PARS – Postal Automated Redirection System
Regeana Arrowood, Atalissa IA 52720 11/19/2010

PARS is a letter forwarding system for machineable letter size mail only.

SME (subject matter experts) – Rich Springer – PM Long Grove, IA; Chris Klossing – Winfield, IA; Barb Vallejo – Orion, IA

1.  Print correct endorsement horizontally (() to the left of the address, not above or below & to the right only if there is no space on the left. Do NOT write vertical (() endorsements. 
2.  Do NOT write on cellophane of window envelopes.

3.  If there is an incorrect address on mail piece or 2 addresses (with only 1 forwardable address), draw one single line through incorrect address or second address.  Do NOT circle.

4.  If necessary to correct an address, draw a single line through the incorrect number or street and print the correct address to the left. If the correct address is a PO Box, print the entire address to the left. (Ex: PO Box 9998)
5.  Use BLUE or BLACK ink only, no markers. 

6.  Do NOT black out barcode. If blacked out, send to CFS with yellow placard. Do NOT place in PARS tray.
7.  If mail is returned to an address that has a COA on file, print extract code (of the return address) to the left of recipients address (1st 4 letters of last name, last 3 numbers of address) Send to CFS, (Not PARS) with yellow placard.  
8.   If there is no return address on RTS mailpiece, do NOT send to PARS. This is “Dead” mail & must be sent (with reason code) to: ATLANTA MAIL RECOVERY CENTER  
                                                  US POSTAL SERVICE
                                                  5345 FULTON INDUSTRIAL BLVD SW
                                                  ATLANTA GA 30378-2400
PARS Separator cards (12 different non-delivery groups) go behind the mail. 
These RTS (Return to Sender) bundles are endorsed on TOP PIECE OF MAIL ONLY:

ANK - ATTEMPTED NOT KNOWN

ILL -- ILLEGIBLE

DIS - -IN DISPUTE

UTF –UNABLE TO FORWARD (includes forward order expired)

IA ----INSUFFICIENT ADDRESS

NSN –NO SUCH NUMBER

UNC –UNCLAIMED
These RTS (Return to Sender) bundles are endorsed on EACH PIECE:

NMR – NO MAIL RECEPTACLE

REF ---REFUSED

TA ----TEMPORARILY AWAY

VAC –VACANT

Red (RTS-Return To Sender) Placard is placed in front of entire bundle of “Return to Sender” mail & separator cards and rubber banded once around (so as not to bend mail).
CIF – Carrier Identified Forwards – Machineable letters ONLY with current COA on file.
Green (CIF-Carrier Identified Forwards) Placard is placed in front of entire bundle of  machineable, forwardable mail and rubber banded once around (so as not to bend mail).
Place bundle(s) in letter tray. (Small 1 ft. tray for small amounts or larger 2 ft. tray if needed)

Face all mail forward, not upside down.

Sleeve the tray, tape # 52 (PARS) placard on top of sleeve, & dispatch with the mail.

Bundles can also be rubberbanded with # 52 (PARS) placard & dispatched in #99 placarded mixed container.  

Goes to CFS: DO Not put CFS mail in tray with PARS.
1.  Periodicals (60 days for forwards); Forwardable Non-machinable letters, Forwardable plastic wrapped pieces, Forwardable Catalogs* & flat-size flyers* (* with Ancillary Service endorsements) 
(Rubber band yellow CFS plastic placard to forwardable pieces)
2.  Non-Forwardable pieces - Non-machineable letter size, plastic wrapped letters, small packages, damaged, torn, or thick mail (all with correct PARS endorsement printed to the left of address) No yellow CFS placard. 
3.   Periodicals - after 60 days – print PARS endorsement to left of address)    

4. “Deceased” mail with ACS markings only (code with a P), ACS Nixie periodicals, *catalogs, & *flyers (unable to forward) - Place ACS inked stamp & reason code on flats.
Non ACS “Deceased” Mail – hand stamp “Return to Sender.” Dispatch with Loop Mail.
PARS Separator Cards (grey & white) - $12.88 - per set. Full set of 190 cards - $119.00 (11/19/10)
Siemens Industry Inc, Arlington TX
Order PARS Separator cards using the following link: https://dspa.electrocom.de/sap/bc/gui/sap/its/zols?&%7EOkCode=START&OSTORE=PARCARDS 
USPS personnel must register & will receive a Login ID & password within 24 hrs.

Credit Card is the mandatory payment method & specific information must be entered.
Once placed, the order cannot be changed or cancelled.

Website questions, contact: Angela Fiorenzo at: Angela.Fiorenzo@siemens.com 
