Move Update Surcharge - The Importance of NCOA

National Change of Address is an address correction service provided by the USPS to mailers.
Submitted mailing lists are matched against the National Change of Address database — if a match is
found, the address is updated to match the new forwarding address.

In the spirit of economizing by reducing the number of returns and forwarded pieces, the USPS is
requiring all mailings to use one of these processes:

e Be checked against the National Change of Address Postal database at least once year
e Add OR CURRENT RESIDENT in the address line
e Or preprint an ancillary endorsement such as the Change Service Request below return address

If the mail does not meet one of these requirements, their will be an additional 7 cent surcharge per
piece. If you're asking yourself, “How will they know if my list has been run through NCOA” — as the
mail is processed it will be compared to the NCOA list and if 30% of your list is not qualifying, the
surcharge will be applied.

An additional benefit to the NCOA process is the changes can be returned to update your working
database.

Changes for Letter-size Booklets

The USPS has adopted new standards for machinable and automation letter-size booklets

that will go into effect on September 9, 2009. A booklet consists of bound sheets or pages either
perfect bound or saddlestitched. The standards are being revised to minimize mail piece damage and
maximize the efficient processing of these booklets. Those booklets that do not comply with the new
standards will not be eligible for machinable or automation letter prices.

Maximum size -- 6x10.5" Maximum thickness -- .25

Minimum thickness --.009  Maximum weight — 3 ounces

These letter-size booklets will now require three 1.5" tabs as closures; two on the leading edge and
one on the trailing edge. For oblong booklets two tabs placed on the top and one tab on the railing
edge is required. The tabs used must not have a perforation.
Helpful notes:

e Thickness is measured at the spine of the mailpiece.

e To improve machinability the post office recommends reducing the length of a 3 ounce piece
to 9 inches.

e The bottom edge of the booklet must be the bound edge or fold unless the mailpiece is an
oblong (album style) booklet. Oblong booklet must have the spine on the right when looking
at the mailing panel.

e Lighter weight paper tends to be easily damaged in the processing equipment. The USPS
strongly recommends using at least 70# book weight stock on the cover of these booklets.

For additional postal information visit: ribbs.usps.gov
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