
STANDARD OPERATING PROCEDURES 

2/14/2007- SOP – PARCEL SERVICES 

PARCEL RETURN SERVICE 
 
 
 

1. Establish a Standing Order, PS Form 3801 for identifying Mailers/Agents who are 
authorized to pick-up the parcels. 

 
2. Establish an area where Parcel Return Service parcels will be deposited. 
 
3. The Installation Head or their designee should communicate with the 

Mailer/Agent concerning a schedule for when the parcels will be picked up.  
 
4. Retrieve PRS mail accepted at retail counter.  Periodically, and as necessary, 

retrieve PRS mail held out by Sales and Service Associates (SSA’s), or 
alternatively, accept PRS mail held out by SSA’s when transported to the 
dispatch area.  

 Cull mail for RDU or RBMC.  The service offering identified on a PRS 
mailpiece is either “PARCEL SELECT RETURN SERVICE” or “BPM 
RETURN SERVICE” (BPM signifies Bound Printed Matter).   

o PARCEL SELECT RETURN SERVICE:  addressed to either 
the RDU or RBMC. 

o BPM RETURN SERVICE:  can be addressed to only the 
RBMC.  

 Combine RBMC parcels with other parcels to be dispatched to the 
BMC.  

 Separate RDU mail by customer using Mailer Identification code in the 
lower right corner of the PRS label.  

 Stage RDU parcels by Mailer Identification code in a designated area. 
Footnote: Ensure all RDU parcels for your office are scanned as “Available for Pick-
up”. 

 
5. Parcels Picked Up By Letter Carriers: 
 

 Rretrieve from the incoming mail acceptance area all RDU mail that was 
culled by the Letter Carrier, Collector, Clerk, or Mail Handler.   

 Verify mail is for the RDU by indentifying the marks  “PARCEL SELECT 
RETURN SERVICE” or “BPM RETURN SERVICE” (BPM signifies 
Bound Printed Matter) on the mail piece.  

o PARCEL SELECT RETURN SERVICE:  addressed to either 
the RDU or RBMC. 

o BPM RETURN SERVICE:  can be addressed to only the 
RBMC.  

 Combine any RBMC parcels found with other parcels to be dispatched 
to the BMC. 

 Separate RDU mail by Mailer using the Mailer Identification code in the 
lower right corner of the PRS label. 

 Stage RDU parcels by Mailer Identification code in a designated area.   
 Footnote: Ensure all RDU parcels for your office are scanned as 

“Available for Pick-up 
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6. Prepare parcels for pickup. 
 

 Electronically scan RDU parcels as “Available for Pickup.” 
 Identify and set aside any oversized parcels for additional scanning (parcels 

exceeding 108 inches (but not more than 130 inches) length/girth). 
 Repeat C.1. above for each individual Mailer by Mailer Identification code. 

 
 
 

 


