio {Length divided by Height)

Trme
o L=

Double Postcard

Posteard Dumensions
¥ Actually 2 postcards

Reply must be
+ Related to the outgoing message
< Exclusively from the respondent

Outgoing
Mazzage on
the iN1kie

Trmrirs,

CONFIDENTIAL AND PROPRIETARY

information comtained herein is confidential and propriétary to Moore Business
Communication Services. Material must be returned if requested, and should be used

oniy for its intended purpose.
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M Ausiness Communication
[ B Y. Services

Letter-Size

DIVENSIONS Minimum Maximum
| Height 3% &1/8"
Length 5" 114"
Thickness 0.007" or 0.28"
0.009" for
automation
compatible if
over 4 " x &”
Aspect Between 1.3 and 2.5
Ratio {Length divided by Height}

Tratizog

Length is determined by address direction.

Postal Training

Flat-Size

Generalty, langer than a letter in any one direction,

DIMENSIONS Minimum Maximum
Height 5" 12°
Lapgth [ ; 15"
[ Thickness 0 009" : 75"

No Aspect Ratio.

* Mimsmm Jength can be reduced to:

- 533" long of mone than 7 4" tgh Mt no more than ¢ 4" mgh
Othor requirements apply to specific USPS processng equpment. Plezse
the DMM for complete detadia

" i

Address placement does not determine length.

- 5" f heighl is Boem 67 to 7 %", This ia refierred to a8 dige e mal

Tefer Lo

T —

Automation Flats — FSM 881

edge or height is Lf! 3 i
final fold n L

- No Aspect Ratio
~ Special Digest
Sizes

7 Polywrap must be
approved

- Length s longest ::T_—! ”“ﬁ‘_"_‘_

b E

T VIOORE"

CONFIDENTIAL AND PROPRIETARY

Informavon contained herein 1s confidential and proprietary to Moore Business
Commurncation Services. Material must be returned if requested, and should be used

orly for its intended purpose.
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M n Ausiness Communication
® wmaMmm Services

Automation Flats — FSM 1000

Piece does not meet

FSM &3]

requirements

" Length1s longest

edge or final fold
" Neo Aspect Ratio

* Polywrap must be
approved

o VIOORE"

Flat-Size Non Automation

- Try to use OCR addressing guidelines

- Problem characteristics

v Flimsies
~Too Taif
¥ Very Thick
v Too Rigid
v Partially Fiited
T MOORE"

First-Class

Non Standard Surcharge

© Flat | ounce or less

+ Longer than 11-1/2"

+ Higher than 6-1/8"
+ Thicker than /4" EE

i Aspect Ratio

v Lessthan 1.3
< Gireater than 2.3

e MOORE"

CONFIDENTIAL AND PROPRIETARY

Information contained herein is confidential and proprietary fo Moore Business
Cormmunication Services. Material must be reflrned if requesited, and should be used
only for its intended purpose.
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M " Business Communication
L Y Senices

Class and Category

Category First-Class  Standard

Postal Training

i

Card 'y 4 }

‘ i i

Letter J 7 vy |

| Flat v v ‘

L i _
Tewmy MOORE"

© Mailable
v Over 3-1/2" « 5"
Letter or Flat

- Surcharge For First-Class mail
~ Out of Aspect Ratio
« Flat 1.000 ounces or {ess
Additional Postage
+ Depends on Weight/Classification

T L

Processing Category Exercise

+ Maximam Letter Size 6-1/8" x [ 1-1/2" x 14"

Paper Specifications
Seif Mailer Minimums (automation)
¥V fold-—28 pound
<'C or Z told—24 pound
Booklet—20 pound cover

Cards
+ 75 pound-—prefer 110 index or 120 tag

Envelopes
< 16 pound minimum YAHBUTS
+ Reply Mail —20 pound minimu
T MOQOR

m

CONFIDENTIAL AND PROPRIETARY

Information contained herein is confidential and proprietary to Mocre Business
Communication Services. Material must be returned if requested. and should be used

only for its intended purpose.
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Susiness Communication
Services

Exercise

-

For oacn madpaete sumn nchiaee ¢ g e 5
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E) " L e A TDomnces toaN Lot Tk -
[
|
- - -
Trmrmeg, . e
i e

rostal training

Trmin

MOORE" |

Addressing

Address data elements

v Debivery address

v ZIP Code

< Barcode

Address physical requirement;
v Plagement

+ Readability

S

MOORE

CONFIDENTIAL AND PROPRIETARY

information contained herein is confidential and proprietary to Moore Business
Communication Services. Material must be returned if requested. and should be usad

only for its intended purpose.
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M nF Business Commurication
L B N Services

Questions Clients Should Ask

Spell the Street Name

v s it one word or rwo words ‘
|
|
]

1
L |
Are there any Directionals? ’
What is the suffix?
[f'1t's a Rural Route,

v [s there a box number
¥ Has it been converted to city-style

Are there any Apartment or Unit

eumbers? NMIOORE"

Lo I ]

TRy

Sample Business Address

DFFONAL ENDORSEMENT LINE  BALSDET # T~ CRZ

KEY LINE DATA RRBCOEF GHILKLMNOP# 234385 18

POSTNE™ -ADDRESS AL DCK [ PYEDORT PUPLT OPSYIRY RS 0 28 Y AU S Y000 O ¥ 0
BARCODE

MAIL STOP CODE MEC 4SBT ABCD

ATTENTION TO LNE MR LANCE DOE

INCuviDUAL TITLE FROFESSIONAL ENGIMEER MANAS ER
FUNCTIONAL TITLE DESGN ENGINEERING MANAGER

GROUP DEPT, OMWISION NAME 20F IWARE DESIGN & DEVEL OPMENT

BUSINE S T NAME £OMM ETE SOFTWARE 501 UFIaNS
DELIVE v ADORE 55 LINE 598 CROSS COLURT STE *10
B v STATE Mg oNE | rE FOREST IL 500457502

frasen MOORE"

L

ZI1P Code

21788-0200

Primary Area: Sectional Center Facility (SCF)
217 — Frederick, MD
" Destination Delivery Unit: Exact Post office
(DD
88 — Thurmaont
" Sector of Delivery: Part of area
B2- Sector
Segment: block face or building
) = Sepment

Tomas MOORE

CONFIDENTIAL AND PROPRIETARY

information contained herein is confidential and propriefary to Moore Business
Communication Services. Marterial must be retumed if requested, and shiculd be used

only for its intended purpose
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M " Business Caommunication
m W Services

Postal Training

Delivery Address Elements
fouse Number 1234
Pre Directional N
Street Name ELM
Suftfix ST

" Post Dhrectional SW

- Secondary Unit Descriptor APT
Secondary Unit Number JA

Address Coding

" Parses into address elements
v Delivery address
= Standardizes
< 8T, AVE, BLDG, APT
"7 Matches to the USPS AMS Il database

+ House number range or PO Box number
range

v Delivery address elements

+ Within ZIP Code, city, financial ageq

Tonsy MOORE"

Levels of Address Quality

- Codesble — Delivery Point Barcoded
¥ Good address elements

" Confirmed — Vahd ZIP Code
v Some address elements missing
- Non confirmed — No match to USPS
database

« Incorrect or missing address elements

, o

“ Invalid — Insuffictent address elements

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

oy for its intended purpose.
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M Business Communication

aervices

Address Level Examples

O Rippeon & Or kcC
Codeable S Fmns ety

Thurmone, M40 217822008

T Or Rippeon & Dr McCurdy
Confirmed 5s fam &
Thurmont, MD 21788

® 0O ©

Non Dr Rippaan & Dr McCurdy
1050 Maun St

COnﬁrmed Thurmont, MO 21788

Al needed address
elements

Directional s missing,
but address is n the
ZIP Coce:

House number range
does not gast in that
i

H Dr Rippeon & Or Mol
Invalid Dentict s e

Thurmont, MD 21788

Yo

Addrass aiements

imissing

MIOORE"

[T LS T Y ]

L] IUIIIIIIs

Addressing and Postage

Codeable Barcoded Rates

Confirmed Presort Rates

Non confirmed Full Rate

o H O O

Invalid Fuil Rate or not mailed

T MOCORE"

Coding Exercise

111 105 101

West MAIN ST East

& 2 0

112 106 102

107 113

P
l.@ !l‘

t104 110 116

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 for its intended purpose.
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M Business Cemmdnication
B W Y servicss

Postal Training

Grid Style Addresses
Rorth }
[z
I Monih
I 1 bt
nyr I North
1z
L1 K3
West & anter [ Fireet Easi
Fad 1* ™ Fal
WWeat Wt =] Erst o
Sl:l:lh
~ _
Sauth
Toome - MIOORE"

Delivery Point Validation {DPV)

~ Comung soon -—— end of 2001
7" New USPS service

v Not mandatory yet
"+ Through licensed CASS software vendors

" Validates the house number or apartment
number

" Better address accuracy

. Lowers the percentage of barcoded pieces

Tk MOORE"

Address Coding

" Time Requirements [
¥ Carrier Route — 90 days 14: L |

v Z1P +4 or Delivery Pont ]
Barcode — 6 months

+ZIP Code or Presort — one year

" Percentages

v ZIP=4 - over 90%
7 ZIP Code — less than 1% more

than Z1P+4
- MOORE

CONFIDENTIAL AND PROPRIETARY

inform ion contamed hereir 1s confidential and proprietary lo Moore BUsiness
Communication Services. Material must be returned if requested and should be used
orly for its intended purpose.
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Business Communicalion
- ‘_ Services

Address Standardization

Client [nput 1034 West Maine Street
Your Plasce, ST 343355
{80 0% R ¢ Y D5 P ] O 1 0 1Y O O PO | 1
1034 W Main St
Your Place, ST 34356-1369

Siandardized

Moeore BCS: beeltu bbb labiad bt L abids Bt e
Barcoded, not 1034 West Maine Street -

standardized, ZTP -Your Plasce, ST|34356-1369

Code Matches
ZTP CODE MAY BE CHANGED — MUST match the barcode.
T MOORE

Delivery Point Barcode

DELWERY POINT BARCODE [
! 1mLomban1 st ;

‘ San anc)st:e CA 94109-1515
\

Hidu 1||||||r"|||||||||||1||||]||1|n”lllluinlllunuﬂl

[ S —— - : — e

ZIP Codn f Stcﬁﬂs.ﬂl'h.ﬂ‘l :Dalivnry 'Cc .

*CC = Camrection Character

POSTNET Barcode
Nimber Binary Barcode
T4210 74210
1 00011 wall
2 00101 ““
3 00110 ””
B 4 01307 I|||I ]
5 01010 IllJi_
& J, 01100 Al
7 10001 [
| 8 10040 ud,
l E] 10100 ]}”
E [3] 11360 THE ]
Tomoms MIQORE

CONFIDENTIAL AND PROPRIETARY

Information contained herein is confidential and proprietary to Moore Business
Communjcation Services. Material must be retumned if requested, and should be used
only for jts intended purposs.
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Services

- .
" Businegs Communication
» W -

Address Characters

Spacing: 1 to 3 point AFT @

Height: 8 to 18 point

= 8 pt must be o ot
uppemase 14 POENT
1§ POINT

* Uniform Thickness
" Fonts: simple ,I__ @
< Sans senf is best

ey e s .

E)-ETFNDED Weftm
St Scrpr
=
T MOORE

B e e wna

LR LR RE ]

Address Spacing

-7 Character Spacing, """""E_"WF""

Y One o two Ms -
. Line Spacing

v’ Mimmum 2 point %
< Skew

/- 50

Training

Background Examples

i
13

e Caoy Luter SEE iy

o e

P oo, P TIEN [ ibmipypr il

Tomma MOQRE

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 for its intended purpose.
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M " Buginess Communication
N v SR Services

Background Examples

LamiCan
LI

E g, L, T 300

[
e nammancan,
W Ppa vy
T o, TR T3R5

(AT
Mt
:

ST Broien B
Potmm A PR LE

Postal Iraining

Trmoms MOORE
E i
Using MGBice 67 Chack edech S0T ey betow
Tt POy [ ad -
W s P 11 O g somng
3 Siracp Trsness
= O Sy eght
—— ] %
O L S 4
i 12 3 U Craraar spacey
O S
oy g Characer negm ]
g O Lre spacrg
O L sHew
PUE) T Crarscr Sy b
b ey Moead
M O Chpracer Hewgre
B il
e
a .
Ty MOORE

Letter-Size Address Placement

Address N :IE-T—_’;"—-—' —
v'OCR Read Agea ™ -‘V_J—&L
v Clear area e BEGSRSEL L,
« (efi, right, and -
below =it '_-::“
" Address
v Spacing 1/8" Woore Bumaems Comnicaon Semces
clear area all P eprtrir
around
Tomem MOQORE

CONFIDENTIAL AND PROPRIETARY

Information comtained herein is confidential and proprietary to Moore Business
Communication Services. Material must be returned if requested, and should be vsed

only for ifs imtended purpose.
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M dusiness Communication
[ B ¥ Services

Letter-Size Barcode Placement

Barcode Clear

Zone

+ 5/8" from bottom
+'4-3/4" from right

g

Address Block
v Above or below —f——rﬂ_z_a.-,u

e k3

address -

L
4 Bty L i 51200

i
» Within 4" from ] i e

bottom — ———

e MIOORE"

Upgradable

<" Nonbarcoded by the mailer

7 May be barcoded by USPS

7 Requwements
“OCR Read Area , ::;*' [
~'Readable Fonts ™ | T
“Barcode Clear Zone jo = SR%0aE. L
Must be Upgradable ‘T_T [ scmowm |
for commingling. T~
T MOORE"
Non Upgradable

- Nonbarcoded by the matler

" Mayor may NOT be barcoded
by UJSPS

- Lmtations
*No OCR Read Area

+"Non Readable Fonts
v No Barcode Clear Zone

Ditference Is nat in
Presort Podtage, but in

ol preparation.

CONFIDENTIAL AND PROPRIETARY
information contained hereyn is confidential and proprietary to Moore Business

Communication Sarvices. Material must be returned if requested. and should be used
only for its intended purpose.
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M T Business Communication
[ B Y Services

Flat-Size
Address and Barcode Location

. Address
< must be 1/8" from edge . T
Barcode NS

v In address block

< must be 1/8” from edge o {_:::-:#! o
© Cther &b UETERERS
R/ "

+No OCR Read Area ; .
“Non Readable Fonts e :
~No Barcode Clear Zone . Urgems gty Boqmtid

i MIOCORE'

Postal Training

Remote Video Encoding
© UJSPS lifts a picture of address and puts the
florescent {(RVE) barcode on the back of
mailpiece ek DT
' Transmnits the picture to remote site to
mamially key enter data

- Entry does CASS lookup fo determine
delivery point barcode data

- Later, the machine matches to RVE barcode
" Sprays POSTNET barcode on mailpiece

— AMOORE"

LMLM

" Letter Mail Labeling Machine

triems MIOORE"

CONFIDENTIAL AND PROPRIETARY
information comtained herein /s confidential and progrietary fo Moore Business

Communication Services. Material must be returned if requested, and should be used
only for its intended purpose.
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Return Address

The sender's actual return address 18 required;

~[M:|ll of any ciass, when s (eIurm and/or address correction
ervk:e is requested
+ Officaal maat

* Postagre 13 pard wnth precanceled stamps
v [Mntur bearing a company permit bmprint _]
« Prionty Mald

- Periovhcals in envelopes or wrappers
 Parcel Savices
« Reqstered mail, Insured madt, COO mat

~" ANy refum recapt is requested

Nonprofit mailings

e RMOORE"

The Tap Test
Insert shift

Address: 1/8 inch from window edges
Barcode: 1/8" lefuright, 1/25" top/bottom

ey, B CU1lF

o] T 1’

- L

e MOORE"

Exercise

Romey, M2

Trmong,

CONFIDENT!AL AND PROPRIETARY

Information contained herein is confidential and proprietary to Moore Businiess
Communication Services. Malerial must be returned if requested. and should be used
only for its intended purpose.
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Sor :tion

Tonama MOORE"

Postal Training

Sortation

_" Requires PAVE software

" Creates multiple mailings
¥ Automation, presort, single plece
Depends on quantity per destination

- Sequences the file for mail preparation
" Produces USPS reports

tracs MOORE"

Mailing Definitions

Separate Mailings, Markings, Postage
First-Class Letters

IR s Iy RN Y
! ‘ i
P [ Y
Automation Presort Stngle Piece
+ Barcoded * Not barcoded, ¢ Not barceded

* 504 piece min. confirmed ZIP3 « No minimum

* 4 rates depending + 300 piece min. *+ Al filf rate
on qualification ¢ All | presort rale

Tty MICORE

CONFIDENTIAL AND PROPRIETARY
inforiration contamned heremn 1s confidential and proprietary to Moore Business

Communication Services. Material must be returned if requested, and should be used
only for its intended purpose.
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First-Class Coding and Sorting

Coding Sorting

Automared

Carner Roule (19 or more)
S-Chgit (150 ur moce)
3-Digd (150 or more)
Basic Barcodad

Presort ({Confirmed ZIP Codes)
Soyle Piece
inmvatick

FJoLwdlr Idllllllu

T MOORE' |

Mailing Definitions
Separate Mailings, Markings, Postage

Standard Mail
R T (1 [f??] (=5 1 i?".

=}

(] -
=1 il (=]
Enhanced CR RT  Automation Presort
. + Not barcoded,
« 200 pieces58 Ib. * Barcoded ¢
nfirmed ZIPS
mi nimum * 200 piece/50 Ih. :;’0 ! ;SO b
. «2 1ec .
* 4 rates depending ruomim minifnum

on qualification + 3 rates depending,

. .
on qualificaticn 2 rates dopending,

on qualification
o Single Piece 4
f'-_'l v L ‘E

ES

Standard Coding and Sorting
Coding Seorting

Carner Route {10 ot thore)

Specisl Sequencing
$-Drige (150 ar more)

3-Dignt {150 or mexe)
Basic Barcoded

Prescrt (Confirmed ZIP Codes)

Nonconfmmed 21° Codes
Irrvalide

o MOORE'

CONFIDENTIAL AND PROPRIETARY

Information contained herein is confidential and proprietary to Moore Business
Commurncation Services. Material must be returned if requested. and should be used

only for its intended purpose.
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“Classification
Category
Addressing

" Attributes

" Special handling
=" Postage payment
system

Trarang

Inpuf to Sortation Program

" Upgradable or

nonupgradable
Manifesting

. Batching
= Optional

procedures

= Point of entry

VMICORE"

Postal Training

Mailing Minimums
" Firstt | Standard
Class
MAILING 500 200 or 5C Ibs
MINIMUM ‘
CRRT 10 10 [
5.-Digt 150 150 i
3-Digit 150 150 5
Basic 0 0
Barcoded | _ ; —
Ty MOQORE
The Reports
CASS - Form 3353 Postage Statement - Farms 3600s
© Dates " Dates
2 Quantities = Quantities
< Total ~"Barcoded
- IPRC + Cammier Route
v S-digi » s-Cigat
. fh‘?’“ » -Digit
< Carrier Route . Rasic
v Presort
« Single Piece
+ Mon confirm
+ ‘avahd
Trmoen MOORE"

CONFIDENTIAL AND PROPRIETARY

Information contaired herein is confidential and proprietary to Moore Business
Communication Services. Malerial must be returned if requested, and should be used

only for its infended purpose.
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Classification Reform

DMM CH10.8.1
Effective January 1, 1997, all letter-size reply cards and

envelopes (business reply, couriesy reply, and metered reply
matil) provided as enclosures in automation First-Class Mail,
automaticn Regular Periodicals, and automation Regular and

Enhapced Carrier Route Standard Mayl must meet the
applicable standards for automation mait, bear a facing,
identification mark (FIM), and bear the correct delivery point

barcode (or, for business reply mail (BRM), the correst
ZIP+4 barcode) for the delivery address on the reply picce az

defined by the USPS. Mailers must certify that these
standards have been met when the mail is presenied to the
USPS. BRM picces must also meet the applicable standards.

-
Trmniog = e

Reply Mail

Courtesy Reply Mail (CRM)

~ Preaddressed posicards/ envelopes that a company provides
v Requires no permit fee and involves no charges

- Postage is paid by the persen maling it back

Business Reply Mail (BRM)

- Preaddresscd postcards/envelopes that a contpany provides
~ Postage and fees are collected when the mail is delivered

back to the company
v Requires a permut fee and charges

T MOORE

CONFIDENTIAL AND PROPRIETARY

information contained herein is confidential and proprietary to Moore Business
Commurication Services. Material must be returned If requested. and should be used
only for s intended purpose.
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Automation Standards

Size (Length, Height, Width), Aspect Ratio
Maximum Weights

Paper and [nk Readability and Reflectance
Tabbing or Sealing

wblay
L}

OMM CHE.2

Postal Training

Reply Piece Design

" Courtesy and Business Reply
* Reply pieces MUST have:
' POSTNET barcode
LALHea e Tl b e Lot lyeaaadload b o1
+FIM Code |} or [}
v'Any other copy requirements |
v'Qutgoing mail can be deated . ——

automathon discounts D —

. .=
e MOCR

and S92
FIM A I. I " for Courtesy Reply Mail

for Business Reply Mail

e

~7 Position

¥ s o drvsate o ar fomn

FIMMARK LOCATION % 7 5 o i mmom

T e 1 o e
1 of wesin i FIM Boe

.y

+
90T TR D v 18 =
of e 40w ey e -
[N RTATY My

FIMB2H ®ookk bae ST x| 8 g

UM B summed 3 the UTPS a8 .
ONg N T kD e sk or ey Lo

Truming,

Facing Identification Mark (FIM)

DMM Ca10.8.2

CONFIDENTIAL AND PROPRIETARY

information coriaimed Aerem is confidental and propriefary to Moore Business
Commurncation Services. Material must be returned if requested, and should be used

only for its imtended purpose.
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Mmp: " Business Communication
- Services

n

Business Reply Mail

) ram =dge & ervelope

¢ TR e Clew Zore -
100 90F 1M rust e e T 3t areeiap L e e
ogu and may A T e edgy P k. =
A l S
; RECESSAN
N FMAHED ‘
H "HE |
FOR PERMIT HOLDER'S USE LM TED GTAFES!
e — ——
! N
; LG i, AT G TR . ; —
- PTIS TAGE "wa L B PO BY AINPESSEE nk—
' n—
! arLewsr m_m I
-— 'A —)-:n FINANGCE DEPY . T
: GENGY NAME i tereemn e
; ) 1200 LAKESIDE OR | o= f
i 1-u4 BANNOCKBUAN L 800151243 Bary
! ' ! Bar Cads Aren
! v A

vor draen D seaiml
= -

Traerang, . \E

FOSLdl Liahng

Business Reply Mail Costs

Feeg
Annual accounting fee 375.00
Annuai BRM permit fee 125.00
Monthy fee (weght averaging for nor-letter-aize) §  800.00
QBRM Ciarterty Fee $ 1,800.00
Business reply matl agvance deposit account
With qimarteny fee [ 0.01
Qualified (without optional Quarterly fee} [] 0.05
tOthe 3 0.10
Postage due ] 0.35
QBRM

etter - first ounce 3 0.31
Postcard $ 447
Second Cunce [] G.21 |

= - .
Trmeg X —

Qualified Business Reply Mail
(QBMR)
Application to USPS
Assigned unique ZIP+4 for each rate category
+4 usually starts with 9 or 8
+ (e.g., 60061-9449)
Subrnit samples for testing prior to mailing
* Annual USPS accounting fee
Postage payment through an Advance Deposit
Account
Truome MOORE'

CONFIDENTIAL AND PRGPRIETARY
Infarmation contained hereirt is confidential and proprietary to Moore Business

Commurnication Services. Material must be relurned i requested and should be used
only for its intended purpose.
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Exercise

Ly Maree b criecs e Tinmng O areds

. . O awcoe f
T Covrmey or Guuneys Fypy Ml
PO - |

————————— iy O PMCooR
H T Courtry o Businass BrON W
|0 ege
1 O Dosson
: O et b
N T Lt omr
2 T e
Q Bowwhaw
- = "
s MOORE

Postage Payment Systems

" Payment Systemns
v Meter

v Permit Imprint
¥ Precanceled Stamps

Requirements
+ Rate Markangs

- MOORE'

CONFIDENTIAL AND PROPRIETARY
Information cortained herein is confidential and proprietary to Moore Business
Communication Services. Material must be relurned f requested and sfould be used

only for its intended purpose.
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M Rusiness Communication
[ B ¥ 3ervices

Meter Stamps

Postage punted on envelope
It on strips, must show month and vear

Leased from authorized manutacture

Authorization from USPS
© Mail must be deposited at licensing Post
Office

- MOOCRE'

Meter Stamps

" Postage prnted on envelope
" Allow 3-1/4" x 1-3/8"

¥ or more depending on other impnints

Placement
vUpper right ol the address, parallel to the
address
.. Must be legible

v Printed in tluorescent ink—red

T MOORE"

Meter

Date
+ First-Class must show date

+ Must be the exact date of mailing
 Standard Mail must NOT show date

" Must show ongin of mailing
Must be batched in weight groups
Can be metered at lowest postage rate
< Balance of postage paid with Postage Statement

fokom MOORE"

CONFIDENTIAL. AND PROPRIETARY
Inforr ation cortained herein is confidential and proprietary ic Moore Business
Comaunication Services, Material must be returned if requesited, and shouwld be used

only for its imtended purpose.
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Permit Imprint

Authonzation and Fees

v Permit number

< Annual mailing fee

Minimum 200 pieces or 50 pounds

Must be tdentical in weight
Deposited at Post Office where permit is

held

- MIOORE

Permit Imprint Regulations

Size

v Mimmum: /2" x 1/2"
¥ Maximum: 1-1/2" x 1-1/2"

< Text at least 4 point

Placement

v Upper nght of the address, parallel to the address

Background
~ No graphics in the permit imprint
+ Letter-Size: Nothing above or to the right

T MOORE"

Permit Imprint

Each client necds their own permut nurnber

" Permit must be used at least once every 24

months

Must be 1dentical weight pieces, unless

manitested

- Does not show date of mailing ...

Has several diftferent styles Z':"m':”‘;
SIS : 151 PEREY W0, 9,
. Contents very strict 5 JEDAET O TR '

i MOORE'

CONFIDENTIAL AND PROPRIETARY

Information comtained herein is confidential and proprietary to Moore Business
Communijcation Services. Matenal must be raturned if requested, and should be used
only for its intended purpose.



Postal Training
- am .
an: ¥ Business Communication
[ B ¥ | Services

Permit Imprint—Classification

- First-Class
< FIRST-CLASS MAIL
Standard Mail
< PRESORTED STANDARD or PRSRT STD
Parcel Services
v BOUND PRINTED MATTER or BPM
<LIBRARY MAIL
< MEDIA MAIL

~ PARCEL POST . ,
T MOCORE"

) o .r?mu_“‘_'mﬁ_‘
" Shows ZIP Code of ongu-1 us rosacErAD |
PEAMIT #0. 11X
" FIRST-CLASS MAL
, [ usrosace |
. Company style J PaD i
ABC COMPARY |
s MooRE"

Permit Imprint Examples

Various Styles

Colored Background

CONFIDENTIAL AND PROPRIETARY
Information contained herein is confiderntial and proprietary to Moore Business

Commumication Services. Material must be returned ifrequesiad and should be used
only for its intended purpose.
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Manifesting

" Postage patd with permit imprint
" Combiming multipte weights withun

processing category (L.e., letters, flats, etc.}

" Requires manifest software program

" Software produces requured USPS reports

s MOORE" |

Maare BCS Control Line Standard with Optiens

123007 WT RC 0000 RATEME 1 TERS 1I3404TEST G ALl Padd WROBAM

I Canla i Devheary Pt
PR - o) Nttt

Tty SiTe ok, 1k Dudie Cpay
“mmrn ot g e (T 8 T o, H v Ha-quy, 2 Ehibe rmyg . the lae gt
0 the Wiy ey, 2 i raamibes Lfond fox e,

P g

Prtongs. Pl
Fox tha Masd arsfasing Syvapem cody

A i M S5, Il
Tha B 5 ot e ot 9 Formt o

Wy {n Crorrms
Fox th i Warstaecrsg Siystoen Dy

Comcartben Sl Wil
Stancard =4 1 7 DUy, o ey b e 3 g Gy

T MOORE"

Rate Markings

Basic marking—classitication

7 Sortation level
» Variable within the project

Temomey

CONFIDENTIAL AND PROPRIETARY

Information cortained herein is confidential and proprietary 'a Moore Business
Communication Services. Material must be returned if requested and should be used
only for its intended purpose.
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Exercise

PERM!T MPRINTS CONTENTS

SN 3NE 30T 4 ETORE OF CNTENIY DENT MO £ V00 DRSNS =N e 10
e changea?

PERAT T

PRST CLASS -
PUSTAGE PaD S —
PERT Ja
HERICALE |

PRESORTED
FRST CLASY MAL
POETALE PNG
ABL COMP ANY

PERMIT 1234

STANOWAO

WK RATE, —_

U3 POSTAGE e e e e e e e b
PR i ————

MALED FRCR I CODE F0080
PERMIT 248

' |y -
Ty MOORE

Move

SR St

July 1, 1997

© “... addresses appearing on all pieces claimed at

the Presorted rate must be updated within 180
days before the mailing date by a USPS-

approved address update tool (e.g., NCOA,
FASTforward¥ ACS, or ACR).

© Mailers must certify that this standard has been
roet when the corresponding mail is presented to

the USPS. This standard applies to each address
individually, not to a specific list or mailing.”

T MOORE

CONFIDENTIAL AND PROPRIETARY
information contained herein is confidential and proptrietary to Moore Business
Communication Services. Malerial must be returned If requested, and shouid be used

only for its intended purpose.
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M T Busiress Communication
N Bersces

The Timing

180 |
%

First Mail Date Next Mailing

Must be updated within 180 days
before the mailing date

Teiang MOORE"
Address Errors
One-Third of alf Mailing Addresses Are
Incorrect, According to a USPS Study
Incomrect Addresses:
——— 25.0% Missing or Wrong Direc tionafs
or Sulfixes
18.4% Wrong Street Name
12T% Wrong 2IP Code / City Name
Correst 9.4%  Wrong Apartrment Number
Adereaase 3.8% Wrong Box or AR Number
26.7% Moved
Toiamg MOORE"

USPS Forwarding System

CONFIDENTIAL AND PROPRIETARY
information contamed herem is confidential and proprietary to Moore Business
Communication Services. Material must be refurned if requested and should be used

only for ifs intended purpose.
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CASS # Move Updates

Coding kccuracy Move Updates

Support System

: 2

> Ui

- Address only - Both address and
the people who

live there

- MOORE"

Move Updates #

Undeliverable As Addressed

= No Such Number or Street
=" No Mail Receptacle

' Returned for Postage
- Moved, Left No Address

~ Tempownly Away
- Anempted—Not Known

=7 lllegible
=+ Forwarding Order Expired

It the maitpizos coutd not be delvered to the old address,
It cannct be forwarded to the new addrosa.

Trnama MIOORE

The Bottom Line

If you don’t do Move Updates!
T NMOCRE

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 for its Intended purpose.
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USPS Change of Address

' Addressee fiils out form
" Data quality is dependent on how the

form 1s filled out

+ Individual versus Family move

¥ Accurate names and vanations

 Business name variations

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

the oniginal address

— MOORE'

rousidl Fdlliriy

Client's Cost Analysis

" Company policies on updating addresses

= Size and location of databases

" Can the database be updated electronically
Additional programming and systems costs
Database growth

= Type and frequency of matling

. Current percentage of moves

= Current update process

* Cost of labor for updates

Additional mailing costs

e MOORE"

Move Update Methods

Verification of Change ol Address: within 180 days before
mail date

- Optpns ~

1/ f‘ \\‘\.‘.
Betore Mailing During Malling Atter Mailing
{ r

NCOA and MLOCRH

( FASThorward™ FAS T forvean¥ Endorgements
1
Data Processing Black Box Processing On Envelopes
o MOCORE"

CONFIDENTIAL AND PROPRIETARY
Information comtamed herein is confidential and proprietary to Moore Business

Com ~tunication Services. Material must be returned if requested. and should be used
only for its intended purpose.
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Services

Move Update Methods

Verification of Change ot Address: within 180 days
betore mail date

. Options .
« J, Ta
Qutsourced In-houge By Client
L NCOA—I \FASﬂbrwxrd"'“i | Endersements I

Oeata Processing  Black Box Processing On Enveliopes

O

{Computer-based} [ MLOCRH J

Thurmon W wyd
UrmOnt, § ogan pr oLl .
T MOORE"

National Change of Address

* What 1s NCOA?

v Compater address list processing
3ETVIO2

~ Updates addresses of people who
have moved

v Service—rot a product

« USPS NCOA licensed vendors

" What does NCOA return?

» CASS carnified address

+"Moved address
= Nixie match— probable move \

v Z1P+d, delivery poant code, camer
rOttte

Trmamn MIOORE"

National Change of Address

Advantages of NCOA

Low cosr—S 1 o8 5 per thousand address change

-+ High quality move updates—nhght matching
« 36 morths of meve update informaten
- Mult-mover updates

- Saves USPS forwarding expense

Disadvantages of NCOA

~ Catches enly about 2/3 of address moves
« Weak on business move updates.
+'Does not catch non-regisiaed movers

s MOORE’

CONFIDENTIAL AND PROPRIETARY

Information comtamed herein is confidemtial and propristary to Moore Business

Commurncation Services. Material must be refurned if requested, and showd be used
onfy for its infended purpose.
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FASTforward>y

System
Black Box approach from the USPS
13 months of move updates, updated
weekly
Same matching logic as NCOA
Two Systems:
~MLOCR: sprayed on envelope
« Computer-based: electronic updates

rasial lraining

FASTforward™
MLOCR Version

. Sprays on the new address and barcode
" Offered through our Windsor facility and
presort bureaus
Envelope design considerations

+ Upgradable document design

+ Window must be no Jower than %87 from bottom of
cavelope

FASTforward’™
Other Presort Bureau Options

Updates on separate stock

+ Divert and return ko client

~ Client updates database

- Updates ready for next
mailing

Suppress

~ Client responsible for
alvernative Move Update

+ Niusi advise Moore and sign
release form

MIOORE"

CONFIDENTIAL AND PROPRIETARY
Information contained harein is confidential and propretary to Moore Business

Communication Services. Material must be returned if requested, and should be used
only for its intended putpose.
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The FASTforward™V

Computer-Based System

Cartridge
drive

=
- Report

+ T printer

¥ .

: e
The “Black Box” IRV 2 P

T— MOORE"

Client Input

 Muoore Order Processing Form
FASTforward™ Processing Request Form

~ Input layout
~ Preferred input record layout

~ Client defined record layour
+ Record key rmber (maxumum 26 characters)
+ Mame (only ane name field used for matching)

- Address
< 3490 cartnidge

ZIP Code sequence

r— MOORE"

Output for Client

Standard 500 character file
If no move, returns:

+ Resord Key Number
< Name

v CASS standardized addresy
[f there i1s a move, returns

~ Same information a3 abave
~ Moved address
~ Status indicators

rrems MOORE

CONFIDENTIAL AND PROPRIETARY
information contained herein is confidential and proprietary to Moore Business

Commurication Services. Material must be returned if requested, and shouid be used
only for its intended purpose.
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™ W Sarvices

Endorsements

Very strict copy requirements

 Feur specific print locatons
-« Clear space of 1/4" around the entire endorsement
< Minimum of 8 point type

Mailpieces with improper endorsements
will not be accepted for mailing

1 nat v Camnr . fon dose R
11 & Washinghn St [ s
Vernon o 1L i St w
A Lt e
AD0ME 0 SERACE PEQUENTED
’i i 14°
] —- o
i Aok ki
2am° e —
1 g
;§ imgeie, 1, ey
? .
- -
Tromemy
3w

Endorsement Placement

127 Mimin N
Amptaen, N L1345 of the poslage area

{ ABLC Company Directly ta the left
i
|

Cirectly befow the
Directly brtaw the poslage acea 4

rehwm address

| SACCTIZMSEY AF- 248

i
1
i

f

Directly above the delivery address

[XTSF N BONTY W

Lair PReguan

ol el ol ol

Endorsements

7 When the move occurred
or 15 1t undeliverable?

" What happens to the

mailpiece?

T What happens to the
address information?

" How much does it cost?

Toms MOORE"

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 for its intended purpose
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| B ¥ ] Iervices

Endorsements

- Address Service Requested

" Change Service Requested

" Return Service Requested

" Temp—Return Service Requested

" Forwarding Service Requested
»"Not applicable for First-Class Mail

Ty MOCORE"

rosiai 1raing

Address Change Service (ACS)

Elecrenic method for providing address changes
Endorsement on cuvelope:

Address Service Requested
Appty with USPS, get participant code: FREE

Cost 18 20¢ per return, but some will be manual
at 60¢ cach

Retuns new address or reason for non-delivery

' Must image the participant code and account number
in address block

LI Yy S W SO T A I

Te— MIOORE"

Address Change Service (ACS)

Advantages of ACS

~ Move update and reason for non-delivery

~ Letter cammier “on-the-street™ knowledge

+ Notices come back electronically for automatic updating
" Disadvantages of ACS

~ Mail i3 sent to old destination before forwarding

" Address change after mailing

» Does not save USPS forwarding expense

= 10% to 25% of ACS notices come back manually at 60¢

- Returned notices cannot be fracked by some customers

s MOORE

CONFIDENTIAL AND PROPRIETARY

/nformation contained herem (s confidential and proprietary to Moore Business
Communication Services. Material must be returned if requested. and should be used

only for its infended purpose.
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[ ¥ Services

Address Correction Requested

What 1s ACR?

< Manual system for receiving addiess comections
+ Malpiece endorsements

¢+ Address Service Requester
+ Retum Service Comection
+ Forwarding Service Requested (Standard Mail)

v Letter carrier identi fies the address comection
What does ACR return?

« Physical mailpiece or Form 3547
< New address or reason for mon-deiivery

Fraics
* X -

Address Service Requested

Endorsement on envelope:

Address Service Requested
Mail ts forwarded

" Two options for retumned information:
v Electronic —Address Change Service (ACS)

< 'Manual--ACR

ey g R

p—y

O e 8 P

Address Service Requested

" Method for providing address changes

7 Advantages Move update and reason for non-
dehivery
« Letter carrier “on-the-strect™ knowledge

<" Disadvantages

~ Mal is sent to destination before forwarding

¥ Addresy change after mailing
v Does not eliminate USPS forwarding expense

v'Cost is 60¢ per return
v Difficuit to read photocopy of mailpiece and label
~ Returned notices cannot be tracked by some customers

T MOORE

CONFIDENTIAL AND PROPRIETARY
Information contained herein is confidertial and proprigtary to Moore Business
Communication Services. Material must be returned if requested, and should be used

onfy for its imtended purposea.



rusiidl 11an iy

[ Y F__J 5
M © Pusiness Sommtnication
- v e Sarvicas

Change Service Requested

Endorsement on eovelope:

Change Service Requested
Mail is thrown away

Must be an ACS participant
- Etectronic: Address Change Service (ACS)

Return Service Requested

FEndorsement on envelope:

Refurn Service Requested
Mail not forwarded—not even temporary moves
Mailpiece with address correction returned manualty
USPS Cost is FREE
" Consider the cost of ce-mailing

Temp—Return Service Requested

=" Endorsement on envelope:

Temp—Return Service Requested
Temporary moves are torwarded
Mail not forwarded, 1t is returned to the company
Mailpiece with address comrection returned manvally

USPS Cost is FREE, but need to consider the cast
ot re-mailing

CONFIDENTIAL AND PROPRIETARY

Information contained hereirt is confidential and propristary to Moore Business
Cormunication Services. Material must be returned if requested, and should be used
only for ifs intended purpose.
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Return Service Requested

" Manuai method for providing address changes

" Advantages
+ Move update and reason for non-delivery
+ Letter carmier “on- the-street” knowledge

+ Can inspect the retumed mailprece, allows tracking lo source

- Disadvantages

- Mail is sent to old destination before retuming
v Address change afier mailing

+ Does not eliminate USPS forwarding, expense
v'Cost of remailing may be more expensive than other move
update options

-« Does NOT forward temporary moves

T M’OORE“_J

Customer Initiated Request

Customer Laitiated Request

« [nitiated directly by the customer
v Eligible for first cycle discounts

- Then must do updates
[Lists obtained from other sources
~«'Not eligible for discounts until

moves are updated
~ Lists obtained from other sources

must document appropriate Move

Updates

Tommng

Legal Constraints

Contact local USPS Bulk Mail
Manager

Document legal constraints:

statutory law, Federal or State e
Must get move update through " ‘The -
USPS approved method ; Lﬁ‘W

Contact customer within 30 days ';: -
Update database within 30 days ‘t/ =

-t

of answer e
Maintain documentation for two
vears
Trmos MOORE

CONFIDENTIAL AND PROPRIETARY

Inforrmation contained herein is confidential and proprietary to Moore Business
Commurication Services. Material must be refurned if requested. and should be used
oty for its intended purpose.
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a3 CommunicMion

Customer Notificatio
Double Postcard

" Duplex Imaged

" Business Repiy or
Courtesy Reply
- Lowest Postage

Response Analysis

o—

" Maited to the new USPS T T

, - a
provided meved F Pobmiap

TR T vmmbingem el
addresses J———

n

rusidl irdiniy

.. Mailers provide
electronic list to USPS
© USPS matches to NCOA

Cost is $1.00 per
thousand records
If less than 1% moves,
can mail at discounts
" Second testing approval
for mailing for one year
« Tesung annually

Good or Accuarate Lists

T MOCORE"

Liability

tmprisorment of up to 5 yexrs and a fine of
up to $10,000 (18 USC 1001). In addition, 2

= USPS Postage Statements:
“The submission of faise, fictitious or
fraudulent statement may resulf in

Coostwast minrrmsdin
civil penalty of up to $5,000 and an bralapulywmatil
addinonal assessment of twice the amount e
falsely claimed may be imposed (31 L'SC Cooucle Chamt
38023 e

Moore Release Form:
Clien! agrees to indemnify and hoid hanmless
Moore from any and all liability, ¢xpense.
defense, judgment ard fine (criminal or civil).
- MOORE"

CONFIDENTIAL AND PROPRIETARY

Information comained herem is confidential and propristary to Mocre Business
Communication Servicaes. Material must be returned if requested, and should be used

only for its intended purpose.
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[
M O Zervices

" Control Line

Mail Preparation

rmuSLal

1 ICIIIIIIIB

on mailpiece ™o,

L b ded b
Rocxy

(e
Nl o WU

F2T Mamrvia Wy
| Grenas Buy, CA 9ATAG- 1204

Tray Tags | STelom e
W20
Ty = VIOORE
Detached Mail Unit (DMU)
i ) : mm( T
B USP-’S on-site Pt.:rsonnel Repont
- Verify the mailing Nal
¥ presort Qualification
< 1eporting Report —
T Accept the mailing ICASS Report
|USPS Fom 3553 |
[Yglag—eS:ammenr: i
Be00erisnr
Tk MOORE"
Plant Loading

7 USPS acceptance and venlfication on site
"7 Mail leaves the facility on a USPS

designated vehic

- It's 1 the mail.

ie

[ 5

UNITED STATES
POSTAL SERVICE

CONFIDENTIAL AND PROPRIETARY

Information comtaimed herain is confidential and proprietary to Mocre Business

Communication Services Material must be returned if requested, and should be used
onty for its intended purpose.
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Destination Drop Shipments

Standard Matl Only
. Mailer freights the pieces to a USPS Site

7 Bulk Mail Center (BMC)
« Sectional Center Facility (SCE)

" Mailer pays the freight
© USPS gives discounts

Drop Shipments

- Costs
« Freight is based on weight and destination

+ USPS discounts are based on pieces
v Therefore the lighter the maiipiece the better

the savings
Fraghiga MW 51050 Osarfprpess § 0079,
Hece Weight - ouces 0.6 0.8 L AR - 20
Swingspar M 4017 § 2750 5 1990 § 977 5 _4.70
Ty MOORE

CONFIDENTIAL AND PROPRIETARY
Information contained herein is confidentral and propristary to Moore Business
Communication Services. Material must be returned if requested. and should be used

oniy for its intended purpose.
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mmunication

Commingle

FOSLAl Halnng

BCS Business Regunirements

=" Chent Project Profile (CPP)

- Statement of Work {(SOW)
7 Attribute Worksheet

. Data Center Job Ticket

= Move Update Release Form

=" FASTforward™ Processing Forms
~ Dockets/Planner

Trmning

BCS Postage Requirements

* Permut Number Request
- Postage Money
» Requisition for Check
¥ Postage Request
v Postage Reconciliation Report Report
+Request for Refund

Tooms MOORE"

CONFIDENTIAL AND PROPRIETARY

Informalfion comarmed herein is confidental and proprietary to Moore Business
Communication Servicas. Malerial must be returned if requested, and should be use

onty for its imtended purpose.
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BCS Business Tools

Postal Guidelines Booklet /
Postal checklist /
UUSPS Notice 67 Template /
Control line

Adddressing standards /
o MOORE' /

Facility Postal Coordinator

" Prumary in-facility contact /
Mailpiece design consultant /
Liaison with USPS
Latest USPS publications /

Present postal trainung

Trmieng,

CONFIDENTIAL AND PROPRIETARY

Infarmation contained herew is confidential and proprietary to Moore Business
Communication Services. Malarial must be returned if requested, and shouid be used
only for its intended purpossa.












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

Type

Class

Date of Letter

Same or different date on multiple letters

Group Number
Individual Number
Co-pay amount

OSame for many [ Different per person
(] The one account number
OSame for many O Different per person

Client number
Percent of price
increase

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

Client Number
Interest Rate
Mortgage Balance

[0 The cne account number

0O Same for many 0O Different per
person

] Same for many O Different per
person

Account Number
Telephone Number

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

Date of Birth or date of
death

O Same for many O Different per
person

Breed of Dog

O Same for many O Different per
person

Name of Dog

0O Same for many [1 Different per
person

Names of dependents

O Same for many O Different per
person

Check made payable to
recipient only

Draft — made payable to
bearer or recipient

Proxy Statement with
number of shares




Processing Category Exercise

For each mailpiece shown, indicate if that piece is:

e Mailable (over 3 %4" x 5") H

Letter or Flat (Letter maximum: 6 1/8” x 11 %" x W) e . _

Subject to surcharge for First-Class mail ' 2‘“2'25(;?:2{2;2“60;‘

e Letter: Out of Aspect ratio g Dumbfounded, DE 19598

e Flat: 1.0000 oz or less h
e Additional postage required (First-Class by the ounce) t

Length
Height Length Thickness  Class Weight Mailable Letter or Surcharge Additional
Flat Postage
1. a" 11" 15" First-Class 1.50unces YorN LorF YorN
2. 8" 11" A" First-Class 1.50unces Y orN Lorf Y or N
3. 11" 8" A" First-Class 10ounces YorN LorF Y orN
4. 17" &" e First-Class 1.50unces Y orN LorF YorN
5. LA 11" 1/8" First-Class 1.50unces Y orN LorF YorN
5] g" 12" 1/8" First-Class 755 Y orN LorF yorN
ounces

7 g" 12" 1/8" First-Class 5 ounce Y orN LorF YorN
8 8" 4" 1/8" First-Class .5 ounce Y orN LorF Y orN
g 8" g* 125 Standard Mail 23ounces YorN LorF YorN
10 9" 12" %" Standard Mail 5 ounces YorN LorF YorN

Exercises

Rev. 10-12-04



Coding Exercise

West

MAIN ST

101 107

]

112 106 104 110 116
Client Input Coding Level Deliverable
105 W Main St

Happytown, ST 45678

107 Main St
Happytown, ST 45678

108 W Main St
Happytown, ST 45678

1110 Main St
Happytown, ST 45678

L

If this were a multi-ZIP City with East and West Main St in separate ZIP Codes:

104 Main St
Happytown, ST 45679




Exercise

There are two methods for checking barcodes. The first method is to use the POSTNET decode

portion of Notice 67.

1. Paosition 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 aiso 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 ail the groups first and

then decode them.

Exercise

Decode the following POSTNET Barcodes:

IIIIll‘iIIltlilllIllllI’Iill‘lili[ll{I[II‘I[II}III[III[I!]I!I‘

|Illlll[ll}lllllll]IIIIIIIIIIII!I'IIIllll‘lll'illllll![lllllll



Exercise

Using Notice 67, check each address below

Text Style Item Comments
Times New Rornan 8 pt O Character Spacing
0 Stroke Thickness
3“:;*;‘”9;3’\#“ OO0 Character Height
Mateorologist, ME (4012 [J Line Spacing
Line Skew
Courier 19 pt. O Character Spacing
_ 1 Stroke Thickness
M V. .
232212111:2!1.2\:2 B Character HE!ght
Driver, DE 19756 (3 Line Spacing
Line Skew
Arial 10 pt. O Character Spacing
O Stroke Thickness
e e, Wy O Character Height
Catty, CT 08038 0 Line Spacing
O Line Skew
Arial Narrow 10 pt. O Character Spacing
O Stroke Thickness
%%m Ter O Character Height
Countryside, CO 80005 {0 Line Spacing
1 Line Skew
Italic 12 @t {3 Character Spacing
. _ L] Stroke Thickness
*;;?’;{:’g“ew [J Character Height
/0 Van ay . O Line Spacing
Limpid, LA 77 [} Line Skew
Courier 10 pt 3 Character Spacing
0 Stroke Thickness
P eei;hme g gharacter.Height
815 ocs 5 4231 ing Spacing
caltyr 5C O Line Skew
@”MJ”W 78 /’4 g Character_Spacing
[J Siroke Thickness
%@af T Character Height
9 é"dﬂﬁé‘_ﬂﬁ 57 O Line Spacing
"‘9 O Line Skew

Fep TN




Exercise

Using Natice 67, check the maiipiece design for.

Retum Address
0O Placement
O Type style
O Legibie
Address placement:
8 " minimum left margin
B %" minimum right margin
O between 5/8" from bottom
O and 2-3/4" from bottom
Barcode clear zone
{1 Clear of address, window, or label
Background clear




Exercise
Using Notice 67, check the mailpiece design for:

Return Address
O Placement
O Type style
O Legible
Address placement:
O %" minimum left margin
00 72" minmum right margin
O between 5/8" from bottom
[0 and 2-3/4" from bottom
Barcode clear zone
O Cliear of address, window, or label
O Background clear

. ‘PennyPincher .

| LoanOfficer,LA70088

Dee Posit
847 Banking Blvd
Money, MA 02566




Exercise

Using Notice 67, check the mailpiece design for:

Barcode placement:
O %" minimum left margin
00 %" minimum right margin
0 5/8" bottom margin
Barcode clear zone
O Clear of address, window, or label
O Background clear
Barcode spacing
O 1/25" top and bottom
0O 1/8" left and right
O Clear area behind barcode
Address Placement
0O between 5/8" from bottom
O and 2-3/4" from botiom

85 Consultant Ct-
Chapel Hill, NC:2T514.

June Bride

1 8921 wedding Way

i Honeymoon, HI 98763-6547

Sdaba L e B L L L T




Exercise
Using Notice 67, check the mailpiece design for

Barcode placement in barcode clear zone:
0O 3-%" minimum left bar from right edge
O 4-%" maximum left bar from right edge
O %" bottom margin to barcode baseline
Address Placement
O between 5/8" from botiom
O and 2-3/4" from bottom
Barcode clear zone
O Clear of address, window, or iabel
0 Background clear

Buck Skin

Frontier Guide

Rt. 2

Big Sky, MT 59716

Barb Wire :
334 Fenced Fwy
Corralled, CO 80456

AUTO l'Ilil“lllllllililillf{llllll!lII!{!(I!I!;II!!I'III'IIIIJII}'




Exercise

Using Notice 67, check the following FIM areas:

1

Referring to the previous information:

d

O
O

FIMCODE ___

O Courtesy or Business Reply Mail
Height

Position

O Right bar

OO Left bar

O Top bar

O Bottom bar

O FIM CODE

Qa

o0

O Courtesy or Business Reply Mail
Height

Position

O Right bar

O Leftbar

O Top bar

O Bottom bar

FIMCODE _

O Courtesy or Business Repiy Mail
Height

Position

CJ Right bar

0O Leftbhar

O Top bar

0 Bottom bar

In which order would the foliowing would 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?
O POSTAGE WiLL BE PAID BY ADDRESSEE

0O PLACE POSTAGE HERE

O NO POSTAGE NECESSARY IF MALLED IN THE UNITED STATES

Which POSTNET barcode is used for Business Reply Mail?

0O ZIP+4
O Delivery Point












8CS Checknst

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:
Y/N Enter Y for Yes, N for NO
N Enter a numeric value
A Alpha character

L, F orother 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 Date

Project Maii Date
Client PM Postal
Category Item Entry Values Comments Booklet
Classification First-Class (F)or Standard A (S) FISIN 6
Paper
Envelopes YN
General Envelope Basis Weight (minimum 16 Ib.) N
Business Reply Mail Basis Weight (minimum 20 Ib.) N 54
Self-Mailers Y/N
Singe Tab or single spot glue YN
Singte Sheet Basis Weight (minimum 28 ib.) N 74
Muitiple Sheets Basis Weight (minimum 24 1b.) N
Two Tabs or Continuous Glue line Y/N
Single Sheet Basis Weight (minimum 20 |b.) N
Multiple Sheets Basis Weight for Cover(min. 20 1b.) N
Cards Y/N
Postcards Basis Weight (minimum 75 ib.) N 16
Booklets Y/N
Cover shest Basis Weight (minimum 20 Ib.} N 73
Self- Mailer: Folded Sealing YN
Bottom Sealed on top YIN 72-74
Right Sealed on left YIN
Left Sealed on right, top, bottom Y/N
Top Sealed on bottom YIN
Address Type Style 29
Character Spacing 3/4 to 3 point N
Stroke Thickness 3/4 to 2 point N
Character Height 8 pt to 18 point N

REv 2-2v

age 2



Moore BCS Postal Checklist Date
Project Mail Date
Client PM Postal
Category ltem Entry Vaiues Comments Bookiet
Line Spacing 2 pt minimum N
line Skew +/- 5 degrees N
Processing Category 16-18
Size  Letter YIN 16
Height Minimum 3 1/2"  Maximum: & 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 .008"  Maximum: 1/4" N
Aspect Ratio Between 1.3 and 2.5
Weight {0z) Maximum: 3.3 ounces for automation N
Flat YIN 17
Height Minimum 6"  Maximum: 12" N
Length Minimum 8"  Maximum: 15" N
Thickness Minimum 009"  Maximum: 3/4" N
Weight (0z) 13 ounces for First-Class N
16 ounces for Standard Mail N
Post Card YN 18
Height Minimum 3 1/2"  Maximum: 4-1/4" N
Length Minimum 5 Maximum: &" N
Thickness - after imaging Minimum .007"  Maximum: .016" N
Aspect Ratio Between 1.3 and 2.5
Upgradable or Nonupgradable for Presort 20-24
OCR Read Area Refer 1o Yellow Template YIN
Barccde Clear Zone Refer to Yellow Template Y/N
Clear or Light Background Required behind barcode Y/N
Preferred behind address area YIN

REv 2-28-00

Page 3
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Moore BCS Postal Checklist Date
Project Mail Date
Client PM Postal
Category ftem Entry Values Comments Booklet
Outer Mailing Envelope (OME)
Paper Paper Weight N
Color A
Return Address Requested by Client YIN 31
Check List of when reguired: Engorsements YiIN
If any one of these is present, Company Permit Imprint Y/N
there must be a return address  Nonprofit Organization Y/N
Precancelied Stamps Y/N
Official Mail YN
Express and Priority Mail YN
Certified and Registered Mail Y/N
Upper left No more than 1/3 down and 1/2 length Y/N
At least 2 3/4" from bottom Preferably out of OCR clear zone YN
Room for endorsement For move update requirements Y/N
Font Preferably non-OCR readable Y/N
Window  Placement 1/2" from left/right edge and bottom YiN 22
OR prefer at least 5/8" from bottom YiN
Address  Sized for barcode Height: .215" YN
Width: Minimum 2.6" (condensed) YIN
Width: Maximum 3.1" Y/N
1/8" clearance around address Allow for Shift - TAP TEST Y/N
Room for additional imaged line  1/3" for ACS if needed YN
Closed Face Mail Piece Y/N
Clear or tight background On outside: check inside screening YN
No printing other than light screening in that area (10% screen or less) YIN

REv 2.28-00

Page 5



Moore BCS Postal Checklist Date
Project Mail Date
Client PM Postal
Category item Entry Values Comments Booklet
Barcode Clear Zone Letter Size only 35.36
4 3/4" from right edge Refer to Yellow Template YN
5/8" from bottom Refer to Yellow Template Y/N
Clear or light background On outside YIN
Check inside screening Y/N
No printing other than light screening in that area (10% screen or less) Y/N
Barcode Placement in the Address Block 36-38
Must be in bottom 4" of OME Y/N
{s address in the 2-3/4" area? YIN
Clearance from left & right edge  1/8" required, 1/4" preferred YIN
Clearance from top & bottom 1/25" or 3 pts YN
Font Condensed font preferred Y/N
Address Placement Do the tap test
Clearance from left & right edge  1/8" required, 1/4" preferred Y/N
Clearance from top & bottom 1/8" required, 1/4" preferred YIN
Address Type Font 8 t0 12 point N
if 8 point must be all upper case YIN

REv2-2

ge 6



Moore BCS 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? Y/IN
Endorsements Y/N 44-46
Which endorsement Address Service Requested Y/IN
Change Service Requested Y/N
Forwarding Service Requested Y/N
Return Service Requested YN
Specs on placement 14" clear space all around YIN
Position Directly below the return address Y/N
Directly above delivery address area YN
Directly to the left of the postage area Y/N
Directly below the postage area YN
FASTforward™ on the MLOCR YIN 42
OCR Read Area Y/N
Readable Address Fonts YN
Barcode Clear Zone Required Y/IN
Window placement Minimum 5/8" from bottom Y/N
FASTforward™ Computer Version YIN 42
Date Run Must be within 180 days of mailing Date
NCOA Handled by Client Y/N 41
Processing through BCS? YIN
Date Run Must be within 180 days of mailing Date
Moore Release Form
Release form received from client Y/N
For the current contract Date on form Date

REy 2-29-00

Page 7



Moore BCS Postal Checklist Date

Project Mail Date
Client PM Postal
Category Item Entry Values Comments Booklet
Postage Payment Method 47-51
Meter Y/N 48
Weights in more than one ounce group? Y/N
Batched? Required for varying weights YIN
Permit iImprint Y/N 49-51
Identical Weights YIN
Nonidentical weights Manifest YN
Optional Procedures Logan Only YiN
First-Class
PRESORTED Required text for all FIRST-CLASS YiIN
FIRST-CLASS MAIL First three lines YIN
U.S. POSTAGE PAID YIN
Standard Mail {A)
PRSRT 31D Required text for all Standard Mail A Y/iN
U.S. POSTAGE PAID First two lines Y/N
Nonprofit
NONPROFIT ORG Required text for all Nonprofit YiN
U.S. POSTAGE PAID First two lines Y/N
Format of Additional Lines
CITY, ST Standard style permit

PERMIT NO. 987

MAILED FROM ZIP CODE 12345 |Standard style that does not
PERMIT NO. 987 show origin city of mailing
Uses ZIP Code instead

JOHN DOE COMPANY Company or Corporate permit imprint
12345 Must show exact name of company
Must have return address

REv 2-2& age 8
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Moore BCS Postal Checklist Date
Project Mail Date
Client PM Postal
Category Item Entry Values Comments Booklet
REPLY MAIL
Letter YIN 18
Height Minimum 3 1/2"  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
Aspect Ratio Setween 1.3 and 2.5
Weight (oz) Between 1.3and 2.5 N
Paper Weight Recommend at least 24 b N
Color Recommend white A
Post Card Y/N 16
Height Minimum 3 /2" Maximum. 4-1/4" N
Length Minimum 5" Maximum: &" N
Thickness Minimum 007"  Maximum: .016" N
Aspect Ratio Between 1.3 and 2.5
Weight {0z) N
Paper Weight Recommend 110# tag N
Color A
Flat Does not need FIM or barcode Can leave on Copy 17
Courtesy Reply Mail Y/IN 53
FiM A Refer to Yellow Template Y/IN
Proper Placement Refer to Yellow Template Y/N
Barcode insert, Address block or be clear zone Y/N
Window  Minimum: 1/2" from left/right edge Y/N
or Address Minimum: 1/2" from bottom prefer at least 5/8" Y¥/N
Placement Sized for barcode YIN
1/8" clearance around address and barcode, allowing for shift Y/N

REv 2-26

Je 10



Moore BCS Postal Checklist Date
Project Mail Date
Client PM Postal
Category ftern Entry Values Comments Booklet

Component Supplied by: BCS, Client, or Sales A

REv 2-29-00 Page 11



Moore BCS Postal Checklist Date

Project Mail Date
Client PM Postal
Category item Entry Values Comments Booklet
Business Reply Mail Y/N 54.57
FIMC Refer to Yeilow Template YIN
Proper Placement Refer to Yellow Template YIN
Barcode - on envelope or insert ZiP+4 only YIN
Barcode placement Refer to Yellow Template YIN
Poslage Box NO POSTAGE YiN
NECESSARY

IF MAILED IN THE
UNITED STATES

Horizontal Bars: not below address lines YN
Business Reply Mail Box Check for size requirements Y/N
First-Class Mail, Permit No., City, State YiN
Postage Paid by Addressee YIN

BUSINESS REPLY MAIL

FIRST-CLASS MAIL PERMIT NO XX CITY ST
POSTAGE PAID BY ADDRESSEE

Window YiN
or Address Minimum: 1/2" from left/right edge Y/N
Placement Minimum: 1/2" from bottom prefer at least 5/8" Y/N
Sized for barcode YIN
1/8" clearance around address and barcode, allowing for shift YIN
Component Supplied by: BCS, Client, or Sales A
Qualified Business Reply Mail (QBRM) 54
Client is current participant
New participant Need to send samples

REv 2-29-. 12



Moore BCS Postal Checklist Date
Project Mail Date
Client PM Postal
Category Item Entry Values Comments Booklet
Tabbmg C3810
Self Mailer Y/N 72.74
Fold position Recommend at bottom YIN
Sheets Single or Multiple SIM
Paper Weight N
Number of tabs N
Booklet YIN
Long Bound Edge YN
Cover Paper Weight N
Number of tabs N
Short Bound Edge
Final Size Over 4-1/4" x §" Y/N
Paper Weight N
Number of 1abs N
REv 2-28-00

Page 12



Moore BCS Postal Checklist Date

Project Mail Date
Client PM Postal
Category Item Entry Values Comments Bookiet
Mail Information
Sort Barcode Delivery Point Barcode Y/N
Carrier Route First-Class: Must barcode letters Y/N
First-Class: Flats carrier rt eliminated YIN
Standard Mail. Barcode Letters or Y/IN
Line of Travel (LOT) YIN
if Standard Mail, drop shipments BMC drop shipment YIN
SCF drop shipment YIN
Regular {(nonautomation) Portion 20-21
Is the presort portion Upgradable?
Could there be less than 500 pieces per mailing? Y/N
Special Handling
Additional specs for special handling? Y/N
Invalids? Y/N
Foreign Addresses
Canadian YIN
Mexican YIN
Other countries Y/N
Send via USPS Y/N
Send via other delivery services YIN
Box and Ship
Special instructions for shipping boxes Y/IN

REvV 2-25

e14



Moore BCS Postal Checklist Date
Project Mait Date
Client PM Postal
Category item Entry Values Comments Booklet
Airborne YIN
Other delivery service Y/N

REv 2-29-00

Page 15



Moore BCS Postal Checklist Date

Project Mail Date
Client PM Postal
Category ftem Entry Values Comments Booklet
Data Processing
Control Line
BCS Standard Control Line Y/N
Special Explain Y/N

Does the imaged ZIP+4 Code match the barcode

Must match Y/N
Client supplied mail sorting Y/N
CASS Certificate (USPS farm 3553) Y/N
PAVE or standardized documentati ZIP Lists YiN
Mail Qualifying Audit report YIN
Postage Statements (3600s) Y/IN
Tray tags Check mailing origin YIN
Barcoded Y/N
Attributes
Verified Y/N
Attributes reviewed YN

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.

REv 2-2¢ ge 16



Moore BCS Postal Checklist

Project
Client XYZ Company Statements Postal
Category Item Booklet
Classification First-Class (F)or Standard A (S) 6
Paper
Envelopes
General Envelope Basis Weight (minimum 18 |b.)
Business Reply Mail Basis Weight (minimum 20 1b.) 54
Self-Mailers
Singe Tab or single spot glue
Single Sheet Basis Weight (minimum 28 Ib.) 74
Multiple Sheets Basis Weight (minimum 24 Ib.)
Two Tabs or Continuous Glue line
Single Sheet Basis Weight (minimum 20 1b.}
Multiple Sheels Basis Weight for Cover(min. 20 Ib))
Cards
Postcards Basis Weight (minimum 75 ib.}) 16
Booklets
Cover sheet Basis Weight (minimum 20 1b.) 73
Self- Maiter:  Folded Sealing
Bottom Seaied on top 72-74
Right Sealed on left
Left Sealed on right, top, bottorn
Top Sealed on bottom
Address Type Style 29

Checklst xIs

Character Spacing
Stroke Thickness
Character Height
Line Spacing

Line Skew

3/4 1o 3 point
3/4 to 2 point
8 pt to 18 point
2 pt minimum
+/- 5 degrees

Page 17

Rev. 8-3-99



Moore BCS Postal Checklist

Project
Client XYZ Company Statements Postal
Category Itemn 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 67) Minimum 007"  Maximum: 1/4"
{ more than 4% x 6"} Minimum .009"  Maximum: 1/4"
Aspect Ratio Between 1.3 and 2.5
Weight (0z) Maximum: 3.3 ounces for automation
Flat 17
Height Minimum 6"  Maximum: 12"
Length Minimum 6"  Maximum: 15"
Thickness Minimum 008"  Maximum: 3/4"
Weight (0z) 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: .018"
Aspect Ratio Between 1.3 and 2.5
Upgradable or Nonupgradable for Presort 20-24

OCR Read Area

Barcode Clear Zone
Clear or Light Background

Sanserif fonts for address

Checkist

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

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 Requested by Client 31
Check List of when required: Endorsements
If any one of these is present, Company Permit imprint
there must be a return address  Nonprofit Organization
Precancelled Stamps
Official Mail
Express and Priority Mail
Certified and Registered Mail
Upper left No more than 1/3 down and 1/2 length
At least 2 3/4" from bottom Preferably out of OCR clear zone
Room for endorsement For move update requirements
Font Preferably non-OCR readable
Window Placemeant 1/2" from left/right edge and bottom 22

OR
Address Sized for barcode

1/8" clearance around address

Room for additional imaged line

Closed Face Mail Piece
Clear or light background

prefer at teast 5/8" from bottom
Height: .215"
Width: Minimum 2.6" {condensed)
wWidth: Maximum 3.1"
Allow for Shift - TAP TEST
1/3" for ACS if needed

On outside: check inside screening

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

Checklst.xIs

Page 19

Rev. 8-3-99



Moore BCS Postal Checklist

Project
Client XYZ Company Statements Postal
Category Itern Booklet
Barcode Clear Zone Letter Size only 35-36
4 3/4" from right edge Refer to Yellow Template
5/8" from bottom Refer to Yellow Template
Clear or light background On outside
Check inside screening
No printing othar than light screening in that area (10% screen or less)
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
Clearance from top & bottom
Font

Address Placement
Clearance from left & right edge
Clearance from top & hottom
Address Type Font

Check|st

1/8" required, 1/4” preferred
1/28" or 3 pts
Condensed font preferred

Do the tap test

1/8" required, 1/4" preferred
1/8" required, 1/4" preferred
8 ta 12 point

if 8 point must be all upper case

Pa:

Rev. 8-3-99



Moore BCS Postal Checklist

Project
Client XYZ Company Statements Postal

Category Item Booklet
Move Updates - Required for First-Class Mail 40-46

Required

Met regulations on other mailings?

Endorsements 44-46
Which endorsement Address Service Requested

Change Service Requested
Forwarding Service Requested
Return Service Requested

Specs on placemeni 1/4" clear space all around

Position Directly below the return address

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

FASTforward®™ on the MLOCR 42
OCR Read Area
Readable Address Fonts
Barcode Clear Zone Required
Window placement Minimum 5/8" from botlom

FASTforward*™ Computer Version
Date Run Must be within 180 days of mailing

NCOA Handied by Client 41
Processing through BCS?
Date Run Must be within 180 days of mailing

Moore Release Form

Release form received from client
Checklstxis Page 21

42

Rev. 8-3-98



Moore BCS Postal Checklist

FIRST-CLASS MAIL
U.S. POSTAGE PAID

Standard Mail (A)

Project
Client XYZ Company Statements Postal
Category Item Booklet
For the current contract Date on form
Postage Payment Method 47-51
Meter 48
VWeights in more than one ounce group?
Batched? Required for varying weights
Permit Imprint 49-51
|dentical Weights
Nonidentical weighis Manifest
Gptional Procedures Logan Only
First-Class
PRESORTED Required text for all FIRST-CLASS

First three lines

PRSRT STD
U.8. POSTAGE PAID

Nonprofit

NONPROFIT CRG
U.S. POSTAGE PAID

Format of Additional Lines

CITY, 8T
PERMIT NO. 887

Required text for all Standard Mail A
First two lines

Required text for all Nonprofit

First two lines

Standard style permit

MAJLED FROM ZIP CODE 12345
PERMIT NO. 887

JOHN DOE COMPANY
12345

Standard style thal does not
show origin city of mailing
Uses ZIP Code instead

Company or Corporate permit imprint
Must show exact name of company

Checkls.

Must have return address

Pa

Rev R-3-99



Moore BCS Postal Checklist
Project
Client XYZ Company Statements Postal

Category Item Booklet
ZIP Code of city of mailing (BCS8)

Rev. 8-3-99
Checkist xIs Page 23



Moore BCS Postal Checklist

Project
Client XYZ Company Statemenis Postal
Category item Booklet
REPLY MAIL
Letter 16
Height Minimum 3 1/2"  Maximum: 6 1/8"
Length Minimum 5"  Maximum: 11-1/2"
Thickness (less than 4%4 x 6") Minimum 007" Maximum: 1/4"
( more than 4% x 6") Minimum 009"  Maximum: 1/4"
Aspect Ratio Between 1.3 and 2.5
Weight (oz) Between 1.3 and 2.5
Paper Weight Recommend at least 24 Ib
Color Recommend white
Post Card 16
Height Minimum 3 1/2"  Maximum: 4-1/4"
Length Minimum 5" Maximum; 6"
Thickness Minimum .007"  Maximum: .016"
Aspect Ratio Between 1.3 and 2.5
Weight (0z)
Paper Weight Recommend 110# tag
Color
Flat Dees not need FIM or barcode Can teave on Copy 17
Courtesy Reply Mail 53

FIM A
Proper Placement
Barcode

Window Minimum: 1/2" from left/right edge
or Addre Minimum: 1/2" from bottom
Placeme Sized for barcode

1/8" clearance around address and

Component Supplied by:

Checkle

Refer to Yellow Template

Refer to Yellow Template

Insert, Address block or be clear zone
prefer at least 5/8"

barcode, allowing for shift

BCS, Client, or Sales

Rev 8-3-99



Moore BCS Postal Checklist

Project
Client XYZ Company Statements Postal

Category Item Booklet
Business Repty Mail 54-57

FIMC Refer to Yellow Tempiate

Proper Placement Refer to Yeliow Template

Barcode - on envelope orinsert  ZIP+4 only

Barcode placement Refer to Yellow Template

Postage Box NO POSTAGE

NECESSARY
IF MAILED IN THE
UNITED STATES

Horizontal Bars: not below address lines

Business Reply Mail Box Check for size requirements
First-Class Mail, Permit No., City, State

Postage Paid by Addressee

BUSINESS REPLY MAIL

FIRST-CLASS MAIL PERMIT NO XX CITY ST
POSTAGE PAID BY ADDRESSEE

Window

or Addre Minimum: 1/2" from lefi/right edge

Placeme Minimum: 1/2" from bottom prefer at least 5/8"
Sized for barcode
1/8" clearance around address and barcode, allowing for shift

Compcenent Supplied by: BCS, Client, or Sales

Qualified Business Reply Mail {QBRM) 54
Client is current participant
New participant Need to send samples

Rev. 8-3-99
Checkist xls Page 25



Moore BCS Postal Checklist

Project
Client XYZ Company Statements

Category Item

Postal
Booklet

Tabbing

Self Mailer

Fold position Recommend at bottom

Sheets Single or Multiple
Paper Weight
Number of tabs

Booklet
Long Bound Edge
Cover Paper Weight
Number of tabs

Short Bound Edge

Final Size Qver 4-1/4" x 6"
Paper Weight

Number of tabs

Checkls

Pi

C810

72-74

Rev 8-3-99



Moore BCS Postal Checklist

Project
Client XYZ Company Statements Postal
Category ltem 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) Portion 20-21
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

Send via USP3
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
CASS Certificate (USPS form 3553)
PAVE or standardized documentati ZIP Lists
Mail Qualifying Audit report
Postage Statements (3600s)

Tray tags Check maiting origin
Barcoded
Attributes
Verified

Attributes reviewed

CONFIDENTIAL AND PROPRIETARY

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

Rev 8.3-99
Checkl: P )









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 (C1) 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 quatify.

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 to LOT, but usually don't have the quantities for it.

If we did LOT sequencing, the CASS LOT quantity (C8) would NOT match the quantity qualifying.

The Presort quantity must be over 500 pieces, and is the difference between the ZIP+4 Coded (C1) 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 repor.



CASS and 3600 Comparison

B6.
CA

CB
cC

cD

CE
CF

CASS
Submitted
2,108,934
CASS Output Rating Total Coded
Records ZIP+4 Coded 2,019,455

Records Z4 Change Processed 0
Records Delivery Point Coded 2,019,455

* Records 5-digit Coded 2,028,185

\

).,

e

3600 or Moore Postage Report

CARRIER ROUTE Y 0
/’J

BARCODED 5-DIGIT /1,395,927

ARCODEB-3DIGIT /818,581

4,947

RCODED BASIC™"--.._/
| fT2,019,455

N\

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

Records CRRT Coded 0
Records LOT Sequenced 0

2,028,185

8,730

o

78,316

INVALID 433

2,106,934

78,749

. -2,019,455

78,749

-2,028,185

Totals of all barcoded quantities
shouid equal CASS ZIP+4 guantity.

Presort is the difference between
ZIP+4 coded and 5-digit coded on
CASS report

If there is a Presort Quantity, there
should not be a single piece quantity;
singte-piece should be fess than 500

Singls-piece non confirmed and
invalids equais the difference
between 5-digit coded and total
records submitted.

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 hetween the CASS report and the 3600s.
Matching to the CASS Report

The totals of all barcoded guantities:
CARRIER ROUTE - Automation letter
BARCODED 5-DIGIT
BARCOQDED 3-DIGIT
BARCODED BASIC
Shoutd equal the CASS ZIP+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 submiited 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 (B8) 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

Totals of all barcoded quantities should
equal CASS Z|P+4 quantity.

CARRIER ROUTE 0

BARCODED 5-DIGIT 1,395,827 ———

BARCODED 3-DIGIT 618,581 529

BARCODED BASIC 4,947 Presor is the difference between ZIP+4 codej
PRESORTED 8.730 and 5-digit coded on CASS report

SINGLE- PIECE RATE 0 0.340 $0.00

SINGLE- PIECE RATE (NON CONFIRM) 78,316 0.340 $26,627.44

INVALID 433 $142.89

Single-piece non confirmed and invalids equals
the difference between 5-digit coded and total
records submitted

Uik TOta'S HENE 2,106,934

RATES USED ARE BASED UPON PIECE WEIGHT OF: 01 OUNCE



3bu0s

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 guantities:
CARRIER ROUTE - Automation letter
BARCODED 5-DIGIT
BARCODED 3-DIGIT
BARCODED BASIC
Should equal the CASS ZIP+4 coded (C1) quantity. Somelimes the totals may be a few records off. This is not a problem.

The Carrier Route tolal will NOT match the CRRT Coded (C5) quantity on the CASS repont.
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 2IP+4 Coded (C1) 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 musl not be greater than the Number of Records Submitted (B6) on the CASS report.



R 7/96
United States Postal Service
Postage Statement -- First-Class Mail -- Permit Imprint
(For Priority Mail, Use Form 3605-P)
MAILER: Complete all kems by typewriter, pen, or Indelibie pencll. Prepare in dupticate If you need a recelpt.
Post Office of Mailing Dale Processing Category
M (COS0) 1006
A [Permit No. Federal Agency Cod Statement Sequence No. m Letters (DMM COS0) Privileged Business
| | Fiats (DMM c080) Information --
L. |Permit Holder's Name Telephone Number | Receipt No. Auto-Comp Flats{DMMCB820) DO NOT RELEASE
E |& Address irregular Parcels{DMM COE0)
R |(Include ZiP Code) 1-Ft MM 2-Ft MM 2-Ft EMM Total Ltr
tray tray tray Trays
Flat Ne of No. of Number of
1 Trays Sacks Pallats Other
N Weight of a Single Piece
F pounds
O |CTAS Number Total Pieces in Mailing Total Weight of Mailing
R |Dun & Bradstreet No.
M |Name & Address of Individual or Organization f{ Name and Address of Mailing Prepared Under DMM (Chack all that apply)
A |which Mailing is Prepared Agent (If other than the per- M130 (Letters, flats, parcels)
T |¢If other than the permit holder) mit hoider) [X] M130 (Upgradable letters)
I Moore Business Communication Services (X] MB10 {Autornation Letters)
o M820 (Automation Flats)
N |Dun & Bradstreet No. Dun & Bradstreet No.
Category Quantity  R=0,70f alf barcoded quantities shoutd ) |Automation rate
CARRIER ROUTE 0 equal CASS ZiP+4 quantity. Letter—Sl.ze Part A % 523,744 .83
BARCOLED 5-DIGIT 1,395,927 Automation rate
P |BARCODED 3-DIGIT 618,581 0.2%presort is the difference between ZIP+4 coded . J2¢
0 |BARCODED BASIC 4,947} 0J  and 5-digit coded on CASS report Part B
s |PRESORTED 8,73 ; v : —rrtitomation rate
T |SINGLE- PIECE 78,316 0,340 $ 26,627 .44 other than cards
A [OTHER 433 Single-piece non confirmed and invalids equals ) PartC | $ 29,585.72
G 2,106,934 the difference between 5-digit coded and total ~ Jfds and postcards
E records submitted
] Pan D
Total records mail must be equal to or less Mo. Pieces Rate/Piece
than the total records submitted for coding. x $ $ i
— Total Postage -—--— -> $ 553,330.55

]ﬁwe signature of a mailer or its agant certities that it will be liable for and agrees to pay, (balance of statement truncated for display).



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 pricr to the mailing

The coding percentages are within a normal range

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

Dates— B2 and B3
The USPS requires that mailings for barcoded discounts be run from CASS files within six months of the mait date.
For carrier route mailings, the addresses must be run through CASS software within 90 days of the mail date.
While Mocre BCS processas files through the CASS software every time we mail, we still need to verify the dates.
BCS alsc updates the database every month, sc the database date (B3) should not be more than cne month old.
if the client is supplying CASS files, you must check the dates carefully, and the client must also supply this Form 3553,

Total Records Submitted — B8
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 quantity.

Coding 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 praject was run with Carrier Route, the number of records for 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.



