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General Overview of Service

Description of Service

Delivery Instructions service allows customers (recipient) to authorize USPS to redirect their
incoming packages to be delivered to an alternative domestic address, be held for pickup at a
Post Office, or be delivered to a GoPost location. Also, customers can select their desired
leave-at location for packages, for example front door, back door, garage, neighbor (address
required), or on the porch..

Purpose
The purpose of this guidebook is to aid customers in using the Delivery Instructions service.
This service can be accessed through the USPS.com website.

Getting Started

Eligibility for Delivery Instructions
In order to use the Delivery Instructions Service, you must first meet the following requirements:

Requirement Information and Resources
Customer must be a If you do not already have a USPS.com account, go
[] | registered USPS.com to http://www.usps.com and click the “Register/Sign
user In” button.

Package has not received an “Out for Delivery” or

Ll | USPS tracking number Stop the Clock scan event.

must be on package

Creating a USPS Account
1. Navigate to http://www.USPS.com
2. Click on the “Register / Sign in” button at the top right of the screen.

@ Back & English v @ Customer Service 5 USPS Mobile < ;Rggi;aerr Sign In D
edUSPS.COM
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3. Click the “Sign Up Now” link.

& Register! Signin

Username Create a USP5.com account to...
« Print shipping labels

« Requesta Package Pickup

= Buy stamps and shop

Password
« Manage PO Boxes™

Print customs forms online

File domesticinsurance claims
ed language

Hint: t's at least 7 characters long,
including a letter and number.

m Forgot your password?

4. Choose your Language from the “Choose a language preference” dropdown menu.

*Choose a language preference ¢

5. Type in a user name that you would like to log in with and click on the “Check This
Name” button.

“Pick a Username

Uzernames need & characters.
fou can use your email address. 2

joeexamplename] & Available!

oD
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6. Enter a password that you will use to access your account. Please be sure that the
password is at least 7 characters, includes letters and numbers, and a special character.
The stronger the password is under the password strength bar, the more protected your
account is from hackers. Next, re-enter the same password again.

*Pick a Password

Passwords need 7 characters, including a letter and
number. They are case-zensitive. They can include
special characters, but not your username or more
than two repeat characters in a row. 7

ward

LI L L Ll ]

Passwaord Strength

— 92% Very Strong Password

e-Type Password

7. Pick a security question, from the dropdown menu, and provide the answer in the blank
box below.

*Pick Two Security Questions

Pleaze answer two zecret gquestions. If you forget
your password, you will be azked for this information
to re-gain access to our site.

*Pick Your First Security Question
e =
rel_ect First Question -

Select First Giuestion

-

In what city were you barn?

& 'What iz the name of your pet?
What is your favorite food to eat?
What is your favorite holiday?
What is your favorite movie?
What is your favorite sport?

What is your mother's maiden name?
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8. Pick a second security question from the dropdown menu, and provide the answer in the
blank box below.

*Second i stion

f— .
c Select Second Question ~

Select Second Cluestion

In what city were you born’?
What is the name of your pet?
What is your favorite food to eat?
What is your favorite holiday?
What is your favorite movie?
What is your favorite sport?

What is your mother's maiden name?

9. Choose the account type as either personal or business.

Enter Your Account Type and Name
*Choose an account type
Which account type should yvou pick?

.
®* @ PERSONAL

) ;;?. BUSINESS

10. Click on the “Title” dropdown menu to select your title. Then enter in your first name,
middle initial (if you have one), last name, and suffix.

Enter Your Name
Title

*First Mame M1 *Last MName

BoB Smith

Suffix

H <l
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11. Enter your address by clicking on the dropdown menu for “Country” and select your
country. Then enter your street address, your apartment number, suite number or
additional information if needed, and your city. Then click on the button under state and
choose your state from the list. Then enter your Zip Code. .

Enter Your Address
*Country

UNITED STATES -

*Sfreet Address

7000 WASHINGTON BLVD

AptiSuite/Other

*City
ARLINGTON

*State *ZIP Code™
WA - Virginia - 22213

12. Once you have entered your address, the box below will pop up to ask you to “choose
one of the addresses we found”. Click one of the addresses on the right that is similar to
your address. Once you have selected your correct address, click on the “Use Selected
Address” button.

Which address do you want to use?

Your address as you entered it: Or choose one of the addresses we found:

7000 Washington Boulevard
Arlington, VA

® 7000 WASHINGTON BLVD
ARLINGTON, VA 22213

\
Use Selected Address >
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13. Enter your phone number, starting with the area code. Use the “Type” dropdown menu
to indicate whether this is a US or international phone number. *Optional field is to enter
your fax number starting with the area code. Use the “Type” dropdown menu to indicate
whether this is a US or international fax number.*

Enter Your Phone and Email Address
“Type *Phone 7 Ext.

bs | « TET-111-1111|

Type Fax
LS. |

14. Enter your email address in the fields provided.

*Enter Your Email Address *

abc123@gmail. com

*Re-Type Your Email Address

abc123@gmail. com

15. If you would like to get emails about promotions, please select “Can we contact you?”.
Check the “FROM USPS” box to learn about USPS promotions, and “FROM USPS
PARTNERS” to learn about promotions through USPS’s trusted business partners.

Can we contact you?
Get communications from USPS and our partners.

FROM USPS
FROM USPS5 PARTHERS
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16. Read the privacy notice and click on the “Create Account” button to acknowledge the
notice and create your account.

Please read our privacy notice.

Privacy Act Statement: Your information will be used to provide online registration capability for Internet-based l
services. Collection is authorized by 39 U.5.C. 401, 403, & 404. Providing the information is voluntary, but if not

provided, we may not process vour registration reguest. We do not dizclose yvour information to third parties without
wvour consent, except to faciltate the transaction, to act on your behalf or reguest, or as legally reguired. This

‘ Create Account P

17. You will be taken back to http://www.USPS.com and you will receive a confirmation
email or text with the following information:

USPostal Service@usps.com
to me (=

Usermname: -

Account Type:

Thank you for registering with www USPS com. With your new username and password,
you can immediately take advantage of the following products and semvices:

- Create a shipping label

- Schedule a package pickup

- Order mailing/shipping supplies
- Manage and Pay for a PO Box
- Buy stamps

Sign in and get started!
hitp:/fwww usps com/

Forgot your password? Reset it here.
https-//req usps com/fforgot
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Using the Service

Accessing the Application
To access Delivery Instructions, first enter http://www.USPS.com into your web browser.

G Engisn | @ Customer sevice P e & Regster Sgnin

= USPSCOM

8 Tk

|8 Find USPS Locations
i oy stamps

Schedule apickup

- “‘ ) THE NEW
= = POSTAL STORE

@ Houamai a w oFt = Find overying you need to
s g tape,
.«w“ gt
4 Change of Address S

8 CLICK. PRINT. SHIP. Popuiar inks: Prices | Passparts | PO Boxes™ | Flea Clam | ContactUs | USPS Newsroom

Got Started

Placing Requests for Delivery Instructions
The following are step-by-step instructions on how to place a Delivery Instructions request.

1. Navigate to www.USPS.com

i engish  ~ @ customer service | [ USPS Mobile @ Register/ Signin

EUSPSCOM Search USPS com or Track Packages  Q
Quick Tools - Ship a Package ~ Send Mall Manage Your Mail  ~ Shop ~ Business Solutions ~

L Track
[evtervptatoTrackng #s [

[®  Find USPS Locations

§il Buy Stamps

schedule a Pickup

Calculate a Price » i THE NEW
immmen - B QPRE" POSTAL STORE

Find everything you need to ship, from boxes

& Hold Mail E
1o packing tape, in the newly redesigned siore.

4 Change of Address

an
xx CLICK. PRINT. SHIP. Popular Links: Prices | Passports | POBoxes™ | file a Claim | ContactUs | USPS Newsroom
Get Started

10
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2. Enter the tracking number of your incoming package and click the arrow on the right.

e USPSCOM

é Track

9010200828180462410
3. Click on the” Delivery Instructions” link.
i Engunh v ) Customar Barvize g 05PN Mok [y S

8 Ader: Toois - Customess be aeane of Faudulent pICKagn GHlvery MEssages sent by emad of phone Resd mane

EUSPS.COM
i ——
USPS Tracking™ e Smenboun W s .

Tracking Humber; 3305512821 2378006791268

(v ACCEPTED

Expecied Delivery Day; Saturday, August 9, 2014

Product & Tracking Information Available Actions

Postal Frodact: Features:

Prorty Mad 208 5100 suance noused USPS Tracking Tex Lipdales a
DATE & Tar STATHS O ITEM LOCATINL [l Ujstate (-]
Augast 7, 2014, Wb am ACCHASACE ARLINGTON, VA 22201

Dholiwary layirps boan. [-]

Track Another Package

11
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4. |If already signed in to USPS.com, please skip this step. Otherwise, click the “Sign In”
button to enter your login credentials. (If you don’t have a USPS.com account click the
“Register now” link)

Available Actions

Texi Updates ]
Email Updates ]
Dlrvery Instructions =]

USPSE alows you fo aathorize the carmier 6o ieave your
package even if no cne is presend at Bhe bme of debvery. |

To begin, please sign in bo your USPS.com® account

Dont have a USPS.com sccount? Register now.

5. Enter “Username” and “Password” in the boxes provided and click on the “Sign In”
button to successfully log into your account. (If you don’t have a USPS.com account
click the “Sign Up Now” button)

Sign In To Your Account

Sign In to add items to your cart. Create a USPS.com account to...
Enter Your Username and Password. « print shipping labels.

« request a Package Pickup.

« buy stamps and shop.

« manage PO Boxes.

« print customs forms online.

+ file domestic insurance claims.

*Indicates a required field

*Username [ Email Address

Forgot your password?

Hint: It's at least 7
REPECIET S 1Oy wehig a letter and number.

12
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6. Agree to the Terms and Conditions, and then click the “Continue” button to begin your
Delivery Instructions request.

Available Actions

Text Updates =)
Email Updates 1~
Delivery Instructions [~

USPSE allows you io authorize the carmier to leave your
package even if no one is present at the time of defvery. [

Please read and agrae o the Terms and Conditians o contnue.

CDV:Rd and agree io the Terms and Conditions._

7. Enter the original address where the package was addressed to, and click “Continue”
button.

Available Actions

Text Updates -]
Email Updates [~
Delivery Instructions (-]

“indicates a required field
Flease enter the address this package is being sent to:
DELAWWARE, OH 43015-1072

“Street Address
[ 799 LEXMGTON BLVD

Apt | Suite | Other

Continue

)

13
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8. You will be notified if your address has been authorized.

Available Actions

Text Updates -]
Email Updates e
Dalivery Instructions @

< @ Your address is authorized! >

“What should we do with the package?

Leave it at the onginal delivery address

Leave it with 3 nelghbor

Sand itlo a diferant domestic address (axira charge).

Hold it at 3 Post Office ™,

Cogitinge:

9. Select an option for how you want the package to be handled (The continue button will
become available once a selection is made).

“¥What should we do with the package?

Lazve it at the original delivery address.

Leave it with a nelghbor.

Sand it to a differant domestic address (axdra charge).

Hold it at a Post Office™,

Cantinge

14
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10. When selecting the “Leave it at the original delivery address” option, also select a
“Where” location from the dropdown menu. Click the “Continue” button to submit your
request.

Available Actions

Text Updates -]
Email Updates e
Delivery Instructions @

“indicales a required field

& Your address is authorized!

Leave it with a nelghbor,

Send itn a different domestic address (extra charge).

Hold it at a Post Ofice ™.

Continue

15
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11. After selecting the where location, Click the “Continue” button to place the request in
your Shopping Cart.

“What should we do with the package?

odiginal delhvery addrass.

Selact
Front Door

Back Door

o Side Door

IniAL Wil
Se1 On the porch ¥
Cither {additional instructions requinsd)

Ho Garage
—
Continue >
|

12. Your order will be placed in your Shopping Cart. Select the “Checkout” button to
complete your request.

EUSPS.COMT Search USPS com or Track Packages @
Shopping Cart

TEM PRICE ary TOTAL Order Summary
Customer Contact Information New Ship To Address
Wirginhia Shigong 35 5 LBERTY 5T
DELAWARE. OH 43015-2556 Estimated £0.00
TO34T4IT Postage

pryanks maksGacceniure federal cam

Pachage Number
H200 §GOCC0D004 20006554

Delivery Instructions $0.00 1 $0.00
Dedvery Instruction allows customers Lo pay Estimated $0.00
postage to redirect an eligible package for delvery Total:

— e —

Clear Shopping Carl

16
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13. Review the Delivery Instructions request, and click the “Place My Order” button to submit
your request.
=]

Checkout:
Customer & Shipping Information Billing Rivrw Confirmation
Order Summary
[y ary PRYCE TOTAL
Estmated 50,00
Customer Contact Information New Ship To Address Postage
Wigania Shgpng 35 5 LIBEATY 5T
DELAWARE. OM 43095-2258
TOIHTAITY

pryanks malagaccenturetedersl com

Package Number

BROGTFEO00000SIB 08554
estmated  $0.00
Total:

Delivery Instructions 1% 50,00 =50.00
Delrgry Instruction allows customers to pay i i

postage to redirect an eligible package for delvery

to an altemate demestic address Save Carl dor Lader

14. Your Order Summary will appear to confirm that your request has been successfully
submitted.

Your Order has been Placed!

Customer & Shipping Infarmaticn Billing Review Confirmation

V)

Success!

‘Your order number is 0118930029

A confirmabon emall was sent to; priyanka.malla@@accenturefederal.com

Yiou can review your order by cholng on the erder number now or going fo the Qrders section.

Review your Deiivery nstructions detals here

17
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15. When selecting the “Leave it with a neighbor” option, provide the street address of the
neighbor’'s home you would like the package to be delivered to. Click the “Continue”
button to place request in your Shopping Cart.

“Wihal should we do with the package?

Leave it at the oniginal delivery address.

PSS
L >
Liae il with a neighbor,

Please enter the neighbor's address;
DELAWARRE, OH 43015

*Streat Address

ApUiSuiteOrther

Send it to a diferent domastic address (exdra charge)

Hold it at 3 Post Offica™.

16. Order will be placed in your Shopping Cart. Select the “Checkout” button to complete

request.
= USPSCOM [Search UBPS com or Track Packages  Q,
Shopping Cart
EM PRICE ary TOTAL Order Summary
Customer Contact Information Hew Ship To Address
Virginia Shipping 355 LIBEATY 5T
DELAWARE, OH 430152556 Estmated $0,00

Toas4THT Postage
Feiyanks mals@accerturetederal com

Package Number
B205512621237509679126

Delivery Instructions £0.00 1 $0.00
Senice is free Total reflects estimated postage estmated 50,00

T
Chear She L=

18
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17. Review the Delivery Instructions request, and click the “Place My Order” button to submit

request.
Checkout:
Customer & Shipping Informalion Bilting Rirewra Confirmation
Order Summary
[y ary PRICE TOTAL
Estimated $0.00
Customer Contact Information Hew Ship To Address Postage
Wgania Shgpng 35 5 LIBEATY 5T
DELAWARE. OH 430415-225¢
TOIMTAITY

pryanks malagaccenture tedersl com

Package Number
BR00TFO000000428 1 0EEEA

estmated  $0.00
Total:
Delivery Instructions 1% §0.00 =50.00
Delrogry Instruction allows customers to pay i i
postage to redirect an eligible package for delvery
to an altemate demestic address Save Carl for Lier

18. Your Order Summary will appear to confirm the request has been successfully
submitted.

Your Order has been Placed!

Customer & Shipping Information Billing Review Confimmation

)

Success!

Your beder number is 0118330029

& confirmation emall was sent to; priyanka.malta@daccenturefederal.com

You can review your order by clclng on the erder number now or going fo Bhe QOrders sechion.

Reviaw your Delivery nstructons detals here

19
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19. When selecting the “Send it to a different domestic address” option, provide the
domestic address that you would like to have the package delivered to. This option has a
cost associated with the additional postage to ship to an alternate domestic location.

“What should we do with the package?

Leave it 31he onginal delivery a0drass.

Leave it with a nelghbor.
(— S —
<WLMI domesiic address temmg__>
*First Name ML “Last Name
Vignia e
*Street Address

Apt ! Suita | Other

*City

*State *ZIP Code™

Select -

Your addrass
will be standardized. |

Hold it at a Post Office ™.

20
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20. Verify that the new address is correct. If, so click the “Add to Cart” button. If not, click the
“Change Options” button.

Available Actions

Text Updates [~
Email Updates -]
Delivery Instrections [-]

You have elected io have your package deliverad to
8469 CONCORD RD

DELAWARE, OH, 43015-9472
This oplion may incur a fee,

Change Oplions
Add to Cart

21. Your order will be placed in your Shopping Cart. Select the “Checkout” button to
complete your request.

EUSPS-COM. _F:;;t.!'i'U“FS-:'o_r;_ﬁ-r.T-a:kFatkaats .-6.:
Shopping Cart

MEM PRICE aTy TOTAL Order Summary
Customer Contact Information Hew Ship To Address
Wirginia Shipping 8468 CONCORD RD
DELAWARE, OH 43015-8472 Estimated $6.72
TOS4T4HIT Postage

peiyanka mals @ ccenturefederal com
Package Number
B20551282123750867 9126

Delivery Instructions $6.72 1 $6.72
Senice is free Total reflects estimated postage Estmated  56.72

Chear Sh Cart
mIRRRag Checkout

21
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22. Provide your billing information and click the “Continue” button to complete your
request.

Billing Information
WSPS Delivery Instructions Order Total (1) $2.22

Paying with  cred card i safe and easy. s encrypted For . see our Erivacy Py

°| hetely authodize e LS. Postal Sendce® fo charge the amount specified 1o the designated Credit Card ASIDE TO THE TERMS AND CONDITICNS YOU HAVE
AGREED TO WHEN ACCESSING THIS SERVICE, YOU UNDERSTAND THAT THERE IS NO GUARANTEE THAT THE ITEM CAN BE INTERCEPTED BEFORE
DELWVERY. YOU ALSO UNDERSTAND THAT THE INTERCEPTED ITEM MAY BE REDIRECTED TO A NEW ADDRESS. OR MAY BE HELD AT A POST OFFICE™
FOR PICKLIP. AS A RESULT, ADDITIONAL POSTAGE MAY BE INCURRED OR POSTAGE DUE AT THE APPLICABLE PRICE TO BE PAID UPON DELIVERY BY YOU
OR THE RECIPIEMT

Your siofed 3ocounts 3re ot accessible 3t Mis Hme because INE VINIC0N you 3re PrOCESEING requires thal the billing 3odreas malch what you agreed s on 3
previous page. Please enter your card information below fo complete your transaction, or dlick the BACK button to select a different address.

® Usé New Card
*Card Number “Security Code
Expires an  “Month “ear

Month | |Vear | -

Cardholder's Name and Billing Address
Wirginia Shipping

159 LEXHGTON BLVD

DELAWARE

o

430151072

) ~ @

23. Review the Delivery Instructions request, and click the “Place My Order” button to
submit your request.

22
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Checkout:
Customer & Shipping information Billing Review Confirmation
Bill To: virginia Shipping Payment. visa: ending in 3025 Order Summary
189 LEXINGTON BLVD
DELAWYARE, OH 430151072 Exp: 092015 Esiif
T0394T4TY
=1 Estimated $6.72
Postage
TEM ary PRICE TOTAL
Customer Contact Information New Ship To Address
Wirginia Shipping 8465 CONCORD RD
DELAWARE. OH 43015-8472 E_W mated $6.72
TOIMTHITY 13
peiyanka sccenturefederslcom =
tyanka mata @ uretederal Bisis Wy DAY
Package Number
EROSSI2EIITEDRETIIRE
Suve Cort for Later
Delivery Instructions 1% 5672 =%$672
Senice is free Total reflects estimated postage
Upgity Can

24. Your Order Summary will appear to confirm that your request has been successfully
submitted.

Your Order has been Placed!

Customer & Shipping Information Billing Fledew Confirmation

V)

Success!

Wour order number is 118930020

A confirmation emal was sent to) privanka.malia@accenture federal.com

You can review your order by chcling on ihe order number now or going o the Qrders section

Review your Delivery nstructions: detals here

25. When selecting the “Hold it at a Post Office” option, enter the Zip Code of the Post
Office you would like the package to be held. Once you have entered the Zip Code, click
the “Search” button.

23
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“What should we do with the package?
Leave if at the original delvery address.

Leave it with a neighbaor.

Send it to a gifferent domestic address (exra charge).

old it at a Post Office™.
™
( Search >
Continue

24
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26. Select the Post Office of your choice via the list provided for the Zip Code
entered. Click the “Continue” button to confirm selection.

“What should we do with he package?

Leave it at the oniginal delivery address.

Leave it with a neighbor.

Send it to a different domesbic address (exira charge).

Hold it at a Post Offica™
“Enter a ZIP Code™
435

Your package can be held for
pickup at one of the following
lscations (plaase selecl)

Search

DELAWARE

35 5 LIBERTY ST
DELAWARE, OH 43015-2596

27. Click the “Add to Cart” button to submit your request.

Available Actions

Text Updates e
Email Updatas L~
Delivery Instructions =]

You have alected to have your package delivered fo
A5 5 LIBERTY 5T

DELAWARE, OH, OH-2596
This option will incur a fes,

Change Options
Add to Cart

TS———

25
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28. Review the Delivery Instructions request, and click the “Place My Order” button
to finalize your request.

Checkout:
Custormner & Shipping informalion Biiiing Rowvarw Confirmation
Order Summary
[utt] ary PRICE TOTAL
Estimated $0.00
Customer Contact Information New Ship To Address Posiage
Vg Shiggng 35 5 LBEATY ST
DELAWARE, OH 43012-285¢
TO3TAITI

prayanks mala@accenturetederslcom

Package Number

S2001HO00D0042E108534
esumated 50,00
Total;

Delivery Instructions 1%50.00 =50.00 Place My Ordor
Delreery Instruction allows customers to pay

postage 10 redirect an eligible package for delvery
to an alternate domestic address Saue Carl tor Later

Modity Cart

29. Your Order Summary will appear to confirm that your request has been
successfully submitted.

Your Order has been Placed!

Customer & Shipping Information Billing Riesiew Confirmation

V)

Success!

“eur order fumbes i o1 1E33009

A confrmabon emal was sent to; privanka.malla@accenturefederal.com

You can review your orer by ciclong on the order number now or going io the Jrders section.

Review your Delvery structions detals hece

30. When electing to change the Service Type of the item, a list of service type options
will appear after the different Domestic Address has been selected.

26
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Sarace ype
B [Ongrel Servce Type] wocx
XX Dy Duitvary crcm pckage = infarepted.
Pracemy Mag wou
2.3 Oy Ouitvary oo paciage B istercapted.
Up 15 $50.00 metutad reursnce.
Pracemy Mad Capreas woUx

1.3 Oy Ouibvary crice pacinge B Itrcepte.
Up 10 $930.00 rehudnd remrwnce.

nwrance
The st sracy ncluses $00.00 of Fmsanoa.

Cxrs Servces

Avntatie b Pty Mak et IOy Mk apres evgrents.

Total $X00XX

I ©

(Screenshot added as a placeholder unit CAT concludes)

31. Select the Service Type desired from given list.

Service Tipe
[Ongral Service Type) 200
XX Owy Dubvery cree paciage 3 rfarceciad.

§ Prioaly Nt 00X
73 Dy Oubvery once packade & Plarosgied
Up 1o $20.00 nchuded s
Prioety Mad Crpresa 00X
12 Oowy Onbvary onom package i nharoagted.

Up 1o $100.00 nchuded nanwres.

(Screenshot added as a placeholder until CAT concludes)

27
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32. If additional Insurance is desired ($5000.00 maximum), the ‘Add more
Insurance’ box is selected, then the user is required to enter the amount of
additional insurance and then may press ‘Calculate Price’ to generate the
additional insurance fee.

[ e amaty tehste LK K S v

|/ A - —

N e e YA ot
iw - are e
Aare e rmswe e LR

B et R S

(Screenshot used as a placeholder until CAT concludes)

33. If the user has selected ‘Priority Mail’ or ‘Priority Mail Express’ as the service type
then the extra services options will be displayed.

34. The user then selects the desired Extra Services from the options displayed.
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(Screenshot used a placeholder until CAT concludes)
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35. As the user adds insurance or extra services, the total cost will be dynamically
updated.

36. If there are no errors, pressing ‘Add to Cart’ will take the user to their shopping
cart where they can pay for their modifications. Select the ‘Checkout’ button to
complete the request
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(Screenshot used as placeholder until CAT concludes)

37. Provide your billing information and click the “Continue” button to complete your request

29



f—_ ] UNITED STATES

g.i‘ f POSTAL SERVICE

Billing Information
USPS Delivery Instructions Order Total (1) $2.22
Payng with 8 credt card & safe and easy Al he nformaton & encrypted and anemited securely For more detals. see our Priacy Polcy
*1 heredy authorize e U S Postal Senice® 10 charge !he amount speciied (o he designated Credt Card ASIDE TO THE TERMS AND CONDITIONS YOU HAVE
AGREED TO WHEN ACCESSING THIS SERVICE, YOU UNDERSTAND THAT THERE IS NO GUARANTEE THAT THE ITEM CAN BE INTERCEPTED BEFORE
DEUVERY. YOU ALSO UNDERSTAND THAT THE INTERCEPTED ITEM MAY BE REDIRECTED TO A NEW ADDRESS. OR MAY BE HELD AT A POST OFFICE™

FOR PICKUP. AS A RESULT, ADDITIONAL POSTAGE MAY BE INCURRED OR POSTAGE DUE AT THE APPLICABLE PRICE TO BE PAID UPON DELIVERY BY YOU
OR THE RECIPIENT.

® Use a credn card I VISA “95

Your $106ed 30COUNES 3re NOL 3CCESSIDIe 3t s IMe DECIUSE e HINSICBON yOu 3re PrOCesSIng requires Tat the dilling 3Gdress MASch what you 3greed o on 3
Previous page. Please enter your Card Informasion Delow 10 complete your Yansacsion, of click the BACK bulion 10 select 3 Gferent 30dress.

® Use New Card
*Card Numbder *Security Code {
Expires on  “Month “Year
Moath A Year ~

Cardholder's Name and Biling Address
Virgne Shopeg

199 LEXNGTON 8LVD

DELAWARE

on

0151072

38. Review the Delivery Instructions request, and click “Place My Order” button to submit
your request.

Checkout:
Customer & Shipping Information Billing Review Confirmation
Bill TO: Virginia Shipping Payment: Visa: ending in 3025 Order Summary
199 LEXINGTON BLVD
DELAVARE, OH 430151072 Exp: 092015 Eaqu
7039474171
[ =] Estimated $6.72
Postage
meM ary PRICE TOTAL
Customer Contact Information New Ship To Address
Virgna Shppng 2469 CONCORD RO
DELAWARE, OM 43015-9472 e $6.72
7030474171
anks malsQaccenture federal
i e = o Place My Order
Package Number
$205512821237509679126
Save Cant for Later
Delivery Instructions 1x$672 =$6.72
Senice is free Total reflects estimated postage
Moaey Cant

(Screenshot used as placeholder until CAT concludes)
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39. Your Order Summary will appear to confirm the request has been
successfully submitted.

Your Order has been Placed!

Customer & Shipping Information Billing Review Confirmation 0

Success!
Your order number s 0118300029

A confrmation emal was sent o

You can review your order by cicking 0n the order number now of going 1o the Ordery section

Review your Delivery Instructons detals hare
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Frequently Asked Questions

Q. What is Delivery Instructions?

A. Delivery Instructions allow the addressee (intended recipient) to electronically authorize the
carrier to release (deliver/leave) certain shipments at a specific location in lieu of manually
completing a hardcopy delivery notice.

Q. Are all shipments eligible for Delivery Instructions?

A. No. For example, shipments that are insured for $200 or more, international, out for delivery,
delivered, addressed to a military address or have a delivery signature requirement are not
eligible. In addition, shipments that have Collect on Delivery service, an active Hold Mail
request, an active Hold for Pickup, an active Package Intercept, or a Temporary Forwarding
service are not eligible. Shipments must also bear a tracking barcode in order to be eligible

Q. How do | know if a shipment is eligible for Delivery Instructions?

A. When using USPS Tracking™, enter the Tracking Number from the Shipping Label or
Receipt into the field labeled “Tracking Number” and click on “Search.” The most recent tracking
status of your item should appear.

If your shipment is eligible for Delivery Instructions, it will be displayed on the right side of the
screen under “Available Options”.

Q. What are the requirements to use Delivery Instructions?

A. You must have or create a USPS.com® account and be signed in when you make the
request.

Q. Is there a fee for Delivery Instructions?
A. There are two Delivery Instructions options available:

1) The free Delivery Instructions option allows you to release your eligible package and
have it left at their address (or at a neighbor’s address on the same carrier route) at a
location you designate (i.e., on porch, front door, etc.).

2) The Delivery Instructions reroute option allows you to reroute your eligible package to a
different domestic address. This option requires no fee but you have to pay the postage
to reroute the package to the new address. You may also elect to upgrade the service
for the rerouted item to Priority Mail or Priority Mail Express, if it is eligible. Payment for
the service upgrade is required.
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Q. What is the difference between Delivery Instructions and the PS Form 3849, Delivery
Notice/Reminder/Receipt?

A. The goal of Delivery Instructions is to encourage customers to go online to electronically
authorize USPS to release their shipment for delivery on the first attempt. In addition, the
customer will be able to give us instructions as to where to leave the shipment (i.e., - on the
porch, at the back door, etc.).

Q. Will I receive any notification of my Delivery Instructions request?

A. Yes. You will receive an email or text to confirm that your request was successful and an
email or text to confirm your shipment has been delivered. You will also receive an email or text
if you made a request that requires payment, and the actual postage exceeds the estimated
postage that was provided at the time of the request. If the article has to be repackaged, you
will receive an email or text with the new USPS Tracking number. If the article is undeliverable,
you will be notified of the reason for non-delivery.

Q. What shipments are not eligible Delivery Instructions?

A. Not all shipments are eligible for Delivery Instructions. For example, shipments that are
insured for $200 or more or International shipments. Any shipment that is already out for
delivery, delivered or addressed to a military address or has a delivery signature requirement is
not eligible. In addition, shipments that have Collect on Delivery service, an active Hold Mail
request, an active Hold for Pickup, an active Package Intercept, or a Temporary Forwarding
service are not eligible. Shipments must also bear a USPS tracking barcode in order to be
eligible.

Q. What are the Delivery Instructions “Leave At” location options?

A. Customers can request that their shipment be left at the following delivery locations:
e Front Door
e Back Door
e Side Door
¢ In/At Mailbox
e On the Porch
¢ Neighbor [address required]
e (Garage
e Other [additional instructions required]

Q. For Delivery Instructions, what constitutes a “Neighbor” ?

A. For Delivery Instructions, USPS® will leave the shipment at a “Neighbor’s Address” if you
provide the neighbor’s address and the address is on the same street, ZIP Code™, and carrier
route as your address.

Q. Can | cancel my Delivery Instructions request?

A. No. Once you submit your request, it is final.
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Q. What conditions or events may prevent my Delivery Instructions request from being
completed?

A. There are certain conditions or events that could prevent a Delivery Instructions request from
being fulfilled. Here are the most common:

If the carrier continually experiences a problem in serving curb-line mailboxes and where the
customer is able to control access or on-street parking in front of his or her mailbox, but does
not take prompt corrective action after being properly notified. In these cases, the Postmaster
may, with the approval of the USPS District Manager, withdraw delivery service.

Q. What are the requirements for Delivery to Mailbox Inside of a Screen or Storm Door?
A. These mailboxes must meet the following requirements for delivery:

a. When the box is inside a screen or storm door, the door must be left unlocked; otherwise,
the box should be located outside the door or a slot should be provided in the outer door.

b. When porches are screened in or enclosed by other material, and are used as living or
sleeping quarters, the screen or storm door is considered the entrance door to the house. In
these cases, request that customers place their mail receptacle outside the door or provide
a slot in the door.

Q. What happens if there are Safety or Security concerns?

A. Delivery service may be suspended when there is an immediate threat (including, but not
limited to, threats due to loose animals) to the delivery employee, mail security, or postal

property.

Q. What happens when there are Travel Obstructions?

A. Service will be resumed as soon as the road conditions are improved.

Q. What happens when there is Damaged Packaging?

A. When an item arrives with damaged packaging, USPS repacks it in a Priority Mail Flat Rate
Box. If the item is too big to fit into a Priority Mail Flat Rate Box, the request will not be fulfilled
and the item will be delivered to the original destination. In this case, customers will receive an
email or text explanation as to why their request was not fulfilled.

Q. Can I reroute my package to another location?

A. Yes. You have the option to reroute your eligible package to a different address or to a Post
Office for pickup.

Q. Is there a fee to reroute my package?

A. You will not be charged a base fee to place a request to reroute their package; however, you
will be required to pay for the postage once the package is successfully rerouted.
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Q. How do | pay for the postage once my package is redirected?

A. You will be informed of the estimated postage at the time you make the request for payment
with either a credit or debit card. You will only be charged if the package is successfully
rerouted.

If it is determined that the actual postage exceeds the estimated postage provided to customers
at the time the request was placed, you will be required to pay the actual postage, in cash,
check, or money order, when the package arrives.

Q. Will I be notified as to whether my package was rerouted?

A. You will be notified via email or text or text if your package was or was not successfully
rerouted.

Q. What conditions or events may prevent my request from being rerouted?

A. There are several conditions or events that could prevent the Delivery Instruction reroute
request from being fulfilled. Some of the most common include:

The package is out on the street for delivery.

The credit or debit card is no longer valid.

The office was unable to locate the package.

The package was intercepted by the merchant.

Q. Why did | have to pay the postage for my package when it arrived at the requested
destination?

A. At the time the online request was made, you were provided with an “estimated postage”
amount. This is because USPS must weigh and rate your package when it arrives at the Post
Office, in order to provide the actual postage amount. In these cases, the postage calculated at
the Post Office was more than the estimated amount provided to you. USPS cannot deduct
more than the estimated amount from your credit card. This is why you had to pay the postage
when your package arrived.

Q. How can I request a refund?

You may contact the Payment Inquiries Team by e-mail cnspayment@usps.gov for any issues or
concerns regarding payment for Delivery Instruction orders. Please include Delivery Instructions in the
subject line of your email request along with the following order details:

Payment Related Issue (Including Refund Requests)
Tracking Number

Order or Confirmation Number

Date Order Placement
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Questions and Comments

Questions or Comments Please Send to:

Shippingservices@usps.gov
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