UNITED STATES
POSTAL SERVICE®

PCC Workshop-In-a-Box

Collect on Delivery (COD) including
the New EFT Option



| postat services Overview

. Collect on Delivery .

Any mailer may use Collect on Delivery (COD) service to mail an article for
which the mailer has not been paid, and have its price and the cost of postage
collected from the recipient. Today, mailers receive collect on delivery
remittances by mail in the form of a Money Order or a check.

@ payment ~

The recipient can pay the COD charges using cash, pin-based debit card
personal check, or money order.

= Only one form of payment may be used for a single mail piece.

= [f the recipient pays the amount due by check or money order payable to
the mailer, the USPS forwards their check or money order to the mailer.

= |f the recipient pays the amount due in cash, the USPS coverts the check to
a USPS Money Order to the mailer.
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UNITED STATES

POSTAL SERVICE® Classes of Mall

COD service is available with:

v' First-Class Mail Package Services

v' Package Services
» (Media Mall, Library Mail, Bound Printed Matter)

v’ Parcel Select

v" Priority Malil

v" Priority Mail Express pa

v’ Standard Post | ; — 5
et - i PRIORITY

s MAIL®
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UNITED STATES

POSTAL SERVICE® Access Channels

Post Office Locations

——— Online (PC Postage Vendors) ————

Commercial Customers

~ USPS.com M Through USPS Webtools API




UNITED STATES

e Mail Class Availability

Hold For Pickup (HFPU) can be designated for COD when submitting
Shipping Services Files 1.7 or higher using these products.

Priority Priority
\ET] Mail
Express

First-Class Parcel

Package Select
Service Nonpresort




PO S HFPU Customer Notifications
Hold For Pickup Notifications: \
= Automated notifications sent to customers “ﬁ\;@ ‘
= Type of notifications: Qé\/

1. Arrival at Post Office
2. Reminder: day 3* or 5**
3. Return to Sender: day 5* or 15**

Mail Class E-mail Text

Priority Mail Express Yes Yes

Priority Malil Yes Yes

First-Class Package Service Yes Yes

Parcel Select Nonpresort Yes Yes
* Priority Mail Express ** All other available mail classes

NOTE: If a mailer has not requested Hold For Pickup (HFPU) services, the maximum
hold period for COD articles is 10 days.




| 2| postat SERVICES COD Extra Service Matrix

Extra Services Available by Mail Class

Return Return Sianature Special
Mail Class Receipt Receipt Con?irmation Handling-
(Hardcopy) (Electronic) Fragile
Not “Signature
Priority Mail Express Yes : Service” Yes
Available .
included
Priority Mail Yes Yes Yes Yes
: : Yes
First-Class Mail Yes Yes Yes
First-Class Package Service Yes Yes Yes Yes
: Yes
Package Services Yes Yes Yes
Parcel Select Nonpresort Yes Yes Yes Yes
Standard Post Yes Yes Yes Yes




UNITED STATES
POSTAL SERVICE®

[ >

Collect On Delivery (COD) current fees are available in Postal Explorer;
DMM Notice 123, Price List http://pe.usps.gov/text/dmm300/Noticel23.htm.

COD Fees May 31, 2015

UNITED STATES
POSTAL SERVICE =

USPS Home | Postsl Explorer Home

Postal Explorer

Effective June 1, 2015, all APO/FPO/DPO addresses now conform to
domestic addressing standards. The bottom line of the address must contain
APO, FPO, or DPO as the "city" designation and the appropriate two-letter
"state" abbreviation (AA, AE, or AP) followed by the ZIP Code or ZIP+4
Code. The delivery line (the second line from the bottom in the address)
must show the word "UNIT", "CMR" or "PSC" and number; and box number
assigned.

Go to PDF Version >

CALCULATORSI/TOOLS:
FPostage Prices:

Max Limits and
F‘rlc.e Groups
Customs Forms Indicator
Service Standards
Zone Charts | |

W elect publication{s) to search

DMM Advisory &/2:2015) ((Gs32)

| Search > |

May 2013 Price Change
Information

* International Mail
[ International Mail Manual {IMM)

* Domestic Mail
[[] Doemestic Mail Manual (DMM)

[]1 DMM Subject Index
[J DMM Summary of Changes
[] Quick Service Guides (Fub 95)

IEI Price List {Notlce 123)

andards (Pub 28)

(| Nonproﬁl Standard Mail Eligibility
{Pub 417)

[]Hazardous, Restricted, and
Perishable Mail (Pub 52)

[1A Customer's Guide to Mailing
(DMM 100}

[1IMM Subject Index

[ Individual Country Listings

[] Country Price Groups and VWeight
Limits
Lithium Battery Prohibitions

Additional Links

» Download DMM, QSGs, and IMM
» DMM Archive
» QSG Archive

a b Abd A L



http://pe.usps.gov/text/dmm300/Notice123.htm
http://pe.usps.gov/text/dmm300/Notice123.htm

UNITED STATES

POSTAL SERVICE® COD Electronic Funds Transfer

Effective May 31, 2015, Collect on Delivery (COD) Electronic Funds Transfer
(EFT) will allow cash or pin debit card remittances to be transferred
electronically to the COD mailer’s financial institution.

Cash or pin debit card remittance = EFT to

/ designated account \




UNITED STATES
POSTAL SERVICE®

COD Non-EFT

Remittances paid with money orders or checks payable to the mailer will
continue to be sent directly to the mailer via First-Class Mail with a USPS Label

500 - COD Tracer.

Check or money order remittance = forward to
mailer with Label 500 \

Label 500
COD Tracer

COD Tracer number;
Joe Public, XYX Co.

Sent fo:

9570 0389 9483 0000 0000 27

Internal USPS use only

Label 500, July 2013, PSN 7690-17-000-0348 2,

10



1L COD EFT Benefits

Benefits

Expedited payments — receipt within 2 business days

= Secure - direct to mailer’s designated account at their financial
Institution

= Saves Money — elimination of money order fees

= Reduction in volume of COD claims for remittance not received

£9

Y
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YMITEDSIATES Enrollment Overview

POSTAL SERVICE®

Collect On Delivery Electronic Funds Transfer (EFT) Enrollment Process
replaces check or money order.

San Mateo, Accounts Cash / Debit Funds
Complete necessary Forms received from Payable Excellence CUStOMer receives Routed Electronically
COD forms (Available mailer and verified at the (APEX) confirms receipt duct to Merchant Account.
from the NCSC) NCSC and sets up accounts product. (within 2 business
within 2 business days days)

National Customer Support
Center (NCSC) is available for
assistance for assistance

at 877-264-9693.

12



] UNITED STATES
F POSTAL SERVICE®

Requirement

Register as a Business Customer Gateway

Enrollment Checklist

Information and Resources

Register as a BCG user by going to:
https://gateway.usps.com/eAdmin/view/signin and click the

(BCG) User

“Register for free” button.

Establish Customer Registration IDs
(CRIDs) for each location and link each

Customer Registration ID (CRID) go to:
https://ribbs.usps.qgov/intelligentmail mail id app/documents/

CRID to a CAPS account

tech quides/MIDCRIDAcquisitionQuickStep.pdf

Obtain access to the Mailer ID (MID) and
Manage Mailing Activity business services
in BCG

Mailer ID (MID) go to:
https://ribbs.usps.gov/intelligentmail mail id app/intelligentm
ail mail id app print.htm

PS Form 3881-X* USPS Supplier and
Payee Electronic Funds Transfer (EFT)
Enrollment

PS Form 3881-X* is available from the National Customer
Support Center (NCSC), for enrollment information and form
call 877-264-9693.

IRS W-9 Request for Taxpayer
Identification Number and Certification.

IRS W-9 - Available from the IRS — US Treasury
http://www.irs.gov/pub/irs-pdf/fw9.pdf

*PS Form 3881-X is addressed to the Accounts Payable Supplier Maintenance Group in San Mateo, CA — must be

returned to the NCSC by mail or by FAX.
CONFIRMATION SERVICES

NATIONAL CUSTOMER SUPPORT CENTER

UNITED STATES POSTAL SERVICE

225 N HUMPHREYS BLVD STE 501
MEMPHIS TN 38188-1001

The NCSC FAX number is 901-681-4646
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https://gateway.usps.com/eAdmin/view/signin
https://ribbs.usps.gov/intelligentmail_mail_id_app/documents/tech_guides/MIDCRIDAcquisitionQuickStep.pdf
https://ribbs.usps.gov/intelligentmail_mail_id_app/documents/tech_guides/MIDCRIDAcquisitionQuickStep.pdf
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http://www.irs.gov/pub/irs-pdf/fw9.pdf

UNITED STATES

POSTAL SERVICE Enrollment Forms

Enrollment Forms

14



UNITED STATES
POSTAL SERVICE®

F’

PS Form 3881-X

Form available from the
National Customer
Support Center
877-264-9693

UNITED STATES

POSTAL SERVICE. Supplier and Payee Electronic Funds Transfer (EFT) Enrollment
A Instructions

You (USPS® suppliers and payees) must use this form 1o initiste or change Electronic Funds Transfer (EFT) payments made through the
USPS Accounts Payable System. To set up EFT payments for the first tme, you must bring the form to your financial insttuton for venf-
caton before you submit it 1o the USPS for processing. Follow instructions in Sectons B through D of e form. Mail the completed fom
to:

ACCOUNTS PAYABLE SUPPLIER MAINTENANCE GROUP
EAN MATED ACCOUNTING SERVICE CENTER

UNITED STATES POSTAL SERVICE

2700 CAMPUS DR

SAN MATED CA S4407-0432

B. USPS Information: (Contmaling oficer, puichasing specialis!, o ofher USPS mpresantsfive sompleles )

1. USPS Cartact Persaris Name 5. Accourts Payable Supgiier Name

Z USPS Omanizaion Name 6. Accourts Payable Supgier Number

1 Teeghane Number (Include ama cods) 7. Site Mamafs)

4. Maling Addresss (No_, streel sle. PO bax no., dily, stale, ZIP + 48) 8. Cantmet Numbers o Wiich Paymens Refrenced Hers Apply Ifany)

9. Additional InfosmaSon/instruc Sans

€. SupplierPayee information: (Supplism/Payees complate and sign this seclion before Seclion D is verilisd )
0 your fancil Reshson. Colacton b suorzed by 39UIEC 401, 404, 410, 1001,

A5 oat your Infommasion a5 ol ows: In ml et (gl

rvdar coEmt WiR USS: T Gnas Suhorand T pasoe Stk i Mo OAniIRRons S e By 3w 0 *Hdie, 35558, 100 G AR GO S3ene ragatig
3 Emgicymant = Sysems Prosedion Boamd or Ofas of Spadal Counsel; and 1o fnandal enfses regamig

EOCSONT At Equal
i TN Son B3uE. For Mom INbrmaton regarding our Frivacy Poly

1. SupplierPayse Nams 5. Tammyer [ derifcason Mumber

e . Contmact Numbed(s) o Which Payments Refemnced Here 5 if
2 Supples Contact Persen st B0, o s mielbon s Bt 1 B8 Aove. AdH TR I

pr—

[7- Change Al Payments Made by fie USPS © youby s EFT Request?

O s O Ha

[ Maiing Addmss (Only if dife st from Of - no, stresl ste_ PO box ne.,
cily, slade, FIP+ 4)

1, Conkaed Parson Tebghana Number (Inckide aras soda)

4 Address (No._ streel, ste, PO box na, cily, stade, AP+ 4)

SupplienPayes Corificaion: | cerly thal | am enfed & meaie e above dessibad payments Fom the USPS. By sigiing Sis form, | auorize Sese
payments to be Fansmited o he fnandial insStuSon ramed beiow, and deposited in e acoount number specified. The Snancal nsBuSon lsted baow has
provided vedfied e acouracy of the informaSon recarded in Section D.

2 Sgratre

D. Financial Institution Information: ||_M-;lgm.n-sal\ ihis sachion F complaisd by the requasiing suppliar o
furn e compieriad form ko e requesier, or mai § o he addrss

1. Financial InsStuSon Name

3 Branch Address (No, s, cly, s, 2P + 4]

4a ACH/EFT Coomdinator Name & Tedephane Number (Inckide arsa code)

. Depasir Accourt Humber B Deposior Aecamn] Hame e
(Cirche one} Checiing Savings
7a. Hame of Ahoszed ORcal 7. Tite of Autharized Offical

W Fnanaa o Sgraue jBb. Date Signed

5 Form 3BB1-X, Oclober 2005

PS Form 3881-X requests
identifying information about
the mailer along with a
certification of authorization
from the mailer and Financial
Institution.

PS Form 3881- X: Supplier and Payee Electronic Funds

Transfer (EFT) Enrollment
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UNITED STATES
POSTAL SERVICE®

IRS Form W-9 available

http://www.irs.gov/publ/ir

from the IRS at

s-pdf/fw9.pdf

- W-9

Request for Taxpayer roqstar D not
mﬂ;ﬁq Identification Number and Certification sand o ha IR,

T Foen o ahcmem! oo o e L iy, Pl B e o s o, 0 ik amrvs B o k.

T Gamnam s Sngaried sty . A Sfim bom sho

[] a-:w_mhu--u—lmmuqmuhu_g-mh- N ierca e
. E—: [ ccompoestion [ 5 Coporstion. [] Paranie: [ Trsteisis m.:.mm;";fmm-
E Durﬂlﬂpmn—ht- o p— - ey poayas cce i asy)
E hmmm-wmmmmmmw—nnhnmu m"‘"“ﬂw
EE| [ ot e P s e e B 155
Fagpasiu’s ame ard motm SpmTa)

B Ao rams, -.-:-p.--m]

B Cify. mmia, and 17 o

o B instructicns on page 2

QT T e—

Ti Identification Mumber [TIN)
Entar your TIN in e, boa. The TIN must maioh hamame given on ine 1 10 avold
Howerear, for a

prowided
S 31, S0 Brogriis of HEse ity 408 i | AT i Pt & r i

an i, 1 your ampioyer idenSication numba H you da not have & nusber, SeeHow o gala
TIN o paac 3

Socisl mcurty markar

|||[|]|||||

A0 Cerificaton

Linclar panafias of pajLry, 1 Cartfy har

1. The mumizar shown an this tom s my ooesc? egeyer identification nusber jor | am walting for 2 numsbar io ks ssued i m; and

¥ v (35 a0 A 10 SO WU 3 1t f 8 ST 13 o 1 R R, of 1 1 2 i o | m
o lorgar o avip wihhoiding; and

& lama LLE. oiimn or ofher LLS. person jdafined oo, and
4. Tha FATCA cocas] anisrad on this form [T any) indicaiing ot | am esampt from FATTA reporing ks comacl.

Wioba. H tha SEOnUNT I 17 MO 178N 0NG NAMS, 550 the INSTLctons ¥or na 1 and M ohart on paga 4 o
‘guickelings 0 whoss numizar (o anlar.

Carmfcabion Insinacbons. ¥ou MUt oross oot Bam 3 ahove | you s baean notfiad by ha RS hat nr-mq;.npnm:qmmmg

because you have fallad o HmﬂmmmhmFum}m h—zdm'dam

Infapsst paid, soquisiiion o seoured property, canceliafion of debd, conirbutions in an indhvidual reirement Frangement
wmmmummpnnMn@mmnqmmm;mmmnﬂ aw-t'u
onpage .

Here |Et,.._.- Dl

‘General Instructions

Secho rlnrCns 51 1 the Imeal Hovenss Code Unkea otharass roted
nhg-um-:uldh--d_rq-g-— i oot From s
Purpose of Form
mﬂ:ﬁ-ﬁq—‘“umbﬁmm
m«mhp-c-n:ur:r:. _&.
mambsar (111K, seiopiion chonk r-m.gu'lq,u::f
n-uchnnhm epor on an infoTraton ek e e i
m—“ungm:hm o

= Form 106E-INT jininesd e or pacy

= Form 10660 [dividencs, inchuding Bhose bom siocks or il Lnds)

» Form 1088 BIEK (varios fypom o ncome, priss, s, o grom proceds)
« Form 1088 faiock or mubasl b naiee and cortan oiher amacicons by

ekara
# Forr 10865 [proceads o e méxls Eamscions)
* Form 008K | ared Bard party

= Frarrm 10583 frorma o iriermd, 084 wuden ko inkeed), 10867

* P 00 jrancain dabd)
*Far 000 & jscaaaiicn o shendommenl of secamd propny]
hi;rr'ﬂduvﬂ LS paracn fachucing a rsiiend s, i

s cis el o Kz W4 o oo w8 a mtpaet
Sy aigringy e Mlenl-caut v, pac

L. Corkky frusk e T you e goving, in cormec for you mm waiking for s samier
s ot

Lc-u,u,w.--umu by etk o

1. Csm ¥ you e LS. sl ey, 8
qq-:-:-..ym--: oyt :—.l.-y;u-::ﬂlmo‘
ravahip ircoms b 8 LS irae of Susnam i ol sepd b e

8.5 AN P . Of ety SonSCiEC oo, and
Aty Tt FATCA crxtee s B By e o e
-gmhramwuw:—w ATCA o

Cal e ¥ITK

o W0 [ 13-2014)

IRS Form W-9: Request for Taxpayer ldentification
Number and Certification

IRS Form W-9

IRS Form W-9is a
requirement of the Internal
Revenue Service. It requires
certification of an individuals
or corporations Taxpayer
Identification number to report
on the amount reportable on
an information return.
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e e e Mailer Requirements

Mailers will be required to submit a Shipping Services File (SSF) (1.7 or
higher) including the following:

» The mailer's and addressee’s name, address, city, state, ZIP Code
information.

» The insured amount, and amount to be collected upon delivery.

» The recipient E-mail address or SMS text number for customer notifications.

= Mailer ID (links to the customers EFT remittance).

= COD article number.

» Postage based on the Class of Mall

» COD fees — Base and Insurance (if desired)

Note: Thereis a1l TIN to 1 MID relationship. Mailers with multiple MIDs will have to choose one
specific MID to associate with their TIN for COD EFT.
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UNITED STATES

POSTAL SERVICE® USPS Labels

USPS Shipping Labels

18



UNITED STATES

POSTARSERTTeE Example Shipping Label

Hold For Pickup Shipping Label

PRIORITY MAIL
EXPRESS
U.S. POSTAGE PAID
COMPANY NAME
evs

USPS PRIORITY MAIL EXPRESS ®

INTERNET SALES DEPT

FAST AND EFFICIENT SUPPLY CO.
10474 COMMERCE BLVD DUPLEX B
SILVER SPRING MD 20910.9999

SIGNATURE REQUIRED

HOLD FOR PICKUP

HOLD FOR; RONALD RECEIVER
C/O ABC POST OFFICE

8403 LEE HIGHWAY
MERRIFIELD VA 22082-9999

USPS COD SIGNATURE TRACKING # eVS

927209123456 7800151116

19



UNITED STATES
POSTAL SERVICE® COD Lab el

COD Label (PS Form 3816)

DELIVERY EMPLOYEE - Remove Copies 1 & 2 at Time of Delivery

: thlrm»lonubﬂcmsloohh

[ ——————— Collect the amount shown
d cusv.omoffnz: b H[CK OR | below, If customer ty
MONEY ORDER ( gﬁsSM (Includes MO fee or

Date Returmned

$51.25

2nd Notice

Delivered By Date Defivered Check Number

POSTAL SERVICE »

UNITEDSTATES

Date Nayment Gant to Mader MO Furnbrofa)

1st Notice

PS Form 3816, April 2015 PSN 7530-02-000-8062 Copy 1 - Delivery Unit

1 1. DO NOT aiow the recipient (addressee or agent) to examine the contents bedore payment. 3Hpaymemlsbymedtenwchwknunb«sbm
1 2. DO NOT deliver this article untd payment is coliected. 4. Have customer sign PS Form 3849,

. Follow proper scanning procedures for COD delivery and clearance,

Available on USPS.COM — The Postal Store (external customers) or eBuy2 (USPS — Internal)
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1L Publication 199

Intelligent Mail®
Package Barcode

Important Links

Intelligent Mail Package Barcode
IMpb FAQs February 2015 Mew!

This page contains information about the
Intelligent Mail package barcode (IMpb) the

IMpb Fact Sheet and Cerified Solutions

Postal Service is proposing for package S

products and Confirmation Services. The Intelligent Mail Package Barcode

IMpb will provide piece-level data to enable Sleein

the Postal Service to increase efficiency, Publication 199: Intelligent Mail Package

add value fo its package product line, and Ear;ntde :flmnb} Implementation Guide
paates!

enhance its package tracking capabilities.
Publication 199: Bulk Proof of Delivery
Intelligent Mail Package Barcode (BPOD) Supplement

Specification
This document provides specification for

generating and printing the USPS Intelligent
Mail package barcode (IMpb). Additionally, Parcel Labeling Guide

this specification governs the production of  Elacironic Verification System (V%)
"Extra Services" barcodes.

PTR ErrorfWarning Messages

Updated List: Service Type Codes for IMpb

Quick Guide to eV3

Quick Guide to IMpb Vendor Cerification

Data Transfer Service Materials

Parcel Data Exchange (PDX) Customer
Guide

Source: https://ribbs.usps.gov/index.cfm?page=intellmailpackage
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F, UNITED STATES

e Label Printing Information

UNITED STATES . o o
POSTAL SERVICE = Printer Certification Submission

Customer Information

(Pleasze print or type)
1. Company/Customer Name

3. Company Web site

. Street Address (No,, sireel, ste. no., oy, siate, ZIP + 4€] E. Foint[s) of Contact

6. E-mail Address of Company Pomntis) of Contact

7. Phone Number and Extension 8. Fax Number 2. Mader ID

Omne Printer Cerfification Form must be completed for each site that will be printing labels

1. Are you applying for ic file certification and printer certi ion? Yes l:l No l:l
2. Are you applying for printer certification only? Yes |Z| No l:l

PS Form 5062, Printer Certification

Instructions for providing printer information

Submission
Enclose, with this form, the labels from each printer that will be used to print labels with bar code numbers {minimum 10 per printer). List those printers below . .
with their brand names, model numbers, and serial numbers. On each group of labels from one printer, write on the first label or attach a note indicating the = Use th|s form to apply for e|ectr0n|c
printer number from the list below.
Printer Number Printer Brand Name Printer Model Number Printer Serial Number

file certification and printer
certification.

Send completed form, with the labels enclosed and identified by printer number, to:

ATTENTION: CONFIRMATION SERVICES CERTIFICATION SUPPORT
NATIONAL CUSTOMER SUPFORT CENTER

UNITED STATES POSTAL SERVICE

225 N HUMPHREYS BLVD STE 501

MEMPHIS TN 38188-1001

Signature of Contact Person Date

Privacy Notice: See our Privacy Policy on USPS.com®™
PS Form 5052, March 2013
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UNITED STATES

POSTAL SERVICE® Resources

Domestic Mail Manual (DMM)
= 503 Extra and Additional http://pe.usps.com/text/dmm300/503.htm#1238627

Services

Domestic Mail Manual (DMM)

« 507 Mailer Services http://pe.usps.gov/text/dmm300/507.htm

Notice 123, Price List http://pe.usps.gov/text/dmm300/Noticel123.htm

https://ribbs.usps.qov/barcode cert/documents/tech quides/Parc
elLabelingGuide.pdf

Parcel Labelling Guide

RIBBS https://ribbs.usps.gov/

RIBBS

= User’s Guide to Collect On
Delivery Electronic Funds
Transfer

https://ribbs.usps.gov/index.cfim?page=shipproductsservices

RIBBS
= Intelligent Mail package barcode https://ribbs.usps.gov/index.cfim?page=intellmailpackage
(IMpb) information page
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S COD EFT Enrollment

To Enroll in COD EFT please contact:

National Customer Support Center (NCSC)
Confirmation Services

Customer Support Desk
877-264-9693
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UNITED STATES

e Questions or Comments

Need more information?

Contact us at Shippingservices@usps.goVv
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