Lewis & Clark

Malil Services
Resource Guide

Call us: 5037687868
Email us:mailsrv@Iclark.edu
Visit our webpagehttp://www.|clark.edu/offices/maiservices/
ORCome and see us the Templeton Campus Center
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About This Guide

The following information is provided to assistwis & Clark staff and
faculty members in becoming familiar with the various services provided
by the Mail ServicedDepartmentand to asist in understanding how these
services can be utilized.

As you read through this information you will notice there are no prices
listed, since most fees are dependent on the weight of the parcel and the
region to which it is to be delivered, they hdneen left out.

Check out our website: http://www.Iclark.edu/offices/mail__ services/ to
calculate postagand where w have direct linkto a number opostal
websites.

As always, the staff of Mail Services will be happy to answer your
guestions and assigou in sending your mail in an efficient and timely
manner. Please feel free to stop by the window or give us a call if we car
be of assistance to you.

Your Mail ServicesStaff
Templeton Campus Center
mailsrv@lclark.edu

Ext: 78@
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Mail Services

Lewis & Clark Mail Service®epartment processall incoming mail for thendergraduat€ollege and the
GraduateSchool. Mail Services also proseEs the outgoing mail for the entire institution, includingLthes
School.

Addressing Mail to Lewis & Clark College

Departments, Faculty & Staff Students

Lewis & Clark College Lewis & Clark College
Name Name

Department (important) MSC (**not PO Box)
0615 SW Palatine Hill Rd. 0615 SW Palatine Hill Rd.
Portland, OR 97219 Portland, OR 97219

**Addresses on all incoming mail should now include "MSC" (Mail Stop Code) instead of "LC BOX." This
will assure that the mail will come directly to Lewis & Clakllege and will prevent any mail from mistakenly
being sent to the downtown post office.

Helpful Links

USPS New Prices Effective May 11, 2009
USPS Package Use
Calculate Postage

Find a Post Office
Click2Mail Online

State Abbreviations

Street Suffixes

USPSTrack & Confirm

Zip Code Lookup

FedEx Tracking

UPS Tracking

Cancel Unwanted Catalogs

Forms
* Download For Business Envelopes (DOC)

* Download For Large Envelopes (PDF)



http://www.lclark.edu/livewhale/content/downloads/1726_CampusMailEnvelope.doc
http://www.lclark.edu/livewhale/content/downloads/1725_campusmail.pdf

Business Hours

Regular business hours for Mail Services are Monday Friday from 8:30 a.m. to 4 p.m.The mailroom is
staffed on Saturdays during the demic year to sort incoming mail and stuff student mailboxes, but it is not
open for sales or the processing of outgoing mail. Window service hours for package and letter pick up on
Saturdays are 11 a.m. to 1 p.m.

Mondayd Friday 8:30am- 4:00pm
Mail Center Staff Hours 8:00am- 4:00pm
Saturday package (pick up only) 9:00am- 1:00pm

Monday1 Friday Mail & Package Schedule

8:30 a.m. | Open Mailroom Window

9:30 a.m. | Law School Delivery and Pick Up of Campus Mail and Mail to be Metered

10 a.m. | United Parcel Service (UPS) Delivery

10:30 Federal Express Delivery
a.m.

11:00 USPS Mail Delivery to Law School
a.m.

11:30 USPS Mail Delivery to Mailroom and Pick Up of Outgoing Mail
a.m.

12 p.m. | Student Mailboxes Stuffed

1p.m. Presort senge pickup of outgoing mail

2 p.m. Main Campus, South Campus and Law School Delivery and Pick Up of
Departmental Mail

2 p.m. United Parcel Service (UPS) Pick Up

3 p.m. Federal Express Pick Up

4:00 p.m. | Close Mailroom

Saturday
Academic Year Orly: 9:00 ami 1:00 pm

SundayNo mail service.



United Parcel Service (UPS)

e Address must contain a street address

¢ No Post Officeboxes

¢ Need to fill out form provided by Mail Services

e Must arrive at Mail Services no later than 2pm

e Saturday delivery is®.00 extra

e Trackable at UPS.com, click on tracking

e Email notification available, informs sender when item was sent, tracking number, type
of service and weight

e Next day, 2°day, 3 day, and ground service available

¢ International addresses must have phaunmaber

UPS — United Paresd Service .
(Strect sddrass suiy ~ HO P.OBOX)) TOday s Date:

International [ ]
Next Day Air []
Second Day Air{ ] insurance Amouni: _ -
Three Day Select [}
Gromad [
Saturday [ ] (oot available in some aress) :
(Saturday deiivery-additional charges apply) PLEASE PRINT
ALASKA/HAWAII (Priority oaty) [ ]
SENDER RECIPIENT
Name: MName/Company:
Box # Department: Street Address 1:
Phone: Street Addyess 2;
Email Apsartment/Saite: __
Piease provide cmall i you wonld Biz 2 iracking nembey?
City _ __ State Zip
Dept Acctunt # Coantry:
Phone (int'} reqguired)

Cash §
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UPS Ground provides next day delivery to all of Oregon, most of Washington and a small part of

Idaho. The cost is 1/2 to 1/3 of the cost of Federal Express or Express Malil.
UPS Ground Time in Transit Map Below

Our UPS system now has the cajigbof emailing you the tracking information, so when you send your
package to the Mailroom, remember to include your email address.
Business days in transit from:PORTLAND, OR 9729

-

ClLtoo L] Yy

Tran=it Days

O 1 Davy

E 2 Days
O 3 Days
M 4 Day=s
O 5 Days
O 6 Day=s
B 7 Davys

Source Date; OFDE2009
FR.

by
'
-




Federal Express

IN-HOUSE FEDERAL EXPRESS FORMS
The forms you will needd DOMESTIC OR INTERNATIONAL- are located in the business
office. They will come preprinted with the college account number.

PERSONAL FEDERAL EXPRESS FORMS and ENVELOPES
Federal Express forms and enyads for personal use are available in the smwam.

FEDERAL EXPRESS GUIDELINES

*Address must contain a street address

*No Post Office boxes

*Must arrive at Mail Services no later than 2:30pm

*Saturday delivery is $10.00 extra

*Trackable atwww.FedEx.com( cl i ck on oO0trackingd)

*Parcels sent to foreign countries must include an international
telephone number and a Commercial Invoice form (available in the
mailroom).

* Next day, 29 day or ground service available

UPS Ground provides next day delivery to all of Oregon, most of Washington, and a small part of
Idaho. The cost is %2 to 1/3 of the cost of Federal Express or Express Mail

FedEx. usaivil = | U A
EX. USAIbil = g700 6332 260 [SESSHRN0NS ~ Senders Copy
1 FrOom piease printandpross hard 4a Express Package Service  7omostiocations. Packages up to 150 Ibs.
Sender's FedEx indard Overnight FedEx First Overnight
Date Account Number O LR e WO maiabie - [ m-mmﬂ
w“mmum selected. ‘Saturday Defvery NOT available.
Sender's FedEx 2Day FedEx Express Saver
Name Phone ) O o oo B [] mwa e o
unless SATURDAY Delivery is selected.
4b Express Freight Service  +tomostiocstions. Packages over 150 Ibs.
Company FedEx 1Dalng‘sigm
Delivery is selectad.
e DepFooiSetafioon o L FedEx 3Day Frei
D y Dokvery i D Mnmxn‘-mmumwm &
]
City State 2P 5 Packaging - ecired vkue it sson 3
[] Fedex (] FedexPak® [] FedexBox [ | FedExTube [ | Other =
. ! Includes. r-amm
g i e Evelope” ek oy ok z
. o
3 To 6 Special Handling and Delivery Signature Options §
Recipient's : o
Name Phone( ) [ s o s e 3
o
gDWaekda! HOLD Saturday [:| NoSig Required D DirsctSign D !’nlgi:ct mamrs $ g
Company D m&%’m" D %‘m“ S i Y Geiivery may sign for delvery. s ppies sign for delivery. For —
e 3 T o g
gerous goods’ S
Address —— — oun x must be checked ‘V ~ -4
We PO. r P.0. ZIP codes. Dept/Foor/Suite/Room es
cannot deliver to P.0. boxes o codes. D No D""'"D".?" D Stipersecirson D 9.9’".‘."wm 3 5
Address : 9 ["] cargo Aircraft Only
Print FedEx location address here if a HOLD option is selected.
7 Payment Billto:
City State zp e - Bk ;
O .,,m., [j Recipient [ | ThirdPaty | | CreditCard [ | Cash/Check
FedExAcct No. Bo.
Credt Card No. Date.

Total Packages  Total Weight Total Declared Value!

bs §

0
vmmmastese (550

that kmit our fiabiity

@ shi; el hnck pAGN 0 Nt fade




1349V 1 JUVIIVA

138V 1 JVIVANI IVITHIWNUY

38V Q0034 AY3AN30

T38Y1 LdWILLYIY AHIANIA

- FedEX. miernational Air Waybill
ﬂl’-mm

1 FrOM Poase printand pross hard

Sgnder's Copy

el

PART 155374+Rev. Date 7/99
FedEx
PRINTED IN USA.

o402

Sender’s FedEx
Date  MM/DD/YY Account Number
Sender's
Name Phone
Company
Address
2P
Postal Code
2 e tal iy Seonay T BaPayment Bil ransponaton harges
e [ Entor FedEx Acet. No. or Credit Card No. below. —| Cash
370. 1 Dmf-‘:'—‘: ["] Recipient Dm [jem:’l ["] Check/
Name Phone FadEx Use Only
iy
Company. &
8b Payment Bill duties and taxes to: TFodEx cannot estimate Customs charges.
Address {— Entor FodEx Acct. No. below. —
o O oz [ Peckioe (] oy
FodExAcct No.
ciy o 8 9 Required Signature
Uss of this Air Waybill your Contract on the back of
zp onss, may
Country Postal Code ;nuwuummmm-u-.-. s of Contract.
s Tax LD. number for Customs o o Diversi y 1o U.S. law prohibited.
e =
4 :"‘"m [t b el o & his Gaiver this i
ot Paciages Total L IE] L W fH o
‘ - s T e For Completion Instructions, see back of fifth page.
FedEx
e 8238 5045 LBE9b #e
o Questions?
Inthe U.S,, call (800)247-4747
[For US. Export Only: Chock One [] Mo SED mqued ke S oriess |EW\M- JoalVoloo m“u&mymma‘m’
e T S, Visit our Web site at wwwfedex.com
D.*“—l:rd:- Loy Y ¥ Spes

SOH0I3Y HNOA Y04 AJOI SIHL NIVIIY

N

)
J

eeeee  POSRC
¥




Commercial Invoice

SELLER/SHIPPER (Name, Full Address, Country)

Invoice Date and Number Customer Order Number

Tax Identification Number (EIN)

Tracking ID/Air Waybill No.

CONSIGNEE (Name, Full Address, Country)

Buyer (if Other than Consignee)

Port of Lading

Final Destination Exporting Carrier

Terms and Conditions of Delivery and Payment (incoterms)

Other Transportation Information

Currency of Sale

Marks and Numbers Total Number of Packages

Total Gross Weight (kg) Cubic Meters

Complete And Accurate Commodity Description
And Country of Manufacture

Quantity/

Unit of Measure Amount

Unit Price

These commodities, technology, or software were exported from
the United States in accordance with the Export Administration

Regulations. Diversion contrary to United States law is prohibited.

| declare all the information contained in this invoice to be true
and correct.

Signature and Status of Date Place

Authorized Person

Packing Costs

Freight Costs

Other Transportation Costs

Handling

Insurance Costs

Assists

Additional Fees

Duties and Taxes

Page of

Total Invoice Value
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First Class Mall

First Class rates apply to mail weighing 13 ounces or less

Mail over 13 ounces, up to the maximum of 70 Ibs at priority rates
Maximum weight is 70 Ibs

Maximum size is 108 inches length and girth combined

First Class Mail (Postcard Raté¢

Minimum size is 3 %2 x 5 inches

Maximum size is 4 ¥4 X 6 inches

Must be rectanguland uniform thickness

Postcards over maximum size are sent at the first class letter rate
Postcards under minimum size or not rectangular are subject to a surcharge

First Class Mail (Letter Rate)

Minimum size is 3 ¥z inches high by 5 inches long

Maximumsize is 6 1/8 inches high by 11 % inches long

Maximum thickness is %4 inch

Letters weighing one ounce or less that exceeds any of the size limits is
subject to a surcharge
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This I s minimum acceptabl e | shgdedboxesfae for 4. 2
permit info and addressing. Size for addr
size is approximately 1.250 square. Addr e

graphics or bleeds.

Name
Address
City State Zip
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Media Mall

Media Rate is the new name for Book Rate

U No minimum weight

U 70 lbs maximum weight

U Used for books, printed music, sound recordings, video recordings, playscripts,
manuscripts and computsradable media (tapes, discs)

U Takes longethan first class

U Costs less than first class

It is now allowed to enclose a First Class greeting or correspondence with media idem.

The example below is three years old. The postage rates have changed but the concept is the
same

Example: In mid-Octoberone department planned to send 69 packages all over the U.S. The
First Class rate would have been #3.95 to $5.75, depending on the destination. Since First Cl
packages are charged by zip code and weight, most of them would have cost $5.75. Each
packagéhad a greeting or a messagside,making the department think they could not go
Media Rate. Luckily, | learned recently that certain greetings included with a product,
publication or a parcel would be allowed. The packages went for $1.84 each, saGirip$14

Parcel Post (Domestic)

Used for package services only
No minimum weight

70lb maximum weight

Costs less than first class
Takes longer than first class

(i i e i i

Library Mall

Library mail can only be sent to a Library from a Library. This includes Institation Li br a
to Institutional Li braryodos.

Library costs are less than media mail.
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Presort Mall

Al | of the Collegebs outgoing #10 domest i
coding College mail before it goes to the post officpatienents realize both a postage savings
and a faster delivery time. Nationwide testing has proven time savings of up to 3 days if mail |
presorted and bar coded before USPS processing. The coded mail is expedited, because it ¢
bypass so much of the @rhal processing at the post office.

Remember to send your #10 envelopes to us with flaps down; our new meter will not seal the
with the flaps up. We can only seal {lgading envelopes, not the sitt@ding type.

Remember to separate Domestic andrimitional mail.

Remember to identify your department by budget code when sending your mail to the
Mailroom.

ORDERING YOUR MAIL PIECE FROM PUBLICATIONS:

TEMPLATE

When ordering your mail piece from Publications, be sure to understand the cost for psiling
piece. When it is sized outside of the dimensional standards, the mailing costs can increase
significantly.

LIST CLEANSING:

Effective November 23, 2008, the United States Postal Service (USPS) requires customers tc
cleanse their address lists everyddfys. This cleansing of data is required on all classes of

mail: first class, no#profit and standard (bulk) mailf you use lists to send out large mailings,
this service will identify addresses on your list that do not match the address located in th
National ChangefcAddress (NCOA) system. Pleasiy in compliance with the USPS
regulations.

Mail houses can run up to 10,000 addresses through the National Change of Address (NCOA
service for about $200.00. The program reads and corrects any addnegss that have

occurred on your list according to the Post Office database. To make this more affordable,
Oregon Data will perform this service for you by merging your smaller lists with other
department lists, processing them, and then sending thensbparately at no extra cost. This
allows a number of departments to share the cost of the list cleaning.

(DO NOT COMBINE LISTS)
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Standard Mall

(Standard Mail is the new name for Bulk)

Standard mail offers a lowerper-piece rateon postage. Lewis Clark is a nonprofit organization and
non-profits save even more. When it is possible we encourage our departments to use Standdall.

PREPARATION OF BULK/STANDARD PERMIT MAILINGS

1. Bulk mailings must pertain only to Lewis & Clark sponsored initiatives.

2. A 200 piece minimum is required.

3. All pieces must be IDENTICAL in content, size and weight. No personal messages can

be added.

The department name and return address must be on the envelope or brochure.

The weight per piece cannot be overll8 ounces

A nonprofit permit imprint must be in the upper right hand corner and must be legible. It

can be preprinted or you can use the rubber stamp available in the Mail Room.

7. Envelopes must be in zip code order, all 5 digits, lowest number in front to highest
back.

8. Bulk mail is for domestic use only. Foreign mail cannot be included; Mexico and Canad:
are considered foreign.

9. An GL account number and piece count must accomg@yailing tothe Mail Room.

10.The Mail Room equipment will seal Size #10 lettarelopes if the flaps are down.
Larger envelopes must be ggealed.

11 Folded brochuresanbe mailed with the bulk permit. The same rules as above apply. If
copy paper is used, it must be at least 3 sheets thick to be machinable. The
nonmachinable surchge for Regular Standard mail LETTERS is an additional 4 cents
per piece. The nonmachinable surcharge for Nonprofit Standard mail LETTERS is 2
cents.

12 Plan ahead. Bulk mailings take several days longer to get into the system.

13.Let the Mail Room know aboulhé mailing ahead of time, so sufficient funds will be
availablein our USPS accoun€Call extension 78609.

14 Mailings over 5,000 pieces may be senvtiocampugnailing services for processing.

Be sure to contact the Mail Room if you plan to do this, asidgneRoom controls the
funds for all bulk mailings.

o0 A

New zip codes and major zip code changes for the past year.

New Address Standards for Flat size M&iffective March 29, 2009

If you have any questions, please call the Mail Room at extension 7867.


http://www.lclark.edu/livewhale/content/downloads/1911_zipsplit.pdf
http://www.lclark.edu/livewhale/content/downloads/1916_AddressStandardsforCommercialFlats.pdf
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Endorsements

MAKE SURE YOU UNDERSTAND ALL OF TBHARGES ATTACHED TO THE
ENDORSEMENTS.

ADDRESS SERVICE REQUESTEMDstructs the USPS to forward a piece of First Class malil
to the new addresand the sender receives a copy and a 50 cent charge. If printed on a Stand.
(Bulk) mail piece over 1 ounce, yaould actually receive charges for the new address with a
weighted fee. This can get expensive, Sso0

WhenRETURN SERVICE REQUESTEI printed on a First Class mail piece and that piece
Is undeliverable tiwill be returned to the College at no charge. On Standard (Buaii) you
may be charged up td2times the cost of a First Class letter rate postage for the return.

The example below is four years old. The postage haescharged but the concepttlse

same.
In January 2005, a 6,895 piece postcard mailing was sent out Standard (Bulk) for
$865.17. Because the list was old and the department wanted to update the list, they
printed RETURN SERVICE REQUESTED on the piece. 1839 pieces came back at 37
certs each. The cost to update the list was $680.43. Notice they charged the First Class
letter rate for the return, not postcard rate. If the department would have run the list
through the NCOA, it would have cost a maximum of $200. If you have any questions
call the Mail Room, and we will be glad to research the costs for your mailing: outgoing
and return.

Effective November 23, 2008, the United States Postal Service (USPS) requires customers tc
cleanse their address lists every 95 days. This cleansirajaisdrequired on all classes of

mail: first class, noprofit and standard (bulk) mail. If you use lists to send out large mailings,
this service will identify addresses on your list that do not match the address located in the
National Change of AddregBlCOA) system. Please stay in compliance with the USPS
regulations.

Advancement Services prepares and sends the list for Raiser's Edge out to be scrgefiBd ever
days. This list is cleaned througte NCOA databasédvancement Services then imports any
charges back into our databasieyou are using a mail house to process your mailing for you
and you are pulling your data froRaiser's Edge,qur list has already been cleaned and is in
compliance with the NCOA requirement. Yshkiouldinform your mailhouseeach time you do

a mailingthat we are in compliance with the NCOA requirements o you ar enot
needlessly

Remember, this is just for Raiser's Edge data, there would need to be a sipanateg
process if the data is pulletbin Colleagie.
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Priority Mall

Mail over 13.5 ounces becomes Priority Mail and the cost is determined by size, z
code and weight. For pieces over 1 pound we recommend using the flat rate
envelopes when possible.

Example: A package over 1 pound sent to New YadsgPriority for $7.10 versus a
Flat Rate Priority envelope at $4:9%@ savings of $2.15 per package.

Example: A 3 pound 15.5 ounce package sent Priority to New York costs $ 14.70
versus a Flat Rate Priority mail envelope at $ 4.95 a savings of $9.pagkaige

The Law School Admissiorsaved $3,550 each year for the last several years by
using Flat Rate Priority oerfivegdars.pes.

« Maximum weight is 70 Ibs

« Maximum size is 108 inches and girth combined
« Can be certifid

« 2-3 day delivery, NOT GUARANTEED

« Domestic mail only

« Not trackable

PRIORITY
MAIL

UNITED STATES POSTAL SERVICE®

Label 107R, February 2006 www.usps.com
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Delivery Confirmation

If you want to send something with delivery confirmation, you car
use a form like the one pictured below. These are available in t
mail room for .70centpl us t he cost of po
to pay for the form, you can turn to the next page and print ol
your own delivery confirmation form at no cost, except postage.

e Gives information about date and time item was delivere
upon inquiry

e Not trackale

e Available for Priority mail and package services

U.S. Postal Service' Delivery Confirmation’ Receipt

. Postage and Delivery Confirmation fees must be paid before mailing.
= Article Sent To: (to be completed by maler)

(Ploase Print Clearly)

POSTAL CUSTOMER:

Keep this receipt. For Inquiries:
iy Access internet web site at

www.usps.com ®

or call 1-800-222-1811

CHECK ONE (POSTAL USE ONLY)
[IPriority Mail™Service
DFlrst-CIass Mallopamel

[ IPackage Services parcel
PS Form 152, May 2002 (See Reverse)

DELIVERY CONFIRMATION NUMBER:

0303 1910 000X 2240 29kS
0303 1910 000X 2240 2

ARINRIH

United States Postal Service®
DELIVERY CONFIRMATION™
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Cut on dotted line.

Instructions

. Each Click-N-Ship® label is unique. Labels are
to be used as printed and used only once. DO
NOT PHOTO COPY OR ALTER LABEL.

. Place your label so it does not wrap around the
edge of the package.

. Adhere your label to the package. A self-adhesive
label is recommended. If tape or glue is used,
DO NOT TAPE OVER BARCODE. Be sure all
edges are secure.

. Affix Priority Mail postage to your label or take
to a Post Office™.

. Stamped packages weighing 16 ounces or more
may not be placed in USPS collection boxes.

. Mail your package on the "Ship Date"” you
selected when creating this label.

. Forinformation on insurance claims, click on
"My Account” at the top of any Click-N-Ship web
page and then the "How to File a Claim" link.

F., UNITED STATES

Online Label Record (Label 1 of 0)

Signature Confirmation™ / Insurance Number:

0103 8555 7491 2345 6789

Not Paid Online

Print Date. 10/11/2004 Priority Mail service
Ship Date 10/07/2004 Insurance Fee
Weight: 11b 0oz Signature Confirm

Contents Value:  $50.00 (Electronic Rate)

Total \ $

‘3% CITY PR 12345-1234

From: YOUR NAME
YOUR COMPANY
URBCODE 12345
YOUR SUITE
123 YOUR ST

* Regular Priority Mail rates apply. Signature Confirmation service
electronic fee required. Delivery intormation is not available by phone for
the electronic rate. A copy of the recipient's signature will be faxed or

mailed upon request by visiting the web site listed below or calling 1-800-222-1811

POSTAL SERVICE- 1hank you for shipping with the United States Postal Service!
Check the status of your shipment on the Track & Confirm page at www.usps.com
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Certifled Mall

Provides proof of mailing

Provides proof of delivery

Not available for foreign mail

Return receipt available

Available for first class and priority mail
Not trackable

U.S. Postal Servicem

i
L}

n"-J. : ——J il all  (Domestic Mail Only; No Insurance Coverage Provided)
b %m: ] e For delivery information visit our website at www.usps.comg

gz vt e
il @ 5 ———————— S 'l '
THeS =SS LL OFFICIAL USE
o] =—= © =

= — il
Ty pos ¢

= o e s i rtified
g uigl ——— 00 iy it
O — O O Retum Receipt Fee o 37
o] g‘é i iisdic] oo mmm) Here

og ETNEATEEERNIY

=0 — =) Restricted Delivery Fee
? 5% ——— m o (Endorsement Required)
m g7 E— ) 3]
O B ———— O O TotalPostage & Fees | $

= —
N ud"- TRTIITRTTG BRI Ln LN
o BB W | = To
= = Q= B ESEEE S Lo o et Sl e b ot b S L b )
™~ N~ - |Sireei, Apt. No.
or PO Box No.
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Return Receipt

e Extra cost
e Used with Certified and Express Mall
e Shows to whom the mail was delivered, date delivered, and signature of

addressee
B Complete items 1, 2, and 3. Also complete A. Signature
item 4 if Restricted Delivery is desired. X O Agent
M Print your name and address on the reverse [ Addressee
so that we can return the card to you. B. Received by ( Printed Name) C. Date of Delivery
W Attach this card to the back of the mailpiece,
or on the front if space permits.
D. Is delivery address different from item 1? [J Yes
1. Adiicie Asvemned i If YES, enter delivery address below: 1 No

3. Service Type
[ Certified Mail [ Express Mail
[ Registered [ Return Receipt for Merchandise
O Insured Mail 1 C.O.D.

4. Restricted Delivery? (Extra Fee) O Yes
2. Article Number
(Transfer from service label)
PS Form 3811, February 2004 Domestic Return Receipt 102595-02-M-1540
UNITED STATES POSTAL SERVICE First-Class Mail

Postage & Fees Paid
USPS
Permit No. G-10

® Sender: Please print your name, address, and ZIP+4 in this box ®




Express Mall

Fastest service available but also the most expensive

Guaranteed delivery 365 yla year, including weekends and holidays
Automatically insured for $100 at no extra charge

Merchandise insurance liability up to $5,000

Money backguaranteéf not delivered on time

Trackable. Go to USPS.com, click on package tracking

Next day or seconday deliver (does not apply to some Post Offices)
Maximum weight 70 lbs

Maximum size 108 inches length and girth combined
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