Note to reader these pages were created for N©idlibur most will apply to the rest of the US.
Similar information should be available from youwrspal district. Ask you local post office.



UNITED STATES

| B posTaL service

Everything you always
wanted to know about the
Postal Service

..but didn’t know who to ask

NORTHERN ILLINOIS DISTRICT

CONSUMER AFFAIRS DEPARTMENT

500 E FULLERTON AVE

CAROL STREAM IL 60199-9631 Updated November 2004




TABLE OF CONTENTS

IRTRODUCTION. ..cocovonisnnsasisssiissnisscssuia 1
PoStal Wb Si18.......c.cccscesisnseisivorssnssnse e
CHER-MN-SBIP™, ..ociciiuivmssissssin 3
Automated Postal Center.................... 4
Four Good Causes............cevevrarenns 5
N MO0 IO o nsisimissnisssssoniasosinperses 6
POBEEE PO ..isiiciasisesesmissisiirimmmsninns 7
Best Addressed Envelope............. 9&10
ZIP Code Information.............cccrsenenns 10
Abbreviations, State........ccccceeeeemerernnen. 1
Preparing Packages.......cccsrseeennssansans 12
PIRTIIEE = TI0 i cciivinconinmnsisinsinnins 12
Mailable Standards...........cc.ccovurrrurenns 13
ZIP Code Directory
RRORE FOMNE..coiisinsonsmimsininmsiisasissin 14
EXPress Mall..........c.cooccavsnisnsscnssssusssssen 16
PHOTRY MBI . icicnnmniinsivamnssin 16
Certificate of Mailing..........vcereesrerncnnens 17
Certified Mail........cccererreeicnneraccnnncrsnnansas 17
Return Receipt
For Merchandise..........ceeerssveceessnsananee 17
RO RBCOIOL. ..o cisiisiscisiinmisiiciimcniie 18
Signature Confirmation................... 18
Delivery Confirmation........ccccceeevnnene. 18
POSEAl INBUIBNCH . cuisvisssaiisisisississiensisine 19
Registered Mail...........ccceovvrmeererrseeranse 19
Claims for Loss
Or Damage - Insured......... R 20
Restricted Delivery.........ooevuveerenens 20
Spovial Hantling..........ass 20
Money Orders........cceuvuesrecrererencersnens 21
% P ORI 21
Stamps by Mail, By Phone, or
on Consignment .........c.occcvrvevcreesnennne 22

Self-Service Postal Centers................ 22
POosl OINEO BOX...couvivsic i 22
Caller Service.......ceunmicrrisssnesesesssrens 22
Domestic Rates.......ccceeevemerreecssersessens 23
US POSTAL INPECTION SERVICE
Postal Crime Hotline.......cccceeeneee...... 25
Stop Pornographic Mail.............cccunee. 25
Stop Advertising Mail................ce0en000n25
JABRTIEY TRETE.....ccivsiieniioncenissnsesssnasnosrass 26
IRDECRE BRI, o iasiicsiasnsiasiosimnss 27
Tips to Stop Mail Theft................. 28&29
Mail Fraud Address.........coeeeevevmmmennnns 30
Mail Fraud Report..................... 31,32,33
MOVING - WE CAN HELP

Change of Address

INTOrMaON. ... cvosivinrssssssiasis 35,36,37

INTERNATIONAL INFORMATION

POSBPOIE..ciiiiniviisiismessaiosassinions 39
Passports Acceptance

PRSI o coiisiissnmsisessrmmnssmsnsmnmonsinssss 40
Addressing International Mail............ 41
International Rates.......c.c.ccoveevernerrenn 42
DiNero Seguro......uusssississsssosnsans 43
DRI s iss svnapisoississoobseansunis 45
Stamp Cool-Lecting........cceeeecrireerinnnne 46
Retail & Philatelic
LOCARONS....occovierersrrssmmssserassssassarassarees 47

Educational Program..................48 & 49

Updated November 2004




B A N ™ e e N e N e ™ ™ ™ e e e e e e e S e S A A

ZRVRYRY RV KY RV R RP R R R R PR RV R AR RV A RV RV AR R RV AP AR AP RV AP A AP R R AV R AV A A AP AY AV A A7 WY A A

] UNITEDSTATES
p POSTAL SERVICE

The Northern lllinois District of the United States Postal Service wishes to thank
you for your continued patronage. We hope you find this booklet informative and
useful with your everyday mailing needs. This booklet was prepared by the
Consumer Affairs Department of the Northern Illinois District which encompasses
the delivery areas of the following zip codes: 600, 601, 602, 603, 610 and 611.

The Northern lllinois District is composed of three Processing and Distribution
Centers (P&DC). The first in Carol Stream, IL. which handles all the processing
and distribution of mail for post offices located in the 601 and 603 zip code
areas. The second in Palatine, IL. which handles all the processing and
distribution of mail for post offices located in the 600 and 602 Zip Code areas.
The third in Rockford, IL which handles the processing and distribution of mail for
post offices located in the 610 and 611 Zip Code areas. All three facilities
operations run 24-hours per day, 365-days per year. The majority of the mail is
processed between 5 p.m. and 4 a.m.

The Palatine P&DC facility is located at 1300 E. Northwest Highway. The facility
is 629,000 sqg. ft. and covers approximately 43 acres. Nearly 1,700 employees
process and distribute over & million pieces of mail each day. During Christmas
this figure almost doubles. Cook, Lake, and McHenry counties are serviced.

The Carol Stream P&DC and the Carol Stream Post Office are located at 500 E
Fuilerton Avenue. The facility itself is 751,000 sq. Ft. and covers nearly 63 acres.
The workroom floor is 400,000 sq. Ft., Or the size of 14 football fields. Nearly
1500 employees work at the Carol Stream Facility. We process and distribute
over 4 million pieces of mail per day from 68 communities. During Christmas, this
figure is over six million pieces per day. Geographically, the areas covered go as
far West as De Kalb, as far South as Wheaton, as far East as Oak Park, and as
far North as Marengo.

The Rockford P&DC and the Rockford Main Post Office are located at 5225
W. Harrison, and serves approximately 500,000 residents. The 300 employees
process and distribute over 1.1 million pieces of mail each day and during
Christmas this figure can double. This facility services an area covering borders
West to the Mississippi River, North to the Wisconsin border, South to | 88 and to
the East end of Boone County.

% CUSTOMER SATISFACTION IS OUR NUMBER ONE GOAL #%
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VE THE ANSWERS!

Now bringing‘ to the Internet - the trust, security and peace of mind

that the US Postal Service has provided in the mails for 225 years. Our

web site offers up-to-date information about the products and services
you need at your fingertips. At your service 24 hours a day-

a fully integrated - fully searchable site go to - WWW.USPS.COM

CHECK OUT OUR EASY ACCESS LINKS -
¢+ Buy Stamps Online

¢+ Complete mailings quickly — with only a few clicks, NetPost Mailing
Onlinew service will print, stuff, stamp, and send your mailing.
Go to our Cardstore for a large selection of cards and Postcards for a

L 4

Birthday or any occasion, you can also design your own or download a photo.

Obtain a Change Of Address Form at MoversNet

Track an EXPRESS MAIL or check on your DELIVERY CONFIRMATION

CALCULATE POSTAGE RATES for the USA and foreign countries

Proper ADDRESSING of your mail or Find a ZIP CODE

inspection Service - Consumer Information and Post Office Locator

Purchase PC Postage and print postage 24 hours a day,
www.stamps.com, www.endicia.com , www.pitneybowes.com

¢ ¢ b ¢ e

CHECK THESES LINKS FOR OUR BUSINESS MAILERS:

m CLICK-N-SHIP_allows you to print shipping labels, with or without postage,
from your home or office using a PC and a printer.

= BUSINESS MAIL 101 - A tool to help new mailers make smart choices- Learn
about Shipping Online or how to make a successful DIRECT MAIL campaign.

Download BUSINESS REPLY MAIL and Courtesy Reply Mail Templates.
Order Priority Mail and Express Mail - SHIPPING SUPPLIES ONLINE
Learn how ADDRESS QUALITY STANDARDS can save you money
Discover the power of POSTAL EXPLORER —

i,"??\' R il
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_KEEP THIS HANDY SHEET. NEAR YOUR CO MPUTER
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CLICK-N-SHIP™
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Need mailing solutions for your small business/home business?
Simply call: Small Business Specialist
at (630) 260-5449

Over 100 million labels have been printed from the comfort of customer’s
own homes. Now you can ship your packages online 24 hours a day. Ship with
a click from your home or business ~ with Click-N-Ship™ service from the Postal
Service™ at www.upsp.com.

This is a great new way to save time and money. You can take care of everything
directly from your home or business, including:

[ANANIVANNANANAN AN AN SN AN AN AN S

= Print and pay for your postage online

= Prepare and print shipping labels for Priority Mail,® Express Mail,® Global
Express Mail™ and Global Express Guaranteed™ services.

= Get Delivery Confirmation™ service at no additional cost with Priority Mail
service, which provides you with the Zip Code™, date and time your
package is delivered.

= Add Signature Confirmation™ service for just $1.30, which gives you
signature proof of delivery upon request.

» Purchase self-adhesive labels easily online.

= Order other shipping supplies at no extra charge*.

= Store domestic and international addresses in your online address book for
added convenience.

= Calculate rates, standardize addresses and find Zip Codes quickly and
easily.
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Get Started today - It's as easy as 1-2-3
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T Just log on anytime without having to leave your home or business.

2 Print labels with the touch of a button. = Click to Ship your packages.

Teamed with Carrier Pickup, you can notify you letter carrier via
www.upsp.com when you have packages for pickup, it's a winning
combination for today’s busy mailers.
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UNITED STATES_
POSTAL SERVICE.

N‘tomated Postal (':e|1t¢=,,.s

Mail packages? Indeed. Buy stamps? Of course.
Extra services? Sure. Check the ZIP Code? Yes.
Take credit cards? Certainly — and debit cards, too.
It's easy at the Automated Postal Center (APC).
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Hello, APC here!

Stop by and | will be
glad to help you.

Automated Postal Cen e Ship Packages
Buy stamps
Check a Zip
Code

* Pay with Debit

or Credit Card
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In a move to extend quick, easy and convenient access to Postal
products and services when and where customers want it, the
Postal Service is introducing its new self-service kiosk. The first
APC was deployed in Dallas. Reports from the scene say
customers are using it and loving it!

By the 2004 holiday season, there will be 2,500 APCs installed in
high-traffic Post Offices throughout the nation.
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FOUR GOOD CAUSES customers and USPS show they care through semipostal

sales. The Postal Service and its employees take active roles in important issues to build
social awareness about serious topics such as Breast Cancer research, Family Violence,
Heroes, and Sickle Cell These activities go hand-in-hand with the Postal Service's historic
role as a community leader.
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Customers have purchased more than 565

million Breast Cancer Research stamps since
July 1998, raising $40.8 million for research.

(4NN AND

The Heroes of 2001 stamp has raised $10.17
million to aid families of rescue workers
affected by the Sept. 11 terrorist attacks, with
124.7 million stamps sold since its issue in
June 2002.
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And 19 million Stop Family Violence stamps have been sold since October
2003, raising $1.3 million for Department of Health and Human Services
domestic violence programs.
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In September 2004 we added The Sickle Cell Disease
Awareness stamp which continues a tradition at the U.S.
Postal Service of raising public consciousness of health and
social issues. Sickle cell disease is common throughout the
world, and people of all races should be screened to
determine if they are carriers of the inherited sickle cell trait
or if they have the disease.
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....DID YOU KNOW

__Use the FULL name of the City. Our scanners don’t recognize city
abbreviations.

..Lost and Found...post offices throughout the country have a local "loose in the
mails unit.” If you have lost your keys or a wallet, make your local postmaster
aware of the loss and if found, we will mail you the lost item.

_..Don't send cash: send a postal money order - Postal money orders can be
cashed at any of our 38,000 post offices as well as banks, savings and loans,
credit unions, and thousands of retail and convenience stores. So think of us
before placing a gift of cash in an envelope and purchase peace of mind for as
little as 90 cents.

__Postal insurance is NOT automatic on parcels you are mailing, insurance must
be purchased in addition to postage.

__To check on the status of a Domestic claim simply call 1-866-974-2733, listen
to the prompts that will direct you to the current information on your claim.

__the Postal Service finds more books loose in the mails than any other item. if
you plan to ship books it would be a good idea to place a return address sticker
in each book. If an address is found within a lost book it can be returned to you
immediately.

...that thousands of letters are retrieved daily by the Postal Service's two Mail
Recovery Centers, for example, unpaid bills, greeting cards, important
documents, etc. The most common errors found among these mail pieces are
insufficient/no postage, addresses not visible through window envelopes,
misspelled streets, inverted alpha letters and numbers, and no return address on
the outside of the envelope. So take those extra seconds to double check your
envelopes to ensure the timely and accurate delivery of your mail.

...that you cannot scotch tape stamps to your mailing envelopes, or that you
cannot cut them off other envelopes and affix to another envelope? If you affix a
stamp to an envelope, then change your mind, you can take the entire unmailed
envelope to your local post office and exchange it for a fresh stamp.

T T T

A T I AN AN AN AN AN AR AN AN G4

2 N A 0 N S I P P, I, P PP IS P P WD PP R T P TP D, P, ik, P S,



LAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAL.lAAAAAAAAAAAAAAAAAAAA.AAAAALAAAAAAA&AAAA

SHOW ME THE BEST
ADDRESSED ENVELOPE
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F—! UNITED STATES POSTAL FACTS 2003
POSTAL SERVICE

Universal Access. Universal Service.

The same high level of service for every American regardless of geographic location. The Postal Service
delivers everywhere, every day to everyone.

Has annual operating revenue of $68.5 billion

Has 729,000 career employees.

Pays $2 billion in salaries and benefits every two weeks.

Delivers 202 billion pieces of mail a year, or five pieces per address per day to over

141 million homes, businesses and Post Office boxes. Each of our 300,000 carriers delivers

about 2,300 pieces of mail a day to about 500 addresses.

* Adds 1.8 million new addresses each year.

* Redirects 3 billion pieces of First-Class Mail to new addresses for the 17% of the nation's population that
moves every year, generating over 44 million address changes.

= Delivers more than 46% of the world's mail volume to more people over a larger geographic area
than any other country.

= Serves 7 million customers daily at 37,579 postal retail outlets.

* Makes stamps available on the Internet, by mail, by phone, through 32,000 vending machines and 40,000

commercial retail outlets and Automatic Teller Machinas (ATMS).

Mail is big business.
Three of the Postal Service's six product lines would qualify as Fortune 500 companies:

> Correspondence & transactions $37 billion business
> Business advertising $17.2 billion business
> Expedited delivery $5.4 billion business
> Publications delivery $2.2 billion business
» Standard package delivery $2.2 billion business
> Intemnational mail $1.5 billion business

The Postal Service is at the center of the $900 billion mailing industry — which employs nine miilion people.

Delivering to every residence and Business address in the nation.
Our national delivery network gives us access to every American household and business.

= Performance for on-time local delivery of First-Class Mail for 2003 was 95%. Also, 94% of households
surveyed in 2003 had a positive perception of the Postal Service, with more than two out of three rating
their satisfaction as "very good" or "excellent."
Operates a transport and delivery fleet of 213,585 vehicles driving approximately 1.15 billion miles a year.
A one-cent fuel increase costs $8 million.
Leases 25,987 facilities at a rental cost of $869.7 miilion.
Operates 30,000 alternative-fuel vehicles (AFVs), the nation's largest fleet of AFVs, using ethanol,
compressed natural gas and electricity.
Purchases $200 million worth of products with recycled content, including pallets and trays, stamp
products and mailing envelopes.

= Uses latest technology to improve service, increase productivity and reduce costs.
"= Leader in developing and using optical character recognition — sorting equipment reads more than 80%

of the hand-written addresses on envelopes.

*® Upgraded flat-sorting equipment that rapidly deciphers hard-to-read addresses saved $292.5 million.
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THE BEST ADDRESSED ENVELOPE
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All mail requires a complete delivery address and a return address. Studies
show that up to one-third of all mail has some error or omission in the
address. The Postal Service processed over 203 billion pieces of mail last year
and the volume continues to grow. In one year our Mail Recovery Centers
returned more than 8 million checks totaling $1.85 billion.

—L

To process and deliver all this mail in a timely manner we have automated
equipment. These computerized mail processing machines, Optical
Character Readers (OCRs) and Barcode Sorters (BCSs) increase the speed,
efficiency, and accuracy of processing your mail while keeping postal
operating costs down. They are programmed to “read” from the bottom
up in a designated “read area” for the delivery address and sort up to
36,000 pieces of mail per hour. That's 10 pieces every second.

This computerized equipment can be confused by any unnecessary
printing or markings placed below the delivery address line on your
envelope. To ensure correct sorting keep all other information above and
as far away from the delivery address block as possible. The OCR can also
be confused by sloppy handwriting, highly stylized characters, and
incorrectly placed address information. You will get the best possible
service if you:

AAAAAAAAAAAAAAAALAALAAAAAAAAAAAAAALAAAAAAAAAAAAAALA

* PRINT or TYPE cursive writing can be difficult for our equipment to read.

*  Please don't use those preprinted, tiny gummed labels to address an
envelope. The print is too small for our equipment to read.

* CAPITALIZE everything in the address.

* LEAVE OUT all punctuation, except the hyphen in the ZIP+4 Code.

* UNIFORMLY align on the LEFT.

rVYVVYV7777777;77777777VYVVVVVVVV?VVVVVVVYVTVVVVVVVYVVVVVVVVVVVYVYVVVVVVVVYVYYYVYYTYVVVVVVVVYVVYYV

Use Black or Blue ink on a white background. (use only indelible pens)

* Include FLOOR, SUITE, and APARTMENT NUMBERS, also
DIRECTIONALS such as NORTH (N), SOUTH (S), (E), or (W).

hAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAMAAAAAAALAAAAA
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* Use common abbreviations found in the National Five-Digit ZIP
Code or Post Office Directory, available in your local post office lobby.

* Use correct ZIP Codes or ZIP+4 Codes. If you do not know the
correct Zip Code - WHEN IN DOUBT LEAVE THE ZIP CODE OFF. .
For ZIP Code information call our toll free 1-800-275-8777 or online at
WWW.usps.com

* Do not place printing or markings of any kind below the delivery
address line or area.

* Ifyou use a dual address (street address and post office box address),
the mail will be delivered to the address directly above the city, state
and ZIP Code line.

EXAMPLE: ATTN J DOE
JANE DOE CO
500 E FULLERTON AVE STE 101

DUAL ADD: PO BOX XXXX
CAROL STREAM IL 60188-1234

WHY SHOULD I USE A ZIP CODE OR ZIP+4?

The ZIP Code is extremely important in the processing and delivery of

‘mail. While use of the ZIP Code is voluntary, we encourage you to include

it-both in your return address and in the mailing address. If you need ZIP
Code information call our toll free number 1-800-275-8777 or go to our
website at WWW.USPS.COM.

ZIP+4 Code helps the Postal Service to direct mail more efficiently and
accurately on our Automation equipment that sorts most of the mail. It
also reduces the number of handlings, decreasing the potential for human
error in sorting and delivery. The use of the correct S5-digit ZIP Code will
help to prevent delays. If you do not know the correct zip code - when in
doubt - LEAVE THE ZIP CODE OFF.

10
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Use the 2-letter abbreviations for states, territories and District of

Columbia:
Alabama AL
Alaska AK
Arizona AZ
Arkansas AR
American Samoa AS
California CA
Colorado CcO
Connecticut CT
Delaware DE
Dist. of Columbia DC
Florida FL
Georgia GA
Guam GU
Hawaii HI
' Idaho ID
inois IL
Indiana IN
lowa 1A
Kansas KS

Kentucky
Louisiana
Maine
Maryland
Massachusetts
Michigan
Minnesota
Mississippi
Missouri
Montana
Nebraska

Nevada

New Hampshire
New Jersey
New Mexico
New York

North Carolina .

North Dakota

KY
LA
ME
MD
MA
Mi

MN
MS
MO
MT
NE
NV
NH
NJ

NM
NY
NC
ND

N. Mariana Islands MP

Ohio
Oklahoma
Oregon
Pennsylvania
Puerto Rico
Rhode Island
South Carolina
South Dakota
Tennessee
Trust Territory
Texas

Utah

Vermont
Virginia

Virgin islands
Washington
West Virginia
Wisconsin
Wyoming

OH
OK
OR
PA
PR
RI
SC
SD
TN
T
X
uTt
VT
VA
Vi
WA
wv
wi
WY

DIRECTIONAL ABBREVIATIONS: North (N) — South (S) — East (E) — West (W) — NorthEast
(NE) — SouthEast (SE) — NorthWest (NW) — SouthWest (SW).

--Secondary Address Unit Indicators: Apartment (APT) — Building (BLDG) — Department
(DEPT) - Floor (FL) — Room (RM) — Suite (STE).

....... Reference DMM.G011.2

Johnston Atoll, East, Johnston,
Sand & North Islands,
Kingman Reef - Midway Atoll -

American Samoa (AS)-- Manua
Swain's & Tutuila Islands, Baker Island
Guam (GU) - Howland & Jarvis islands

Eastern, Spit & Navassa islands

Domestic mail is mail transmitted within, among, and
between the United States of America, its territories and possessions, Army post offices
(APOs), fleet post offices (FPOs), and the United Nations, NY. For this standard term
territories and possessions comprises the following:

Northern Mariana Islands (MP)
Commonwealth of the Rota, Saipan
& , Tinian Islands- Palmyra Atoll

Puerto Rico (PR) Commonwealth of
U.S. Virgin Islands - St. Croix, St. John

& St. Thomas Isiands - Wake Atoll
Peale, Wake & Wilkes Islands

Republic of the Ebeye Island, Majuro Island,
Palau (PW), Republic of Koror Island

11
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Freely Associated States is also treated as if it were domestic mail within, among, and
between United States of America, its territories, and possessions, APOs, FPOs, and
The United Nations, NY. The term Freely Associated States comprises the
following: Marshall islands (MH),

Micronesia (FM), Federated States
of Chuuk (Truk) Island
Kosrae, Pohnpei, & Yap Islands

VYVVYVVYVYVVVVVVVVVVVVVVVFVVVVVVVVVVVVVVVVVVVVVVVVVYVVVVVVVVVVYVYYVVVVVVVVVVVVVYVVVVYVYYVVYVYVVYVVVVYX

hAAAAAAAAAAAAAAAAAAAAAAAAAALAAAAAAAAAAAMAAAAAAAAAAAAAAAAMALMAAAAMAAAALAAAAALALAL

4



lhAAAAAAAAAALAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAA‘AAJ

o PROPER PREPARATION OF PACKAGES

A Parcel Sorter machine now processes your packages more efficiently.
Proper packaging and addressing of parcels is the best way to prevent
damage and loss. Use containers strong enough to protect contents during
handling and cushion the contents to make sure they do not move within
the container. Be sure the address is clearly printed on one side only.

Address information should also be placed inside the container attached
to the contents. Avoid using wrapping paper and strings. See your local
post office for free brochures on how to pack and wrap packages or
parcels. Also, your local post office has a wide variety of packaging
products for sale and we supply free Express and Priority Mail boxes to
assist you. Don't forget insurance, the small fee is well worth it.

“ PICTURE PROTECTION”

We have all heard - “a picture is worth a thousand words.”-

Sometimes unforeseen things can happen during mail processing

and to help us get your valuables safely on their way, we need you to
follow these tips for mailing.

- USE YOUR RETURN ADDRESS LABELS BY ATTACHING THEM -

¢ 1o the back of each photograph or to a roll of film —
¢ to articles inside your package,

+ insert on the inside cover of books to ensure delivery
¢ and include a list of the articles inside the package.
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9 WHAT IS THE MINIMUM SIZE FOR
A MAILABLE MAILPIECE?

All mailpieces (except Customized MarketMail pieces mailed under E660
and keys and identification devices mailed under E130) that are 1/4 of an
inch or less in thickness are mailable provided they are:

* Rectangular in shape, with four square corners
and parallel opposite sides.
* Atleast 3 1/2 inches high.
* Atleast5 inches long -
(items sent to foreign countries must be at least 5 1/2 inches long)
* At least .007 of an inch thick (about the size of a postal card).
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Mail not meeting these standards will be returned to the sender.

WHAT IS NONSTANDARD-SIZE MAIL?

FIRST-CLASS MAIL weighing one ounce or less is nonstandard if it
exceeds any of the following size limits:
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* The height exceeds 6 1/8 inches, or

* The length exceeds 11 1/2 inches, or

* The thickness exceeds 1/4 of an inch, or

* The length divided by the height is less than 1.3
or more than 2.5 inches.

A surcharge of $0.12, in addition to postage and fees, is assessed on each
piece of nonstandard size mail. The same criteria apply to regular printed
items and international letters weighing one ounce or less.
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UNITED STATES National Five-Digit ZIP Code® And Post Office Directory
F POSTAL SERVICE. Order Form For Mail Order Use
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A. Customer Information (Please print or type)

Altention Name:

Firm/Company Name:

Complete Streel Address (include Ap/Ste #), PO Box or Rural Roule Box;

AAAAAAAAAAAAAAAAAAAAAL

State: ZIP+4® Code:
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City or Posi Office:

PS Form 4243, July 2003
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3
: Foreign Country Name (When Applicable); Phone Number:
< ( )
< ; r
:' B. Ordering Instructions . I, -
:' 1. Enter the published year of the directory you wish to order. This will be either the current or E 3:
- upcoming year. L
< =
« Please be advised if you are ordering directories for the upcoming year (e.g., ordering 2004 in the year 2003), the [b-
: directories will not be shipped until approximately January or February of the publishing year. Directories ordered for .':
« the current year will be shipped approximately two (2) weeks from the date the order is received. i;.
-« i
<! 2. Enter the quantity of Five-Digit ZIP Code® directories desired in the blocks below. Multiply by the prices shown and >
:I enter the purchase amount(s). :
< QUANTITY cosT PURCHASE AMOUNT >
2 a. Soft-Bound (1 set) X  $3100 = 4
3 >
: b. Cases (8 sets per case) : X $24800 = W :
AL
: : PURCHASE AMOUNT :
< Add the purchase amounts in block 2a and 2b and enter the sum here. :
<
- 4. You may claim a maximum discount of $1 for each discount coupon from inside the front DISCOUNT >
: cover of out-of-date National Five-Digit ZIP Code and Post Office Directories. (Do not send ‘:
< more coupons than the number of directories you are ordering). Multiply the number of >
: enclosed coupons by 1 (one) and enter the amount here. SUBTOTAL :
": 5. Subtract the discount in step 4 from the purchase amount in step 3 and enter the ———————p» :’:
3 subtotal here. EXPRESS MAIL ;:
< 6. For faster delivery, we offer Express Mail® shipping (optional). For pricing call > b
3 1-800-238-3150. AMDUNTDUE b
< 7. Add the Express Mail cost in step 6 to the subtotal in step 5 and enter the amount here————3» e
: Returned checks will incur a $25.00 fee. :
- 8. Indicate the method of payment in the box provided and ' Payment Msthod .b
:} mail this form with your payment and coupon(s) to: Make check or monsy order Payable to “United States Postal Service®” f:
-« Check Money Order Visa MasterCard S
< ACCOUNTS RECEIVABLE Ell : (] Money g - a >
: NATIONAL CUSTOMER SUPPORT CENTER Discover [_] Diner's Club American Express :
> UNITED STATES POSTAL SERVICE © | Card #: 4
3 MEMPHIS TN 3188.0001 " LTI ITITTTIT IOy &
b MEMPHIS TN 38188-0001 >
<« Fax: 901-681-4409 Card expiration date: f TAN. >
: Note: Copies reproduced from this form may be used for !:
: ordering additional directories. The directories will Authorized Personnel (please pri) :
< generally be filled within two weeks after the order has >
_': beenreceived and processed. However, additional time Signature :
< may be required during certain periods. Prices subject The .r:f,-narure above accepts fotal responsibility governing the >
: to change without prior notice. Customers who need use of this card and agrees to comply with the terms of the issuer. :
< assistance may call 1-800-238-3150. ; >
< >
< Foruspsuse: | | | ) 1 ) | J g gt >
< >
X <
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SPECIAL
SERVICES

TO FILL YOUR
MAILING NEEDS

Comparing some history — 37 cents is really a bargain

The cost of today’s First-Class Stamp 37-cents — adjusted for inflation
is less than the 15-cent stamp of 1979.

Postmaster General Potter stated that this rate will hold steady through to year 2006.
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