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GENERAL FACTS

Welcome to the Lajes Field Post Office Newsletter! This is a monthly newsletter that will provide general
information regarding the post office and the services it provides.

Who can use Post Office services?

- Members of the US Armed Forces (on active duty) and their command sponsored family members.
- US citizen employees of DoD and their family members

- Retired personnel of the US Armed Forces and their family members

- Authorized US citizen contractors and other US Government agencies

Note: Receptacles cannot be used to conduct private business. If discovered it could lead to revoke of mailing privileges.
Tips for filling out Customs Forms (PS Form 2976-R).

Filling out a Customs Form is a requirement when sending out mail from the Post Office. The only exception is
first class mail (document only) and some return labels provided by companies such as Amazon (We cannot
accept UPS or FedEx return labels and the member will need to fill out a Customs Form and pay for the return).
Most of the form is straightforward on what is required but there are a few additional things to consider:
- Ensure you sign and date at the end of the form (box 23)
- Boxes 7-21, 24 & 25 are optional
- Weight can be retrieved via the scale in the post office
- When listing contents, ensure you are specific. For example:

e Incorrect: Clothes, appliances, electronics, gift, etc.

e Correct: Men's denim jacket, microwave oven, wireless headset, scented candle, etc.
Note: The description should be precise enough to allow customs agents to identify the goods listed. Avoid ambiguous or
obscure language. B st senvice s
- Use blue or black ink E.LSP?E(:ustoms\Declarat and Dispatch Note

Mailing Options —

- Customs Form Online - Allows you to fill
out a Customs Form online and print it out to
be processed at the post office. This requires
that you pay for it at the counter. T

- Click-N-Ship - Allows you to prepay for your
package online. After you print out the prepaid
shipping label you'll be able to bring it to the
post office where it is scanned and processed
immediately at the counter without the contents
having to be input manually.

Both of these options require a USPS.com Feem Ao s pRaeres e 7 Gustoms Decaration
account. We have a laptop in the hr.lance lobby Going on leave or TDY?

that can be used to complete and print out each
of these forms. However, it is quicker to Come by the Post Office to fill out a Temporary Mail hold form
accomplish from your office or home. Please (DD Form 2258). This will be put your box on hold and prevent
be mindful that you will need a scale to input ~ your inbound mail from being returned.

the weight of the package.
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What happened to APO mail?

APO-to-APO mail never went anywhere, however prior to
August of 2023 the commercial lane that was previously
used expired and the Post Office teamed with the local
Aerial Port Squadron to send mail out every two weeks via
military aircraft.

What now?

Thanks to help from our Postal Headquarters we were
able to restore a commercial lane for APO-to-APO mail
which means mail no longer will be dispatched every two
weeks but now every time we dispatch commercial mail
as well!

We dispatch mail every Wednesday and Friday in the
afternoons so please ensure you you are planning
accordingly when sending out your mail.

Additionally, in order to utilize the free benefit of APO-
to-APO mail you will need to use Customs Form online
via USPS.com. We've attached a "how-to" guide for this
method to ensure you don't have to unnecessarily pay for
shipping on this benefit of being overseas as a military
member.

Note: Retirees can utilize APO-to-APO shipping services.

Are there limitations for APO mail?

Yes, APO-to-APO mail follows the same limitation as regular

Mail Weight & Size Limits

i MAIL CLASS TRAVELS BY WEIGHT & SIZE LIMITS mail going to the states (see example). Please ensure your

FIRST CLASS MAIL/PACKAGE SERVICE PRIORITY AIR TRANSPORTATION 13 0UNCES / 15 INCHES

packages don't contain any prohibited items otherwise it may get
held up in customs in one of the various ports over the globe that

s o it may go through.* You can go to pe.usps.com to see the
“ikiisiihing limitations for all APOs around the world. For example, you

Measuring Your Parcel cannot send coffee to any APO in Germany.

Length is always the longest dimension and is measured in inches.
Height is the side that is perpendicular (90°) to the length and is measured in inches.

Width s the remaining side that is also perpendicular to the length and is measured in inches
Gmn is me dls!ance amund the thickest part of the non-length sides and is measured in inches.

~zxuom s zxutey
yuin

ackages, Girth would be Height multiplied by two plus Width multiplied by two.
Forcv!mdmca\ S e S cylinder.

<« Height—>
Shchng

B L —
Scan the QR Code for more information on how the 12lrcnes

size and weight of a parcel is determined 24+ Widthx2
in + 8in = 20in

* A more extensive list is located in the May 2024 Newsletter.
You can also find all old Newsletters on the lajesfss.com site!

REFERENCE: USPS Domestic Mail Manual OPR: USAFE-AFAFRICA AIRPS/PO Poster 2, “Expires 31 Jan 25”

‘ &
£
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A
DID YOU KNOW?

- Our Parcel Locker Program is a program to help Shift Workers who aren't
always able to come to the Post Office during our operating hours. Details on the
program are briefed at right start but you can always email the 765 ABS/Post
Office organization box to get signed up! Please ensure you updated the Post
Office when you're no longer a shift workers so that the opportunity can be
afforded to other members as well.

- Only put your mailing address for here as your "From" address otherwise it can
get processed incorrectly due to not having the right postage based on the origin
zip code. We've seen many packages come back with this issue and it can
especially be a problem should the member moves to another base prior to the
returned packages' arrival.

- If you have a spouse and you have different last names that's no problem! As
long as you give us the information we keep an updated file of all members
associated with your box so that everyone can pick up with no issue!

- When outprocessing, please ensure your box closure date reflects the date you
want to be signed off on vMPF. We do box closure and opening checks once a
week and it isn't an automatic sign off whenever you outprocess at our window.
We ensure we close your boxes properly and in a timely manner to mitigate loss of
mail.

765 ABS/FSX

OPC 76 BOX 01

APO AE 09720

Phone: 535-1207/1203
E-mail: 765 ABS/Post Office
65cs.postoffice@us.af.mil

References

Military Postal Service Procedures Manual (MPM) 2 Jan 24
USAFE-AIRPS/PO Postal Guide 12 January 2024

Postal Training Guide 1 - General Postal Knowledge

Postal Training Guide 6 - Receptacles, Directory, Claims and Inquiries
USPS.com

5 Al
‘* :\_I.ﬁf

i
S i
J

Business Hours:

Mon: Closed for Mail Processing
Tues: 1000-1700
Wed: Closed for Mail Processing
Thurs: 1000-1700
Fri: 1000-1300

Family Days (Parcel Pick-up Only):
1000-1300

Federal Holidays - Closed

Dispatch Days:
Wed & Fri between 1300-1600

If you’d like to see an specific Post Office topic

on our next newsletter, please send an email

to our org box with your suggestion.




	https://faq.usps.com/s/article/How-Do-I-Address-Military-Mail
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GENERAL FACTS

Welcome to the Lajes Field Post Office Newsletter! This is a monthly newsletter that will provide general
information regarding the post office and the services it provides.

Who can use Post Office services?

- Members of the US Armed Forces (on active duty) and their command sponsored family members.
- US citizen employees of DoD and their family members

- Retired personnel of the US Armed Forces and their family members

- Authorized US citizen contractors and other US Government agencies

Note: Receptacles cannot be used to conduct private business. If discovered it could lead to revoke of mailing privileges.
Tips for filling out Customs Forms (PS Form 2976-R).

Filling out a Customs Form is a requirement when sending out mail from the Post Office. The only exception is
first class mail (document only) and some return labels provided by companies such as Amazon (We cannot
accept UPS or FedEx return labels and the member will need to fill out a Customs Form and pay for the return).
Most of the form is straightforward on what is required but there are a few additional things to consider:
- Ensure you sign and date at the end of the form (box 23)
- Boxes 7-21, 24 & 25 are optional
- Weight can be retrieved via the scale in the post office
- When listing contents, ensure you are specific. For example:

e Incorrect: Clothes, appliances, electronics, gift, etc.

e Correct: Men's denim jacket, microwave oven, wireless headset, scented candle, etc.
Note: The description should be precise enough to allow customs agents to identify the goods listed. Avoid ambiguous or
obscure language. B st senvice s
- Use blue or black ink USPS Customs\DecIarat and Dispatch Note

Print in En

Mailing Options —

- Customs Form Online - Allows you to fill
out a Customs Form online and print it out to
be processed at the post office. This requires
that you pay for it at the counter. T

- Click-N-Ship - Allows you to prepay for your
package online. After you print out the prepaid
shipping label you'll be able to bring it to the
post office where it is scanned and processed
immediately at the counter without the contents
having to be input manually.

Both of these options require a USPS.com PS Form 2076-R. Acri 2016 PSN 7800-17-00 — 1 - Customs Declaration

account. We have a laptop in the finance lobby Going on leave or TDY?
that can be used to complete and print out each g :

of these forms. However, it is quicker to Come by the Post Office to fill out a Temporary Mail hold form
accomplish from your office or home. Please (DD Form 2258). This will be put your box on hold and prevent
be mindful that you will need a scale to input ~ your inbound mail from being returned.

the weight of the package.
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MAILING RESTRICTIONS

. U.S.P.S. MAIL RESTRICTIONS
What can't I mail?
The general principle of what can and can't be mailed comes down to

anything "which may kill or injure another, or injure the mails
or other property..." is non-mailable.

Ammunition Explosives Alcohol Tobacco Firearms

Postal Clerks will determine the mailability of all hazardous materials,

perishable matter or otherwise restricted matter. There are also posters in the 0 @ @
finance lobby that shows what is able to be shipped. Mool
and Sanitizer  Lithium Batteries edicines

A common list of non-mailable matter is as follows: fipsotine | Marijvahi 0

For a complete list of items
- Aerosols and more information on

restrictions, go to usps.com
- Alcoholic beverages
- Ammunition, explosives, replica or inert explosive devices, and military training combat devices
- Controlled substances, drugs, and drug paraphernalia
- Electronic nicotine delivery systems (ENDS) and related products (i.e. vapes, nicotine liquids, etc. )
- Hand sanitizer
- Lithium Batteries *
- Replica or real weapons
- Tobacco lighters
Additionally, inbound mail to this location follows similar restrictions and can be found by going to USPS Postal
Explorer at pe.usps.com, clicking the PE Tools dropdown, navigating to APO/FPO/DPO Restrictions and typing in
09720.

Using this method you can find a list of mailing restrictions for all military bases in the world!

Nail polish Paint Perfume

In addition to the list above, other items that cannot mailed to this location are fruits, vegetables, live plants and even
live animals (some people mail bees!). « &

Mail Weight & Size Limits

MAIL CLASS TRAVELS BY WEIGHT & SIZE LIMITS

Can I send lithium batteries?-

.1 - Yes and no. Ttems that contain lithium batteries can be
sent but they will be routed through APO chains via our T —— e Sy S —

Aerial Port Squadron. This means the item will take longer f——F————
to reach its final destination since APO mail is sent out s PRI AR TR0 ATN e

PRIORITY MAIL

bi-weekly instead of the normal dispatch days. ———

MILITARY POSTAL SERVICE SPACE-AVAILABLE AIR 70 POUNDS / 130 INCHES

Measuring Your Parcel

Length is always the longest dimension and is measured in inches.

Shipping Size Restrictions

Packages that eXCeed 70 pounds or the dlmensions 1isted tO Width is the remaining side that is also perpendicular to the length and is measured in inches.

Girth is the distance around the thickest part of the non-length sides and is measured in inches

the rlght Cannot be processed through the post Ofﬁce‘ For rectangular packages, Girth would be Height multiplied by two plus Width multiplied by two.

There is a scale located in our finance lobby as well as a T e _,
myriad of priority boxes you can choose from to suit your §; o e el s
needs. Unfortunately, we do not carry brown boxes. ma
However, the boxes you take here don't have to be paid for

until you're ready to send out.

OPR: USAFE-AFAFRICA AIRPS/PO Poster 2, “Expires 31 Jan 25™
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- Until you receive an email from AMPS, your package is not ready for pick up. A
common mistake is looking up your tracking status and seeing it as "Arrived at USPS
Destination Facility, APO, AE 09720" and thinking it's at the Post Office. This just
means your mail is at the terminal ready to be picked up on our next mail retrieval day
(Mondays & Wednesdays).

- Using a Flat Rate Mailbox ensures that no matter how much a package weighs, it
will only cost the flat rate amount. Remember, the price is determined by the
destination and the weight. Heavier objects traveling farther from this location will
cost more and vice versa.

Country/Region

United States

- The Post Office has brown packing paper material that you can use to pad your box

for the more fragile items that you're trying to ship. e
James Brown

- You can take as many customs forms as you need from the Post Office and fill them
out prior to coming back to send your items out!

Organization

Street address

- If you're ordering items online and there isn't an option for AE (Armed Forces in Psc 76 Box 1000000

Europe) for the "state" abbreviation box, you can put New York as a designation and | v

the website will recognize this location. Additional information can be found by APO

copying and pasting the following link into your browser: https://faq.usps.com/s/ state Zlacode
article/How-Do-I-Address-Military-Mail NY 09720

Business Hours:

765 ABS/FSX

Mon: Closed for Mail Processing
Tues: 1000-1700
Unit 7700 Wed: Closed for Mail Processing

APO AE 09720 Thurs: 1000-1700
Fri: 1000-1300
Phone: 535-1207/1203 o
E-mail: 765 ABS/Post Office Family Days (Parcel Pick-up Only):
65cs.postoffice@us.af.mil 1000-1300

Federal Holidays - Closed

References

DoD 4525.6M — Postal Manual Dispatch Days:
USAFE-AIRPS/PO Postal Guide 12 January 2024 Wed & Fri between 1300-1600
Postal Training Guide 1 - General Postal Knowledge

USPS.com

If you’d like to see an specific Post Office topic
on our next newsletter, please send an email

to our org box with your suggestion.






		https://faq.usps.com/s/article/How-Do-I-Address-Military-Mail








Click-N-Ship 101

>> Customs Forms and
USAFE Online Shipping Labels

AIRPS How to Scan
POSTER 3 QR Codes Open the camera app Hold plhos
QR Codes

—f
-
J-e,

Tvpes of Military and
Customs Forms Diplomatic Mail

APOJYFPOY DPO
R r ictions

x LT Lvopsi s g B sax L HBLos

= PS Form Z976-A PS Form 2976-B
S e LT electronic form electronic form

REFERENCE: USPS Domestic Mail Manual and internatonal MMail Mansal OFR:- USAFE AFAFRICA AIRPS/PO Poster 3, "Expires 31 Jam 25






Click-N-Ship 101

* USPS Click-N-Ship Training Videos

* https://www.youtube.com/watch?v=hI3kRMdaRoY

e AMPS Automated Miiitary Postal System

Transportation Knowledge Mgmt
Change User Role | Log Out | Print

B Retail

H Equip/Supplies

ations USE CHROME BROWSER
B o s TO ACCESS
B USPS CLICK-N-SHIP

H Nesting

= Claims

= Trend Report

= Click-N-Ship Except. List
= Appoint e-285 Personnel |
B Directory

B Accountable Mail

B AMPS Mobile

' Add to Favorites
Click-N-Ship Exception List

Filter: MACOM [ USAFE v| ZP| v] lasiName| | DaieReported 09112022 |-[111022022 | refresh
AddNew |  Bulk Upload |




https://www.youtube.com/watch?v=hl3kRMdaRoY



Click-N-Ship Exception List

E AREEG Sha e S b v el SOME OVErseas patrons’ will experience their CNS transactions

e U Mok Log Ot Prn : ) getting blocked by fraud prevention software when trying to make
Hene Operat S payment. Military Post Office (MPO) clerks can assist patrons in
B WA Portolo resolving this issue. MPO clerks can add patrons to the CNS
4 Posta Repotts Exceptions List in the Automated Military Postal System (AMPS).
mﬂ-
“:“:: The MPO will need the patron’s CNS e-mail address and account
= o number that is in the top right corner of their “shipping history”
= ClickN.Ship Except List page on the CNS website. The MPO clerk can add the patron's
e info in AMPS — Location — Operations — CNS Except. List: It
B Accountable Mail takes 24 hours for the USPS to clear the CNS account.
B AMPS Mabile

Add to Favorites
Click-N-Ship Exception List
Filter: MACOM | USAFE v] zP| v| LastName Date Reported 09/11/2022  |-| 111102022 | refresh

Add New |  Bulk Upload |

Add 1o Favontes

Create Click-N-Ship Exception Record

submit | Return |
Reporting Location: | — Select ZIP — ~
Mame [Last, First Adl): | Last Name | |First Mame ||l‘-.-1|
User Name: | User Mame |

| Account Number | Customers may locate their accournt number within the
USPS. com Click-MN-5hip apoiication under the Shipping History tab.

Account Number:






To start go to
https://www.usps.

com and click the
Mail & Ship tab at
the USPS entry
splash.

Click-N-Ship 101

EUSPS.COM

Ship Holiday Packages
from Home

Search or Track Packages

Search USPS.com or Enfer Tracking Nurmibers)

Key Holiday
Ship-By Dates

Don't miss critical
itematianal and military
heliday shipping
deadlines—they're fast
approaching.

See More Shipping Dates

& %

Click-N-Ship™ Stamps & Supplies  Informed Delivery™
Pay far and print Faorever® Stamps: Digitally preview your
L% shipping labels. £0.68 incaming mail.
Postcard Stamps:
$0.51

The Holiday Center

We're Delivering for America

5,121,002,207,

Anw

Stamps for Your Schedule a
Holiday Mail Package Pickup

The perfect holiday card Shig from home and let
desarves 3 fustive stame us handla the dalvery of
te match. Don't delay; yaur hollday chear this

order today! 1 g year.

Holiday Service Schedule

fection box times:
w and receiving your

Bead More



https://www.usps.com/

https://www.usps.com/



Click-N-Ship 101

Back English + ‘Customer Service USPS Mabile

EJUSPS.COM  Click-N-Ship®

Sign In To Your Account

Already have an account?

If yO U a | re a d y Enter Your Username and Password New to USPS.com?

~indicates a required field Create a USPS.com Account fo..

h ave a C&S + print shipping labels.
* Usemame
\ + request a Package Pickup

account, yOU + buy stamps and shop.
Wi | I CO nti n u e *Passuors : ;:;iie;tz(; ::::: online.
With the Sign in + file domestic claims.

+ set a preferred language.
process as

Forgot your usemame?
Forgot your password?

usual.

The United States Postal Service is serious about protecting your personal
information. For added security, please consider changing your password
periodically.

=2 USPSCOM

If this is your
first time to log
into the USPS
Clink & Ship site
you will need to
establish a C&S
account.





Click-N-Ship

\;/ Locations 1} Support ‘A" Informed Delivery Hi, Lionel

E USPS COM ! Send Receive Shop Business International Help Q

Choose Your Click-N-Ship® Experience

e

Enhanced Click-N-Ship® Click-N-Ship®

* Automatically save on shipping with lower ¢ Familiar interface and features.
Commercial Rates.

* New features for business shippers:
improved batch shipping and label import.

Important: This version of Click-N-Ship is going away
soon, and all customers will be upgraded to the new,
enhanced Click-N-Ship version. If you currently use this
version,, learn more about what's changing.






If you already
have a C&S
account, you
this page will
appear with
your return
address
information.

Click-N-Ship 101
5 USPSCOM' Sond Receive sop Business imernationa Hetp

C | ick-N -S hi p® Create a Label Preferences Shipping History Address Book Shipping Cart (0)

Click-N-Ship Changes Coming Soonl This version is going away soon, and you'll automatically be upgraded to the new, enhanced Click-N-Ship version. Find out what's

changing with shipping_history and more,
USPS has announced it will not have a peak or on pping rates this holiday season, offering increased
predictability in pricing for customers. The Postal Service continues to be the most affordable way to ship this holiday season
< >
[
Step 1: Return Address
RETURN ADDRESS EMAIL S HOME
@hotmail.com

PSC 2 BOX
APO, AE 09012
Edit &
More Actions
|: Send me tracking notifications
L Ship from another ZIP Code™

Print the address above as the return address, but I'm shipping from another ZIP Code™.

Step 2: Delivery Address

|| Bateh order
Ship up to 20 identical packages to multiple addresses.

Use Address Book >

Addresses will be standardized, @





Address Book

0
< Manage My Address Book

aJ

| All Contacts (21)

Click-N-Ship 101

Search results 1-5of 21

Al HRVW
Name (Last, First) Company Location
HE
GREAT FALLS MT 58404-6448
L) HE
FLOREMCE AL 35634-2937
HE
WICHITA FALLS TX 76306-1117
L) HL :
2668
0 HE' SITE#1 FT 5M HOUSTOM TH 78234

Results Per Page:
Use This Address

°zaaa>

Once your account is
created your return
address is already
populated in the
system. All you need
to do is enter the
name and address of
where your item is

going.

You will also be able
to add addresses
into an address book
that is saved on
website for future
use.





Click-N-Ship 101

Click you have saved

Step 2: Dellvery Addross ~ mailing addresses to
|_|Ha'.cl'-0rder the USPS Address
Ship up e 20 identical packages to multiple addresses.
Book

Use Address Bock > (—

Addresses will be standardized, @

If not enter the

destination mailing

__ o HID __IN address
I Option: You can add
*Sirest Address Apt/Suiteddthar Or enter the recipient

I b R email address and

they will receive an
email from USPS

Option: Select to
have the package be

|:| Save to my address book.

More Actions place on hold at the
DSL‘IIL‘ reciplent an emall notification. d esti n atio n n ea rby o r
[] Hold for Pick Up ata Post Office™. k SerViCing pOSt Office

Find a nearby post office location where the shipment will be held until the recipient can pick it up.





Click-N-Ship 101

Step 3: Shipping Date

“Shipging Date. Choose & date up o 3 days from today. E h . . D
F— < nter Shipping Date

Step 4: Package Details Select Flat Rate (USPS
~_Boxes) or Ship by Package

) Ship Flat Rate.

Use USPS® packaging to ship amwhere in the LS. up to 70 lbs, Weight (Your own bOX)

o] l_ihlﬂ by Package Weight. .
Enter a value of zero or h _:mer‘fm pounds and cunces. E nte r We I g ht a n d
0 Ibs 0 oz E

dimension of the box

Wat if | don't know my package weight? 0]

Package Value
Ertter a valus ug fo and including $5,000.00.

‘ — Enter Package Value

Identify whether your

o

shipment contains

ip in separate packages.

e you shipping dangerous goods or hazardous materials? e Siem Exaonieny

o dangerous goods. It will
< BErotS> 8

One

be noted on the shipping
label.

el o Select the service that

ity Mail Flat Bate™ product or a Priority Mail Express™ Flat Fate product requires USRS

= you’d like to use from the

Tip Fve animals, please go to your local Post Office™ 3

*Sardice
Prigrity Mail® < W

available options






Select a Service;

Package Type {

Expected Delivery

Click-N-Ship 101

Priority Maik®  Pricrity Mail Express®  Ground Advantage™  USPS Retail Grownd®

0 Priority Mail®
Flat Rate Envelope

Service standards to not available at this

O e
Small Flat Rate Box
53 x B-5/B" % 1-5/8

1) Priority Mail®
Medium Flat Rate Box
1 x 512

13-5/8" = 117

1) Pricrity Mail®
Fadded Flat Rate E

) Priority Mail®®
Large Flat Rate Box

5 %11 % 3

4712 147

O Priority Mail®
Legal Flat Rate Envelope

15° % 8-142

) Priority Mailf
Small Flat Rate Envelops

O Priority Mail®
Gift Card Flat Rate Envelope

10" % T

O Prigrity Mail@
Window Flat Rate Envelope

Service standards to this location are nol
time.

Service sta to this location are not available at this

Service standards to this location are not available at this
time.

Service standards to this location are not available at this
tirmnie.

Service standards to this location are not available at this
time.

Service standards to this location are not available at this
time,

Service standards to this location are not available at this
time.

Service ds to this location are not at this
time.

View as:

$10.20

£17.10

£10.40

H22.60

59.95

Select the package

type





Click-N-Ship 101

Insurance
Priority Mail™ covers up to $100 of package value. For packages with a value over $100. additional insurance can be
wrchased o cover the balance.
Sarvice Type Price
& Insurance for packages valued up to $100 Free

Slgnature Services

Service Type

& Mo Selection

© Signature Contrmation™ o Select - Free insurance

S up to $100.
(2 Signature Confirmation™ R ricted D g $10.30

Extra Services

Select — If Signature
Confirmation extra
service is needed (For a
T — Fee)

Sarvice Typa Prica

USPS Tracking® Free

USPS Tracking™ Froo
Insurance is covered up to 515 .

Free Tracking and
Priority Mail& s22.80

S Insurance up to $100

Total £22.80






Click-N-Ship

Step 7: Package Information

Prowide as much information ss possible and any relevant infarmation about the contents of your shipmesnt

Step 7- Enter the

appropriate content

= - (Document, Gifts,
v e = | Merchandise, etc....
C® | tsicata or @ |
. Step 8 — Enter
| | information about
.0 item(s) you are
shipping.
= - Must be specific
_ No vague entries
O e oo o ot 1 st 50, e i
> Senders Onty IMPORTANT - Clerks need to read the
«— | g content listed on the customs declaration
| | form and or online postage labels.
: | o2 - Descriptions:
| * Electronics
o) * Gifts
| * Household Goods
» Medicine
- * Merchandise
om0 « Sporting Goods/Camping Equipment
[ aganem | * Toys

» Sample





Click-N-Ship 101

Provide information about iternis) you are shipping. You must add at least 1 item and up to 30 items. [tems with different values must be entered on different lines.

“Detalied Dassription @ )
- | Gommersia 5:"‘ - Example of
e | ——— | contents, value,
s | I quantity, total
.. e v | weight and country
1 | of origin.

“Total Waight

5 lbs 0 oz ‘

Click add after each
entry. Total
fobe 0oz1 package weight

- must match the

previously entered
Step 9: Export Information Welght

International packages within certain categories accepted by the Postal Service” and/or delivery company must display an Internal Transaction
Mumber (ITH), an AES Downtown Citation if unable to procurs an ITH, or an AES Exemption.

Tortald Package Weight
[Dibs Doz]

[ ] stipment requires an Export Licenss. (6]

s i © Enter the EAS

NOEE1 20,74 Package v s 32500 4 Exemption code —

Package value is

C | less that $2,500 or
more than $2,500.

Please read about shipping restrictions and prohibitions.

Restrictions >

Prohibitions >





Click-N-Ship 101

SUSPSCOM” I = e e S

Click- N-Ship® Create a Label Preferences Shipping History Address Book Shipping Cart (1)
Shipping Address Package Detalla Sarvice Prica

1of1 Priority Mail®

Edit # :

Delete EAT FALLS, MT

ftems in Package: 1

Edit #

Click on Billing
Delete All X Order Total: $22.80 |nf0rmat|0n

Create Another Label

= USPSCOM

HELPFUL LINKS O ABOUT.USPS.COM COTHER USPS SITES LEGAL INFORMATION
Cantact Us Aot USPS Home Business Customer Gateway Privany Paliy
Bite el Nowssoam Fusital Inspectors Teems of s
Fle USPE Servics Updates: Ingpectar General Fos
Foodback Forms & Publications Postal Explorer No FEAR Act/EED Gantants
ovemenant Services Maticresl Pesstil Missoum Accossibility Statemant
Carsens Resources bar Developers
PostalP

Copyright £ 2063 USFS. All Rights Fieserved.
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Click-N-Ship 101

$2USPSCOM Now it’s time to pay

for shipping your
item(s).

Click-N-Ship &

Confirmation

Cust / Ship Info Billing Review

Billing Information
Please select your payment

Order Summary: 597478

Click-N-Shi
D *| hereby authorize the U.S. Postal Service to charge $22.80. | have read, understand, and agree to the
Terms and Conditions.

Order Total: $22.80

Credit & Debit Card

Paypal

P PayPal Checkout

Click to Pay ®

Total: $22.80

=






Click-N-Ship 101

Billing Information Order Summary: 597478748
Flease select your payment method.

Click-N-Ship®
I heraby authorize the U.S. Postal Service to charge $22.80. | have read, understand, and agree to the

Terms and Conditions.
—_——

Order Total: $22 80 Enter bi”ing
otat: s2280 information

Credit & Debit Card
E@® -

Credit or Debit Card Information

- If you can’t
“Required Field
~Gardhaider's Name as it appesrs an card e—-—-qm enter
| | [owarnane | cardholder’s
*“Card Number ‘-cvc @ ‘ ‘Ex;‘)rlreion ‘ i nfo r m at i O n )
review slide

El Save this card to my account # 3

[ make this my prefered card

Billing Address

The address on file with your card company must match yvour billing address.

] use USPS.com account address

“Address 1 Addrass 2

‘ PSC 2 BOX ‘ ‘

“City “State “ZIF Gode'™
AFPO ‘ AE - Armed Forces Africa W ‘ ‘ 090120067






Click-N-Ship 101

9405 5036 9930 0631 2299 54

F t“ 850-218-8443 CP 72-CUSTOMS DECLARATION
R Origin Post: Date of Mailing:
0 US POSTAL SERVICE 120112023 U8, POSTAGE PAID

PSC 2 BOX Importer's Reference:
M APO AE 09012 986743921462606

Importer's Contact: 4
UNITED STATES P MEDIUM FLAT RATE BOX_Mailed from 09012
. — Net Weight | Valae | HS Tariff | Origin |
Detailed description of contents . .
Qty (Ibslozs) (US$) Number Country Insured Value:  $0.00
Chocolate Christmas Candy 1 0 13 5.00 DE SDR Value: $0.00
Christmas Cookies 3 2 0 20.00 DE i
Marzipan Christmas Roll 2 1 0 15.00 DE Insured Fee: $0.00
Mazirpan Christmas Cake 2 1 0 10.00 DE
:g::j\l Chargesl $17.10
5 I certify the particulars given in this customs

Category of lizm Gifts TOTAL §50.00 declalgl.ion gre correcl_g This form does not contain any

" - - - - undeclared dangerous articles, or articles prohibited by
Exponers reference: Exporter's contact: ) Total Dimensions: legislation or by postal or customs regulations. | have

lionelriverag@hotmail.com L: 0w 0 H 0 met all applicable expon filing requirements under

AES/TN/Exemption
EEL_3037a

InvoicefLicense/Certificate No(s)

federal law and regulations.

0.0 Ibs

Ilﬁ3

Sender's Signature and Date

12/01/2023

Return to Sender Instructions in case of nondelivery:
Return to Sender

GURAEQ PR 00778-2056
UNITED STATES

o -

Overseas Military/Diplomatic Mail

PS Form 2976-A (March 2015)

Click-N-5hip

Do not duplicate this form without USPS approval.

This item may be opened officially.

EXAMPLE - Priority Mail Flat Rate Box
Click-N-Ship Label






Click-N-Ship 101

ﬂ, 850-218-8443

CP 72-CUSTOMS DECLARATION

AES/ITN/Exemption
EEL_3037a

Invoice/License/Certificate No(s)

federal law and regulations.

R Origin Post: Date of Mailing:
0 US POSTAL SERVICE 0612312023 U3, POSTAGE PAID ‘E
£
PSC 2 BOX Importer's Reference:
M | APo AE 09012 986754011000877
UMNITED STATES Importer's Contact: Mailed from 09012
Detailed description of contents . Net Weight | value | HS Tariff | Origin .
Qty. (Ibslozs) (USS) | Number Country Insured Value: $50,00
Pasta 3 2 0 30.00 IT SDR Value: $0.00
Vitamin 1 0 8 20.00 IT i
Insured Fee: $0.00
Postal Charges/ $11.35
Fees: )
Category of liems: TOTAL 2 8 $50.00 | certify the particulars given in this customs ]
declaration are correct. This form does not contain any
. - — —— undeclared dangerous articles, or articles prohibited by
Exporter's reference: Exporier's contact: . Total Dimensions: legislation or by postal or customs regulations. | have
lionelrivera@hotmail.com L: 0 W: 0 H: 0 met all applicable export filing requirements under

2.5 Ibs

Ilﬁg

Sender's Signature and Date

06/23/2023

Return to Sender Instructions in case of nondelivery:

Return to Sender

9405 5036 9930 0565 7730 59

O -

APOLLO BEACH FL 33572-1571
UNITED STATES

Overseas Military/Diplomatic Mail

PS Form 2976-A {(March 2015)

Click-N-Ship

Do not duplicate this form without USPS approval.

Thig item may be opened officially.

EXAMPLE - Priority Mail by Weight (own box)
Click-N-Ship Label
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USPS.COM - https://www.usps.com/

Completing Customs Form Online

ausescor R i e

Print Postage Labels from Anywhere
Use Cick-Saip for Stipping witi Tracking
“Seop el Pricety Lad® oy Promty Uiad Expopss® oem ot B o ol i COk -

Smg® Ol e Somes, priniabefs, ard secues! pariange Py ovine. ot a0
e ook, save: rekerces, of e Shp Agin” 0 e ime
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Cregd Shipmenty Crgier Ryl Rile Bowss P
Trusta b el Bl RosakTNowees st el ;
) et packages o ece Sepeg e NRFE Ay | o a

Watch Haw Click-N-Ship Warks

W LS55 o o Pt e where s i T i (g
W A g e L ESES com end Foli he thes i i
‘four packane ekl gy oy postage. aned prmd your shappeg el s Fat
ey b Py Pt S




https://www.usps.com/



@ engich © Locatons D suppant & intormed Delivery Register ! Sign in

E USPSC OM” Mail & Ship Track & Manage Postal Store Business International Help Q

Customs Forms

Filling Out Customs Forms Online

You usually need a customs form to ship overseas, even with APO, FPO, and DPO mail
The form you need depends on the USPS® mail service you're using and the total value of
what you're sending. Use Click-N-Ship® to print both international postage and custom
forms or use the USPS Cusioms Forms tool to just print forms

Print Postage & Forms

About Completing Customs Forms

Do all shipments need a customs form?

You do not need a customs form if you're sending First-Class Mail International® that weighs under

16 ounces
First-Class Mail International must contain only nonr iable documents or ds
Can | complete a customs form at the Post Office?
Find a Post Office
If you didn’t complete your customs form online or you're using postage stamps on a package that

requires a customs form, visit your local Post Office™ and present your package at the counter.






EUSPSCOM

Customs Form

*indicaes & required field

Sender Information

*Firet and Lagt Hzme andior Company Name

* First Name

Company

* Bueed Address

gt Suite ! Ohar

* City

* Stite

Select Ong

* Phone Number

Reference Number (if spplicable) |

Yo may erder up bo 10 charackers

Email

Ml * Last Name

* 2IP Code™

Enter package details

Track & Manege

E} Locatons

Postal Btore Business

Recipient Information

H you're shippin to an APOYFPOVDPO or a taritory of the Unived Staes, pleos sajact

“Uniteed Seabis” in e deafinafion drapdiin.
* Balect a Desfination

Select

*Firet and Laet Hama andior Company Hzma

Firs! Name Rt Last Hama

Campany

Bhilp to PO, Bax

* Address 1

Addrags 2

Address 1

* ity

Province * 7P Code™

Phang Numbar

Emai

* Weight * Tolal Package Valus

H

s o
This package has 3 dimension measuring over 12°,

Pleasa raad our privacy policy

Privacy Act Statemant: Your mfarmatice wil be used 16 salisfy reporing
requreménts for customs purposes. Colicdon is authorized by 38 US.C
401, 403, 404, and 407 13 U.3.C. 301.307, and 50 UL.5.C. 1702, Providing
e infarmation & voluntary, but i not provided, we may nol procass your
transaction. We da nat disciose vour inforriafion s thied oarfes witheut

0 Euppert & ntmed Daiery

Fagtcier | Signiin

Intermational Help Q

Enter Sender’s
mailing address

Enter “United States”
from the menu as
Destination (if
mailing to the U.S.

If mailing to an
international address,
enter the appropriate
country as the
destination

Enter Recipient’s
mailing address

Enter package weight
and dimension if the
package measures over
12”






= USPS.COM

Enter package
information

Enter detailed
description of each
items being mailed

Select applicable
export information.

Most personal
mailing will be “Gift”
value at less than
$2,500

CQuick Tools Mad & Ship

Customs Form

* indinobes. o recualred fakd

Esok to Cuctoms. Forme Home

Non-delivery options

Enter package information

Prowide 2s much informalion as possibls and
iy NI nmabon aha s contans of
your shipment

Enter item information

Flease provide miomeaiion aboi Aems] you ans shipping.
Setod "Add fee” b declane arolfer hem in your fackage.

Y Locwims 6 b Suppen

Track & Manage Postal Sione Business Ingesmati
“ Hendebvery Opicn Enter non-delivery
Return to Sender x optlons

Desdination
UNITED ETATES

* Cenbenis

B I our i ing containg @ dangenous gocd, induding
Ty et @ Fi ey, W st choces fhe
g Cioods opiion

Gifts x

‘Conbends Description

W et e mt it st et vt 39 st

* Detalied Desoripfion  §

Far commeredal sanders only.
Raefarenca Numbar (¥ appilcabia)

Lizense Humber

Carifioates Number

Invaioe Humber

Far simmsrsial candare onty.
HE Tarll Mumber

Couniry of Drign - §

Select b
" Htmm Vais
-}
ALD ITTH{5:
" Quarily
" Weight Tatal peckage weight: 4 b & e
Tatal veight: & b Gz
ibs [
Fiome You Heve Added
mTEM 3 DE ICFEPTION GUANTITY VALUE WEIDHT HE TARIFF 2 COUNTRY OF DRIGEN ACTIONI
1 Marzpan sworls 10 E2.50 Dlbs 7oz GERMANY Edif ! Deletn
Enrias 11

Enter export information

nbermiatonal packages Wihin cerain colegones,
acneptid by thi Postl SEnice of any dekveny
cOMPANY, ME! fiSplay an internal Transact on Number,
an AEE Downiime Tkl on i unabie bo procune an [TH.
iof an AES Evervplion. Please provide ihe tolowing:

|| Greck § yoar shpmart ngum an Expent
L o

Total Package Value: $25.00
Total Package Weight: 4 Ibs. 6 oz.

Choocs an AE § Exemption i

Choose the appropriats SES Exemplian from thi
dropacn.

* AEE Exsmpflon ;

NOEEI 30,37 [a): Package walue &5 jo... |~

or

For addonal exemplions call he U S Cengus
Bureair at 1-800-545-0595, oplion 23, Ihen anler
thi AEE Examption balow

Read more about USPS AES exemption at:
https://about.usps.com/publications/pub699/pub699 tech 016.htm




https://about.usps.com/publications/pub699/pub699_tech_016.htm



gusescor’ I -

Customs Form

* P § A P

Bl by Ciatiom Fiwmal Heros

Form 2876-A Summary

Pl ol pboretar you Pusom proeert #
i wod B el o ik e ok
Tt orciray Lo brd T e O g
Coraaries whch oo s “Porm Cumosi P

i b e g e e o e

S

Tiack & Manage

Spnad intoamaton

Jokm 1), Sl

PR T How B3
APLE AL RO LI T

W Delerpry Inborman

Perstil St

Rt nkarmasion
Cindy £ &mith
1244 Cailtns i
[hestin, FL 32541248

B asmey e FFem w S

Pachuge information

Vil B29.00
Wi 3 Bm 0o

Prwsler yptsied

® e W 6 1T
1 g e

Bems You Have Added s v e

IER# DESCRIFTION

i [ ]

Evii 11

GLANTITY

WALUE  WEKGHT

L= s Mid

Fhnl et Crsgmitin (4”0 7]

1 pgm por e
HETARFFE  COUNTRY OF CAKGM ACTEME
GRALARY [C]

Tolal Packaga Yalue: $25.00
Total Package Weight: 4lbs, 0.

————————————————————————————————





Printer Options

Standard (8.5" x 11")
2 pages per sheet
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Thermal Printer Compatible (4" x 6")
1 page per sheet
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