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Premium Forwarding Service is
indispensable to individuals who
are on the move. Many of our
customers have expressed their
gratitude for such a customer
friendly service. The thank you
letters we’ve received are very
touching.
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Michael A. Clark
Supervisor, Customer
Service Support - Finance
Peoria, Illinois
[Editor’s Note: If it plays in Peoria, it will play anywhere.]
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Premium Forwarding Service (PFS) was introduced on an experimental basis
to the nation in 2005 as an alternative to other temporary forwarding options
and as a replacement to all informal “snowbird service” offerings.
PFS is very popular with customers and has been successful across the
United States. This guidebook is designed to explain to employees how PFS
works. By learning more about PFS, Postal Service™ employees can help
their customers and help grow revenue!
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1. SERVICE DEFINITION OF PFS
Premium Forwarding Service (PFS) is a personalized service
for reshipping mail from a primary residential address (or Post
Office™ box, with certain restrictions) to a temporary address
using Priority Mail® service. Some mailpieces, such as those
requiring a delivery scan or signature, Express Mail®, and pieces
required to be sent separately as “outsides,” are rerouted piece
by piece.
PFS replaces all informal forwarding arrangements commonly
referred to as “snowbird service” that were offered by some Post
Offices in the past.
REMEMBER: A benefit of PFS is that it provides
a nationwide, consistent service offering to all
customers at a uniform price!
PFS replaces all informal forwarding arrangements commonly referred to as “snowbird
service” that used to be offered by some Post
Offices.

PFS is a great money maker
and revenue generator! With a
high concentration of “snowbirds” here in Southern Florida,
we definitely see the benefit on
our bottom line and through
improved customer service.
Customers love it because they
get their mail sooner. It gives
them reliability; they know when
to expect it. The cost, when you
weigh the benefits, is reasonable.
Raul Mayor
Manager, Customer Service
Operations
Miami, Florida
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2. KEY FEATURES AND BENEFITS OF PFS
Benefits
 With PFS, customers do not miss important mail while
they are away.
 A customer’s permanent address does not change, and the
temporary address information is never provided to senders.
 All their mail reaches them, most of it via Priority Mail.
Mailing Standards of the United States Postal Service,
Domestic Mail Manual (DMM®) contains more information
on what mail should be reshipped immediately at no
additional charge and not held for the weekly Priority Mail
reshipments (for example, Express Mail and Registered
Mail™ items).
 Some items must be reshipped separately via surface mail
with postage due, including parcels with hazmat markings.
See Section 8, item 10 of this Guidebook for details.
 The Post Office’s weekly mailing goes out the same
day (Wednesday) every week on a regular schedule that
customers can depend on.

One Main Reshipment Per Week
 PFS reshipments are entered once a week on Wednesday
via Priority Mail service; some mail is reshipped separately,
but immediately upon arrival at the primary address. See
Section 8 of this Guidebook for details.
 Mail is reshipped on a predictable, weekly basis.

Fees
 The application fee (also sometimes referred to as the
“enrollment fee”) is $10.00, and the weekly reshipment
charge is $11.95. See Section 4 of this Guidebook for
more details.

The customers like the fact that
they get ALL classes of their mail.
Yes, you can quote me.
Peggy Eng Jung
Postmaster
Merrick, New York
Our customers are looking for
reliability. Premium Forwarding
provides this service. Zephyrhills
serves a “seasonal” customer
base, so PFS is an ideal product.
PFS takes the worry out of
forwarding. The customer knows
each week they will receive their
mail in one nice secure Priority
[Mail] envelope.
PFS is another example where
the Postal Service goes hand in
hand with reliability and dependability, making the United States
Postal Service the #1 trusted
Federal Agency.
Doug Fiedler
Postmaster
Zephyrhills, Florida

Customers seem to have a
sense of security with Premium
Forwarding Service. They know
that they will receive all of their
mail, usually in two days.
Tenita Moore
Sales/Services Distribution
Associate
Granite Falls, North Carolina

My customers love PFS because
they don’t miss what is on sale at
their favorite department stores.
Robin Looney
Manager, Customer Service
Castleton Branch
Indianapolis, Indiana
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Who Uses PFS?
 PFS is perfect for residential customers going away from
home from two weeks up to one full year!
 “Snowbirds,” executives on temporary assignments,
students, individuals with an extended family care situation
or who are away on an extended vacation—all are good
candidates for this service.
Post Offices can help customers enjoy the convenience of PFS
and generate additional revenue at the same time!
REMEMBER: PFS is an excellent alternative for
many residential customers who may otherwise
use “Hold” mail or temporary forwarding (COA)
services.

All customers have nothing but
good things to say about this
product. Talking to both potential
customers and customers who
use this product can only help
improve service and grow additional revenue.
Mike Leingang
Supervisor
Bismarck, North Dakota

I mention that we only hold mail
for 30 days and suggest PFS.
Doug Farmer
Manager, Customer Services
Gage Center Station
Topeka, Kansas
4
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3. CUSTOMER ELIGIBILITY AND
APPLICATION PROCEDURES
Defining Primary and Temporary Addresses
The primary address is the customer’s permanent residential address from where the mail will be
reshipped. The customer’s temporary address is the address where the mail will be reshipped. The
customer must also designate on PS Form 8176, Premium Forwarding Service Application, whether
the order is for an “Individual” or an “Entire Household.”
PFS is not available to business addresses or to customers whose primary address is a size-three,
size-four, or size five Post Office box or APO/FPO. PFS is not available from single-point delivery
addresses such as RV parks, hospitals, hotels, and U.S. Department of State addresses. See PS
Form 8176 for all the required information. An explanation of each of these fields is listed on the back
of the application form. Information on PFS is also available in the DMM.

Validation of Application With Identification
Customers must provide a valid identification (ID) when applying for PFS service. The customer
must provide photo identification and proof of their designated primary residential address. Postal
Service personnel are required to verify the customer’s identity and address with a driver’s license,
passport, or any type of government-issued ID. Credit cards and IDs issued by private companies
are not acceptable forms of photo ID. For privacy reasons, do not include any ID numbers on PS
Form 8176.

PFS and Change of Address Cannot Be Active Simultaneously
PFS applications must be checked to ensure that the customer has no active forwarding order
(PS Form 3575) in effect. If a PS Form 3575 is currently on file, the forwarding order must be
terminated before the PFS application is accepted, since they are operationally incompatible.

PFS and Hold Mail
Do not accept a PFS application (PS Form 8176) from a customer who has an active Authorization
to Hold Mail (PS Form 8076) on file. Mail that has previously been held per an Authorization to
Hold Mail filed at the primary address Post Office cannot be included in PFS reshipments to a
customer’s temporary address. However, an Authorization to Hold Mail (PS Form 8076) may be
accepted at the customer’s primary address Post Office for mail arriving at that Post Office after
the last PFS shipment date on the customer’s PFS application (PS Form 8176).

Information Retention Period
Each Post Office is responsible for maintaining a log of PFS customers, including a copy of
each customer’s PFS application. The Post Office copy of the PFS application must be retained
for a minimum of three years from the date of last shipment. No PFS records are held at Postal
Service Headquarters.
5
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4. EXPLANATION OF FEES AND REFUND PROCESS
Explanation of Fees
Fees for PFS service must be paid in advance at the Post Office serving the customer’s primary
address. Customers must pay a $10.00 nonrefundable application fee and also pay a reshipment
charge of $11.95 per week for each week of service requested. For example, a customer who is
requesting service for four weeks would pay the $10.00 application fee, plus $11.95 for each of
the four weeks requested.
The employee accepting the PFS application transaction must initial, date, and verify on the
application form (line 21) that payment for service and the application fee have been received. The
total amount received, including the nonrefundable application fee, must be recorded as well. If for
any reason the customer requests early termination of PFS, a refund can be given to the customer
for weekly reshipment charges that have not been used.

Refund Process
A customer may request a refund for any unused portion of PFS weekly reshipment charges. The
application fee is not refundable. To request a refund, a customer must complete PS Form 3533
and present a valid government photo ID at the customer’s primary address Post Office. The
change requested must be annotated on the customer’s application, and a no-fee money order
should be issued following standard operating procedures.
EXAMPLE 1: A customer who terminates PFS early (e.g., a customer prepays for ten
weeks but returns to a primary address after eight weeks) may request a refund for any
unused weekly shipment charges from the Post Office serving the primary address.
EXAMPLE 2: A customer who wishes to pick up mail in person at the Post Office
serving the primary address when PFS is active must cancel PFS to do so. A refund
of the unused portion of the weekly reshipment charges would be provided. To restart
PFS the customer would be required to file a new application and pay a new application
fee and total weekly reshipment charges for the duration reflected on the application.
REMEMBER: The PFS application fee is nonrefundable even if the customer
terminates service early. Only the portion of the weekly reshipment charge that
has not been used is refundable.
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5. PFS SHIPMENTS TO THE CUSTOMER’S
TEMPORARY ADDRESS
The size of Priority Mail packaging needed to reship PFS mail
may vary from week to week, depending on how much mail each
customer receives. Use packaging that will not damage the mail.

We use Priority Mail packaging for
our once-a-week PFS shipments.
It’s simple, and our customers
who use the service really like it.
Linda Hooker
Associate Supervisor,
Customer Service
Omaha, Nebraska

Packaging should be:
1. Large enough so the mail is not damaged.
2. Small enough so there’s no unnecessary empty space.
In most situations, a Priority Mail Tyvek envelope is a better option
than a Priority Mail box, if the box has a lot of unnecessary space.
Examples of Priority Mail packaging are shown here:

Customers seem to love PFS
because they get all their mail,
including catalogs. This is especially important to our customers
because they head south around
the holidays and they like to do
their holiday shopping and order
their gifts from the catalogs they
regularly receive at home.
Sue Powell
Acting Customer Relations
Coordinator
Allentown, Pennsylvania

REMEMBER: It is important that Post Offices
keep different sizes of Priority Mail packaging in
stock for customers and also for PFS reshipping.
Not all mail received at the customer’s primary address Post Office
will be included in the weekly reshipment. Package Service mail
requiring a scan, signature, or additional postage at delivery must
be rerouted separately. Examples of such mail include Express
Mail, Registered Mail, mail bearing Delivery Confirmation™,
postage-due mail, and numbered insured mail. Also, in rare cases,
some mail could incur additional postage charges. For example,
parcels too large for the PFS packaging or pieces with hazmat
markings must be rerouted via surface mail with postage due. For
details, see Section 8, item 10 of this Guidebook or the DMM.
REMEMBER: Always use the PFS Label 85 (G-400)
for weekly customer reshipments via Priority Mail.
7
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6. FREQUENTLY ASKED QUESTIONS
Is PFS registration available online at usps.com?
Although information on PFS is on usps.com, at this time all applications must be submitted
and accepted at the customer’s primary address Post Office.
How is PFS different from temporary forwarding with a change of address (COA) form?
With PFS, virtually all of a customer’s mail is reshipped every week via Priority Mail. With
COA options, only certain mail is forwarded, and that is on a piece-by-piece basis rather than
rerouted in one convenient shipment. (Many customers have indicated they do not like receiving
rerouted mail sporadically.)
Can I mention PFS to customers who come in with “HOLD” mail cards?
YES! Any customer who requests that their mail be held at the Post Office for two weeks or
longer should be made aware of PFS. A PFS application is valid for a period of up to one year.
Which version of the PFS Application (PS Form 8176) can I use?
Updated forms, printed in May 2007, should be used. (See page 15 of this Guidebook.) Please
recycle all previous versions of the form, which should no longer be used. Do not send copies
of PS Form 8176 to Postal Service Headquarters.
Are point-of-purchase materials available?
Yes, these can be ordered from the MDC. See order details in Section 10. All Post Offices
should have PFS point-of-sale materials (Sign 615 and Publication 615) on display on a writing
table in the Full Service Lobby.
How many counter cards should I order for my Post Office?
With very few exceptions, each Post Office needs only one stand-up counter card (Sign 615).
These are heavy-duty cardboard and contain a pocket for the brochures (Publication 615),
which can be reordered in quantity.
What label should I use for PFS weekly reshipments?
Label 85 (G-400) must be used on all outgoing PFS Priority Mail weekly reshipments. Do not
use G-10 labels for any PFS reshipments. Be sure to keep the PFS Label 85 (G-400) in stock.
See Section 10 of this Guidebook for details on ordering.

8

PFS guidebook.indd 12

9/26/07 10:43:23 AM

What order numbers do I use for PFS supplies?
Please see the “Ordering Information” in Section 10 of this Guidebook.
A residential customer has both a Post Office box and a street address. He wants to use PFS. Can
he file one application and pay one weekly charge?
Two applications, two application fees, and two weekly service charge calculations are
required. See “Terms and Conditions #3” of the PFS application. (Note that only residential
mail is reshipped under PFS.)
We have one household with two different people in it who want to file different PFS temporary
addresses in one application and pay one weekly charge. Is that allowed?
Although different individuals traveling to different temporary addresses from the same
permanent residential address are eligible to apply for PFS, each one must file a separate
application with a separate application fee. Mail will be sorted and sent via Priority Mail to each
individual at a different address, so two weekly charges will also be necessary. If the mail for
an entire household is being shipped to one temporary address, that would be covered by one
PFS application, one application fee, and one weekly service charge calculation.
We have a PFS customer who comes home to her primary address for a few weeks and wants us
to hold the mail and then resume PFS service without filing a new application. Is this allowed?
Once a customer has returned to his or her primary address and picked up mail, the PFS
application expires, and any unused portion of the prepaid weekly shipment fees should be
refunded. A customer who wants to start the PFS service again must file a new application,
another application fee, and weekly shipment fees, due to new set-up costs and additional
weekly reshipment charges.
Some weeks one of our customers receives so much mail eligible for the PFS weekly reshipment
that it won’t fit into one Priority Mail package. What should I do?
Although it is rare that a customer receives such a large volume of mail eligible for the PFS
weekly reshipment that it cannot fit in one Priority Mail package, sometimes this situation can
occur. If it does, you may send two (or more) Priority Mail packages on that Wednesday. The
customer’s weekly reshipment charge does not change.
It’s important to make sure you are using the right Priority Mail packaging. For example, do
not send two separate Priority Mail envelopes to the same customer on the same day when
the customer’s mail would fit into one Priority Mail box. See Section 5 of this Guidebook for
packaging guidelines.
Also, remember that not all mail addressed to the customer’s primary address is included in
the weekly reshipment. Some pieces are required to be sent separately as “outsides.” For
details, see Section 8, item 10 of this Guidebook.
9
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7. TIPS FOR POST OFFICE PERSONNEL
Here are some tips to help employees responsible for processing
PFS applications and weekly PFS shipments:
 Be sure customers provide start and end dates on their
PFS applications. When the end date is not certain, ask
customers to estimate the date because this is the only way
to accurately calculate the weekly shipment charges.
 Calculate the number of weeks based upon the start date
and the end date.
Awareness is the key to PFS
success. Every customer who
submits a COA request is asked
if they know about Premium
Forwarding Service. We also had
some success targeting the PO
Box section and people who put
in temporary COAs. Another key
to our success is following up and
providing excellent service.
Timeliness is important to PFS
customers, so I personally check
each week to make sure each PFS
customer’s mail has gone out.
Finally, word of mouth has worked
well for us in Marblehead. We ask
satisfied PFS customers to tell
their friends and families about
Premium Forwarding Service.
I hope these suggestions can
help other offices increase their
PFS revenue.
Ken Richardson
Customer Service Supervisor
Marblehead, Massachusetts

 Collect the full PFS payment upfront at the time of
application: $10.00 to enroll (AIC 108) and $11.95 for each
week of service requested (AIC 159). Be sure to record
funds in the correct AIC!
 Ship PFS mail once a week on Wednesday via Priority Mail
service, and reroute PFS customers’ Express Mail pieces,
outside pieces, and accountable mailpieces immediately
upon receipt.
 Do not send PFS mail to the centralized forwarding unit.
 No formal temporary or permanent change of address
for the permanent address can be filed simultaneously with
PFS. If a customer files both, the Postal Service may cancel
one of the services.
Special Note: Do not send a copy of the PS Form
8176 to Postal Service Headquarters.
REMEMBER: PFS Priority Mail shipments should
leave the primary address Post Office every
Wednesday, packaged in Priority Mail packaging
that is the correct size for that week’s shipment.

I believe our customers find they
have “Peace of Mind” knowing
they can expect their mail around
the same time every week.
Gloria F. Courtney
Postmaster
Roff, Oklahoma
10
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8. SERVICE RULES FOR RETAIL SIGNUP
1. PFS is available only to and from domestic addresses, not including APOs, FPOs, and other
destinations requiring a customs declaration, such as ZIP Code 969.
2. A formal temporary or permanent change of address request cannot be active simultaneously
with PFS.
3. PFS reships mail for an entire household or for an individual addressee from a primary address.
Business addressees and centralized delivery points are ineligible.
4. Customers can have all their mail delivered to a temporary address for a minimum of two weeks
up to a maximum of one year. All mail is reshipped regardless of mailpiece endorsements.
5. Shipments are mailed once a week on Wednesday except for those pieces required to be shipped
separately. PFS is not a guaranteed service; no refunds are allowed for delayed shipments.
6. The cost is $10.00 per application (nonrefundable) and $11.95 for each weekly shipment.
Customers must pay for the entire period of service at the time of application. The customer may
pay for the service with cash, check, credit card, or debit card.
7. When applying, customers must provide government-issued photo identification and proof of
their designated primary residential address.
8. The start date is the first day the customer wants the Postal Service to hold the mail for reshipment.
The end date is the last day the customer will accept mail delivered to the temporary address.
9. Mail requiring a scan, signature, or additional postage at delivery will be rerouted separately.
Examples of such mail include Express Mail, mail bearing Delivery Confirmation or return receipt,
postage-due mail, and numbered insured mail.
10. Some packages rerouted separately from the weekly shipment to the temporary address will
arrive at the temporary address postage due at the appropriate rate of postage:
 Express Mail: Express Mail articles are rerouted immediately to the temporary address
and will not be included in the PFS package. No additional charges will apply.
 Priority Mail: Priority Mail articles are not held for reshipment in the PFS package,
unless doing so would not delay delivery to the temporary address. No additional charges
will apply.
 First-Class Mail-Packages: First-Class Mail packages that do not fit in the weekly shipment
will be rerouted separately at no additional charge.
 Standard Mail: Standard Mail parcels can be included in the PFS package if they fit
(after letters, flats or large envelopes, and magazines are inserted). Otherwise, they will
be shipped postage due at the one-pound Parcel Post rate and the appropriate zone

11
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regardless of the initial postage rate. The appropriate postage-due fees will be collected
at the point of delivery.
 Package Services Mail: Parcel Post®, Bound Printed Matter, Media Mail®, and Library Mail
pieces will not be included in the PFS package. They will be shipped postage due at the
same mail class and postage rate under which they were originally sent. The appropriate
postage-due fees will be collected at the point of delivery.
REMEMBER: To avoid additional charges, customers should have the sender
of Standard Mail packages and Package Services packages send this mail
directly to the temporary address.

12
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9. SERVICE MODIFICATIONS
(EXTEND, SHORTEN, OR CANCEL SERVICE)
1. The customer must notify the primary address Post Office of the new end date if there is a change.
2. To extend service, the customer must pay for all additional weeks of service before the extension
is processed.
3. If the customer terminates the service early, an appropriate refund can, upon request, be
provided for the weeks not used. Only the weekly charge is refundable. The application fee is not
refundable. Refunds are issued by the primary address Post Office.
4. Each PFS application covers one temporary address only. Customers who wish to have their
mail forwarded to one temporary address and then, subsequently, to another address must file a
new PFS application with their primary address Post Office and pay the application fee and the
weekly shipment charges. (The Postal Service is currently looking at enhancements to the service
for the future.)
REMEMBER: Each PS Form 8176 covers only one PFS request for reshipment of
mail to one temporary address. A customer who wants to have mail reshipped
to a second temporary address must file another PFS application and pay the
application fee and appropriate weekly shipment charges.
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10. SUPPORT MATERIALS AND ORDERING
INFORMATION
PUBLICATION 615 AND SIGN 615
Publication 615 is the handout Postal Service personnel can give
customers to introduce them to PFS. Sign 615 is the countercard
used to display Publication 615 in Post Office Full Service Lobbies.
Both Sign 615 and Publication 615 should be made available on
a writing table in the lobbies.

Publication 615 (front and back)

Sign 615

As a clerk, PFS is easy to understand and has great tools to guide
you. Customers seem to like it;
customers like the fact that they
know when to expect their mail,
knowing that it is being shipped
with Priority Mail. Customers
know that every Wednesday their
mail is being forwarded to them.
Susan Gallardo
Clerk, Rincon Station
Tucson, Arizona
14
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PS FORM 8176 (PFS APPLICATION FORM)
PS Form 8176 is the only form that Post Offices can accept for
customer registration for PFS. This is a three-part, hard-copy
form. The first copy is for the Post Office master records, the
second for the customer, and the third for Post Office shipping.
Do not send copies of this form to Postal Service Headquarters.

15
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LABEL 85 (G-400)
Label 85 is the address label that must be placed on all outgoing
PFS Priority Mail weekly shipments. The postage indicia in the
upper right-hand corner has a G-400 designation. Enter the
customer’s temporary address in the address area of the label.

Our customers think the PFS
is fabulous! We have repeat
customers who used the service
and found it to be so beneficial
they are using the service again
and again.
They tell their friends about the
service. What customers like
most about the Premium Forwarding Service is that while
they are only TEMPORARILY
away, their address at home
remains permanent.
Customers say that the biggest
benefit to them is that they continue
to receive their magazines, bank
statements, and other important
mail without interruption.
The cost of Premium Forwarding
Service is secondary to the peace
of mind and confidence our
customers say they have knowing
that once a week they receive
every piece of mail that was
addressed to their permanent
address (mailbox) back home.
Ginny Friedman
Customer Relations Coordinator
Burlington, Vermont
16
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ORDERING INFORMATION
You can order Publication 615, Sign 615, PS Form 8176, and
Label 85 from the Material Distribution Center (MDC) by using
touch tone order entry (TTOE): Call 800-273-1509.
Note: You must be registered to use TTOE. To register, call 800332-0317, option 1, extension 2925, and follow the prompts to
leave a message. (Wait 48 hours after registering before placing
your first order.) For complete TTOE ordering instructions, you can
visit the Materials Customer Service Web site at http://blue.usps.
gov/purchase/_doc/ops_ttoeins.doc or call National Materials
Customer Service at 800-332-0317, option 2.
Use the following information to place your orders:
PSIN:

PUB615

SGN615

PS8176

LAB85

Description:

PFS Brochure

PFS Countercard

PFS Application

PFS Label

PSN:

7610-08-0001458

7690-08-0001500

7530-07-0006197

7690-08-0000862

Unit of Measure:

Each

Each

Each

PG (package)

Issue Increment:

100

1

1

1 (pkg of 100)

Quick Pick
Number:

642

NA

640

638

$0.0163

$0.7438

$0.0640

$1.3154

Price:
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The U.S. Postal Service Premium Forwarding Service has been
a tremendous success here in
Malibu, CA. Many of our customers here have vacation homes
across the country and do not
want to use a temporary forward
for their residential mail when on
vacation or business travel. Having PFS allows them to keep in
touch with business, family, and
friends without missing a beat.
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Markes S. Lucius
Postmaster
Malibu, California
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