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General Overview of Service

Description of Service

Hold For Pickup (HFPU) provides mailers with the ability to have packages held at a post office
for the recipient to pick up. The items are held securely at a Post Office for pickup by a specified
addressee.

The recipient receives notification that the package is ready to be picked up and given the
address and hours of operation of the facility.

Hold For Pickup service is not available for International or Army Post Office (APO), Fleet Post
Office (FPO) or Diplomatic Post Office (DPO) destinations.

Purpose
The purpose of this guidebook is to provide Postal Operations back office personnel with
standard operating procedures for mail pieces that are designated as Hold For Pickup.

Getting Started

Eligibility for Service

Hold For Pickup service is available at retail Post Office locations for Priority Mail Express, and for
Priority Mail® and Priority Mail Express™ using USPS Click-N-Ship®. It is also available for
commercial mailings for Priority Mail Express, Priority Mail, First-Class Package Service®, Parcel
Select® Ground, Parcel Select Lightweight® and Bound Printed Matter parcels. The commercial
mailings that are eligible must bear the Hold For Pickup label design with an Intelligent Mail
package barcode (IMpb) that contains the appropriate Service Type Code (STC).

Service Availability

Customers may request Hold For Pickup service through the following channels:

1. Post Office Locations (Priority Mail Express only)
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2. USPS.com (USPS Click-N-Ship for Priority Mail Express and Priority Mail)

Create Label Preferences Shipping History Address Book

= Indicates a required field

Where are you Return Address Additional Actions
sendlng from? John Doe () 1 would like to get tracking nofifications.
a Get track and confirm notifications via email.
32 Maine Street
Anywhere USA ) I'm shipping from ancther ZIP Code™.
B @ . Print this as the return address, but I'm shipping from
.doe mail.com somewhere else.
USE ADDRESS BOOK
Where are you To Address
Send |ng to? = Country Reference Number
UNITED STATES - You may enter up to 10 characters.

This number is for your reference only.
= First and Last Name and/or Company Name Additional Actions

© First Name M.l - Last Name [ Notify recipient of shipping.

You may reguest an email to be automatically sent to the
Eeilbienl. including label number and your selected ship
ate.

Company .
[ save this to my address book.
([J Hold Fer Pickup

= Street Address

Apt / Suite / Other
Want to ship to multiple addresses? Start a batch.

Batch orders are used to send up to 20 multiple identical
= City packages to different addresses.

Start a Batch Order

3. Online (PC Postage Vendors) at https://www.usps.com/business/postage-options.htm.  Once
registered customers can select the Hold For Pickup option from the vendors website.

Additional Online Postage Vendors

staripg
.com-

Endicia _ _
Stamps.com is a fast, easy, and convenient way to manage
all your postage needs. You can save up to 80 percent
eBay compared to leasing a postage meter.
Features
pbSmart Postage * Import orders from eBay® and Amazon.com®

* Receive additional discounts

* In some cases, more cost-effective than leasing a postage
meter

Visit Stamps.com
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4. USPS Webtools API (for Commercial Customer Customers)

E USP SCOM ; { Search or Enter a Tracking Number Q

Quick Tools Mail & Ship Track & M Postal Store International

Welcome to the Web Tools API Portal

USPS Web Tools® APIs enable external e-commerce shopping cart and shipping software to access
valuable USPS® data - Free of charge! From shipping rates to tracking information to scheduling a
package pickup, Web Tools makes shipping with the U.S. Postal Service® easier than ever. Get
started now or read on to learn more.

Register Now

Announcements

Updated documentation is now available (Updated 1/15/2016).

January 17, 2016 Release Notes (updated 12/29/2015) (RTF)

Get Email Updates

Receive email notifications about Web Tools maintenance updates.

Subscribe Now

5. Once registered, the commercial mailer can obtain the Hold For Pickup User Guide.

APl User's Guides

Address APls - PDF | HTM

= Address Validation/Standardization
= City & State Lookup
» Zip Code™ Lookup

Tracking & Delivery Information APIls - PDF | M

= Tracking

= Tracking by Email

= Proof of Delivery

= Restore Archived Tracking
* Returm Receipt Electronic

Price Calculator APls - PDF | HT

= Domestic Price Galculator
= International Price CGalculator

Shipping Label APls: Domestic

» Domestic Shipping Labels (Priority Mail, Standard Post, First Glass Package Service) - PDF | HTM
= Domestic Shipping Labels with Signature Confirmation™ - PDF | HTM

» Priority Mail Express® Labels - PDF | HTM

= 2VS Labels - PDF | HTM

= Hold For Pickup Labels - POF | HTM

* Merchandise Return Service Labels - PDF | HTM

= Merchandise Return Service Bulk Labels - PDF | HT

* Open and Distribute™ Labels - PDF | HTM

» Scan Form - PDF | HTM

Shipping Label APls: International - PDF | HT|

= Priority Mail Express International™
= Priority Mail International®
* First-Class Mail International® and First-Class Package Intermnational Service
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Using the Service

Placing a Hold For Pickup Request at a Retail Location (Post Office)
To place a Hold For Pickup request at a Retail location, go to your local Post Office and have the
Sales and Service Associate (SSA) process your Hold For Pickup request at the counter.

Hold For Pickup is only available for Priority Mail Express at Retail. A label 11-HFPU is required.
The label can be ordered through the Postal Store in quantities of 10.

[T
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Hold For Pickup
| | oricm PosTaL senvice use omur| DESTINATION: Peat Ocs

1o 120 Date Roceived Time Recetven
il = DDA, O am

o ZF coae
Oewm

Acceptance Empioyes INItas, Empioyee initiais

WRITE FIRMLY TO MAKE ALL COPIES LEGIBLE ﬁDIDﬂ'

Date In (MADOYY) Time in [mPY| PICKED UP BY ADDRESSEE
GEPES Cormams Acs T, Foais Samiot Aoot e [ |t e R
Piokup Dot pawmom Oem
HOLD FOR: (Contact Required) Empioyes Inmais 7
Contact Pans M nciuge Area Coasy: Pickup Avallabiity Time (ko sooner man) |
S | FS R ET YY) [ 300 Pm
Mame & Agdress Purposes oniy) Weight Crat Rate
For USPS Tracking™,
me ozs.
Sundayiioliday Promium Fos visit USPS.com or
S call 800-222-1811.
| PICKUP LOCATION (REQUIRED) Fostags Hehurm Aecelpt Fae
aT: s 5 Hold For Pickup
Post Omcs’ e COD Fea Domestic Use Only
s S Label 13HFPU
Stroct Address Cive Animar Total Fostags & Feos | Jaruary 2014
enperistion Fes | PSN 7650-11-000-1124

Ii“:“:l I:“:l B l:ﬁ“i“:“:l 1-Origin Post Office Copy

Customers may use a Postal Self-Service Kiosk (SSK) to locate available Hold For Pickup
locations by city and state. The system will also display the available pickup times for each
location. The list can be printed.

Placing a Hold For Pickup Request Online
Hold For Pickup is available on USPS.com through a customer’s Click-N-Ship account or by
choosing the Delivery Instructions or Package Intercept features of USPS.com.

Quick Tools ~ Mail & Ship Track & Manage Postal Store Business International
USPS T King™ Gustomer Service »
racking Have guestions? We're here to help.
Get Easy Tracking Updates >
Sign up for My USPS.com.

Tracking Number: 9505520855733123679874

L () INn-Transit

Updated Delivery Day: Monday, May 4, 2015 -

Product & Tracking Information Available Actions
Postal Product: Features:
Priority Mail® USPS Tracking™ Up to $50 insurance included Text Updates. ]
Restrictions Apply &
Email Updates e
DATE & TIME STATUS OF ITEM LocaTioN
) BERKELEY Delivery Instructions ]
May 3, 2015, 1:00 am Arrived at Hub HEIGHTS, NJ 07922
Your item arived at the hub at 1:00 am on May 3, 2015 in BERKELEY HEIGHTS, NJ 07522
May 1,2015, 6:58 pm Acceptance SAN JUAN, PR 00926

Visit the website at https://www.usps.com.
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Placing a Hold For Pickup Request Online (PC Postage Vendors)

The United States Postal Service has various PC Postage vendors that provide shipping solutions
that include Hold For Pickup. Please contact your sales representative for additional information
on how to use Hold For Pickup using PC Postage or visit
https://www.usps.com/business/postage-options.htm.

Web Tools API (Commercial Customers)
1. Navigate to USPS.com. Log into your account or register for an account.

9 s Ll @ Cumne sents Myuses > & Register Signin  ~
g ————
= USPSCOM [ searcn orEnter a Trackng Number Q

WE GO THERE™

Shipping mtemationally? We've got you covered with
affordable shipping to more than 180 countries.

2. Click on the “Business Solutions” tab on the home screen.

& English @) Customer Service My USPS > @ Register/ Signin  ~

E USP S.COM i ‘ Search or Enter a Tracking Number Q

Every Door Direct Mail
Shipping For Business
Advertise with Mail
Postage Options

Returns Services 0 TH ER E...

Take Your Business Global

brally? We've got you covered with
Manage Business Mail ping to more than 180 countries

Shipping Products and Services Version 1.0
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3. Select “Manage Business Mail” from the drop-down menu provided.

& English v (@) Customer Service My USPS > @ Register/ Signin  +

E USP S.COM ’ { Search or Enter a Tracking Number Q

Quick Tools Mail & Ship Track & Manage Postal Store Business International

Calculate a Business Price

Every Door Direct Mail

Shipping For Business

Advertise with Mail

Postage Options

Retums Services.

Take Your Business Global

4. Select “Shipping For Business.”

r

g USP S.COM ; Search or Enter a Tracking Numbsr Q ;

Quick Tools Mail & Ship Track & Manage tal Store usiness Intemational

okt Busnes s Manage Business Mail

Every Door Direct Mai Whatever your business mail needs, LISPS® has a service to meet it Our cost-

offective and convenient mail services help you keep up with your business
mail, 0 you can better focus on growing your business.

Advertise with Mail

Pastage Options

Retums Sarvices

Taka Your Business Global

Manage Business Mail )
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5. The “Shipping for Business” page will appear.

EUSPS.COM‘ Saarch or Enter a Tracking Number Q

Quick Teols Mail & Ship Track & Manage Pastal Stora i Intamational

oo sBsess rce Shipping for Business

Every Door Direct Mail

Helping You Do Business

Shipping with USPS® maans you get access to the country's largest

SR delivery natwork. With a range of shipping services available, you can
choose the one that's right fer your business. Plus, we bring you

Postage Options online savings, frae Saturday delivery?, and no residential surcharges.
When you request more information, we'll send you a free shipping

Retums Services kit.

Take Your Business Globsl

Manage Business Meil

6. Scroll down to the Web Tools section and click “Get Started”.

Compare Shipping Tools

Whether you use our shipping tools or those of an approved licensed vendor, there are several
options available o you for printing labels and paying for postage.

Third-Party Tools

USPS.com Shipping/Click-N-Ship® USPS® meter label solution (formerly Click-N-Ship for

. ; Business®)
Whether you ship 1 or 50 packages per month, you can easilty pay for

postage and print shipping labels online. All you'll need is a free USPS meter label solution is free desktop software for businesses
USPS.com@ account. that regularly ship 50-100 packages a month. Prior to creating labels,

- Pay with a o it © or via PayPal you’ll need to provide an approved payment method.

= Pay for postage via meter, permit, or eV5® account
= Ship domestically or internaticnally ¥ P =l - P 8

= Print labels and forms for domestic and international shipments
» Create batch shipments of up to 20 identical packages P

= Compare prices, verify addresses, and check delivery status with

bwilt-in USPS.com teols
Print a Lab Learn More

Download Fact Sheet

Click-N-Ship® Business Pro™

For shipments of at least 50 pieces or a combined weight of 50 Ibs. Developers and technicians can easily integrate a variety of USPS
or more, Click-N-Ship Business Pro is downloadable deskiop Web Tools into their website, shipping operation, or customer sarvice
software to help you get the job done. center, free of charge. Qur APIs provide USPS prices, shipping

" . " lakels, tracking, and more.
= Pay postage via electronic manifest files

~ . . . = Get address and delivery information
= Ship domestically or internaticonally

N N I N N = Calculate domestic and intermational prices
= Manage your shipping with integration and reporting features

= Print domestic and intermational shipping labels

Learn More and Register = Schedule a free Package Pickup2

Get Started

o] Shipping Products and Services
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7. Select the “Register Now” button.
EUSPS.COM ‘Search or Enter a Tracking Number Q

Web Tools APIs Web Tools Announcements

USPS Weab Todls® ara a-commerca spplication program interfaces (APIs) that can ba Web Tools SSL Security Gertificate Update
used for online stores or customer service centers—free of charge.

Get access to USPS Web Tools through our simple registration process. May 2015 Release Notes (posted 5/18/15)

Transition Guide: Service Delivery Calculator API

New: Simplified Onboarding Process

Transition Guide: RateV3 to RateV4

Updated Step-by-Step Instructions for All USPS Web Tools

Resources

Learn how easy integrating USPS Web Teols into your site or app can be.
Developers

Technical Documents

Frequently Asked Questions

8. Complete all required fields for registration and click the “Submit” button to complete the
registration process.

Registration for USPS Web Tools

Flaase fill in the following information : {"Reguired Sislds)

= First Mamse Mlickdle Initisil

= La=t Mam=

* Company: Mams

= Address 1

Sddress I A, Floeor, =R
= Gty
= Srate Select On= -
Urbanizstiomn eSO FORDO Oyl

= FIF Code

* Countny UNITED STATES -

= Emnsil Addiress

= Business Fhons

Wwhat is the Web site sddress (URL) of the site that will b= hosting the USPFS Weab Tools?

Hioraw sadill yoas bee sing the UISFS Wieb Toolds 7
Exclusivehy on my Web site -

USPS WEE TOOLS TERMS AND COMDITION S

Flesse read the Terms and Conditions of Uss, indicsbe -
your scoeptance o non-scosptancs and then click the
SUBMIT button at the =nd to register for the APIs.

TERMS AND COMNDITIONS OF USE
USFS VWeb Tools APPLICATION PROGRAM St

1 Agres to the Terms and Conditions of Use.
| Don't Sgres to the Terms and Conditicons of Use.

[y
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Mail Class and Extra Services Matrix
The following table describes the available extra service offerings for each product when combined with

Hold For Pickup:
Mail Class Insurance | Insurance Adult Adult Signature Signature Collect On COD
Restricted | Signature Signature Confirmation Confirmation Delivery Restricted
Delivery Required Restricted Restricted (COD) Delivery
(if insured Delivery Delivery
>$500)
Bound
Printed
Matter Yes Yes Yes Yes Yes Yes Yes Yes
Parcels
First-Class
Package Y
- es Yes
Service Yes Yes Yes Yes Yes Yes
Parcel Yes
Select Yes ~ (bulk Yes Yes Yes Yes No No
Lightweight Insurance
only)
P’\r/llgzll}y Yes Yes Yes Yes Yes Yes Yes Yes
Priority s 5
Mail Yes Yes Yes Yes Yes Yes Yes Yes
Express?
%Includes $100 of Insurance %1- & 2-Day Only

Includes $50 of Insurance

Version 1.0
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Hold For Pickup Additional Features
The table below describes the Hold For Pickup features for each mail class:

Mail Class Hold Period USPS Tracking Payment Method
Barcode
Bound Printed 15 days Required Permit Imprint
Matter Parcels 4 q P
First-Class . PC Postage, Permit Imprint and Intelligent Based
Package Service 15 days Required Indicia (IBI) Meter
Parcel Select . . .
15 days Required PC Postage, Permit Imprint and IBI Meter
Ground
Parcel Select 15 days Required PC Postage, Permit Imprint and IBI Meter
Lightweight 4 q ge, P
. . . PC Postage, Permit Imprint and IBI Meter, Click N
Priority Mail 15 days Required Ship (CNS)
Priority Mail . USPS Corporate Account, PC Postage
Express 5 days Required and IBI Meter, CNS, Permit Imprint

12
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Customer Notifications

Automated notifications are provided to Commercial shippers and their recipients when an email
address or text message number are provided in the shipping services file.

Retail customers should include their recipient’s contact phone number on the Priority Mail
Express Label 11-HFPU.

Automated notifications sent to customers:
Arrival at Post Office (pickup reminder):

e sent day 3 for Priority Mail Express.
e sent day 5 for all other mail classes.

Return to Sender Notice:

e sentday 5 for Priority Mail Express.
e sent day 15 for all other mail classes.

Mail Class E-mail Text
Bound Printed Matter Parcels Yes Yes
First-Class Package Service Yes Yes
Parcel Select Ground Yes Yes
Parcel Select Lightweight Yes Yes
Priority Mail Yes Yes
Priority Mail Express Yes Yes

13 Shipping Products and Services Version 1.0
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Sample Hold For Pickup Labels

Bound Printed Matter Parcels

BOUHND PRINTED MATTER
US POSTAGE PAID
CITY, STATE
PERMIT # 1234567
eVs

USPS BOUND PRINTED MATTER

TEST 1
919 PHILADELPHIA AVE 0000
SILVER SPRING, MD 20910-4913

HOLD FOR PICKUP

Expected Delivery Day 052714
Ship Date 552514

HOLD FOR GARY REBLIN Weight 2ib. Ooz.

C/0 DALLAS POST OFFICE

2759 MEMORIAL HIGHWAY

DALLAS, PA 18612-4000

USPS SIGNATURE TRACKING # eVS

9214 1900 0065 8976 0020 75

First-Class Package Service

FIRST-CLASS PKG

Us POSTAGE PAID

COMPANY NAME
Vs

USPS FIRST-CLASS PKG

TEST1
919 PHILADELPHIA AVE
SILVER SPRING, MD 209104913 €000

HOLD FOR PICKUP

Expected Delivery Day: 05/27/14
SHIP DATE: 05/22/14
WEIGHT: 21b. 0 0z.

HOLD FOR GARY REBLIN
C/O DALLAS POST OFFICE
2759 MEMORIAL HWY
DALLAS, PA 18612-4000

USPS TRACKING NUMBER # eVS

9220 9912 3456 7862 0603 02
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Parcel Select Ground

PARCEL SELECT
U.S. POSTAGE PAID
COMPANY NAME
eVs

USPS PARCEL SELECT"®

TEST 1
919 PHILADELPHIA AVE
SILVER SPRING, MD 209104913 C000

HOLD FOR PICKUP

Expected Delivery Day: 06/27/14
SHIP DATE: 05/22/14
WEIGHT 21b 0 0z

HOLD FOR GARY REBLIN
C/O DALLAS POST CFFICE
2759 MEMORIAL HWY
DALLAS, PA 18612-4000

USPS TRACKING NUMBER # eVS

9203 8912 3456 7862 0603 02

Parcel Select Lightweight

PARCEL SELECT LIGHTWEIGHT
US POSTAGE PAID
CITY, STATE
PERMIT # 1234567
euvs

USPS PARCEL SELECT LIGHTWEIGHT®

TEST1
919 PHILADELPHIA AVE 000
SILVER SPRING, MD 20910-4913

HOLD FOR PICKUP

Expected Delvery Day 052714
Ship Date 52514
HOLD FOR GARY REBLIN Weight 2. Doz.

C/0 DALLAS POST OFFICE
2759 MEMORIAL HIGHWAY
DALLAS, PA 186124000

USPS SIGNATURE TRACKING # VS

9214 2900 0065 8976 0020 79

15
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Priority Mail

Priority Mail Express

PRIORITY MAIL 1-DAY™

SILVER SPRING, MD 209104913

HOLD FOR PICKUP
Scheduled Delivery Date; 05/23/14

Ship Date: 05/24/14
HOLD FOR: GARY REBLIN Sl
CIO DALLAS POST OFFICE
2759 MEMORIAL HWY
DALLAS, PA 18612-4000

USPS TRACKING # eVS

92112123 4560 0000 1518 04

PRIORITY MAIL. EXPRESS
US POSTAGE PAID
USPSCA # 1234567

CITY, STATE

PRIORITY MAIL EXPRESS 1-DAY ™

TESTH
919 PHILADELPHIA AVE
SILVER SPRING, MD 209104913 €000

HOLD FOR PICKUP

Scheduled Delivery Day: 05/23/14
SHIP DATE: 05/22/14
WEIGHT: 21b. 0 0z.

HOLD FOR GARY REBLIN
C/O DALLAS POST OFFICE
2759 MEMORIAL HWY
DALLAS, PA 18612-4000

USPS TRACKING NUMBER

9271 6029 0108 9817 0007 89

16
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Priority Mail Click-N-Ship

UNITED STATES
POSTAL SERVICE @

mg""‘ 9411 2036 9930 0200 0020 01 0064 5000 0012 1234
US POST. m

R ([ b

01/28/201 Mailed from 20910  06250000000059
PRIORITY MAIL 1-DAY™
FROM: . Expected Delivery Date: 01/29/16
MARRISSA PATTERSON
1001 SPRING 5T 0024

APT 119
SILVER SPRING MD 20910-4006

HOLD FOR PICKUP

Hold For:  BRIAN GILL

C/O PARKVILLE
8201 HARFORD RD
PARKVILLE MD 21234-9998

USPS TRACKING #

9411 2036 9930 0200 0020 01

17
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Service Type Codes

The 3-digit service type code (STC) is used within the Intelligent Mail package barcode (IMpb) to

identify the mail class and extra services for the mailpiece.

Bound Printed Matter Parcels

Service
Type Description Banner Text
Code
141 USPS Tracking, Hold For Pickup USPS Signature Tracking #
139 USPS Tracking, Insurance > $200, Hold For Pickup USPS Signature Tracking #
140 USPS Tracking, Insurance < $200, Hold For Pickup USPS Tracking #

First-Class Package Service

Service
Type Description Banner Text
Code
209 USPS Tracking, Hold For Pickup USPS Tracking #
211 USPS Tracking, Insurance < $200, Hold For Pickup USPS Tracking #
212 USPS Tracking, Insurance > $200, Hold For Pickup USPS Signature Tracking #
213 Signature Confirmation, Hold For Pickup USPS Signature Tracking #
214 S!gnature Confirmation, Insurance < $200, Hold For USPS Signature Tracking #
Pickup
215 S!gnature Confirmation, Insurance > $200, Hold For USPS Signature Tracking #
Pickup
603 COD, Hold For Pickup USPS COD Signature Tracking #

18 Shipping Products and Services
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Parcel Select Ground

Service

Type Description Banner Text

Code

389 USPS Tracking, Hold For Pickup USPS Tracking #

390 USPS Tracking, Insurance < $200, Hold For Pickup USPS Tracking #

391 USPS Tracking, Insurance > $200, Hold For Pickup USPS Signature Tracking #
392 Signature Confirmation, Hold For Pickup USPS Signature Tracking #
393 ﬁ:glrgjéure Confirmation, Insurance < $200, Hold For USPS Signature Tracking #
395 USPS Tracking, Insurance > $200, Hold For Pickup USPS Signature Tracking #
604 COD, Hold For Pickup USPS COD Signature Tracking #
778 Adult Signature, Hold For Pickup USPS Signature Tracking
779 Adult Signature Restricted Delivery, Hold For Pickup USPS Adult Sig/Restr Del
780 Adult Signature, Insurance < $200, Hold For Pickup USPS Signature Tracking
781 ﬁgﬂt I:S;?r;?éL;LepRestricted Delivery, Insurance <=$200, USPS Adult Sig/Restr Del
782 Adult Signature, Insurance > $200, Hold For Pickup USPS Signature Tracking
783 ﬁgtﬂt IZSci)?rl]D?(t:lIJ(LepReStriCtEd Delivery, Insurance > $200, USPS Adult Sig/Restr Del

Parcel Select Lightweight
Service -

Type Description Banner Text
Code
142 USPS Tracking, Hold For Pickup USPS Signature Tracking #
137 USPS Tracking, Insurance > $200, Hold For Pickup USPS Signature Tracking #
138 USPS Tracking, Insurance < $200, Hold For Pickup USPS Tracking #
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Priority Mail
Service
Type Description Banner Text
Code
079 S!gnature Confirmation, Insurance < $200, Hold For USPS Signature Tracking #
Pickup
112 USPS Tracking, Hold For Pickup USPS Tracking #
113 USPS Tracking, Insurance < $200, Hold For Pickup USPS Tracking #
114 USPS Tracking, Insurance > $200, Hold For Pickup USPS Signature Tracking #
115 Signature Confirmation, Hold For Pickup USPS Signature Tracking #
602 COD, Hold For Pickup USPS COD Signature Tracking #
661 Adult Signature, Return Receipt, Hold For Pickup USPS Adult Signature
662 Adult _Slgnature Restricted Delivery, Return Receipt, Hold USPS Adult Sig/Restr Del
For Pickup
772 Adult Signature, Hold For Pickup USPS Signature Tracking
773 Adult Signature Restricted Delivery, Hold For Pickup USPS Adult Sig/Restr Del
774 Adult Signature, Insurance < $200, Hold For Pickup USPS Signature Tracking
Adult Signature Restricted Delivery, Insurance < $200, .
775 Hold For Pickup USPS Adult Sig/Restr Del
776 Adult Signature, Insurance > $200, Hold For Pickup USPS Signature Tracking
777 Adult Slgna}ture Restricted Delivery, Insurance > $200, USPS Adult Sig/Restr Del
Hold For Pickup

20
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Priority Mail Express

Service

Type Description Banner Text
Code

657 Adult Signature, Return Receipt, Hold For Pickup USPS Adult Signature

658 égtjgiai(gur;ature Restricted Delivery, Return Receipt, Hold USPS Adult Sig/Restr Del

716 Hold For Pickup USPS Signature Tracking #

717 Hold For Pickup, Return Receipt USPS Signature Tracking #

718 Hold For Pickup, Insurance USPS Signature Tracking

719 Hold For Pickup, Insurance, Return Receipt USPS Signature Tracking

720 Hold For Pickup, COD USPS COD Signature Tracking
721 Hold For Pickup, COD, Return Receipt USPS COD Signature Tracking
729 Adult Signature, Hold For Pickup USPS Adult Signature

730 Adult Signature Restricted Delivery, Hold For Pickup USPS Adult Sig/Restr Del

731 Adult Signature, Extra Insurance, Hold For Pickup USPS Adult Signature

732 ég?:giili(gur;ature Restricted Delivery, Extra Insurance, Hold USPS Adult Sig/Restr Del

918 COD Restricted Delivery, Return Receipt, Hold for Pickup USPS COD Signature Tracking #
920 COD Restricted Delivery, Hold For Pickup USPS COD Signature Tracking #

Publication 199 Requirements

Publication 199, Intelligent Mail Package Barcode (IMpb) Implementation Guide, provides the
specification for generating and printing Intelligent Mail package barcodes, as well as the
requirements for the Shipping Services file. USPS requires mailers to send Shipping Services
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Files that contain specific data records for each item being tendered with a shipment. Below are
the elements of the Shipping Services file that are specific to Hold For Pickup.

Version 1.6,1.7/2.0 Detail Record 1 Required Fields

Record

o Field Name Content Rules and Limitations
Position

Barcode constructs:

e CO1
043 - 046 Barcode Construct e CO05

e NO2

e NO5
052 - 055 Delivery ZIP+4 Code ZIP+4 only

Version 1.6,1.7/2.0 Detail Record 2 Required Fields

F|>?oesci?irodn Field Name Content Rules and Limitations

001 - 002 :E[;ectronic File Detail Record ‘D2’ is required.

003 - 036 Tracking Number Must use a 9-digit ZIP Code.

037 - 084 Recipient Name Required for Accountable mail, International mail, and Hold

For Pickup.

Destination delivery address may be included in the D2
Record as an alternative to providing the ZIP+4 Code.
May contain secondary unit designator, such as APT or
SUITE.

Do not enter city or state.

Default is spaces.

085 - 132 Delivery Address

133 - 160 City Name Default is spaces.

161 - 162 State Default is spaces for International mail.

Must be 5 digits.
163 -167 Delivery ZIP Code Numeric values (0-9) only.
If International, all zeroes.

168 - 171 Delivery ZIP+4 Numeric values (0-9) only.

172 - 235 Recipient E-mail Address Required for Hold For Pickup.
236 - 299 Recipient SMS Number Required for Hold For Pickup.
300 - 347 Sender Name Required for Hold For Pickup.

Required for Hold For Pickup for the customer to receive the

348 - 411 Sender E-mail Address Hold For Pickup notification.

Required for Hold For Pickup for the customer to receive the

412 - 475 Sender SMS Number Hold For Pickup notification.

476 - 498 Filler Must be spaces.
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Addressing Requirements

The Hold For Pickup service has specific addressing requirements which affect the address and
delivery segment of the label. Requirements for the remainder of the label segments remain
unaltered. More information can be found in the Parcel Labeling Guide found at
https://ribbs.usps.gov/barcode_cert/documents/tech_guides/ParcelLabelingGuide.pdf.

o
INTERNET SALES DEPT

FAST AND EFFICIENT SUPPLY CO.
10474 COMMERCE BLVD DUPLEX B Height = 1°

SILVER SPRINGS MD 20910-9999 3/32” Left justified uppercase text

4 3/16” Banner
HOLD FOR PICKUP ¥ /8" Bold sans serif centered text

HOLD FOR: RONALD RECEIVER
C/O ABC POST OFFICE Height = 1 5/16”
8403 LEE HIGHWAY 1/8” Indented left justified uppercase text

MERRIFIELD VA 22082-9999

L

Hold For Pickup labels require a Hold For Pickup banner directly below the return address and
above the delivery (Pickup Location) address. The Hold For Pickup banner should conform to the
following requirements:

e The banner should be 3/16 inch in height.
¢ The banner should be printed in reverse type (white letters on a black background).

e The text “HOLD FOR PICKUP” should be printed using a 10-point or greater sans serif font in
uppercase letters, resulting in characters of 1/8 inch (baseline to caps line) or greater.

e There should be 3/32 to 1/16 of white space above and below the banner.
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Return Address
Requirements for the return address on a Hold For Pickup label remain consistent with a standard
4x6 or 4x4 label.

The delivery address should contain the recipient name and the address of the Post Office at
which the mailpiece will be held, formatted as follows:

e Line 1: The text “Hold For:” followed by the recipient name.

e Line 2: The text “C/O” followed by the Post Office facility name.
e Line 3: The Post Office street address.

e Line 4: The Post Office city, state and ZIP Code.

Delivery Address
As with other delivery addresses, the following rules should also be followed:

¢ The delivery address should be printed at least %2 inch from the left edge of the label and
indented at least % inch from the left margin of the return address and recipient address.

e The delivery address should be printed using a 10-point or greater sans serif font in
uppercase letters resulting in characters of 1/8 inch (baseline to caps line) or greater.

¢ Alllines of the delivery address should be left justified and evenly spaced.
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Frequently Asked Questions

1. What is Hold For Pickup?

Hold For Pickup service provides shippers with the option of directing a package to a USPS
facility for pickup instead of having it delivered to a street address. The shipper and recipient
receive email notifications when the package has arrived as well as 3-day, 5-day, and 15-day
pickup reminders.

2. Which Post Offices are designated Hold For Pickup Locations?

Hold For Pickup locations may be found by searching the Self Service Kiosk available at Post
Offices

Please touch selection on screen to begin

Mail a Letter or Package

Tnis
o

How may I help you?
Buy Stamps Look up a ZIP Code™

Return a Product to a Merchant

Find a Priority Mail Express™ Hold For Pickup
Location ‘

Explain U.S. Postal Service®

B Aot Products and Services

* Look up Information

Track and Confirm Status

EXIT

{

Self Service Kiosk screens
Or,

By entering a ZIP Code lookup online when using Hold For Pickup.

* First and Last Name and/or Company Name Additional Actions

* First Name Ml *LastName [ Notify recipient of shipping.

Mary i You may request an email to be automatically sent fo the
Electlplent, including label number and your selected ship
ate.
Company N
|_| Save this {go

'v| Hold For Pickup

* Street Address _
* Pick a ZIP Code
20018
Apt [ Suite / Other
Your package can be held for pickup at one of the following
ocations(please select):
* City
) GOVERNMENT MAILS ANNEX
3300V 8T NE
WASHINGTON, DC 20018-1527
* Siate ZIP Code™ Priority Mail® only
SELECT ONE =

() Send email or text to yourself

Your address will be standardized. { . ) -
[_] Send email or text to recipient
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3. How is the Hold For Pickup Service requested?

Priority Mail Express Hold For Pickup is available at local Post Offices by completing Label 11-
HFPU. The service may also be requested when using USPS.com (USPS Click-N-Ship), PC
Postage Vendors or through the Web Tools API.

4. How long is a Hold For Pickup shipment held at a designated Post Office location?

Priority Mail Express Hold For Pickup shipments are held for up to 5 calendar days. Bound
Printed Matter parcels, First-Class Package Service®, Parcel Select® Ground, Parcel Select
Lightweight® and Priority Mail Hold For Pickup shipments are held at designated Post Office
locations for up to 15 calendar days.

5. Can a Hold For Pickup mailpiece be delivered?

No. The mailpiece must be picked up from the designated Post Office by the recipient or their
designee. After the specified hold time, the shipment will be returned to sender if not picked up.

6. What type of communication is provided to the customer?

Automated notifications are sent to the customer when an email address and/or SMS address is
provided. The customer may also choose to provide notifications to the recipient. Below is a list of
notifications provided to the customer and /or recipient:

a. Arrival at Post Office: Notifying the customer that the shipment has arrived at the Post Office
and is ready for pickup. This notification is sent on the day the shipment arrives at the Post
Office and is triggered based on the “Arrival at Unit” or “Available for Pickup” scan events.

b. Reminder: Reminding the customer that the shipment is available for pickup, and the days left
for the pickup. This notification is sent on calendar day 3 for Priority Mail Express only, and on
calendar day 5 for all other mail classes after shipment arrives at the Post Office.

c. Return to Sender: Notifying the customer that the shipment will be returned at the end of the
day. This notification is sent on calendar day 5 for Priority Mail Express only, and calendar day
15 for all other mail classes after shipment arrives at the Post Office.

7. Who can pick up Hold For Pickup shipments and what is required?

The recipient whose name appears in the HOLD FOR: (Contact Required for ID Purposes
Only) section on the mailing label, or their designee can pick up Hold For Pickup shipments.
When the recipient or their designee arrives to pick up their Hold For Pickup shipment, they must
present a valid government issued photo ID for verification.

8. Is Hold For Pickup available to International or APO/FPO/DPO locations?
No. Hold For Pickup service is not available for International or APO/FPO/DPO destinations.

9. Is there an additional fee for Hold For Pickup shipments?

No. There is no additional fee for Hold For Pickup shipments.
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Please send questions or comments to:

Shippingservices@usps.govV.

Additional information on Hold For Pickup may be found on the Rapid
Information Bulletin Board System (RIBBS) website @
https://ribbs.usps.qov/
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