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1 Introduction: Periodicals Mailing

1-1

May 2016

Privileges

This handbook is designed to help you determine whether or not to apply for
Periodicals mailing privileges from the United States Postal Service and, if
so, how to proceed. Complete information on the requirements that apply to
Periodicals mail is published in Mailing Standards of the United States Postal
Service, the Domestic Mail Manual (DMM®). You are responsible for fulfilling
all DMM requirements for Periodicals mailing privileges. You can access the
DMM online via Postal Explorer (http://pe.usps.gov).

This handbook provides basic information on whether or not your publication
can qualify for Periodicals mailing privileges. If you decide to go forward with
the application, additional instructions help you determine the appropriate
category and provide the basic criteria that your publication must meet.

This handbook contains a copy of PS Form 3500, Application for Periodicals
Mailing Privileges, with step-by-step instructions for completing the
application. This handbook also contains PS Form 3510, Application for
Additional Entry, Reentry, or Special Price Request for Periodicals
Publication, with instructions for completing the form and obtaining an
International Standard Serial Number (ISSN).

The appendixes can help you determine eligibility for publications of
institutions and societies, nonprofit eligibility, and in-county prices. There is
also information for requester publications about telemarketing and Internet
requests and a worksheet to verify the accuracy and completeness of your
publication’s identification statement.

Basic Eligibility for Periodicals Prices

DMM 207.4.0 contains the standards for eligibility for a publication to qualify
for Periodicals prices. DMM 207.30 contains the standards for Periodicals
mailpiece components and mailpiece construction.

A publication must meet prescribed criteria to be eligible for Periodicals
mailing privileges. These include basic criteria that all authorized publications
must meet, as well as additional criteria for the qualification category
selected for the publication.

Once you submit an application and pay the appropriate fee, the Postal
Service™ reviews the application, copies of the publication, and supporting
documents to determine whether or not the publication is eligible for


http://pe.usps.gov
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Periodicals prices. This handbook explains the standards for Periodicals and
describes the types of supporting documents you must submit with an
application for Periodicals mailing privileges. In addition, this handbook helps
you through the application process by describing each step in completing
the application.

1-2 Basic Criteria

1-2.1

1-2.2

1-2.3

1-2.4

Although you must meet specific standards for your chosen qualification
category, the following four basic criteria apply to all Periodicals:

Periodical Publication

You must show intent to publish issues of a publication indefinitely with
continuity from issue to issue. The purpose of the publication must be to
transmit information of a general or specific nature.

Frequency of Publication

Periodicals publications must be published (not necessarily mailed) at a
regular frequency of at least four times a year. You must adopt a statement
of frequency showing how many issues are to be published each year and at
which regular intervals, and must adhere to this stated frequency. Some
examples of acceptable frequencies are as follows:

Quarterly.

Four times a year, in January, April, July, and October.
Monthly.

Bimonthly (every other month).

Daily except Sunday.

Weekly.

Monthly except August.

@ ~ 9o a0 oTp

Known Office of Publication

You must maintain a known office of publication at the location where the
original entry Post Office™ for Periodicals mailing privileges is authorized.
The known office of publication is a public office where normal business of
the publication is conducted during normal posted business hours. You must
keep circulation records of the publication at the office or make them
available upon request at that office for review by Postal Service personnel.

Printed Sheets

Periodicals publications must be formed of printed sheets. You may not
reproduce them by stencil, mimeograph, or hectograph. However, you may
reproduce them by any other process.

Handbook DM-204



Introduction: Periodicals Mailing Privileges 1-5

1-3 Mailpiece Construction

1-3.1

1-3.2

Bound Publications

There are a number of ways to create a bound publication. Bound
publications are held together by two or more staples or in a wire binding
process known as “saddle stitching.” Heavier bound publications may also
be glued together at the spine edge in a process called “perfect binding.”
Although rare, spiral binding is considered an eligible means of creating a
bound publication.

Unbound Publications

Unbound publications are made of sheets forming pages that are nested,
one within the other, to form an issue. Unbound publications may contain
one staple to hold them together. Pamphlet-style publications may be a
single or a folded sheet.

1-4 Filing the Application

You must file the application at the Post Office that serves the known office
of publication. You must fully complete the application and include two
copies of the issue published nearest to the date of application. These
copies must have a complete identification statement (see Appendix A), and
you must mark the copies to show the advertising content and indicate on
the cover the percentage of advertising.

1-5 Application Fee

May 2016

As of April 2016, the application fee for Periodicals mailing privileges is
$685.00. Because this fee is subject to change, please ask your local
postmaster for the current amount. The fee covers the processing costs of
the application and is nonrefundable, even if your application is denied. You
may pay the fee by cash, check, or credit card. Make checks payable to
“Postmaster.”
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2 Mailing While Application Is Pending

2-1 Mailing Before Approval

You may not mail at Periodicals prices before the Postal Service approves
your application for Periodicals mailing privileges. While the application is
pending, you must pay postage at the applicable First-Class Mail®, Standard
Mail®, or Package Services prices.

2-2 Record of Deposits

While your application is pending, the Postal Service keeps a record of your
deposits and mailings that you prepare as Periodicals mail and for which you
pay postage by advance deposit account. You may be eligible for a refund of
the difference, if any, between the postage paid and the applicable
Periodicals postage for copies mailed while the application was pending.
Until the Postal Service takes final action on your application, you must pay
the applicable Standard Mail or Package Services prices. Note: The Postal
Service does not keep a record of postage paid at First-Class Mail prices or
of postage not paid by advance deposit account.
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3-1

3-4

May 2016

Decision on Application

Ruling

The Pricing and Classification Service Center (PCSC) rules on all applications
for Periodicals mailing privileges or news agent registry.

Effective Date

Refunds

The authorization takes effect on the date of application or the date of
eligibility for Periodicals mailing privileges (or for news agent registry),
whichever is later.

Except as noted below, when the PCSC grants an authorization for
Periodicals mailing privileges, the postmaster refunds the difference, if any,
between the postage amount deposited and the applicable Periodicals
postage for copies mailed while the application was pending. The Postal
Service provides refunds only for mailings deposited on or after the effective
date of the authorization and only if you paid postage by advance deposit
account.

No Refund

The Postal Service does not make refunds for the following:

A denied or withdrawn application.

The period before the effective date of the authorization.
Postage not paid by advance deposit account.

Postage at any price affixed to copies of the publication.

® a0 oo

Postage paid at Express Mail® prices.
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Postage paid at First-Class Mail prices. Exception: The Postal Service
may authorize a refund for postage paid at single-piece First-Class
Mail prices for a mailing that was presorted and prepared as
Periodicals mail but that had fewer than 200 pieces or weighed less
than 50 pounds.

Postage on mailings not meeting the applicable preparation or other
eligibility standards for Periodicals.
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4 Eligibility Categories

4-1

General

Discussed below are the various eligibility categories that you can select in
the “Filing Status” section at the top of PS Form 3500. Based on the
category you select, complete the applicable part(s) of PS Form 3500 and
any applicable worksheet(s). Note: You must complete Part A, and you can
complete Part F (request for special prices) in addition to any other part
except Part C (Requester Publication).

Complete Parts A and B on PS Form 3500 and the worksheets in Appendix A
and Appendix B.

General publications are paid publications with at least 50 percent of the
publication’s distribution going to persons who have paid above a nhominal
price. The amount paid for a valid subscription must be half or more of the
basic subscription price. Newsstand, vending machine, over-the-counter,
and other single-copy sales count as subscriptions. Advertising content is
restricted to no more than 75 percent advertising in more than half the issues
published during any 12-month period.

4-2 Requester

May 2016

Complete Parts A and C on PS Form 3500 and the worksheet in Appendix A.

Requester publications are publications with at least 50 percent of the total
distribution going to individuals who have made a request to receive copies
of the publication. Paid subscriptions may also be included as part of the
qualification for the minimum 50 percent. They may contain more than

75 percent advertising in no more than 25 percent of the issues published
during any 12-month period. Requester publications are not entitled to In-
County prices or special prices (on PS Form 3500 you cannot check the box
for special prices or complete Part F), and each issue must contain at least
24 pages.



4-3 Applying for Periodicals Mailing Privileges

4-3 State Departments of Agriculture

Complete Parts A and D on PS Form 3500 and the worksheets in Appendix A
and Appendix B.

State Departments of Agriculture may publish publications that further the
objectives of the department. Such publications must not contain any
advertising content.

4-4 News Agent Registry

Complete Part A on PS Form 3500 and attach a sepaprice sheet listing the
publications you service and where they are published.

The term “news agent” means a person or concern selling two or more
Periodicals publications published by more than one publisher.

4-5 Foreign Publications

Complete Parts A and B on PS Form 3500 and the worksheets in Appendixes
A and B.

Foreign publications originating in other countries may desire domestic
distribution under Periodicals mailing privileges. Foreign publications need to
meet the basic criteria of a domestic Periodicals publication and establish a
known office of publication through an agent or broker in the United States.
The publication must not violate any United States copyright. Only domestic
circulation is considered in determining eligibility as a Foreign publication.
Advertising restrictions also apply to Foreign publications.

4-6 Publications of Institutions and Societies

Complete Parts A and D on PS Form 3500 (or Parts A, D, and E if there is
general advertising) and the worksheets in Appendix A and Appendix B.

Publications of Institutions and Societies must meet the basic requirements
of Periodicals and are published by certain types of institutions and societies.
Advertising in institution and society publications, if any, must be limited to
the authorized publisher’s own advertising in some instances and general
advertising in others. (On PS Form 3500, there are separate boxes you can
check for publisher’s advertising only or for general advertising.) The type of
approval the publication receives dictates advertising restrictions. Use the
definitions and descriptions in Appendix C to determine your specific needs.
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Eligibility Categories 4-7

4-7 Special Price Periodicals

In addition to selecting one of the preceding categories (except Requester)
and completing the appropriate parts and worksheets described previously,
you can apply for nonprofit Periodicals prices. If you wish to do so, also
complete Part F.

To qualify for nonprofit prices, a publication must meet the requirements in
DMM 207.10.0, Preferred Periodicals. See Appendix D to determine the
nonprofit category that fits your organization.

May 2016 11
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5 Completing PS Form 3500

5-1

Overview

PS Form 3500, Application For Periodicals Mailing Privileges, has a section
to indicate your type of publication (“Filing Status”) and different parts to be
completed for different types of publications. Not all parts apply to all
publication categories. A copy of PS Form 3500 is shown as Exhibit |, in
Appendix G.

] Part A — Must be completed for all publications.

n Part B — Must be completed for General (Paid) publications or
for Foreign publications.

[ Part C — Must be completed for Requester publications.

] Part D — Must be completed for all publications of Institutions
and Societies.

] Part E — Must be completed for publications of Institutions and
Societies that are authorized to contain general advertising.

] Part F — Must be completed for publications applying for
nonprofit price eligibility.

Complete the worksheets in Appendix A and Appendix B to determine the

accuracy of your identification statement and whether or not the publication
is entitled to In-County prices of postage.

5-2 Filing Status

May 2016

5-2.1

Check the box that best fits your publication and, if you wish (except if you
check Requester), the box for requesting special Periodicals prices.

Part A
All applicants must complete Part A, items 1 through 19.
1. Title of Publication
Print the title of the publication as it appears on the publication.
2. Name of Publisher, Agent (for Foreign publications), or Organization

Print the name of the publisher or publishing company or, for foreign
publications, the name of the agent or broker.

13
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10.

11.

12.

13.

Applying for Periodicals Mailing Privileges

ISSN (If assigned)

Place the ISSN (International Standard Serial Number) here if one is
already assigned to the publication by the Library of Congress Serials
Data Division. Leave blank if no number has been assigned.

Frequency of Issue

List the frequency as called for by the statement of frequency. (See the
examples under “Basic Criteria” noted previously in this handbook.)

Number of Issues

List the number of issues published annually as called for by the
statement of frequency.

Annual Subscription Price
Indicate the basic annual subscription price if the publication has one.
Full Name of Owner

Enter the name of the owner of the publication. This could be one or
more individuals, a partnership, or a corporation.

Location of Known Office of Publication

Enter the physical address of the known office of publication where
regular business is conducted and circulation records are kept or made
available for review. For Foreign publications, this is the physical
address of the mailing agent. Be sure to include the county when
completing this item.

Corporate Stockholders

List the names of all stockholders owning 1 percent or more of stock in
the company. Use a separate sheet if needed.

Financial Interest

Check the appropriate box. If “Yes,” describe the interest in the box to
the right of item 10.

Advertising Interest

Check the appropriate box. If “Yes,” describe the interest in the box to
the right of item 11.

Copies to Advertisers

Check the appropriate box. If “Yes,” state the number of copies and
the reasons for this extra distribution in the box to the right of item 12.
Each advertiser may receive one proof copy that is counted as a valid
subscriber or requester copy.

Issue Date

List the issue date. You may not file an application for Periodicals
mailing privileges for publications not meeting Periodicals
requirements. Therefore, the date of issue on which the application is
based should be the date of the first issue meeting all Periodicals
requirements.
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Completing PS Form 3500
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14.

15.

16.

17.

18.

19.

5-2.1

Total Copies Printed

Print the total number of copies produced from your press run or print
order for the issue listed in item 13. If there are multiple runs to
complete an issue, indicate the total of all press runs or production
orders.

Contact’s Name

Print the name of the individual responsible for completing this form.
Contact’s Address

Print the contact person’s business address.

Contact’s Phone Number

Print the contact person’s business phone number.

Signature

After the rest of the form is completed, have the publisher or
publisher’s representative sign the application after reading the
certification statement.

Date

After the rest of the form is completed, enter the date you sign and
submit the application.

Items 20 through 26 must be completed by the postmaster or
postmaster’s designee.

20.

21.

22.

23.

24,

25.

26.

27.

Date of First Mailing

Enter the date of the first mailing made under the deposit
arrangements after the application was filed. This coincides with the
establishment of the pending account for the publication.

Amount of Fee Paid

Enter the amount of the fee collected for the application.
Date Fee Paid

Enter the date the fee was paid.

Name of Postal Contact

Print your name.

Signature

Sign your name.

Date Signed

Print the date the application fee was paid and the application was
accepted. Also, round-date the application in this area.

Post Office Address
Enter the address of the Post Office accepting the application.
Telephone Number

Enter the telephone number of the Post Office accepting the
application.

This completes Part A.

15
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5-2.2

5-2.2.1

Applying for Periodicals Mailing Privileges

Part B

Complete Part B if you are applying for either a General publication or a
Foreign publication.

Paid Distribution

1.

Basic Annual Subscription Price

Record the basic annual subscription price, which is the same as the
amount in Part A, item 6.

Subscriptions Received at the Basic Price

Record the number of subscriptions for which the basic price was paid
by individuals wishing to receive the publication. Copies to be billed
(also called “promised to be paid”) may count toward these
subscriptions.

Subscriptions Received Under a Premium Offer or Discount

Record all subscriptions paid at a discounted price or with the
understanding that a premium item will be included with the
subscription. In the box below item 3, describe the discount or
premium and its cost to the publisher, retail value, and value
represented, if any. Subscriptions for which premium offers or
discounts (or a combination of the two) exceed 50 percent of the basic
subscription price are nominal price subscriptions and disqualify that
individual as a subscriber.

Subscriptions Paid With Dues or Contributions

Record the number of subscriptions paid for as part of dues or
contributions to the organization. Attach a copy of the form used to
obtain payments of dues or contributions and subscriptions. Such
forms must show the amount of dues or contributions that are set
aside for a subscription.

Copies Purchased by Others

List all subscriptions purchased by others (e.g., gift subscriptions).
Attach a separate sheet showing who purchased these subscriptions,
the price paid, and the purpose. Copies purchased in bulk for
promotional purposes and copies purchased by advertisers for
advertising purposes are not valid subscriptions and must be reported
as unpaid distribution.

Single-Copy Sales

Record all single copies sold. This includes newsstand sales, vending
machine sales, street copy sales, and copies sold over the publisher’s
counter. Many newsstand copies are consigned to newsstands with
return privileges for unsold copies. List only the sold copies. Unsold
copies must be reported in item 16.

Advertiser Proof Copies

Record the number of copies furnished to the advertisers in the
publication. Each advertiser in an issue is entitled to one proof copy to
show that the ad was published. One copy per advertiser is counted as
paid circulation.
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5-2.2.2

5-2.2.3

10.

5-2.2.3

Exchange Copies

Record any copies that are exchanged with other publications on a
one-for-one basis. Additional copies are considered nonsubscriber/
nonrequester copies and must be reported as unpaid distribution.
Other Paid Circulation

Record any other paid circulation that does not fit the previous items
and describe how the subscriptions were sold (e.g., copies sold
through agents).

Total Paid Distribution
Add items 2 through 9 to determine total paid distribution.

Unpaid Distribution (Nonsubscribers)

11.

12.

13.

14.

15.

Number of Bulk and Sample Copies

Record the number of distributed sample copies and bulk orders.
These include all promotional and complimentary copies.

Expired Subscriptions

Record the number of expired subscriptions. These are unpaid copies
mailed to subscribers who have let their subscriptions run out without
renewing.

Nominal Price Subscriptions

List all subscriptions sold at a price below half the value of the basic
subscription price and any subscriptions sold with a premium that
exceeded half the value of the basic subscription price of the
publication.

Total Nonsubscriber Distribution

Add items 11 through 13 to determine the total nonsubscriber
distribution.

Total Copies Distributed

Add items 10 and 14 to determine the total distribution of the
publication.

Percentage

16.

17.

Unsold Newsstand and Vending Machine Copies, Plus Other
Nondistribution

Record the total copies returned or recycled from newsstands and
vending machines, spoiled copies from production runs, office copies,
copies held in storage, and copies sent to the Post Office with this
application. These copies are not distributed and are not considered
when determining paid distribution. Attach documentation that
substantiates the disposition of the nondistributed copies.

Total Copies Printed

Add items 15 and 16. This total should equal the total copies printed in
Part A, item 14.

17
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5-2.3

5-2.3.1

18.

Applying for Periodicals Mailing Privileges

Percentage of Qualified Subscribers

Divide item 10 by item 15 to determine the percentage of qualified
distribution. For the publication to be eligible for the Periodicals prices
as a general publication, the percentage of qualified distribution must
be 50 percent or more of the total distribution.

Part C

Complete Part C if you are applying for a Requester publication.

Requester Copies

1.

Requests Received by the Publisher

Record the number of requests for free copies of the publication.
Requests may be in the form of written, signed, and dated forms. They
may be obtained through telemarketing or the Internet. Appendix E
explains how those types of requests are verified and what
documentation is needed. Persons are not deemed to have requested
the publication if their request is induced by a premium offer or by
receipt of material consideration.

Paid Subscriptions

List the number of copies received through subscriptions. Copies may
be paid at nominal prices and still qualify as valid requester circulation.

Advertiser Proof Copies

Record the number of copies furnished to the advertisers in the
publication. Each advertiser in an issue is entitled to one proof copy to
show that the ad was published. One copy per advertiser is counted as
requested circulation.

Exchange Copies

List any copies that are exchanged with other publications on a one-
for-one basis. Additional copies are considered sample copies and
must be reported as unpaid distribution.

Copies Requested by Employers

Enter all copies requested for employees by their employer or
department head. Lists must be maintained to show who requested
the copies and the recipients. The recipients must be listed by name
and/or title. Requests by officials of membership organizations to have
copies sent to members do not qualify as valid request circulation and
must be reported as unpaid distribution.

Single-Copy Sales

Enter the number of single copies sold or requested over the
publisher’s counter or sold through vending machines.

Copies Sent in Fulfillment of Requests in a Manner Not Covered Above
Record the number of copies requested in manners not covered in
items 1 through 6 and explain how they were requested (attach a
separate sheet if necessary).

Total Requested Distribution

Add items 1 through 7.
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5-2.3.2

5-2.3.3

5-2.4

5-2.4

Nonrequested Distribution
9. Requests More Than Three Years Old
List the number of requests that are more than three years old. These
are not considered valid requests.
10. Requests Induced by a Premium Offer or Material Consideration
List any requests obtained by a premium offer or other inducement.
These are not eligible for the Periodicals prices.
11. Sample Copies
List all complimentary and other samples (e.g., trade show giveaways),
regardless of whether they are mailed or distributed by other means.
12. Total Nonrequester Distribution

Add items 9 through 11 to determine the total nonrequester
distribution.

Percentage
13. Total Distribution

Add items 8 and 12 to determine total distribution of the publication.
14. Nondistributed Copies

Record the total copies returned or recycled from newsstands and
vending machines, spoiled copies from production runs, office copies,
copies held in storage, and copies sent to the Post Office with this
application. These copies are not distributed and are not considered
when determining the qualified requester distribution. Attach
documentation that substantiates the disposition of the nondistributed
copies.

15. Total Copies Printed

Add items 13 and 14. This should equal the press run or print order
listed in Part A, item 14.

16. Percentage of Requested Distribution

Divide item 8 by item 13 to determine the percentage of qualified
requester distribution. To be eligible for the Periodicals prices of
postage, the percentage of qualified requester distribution must be 50
percent or more of the total distribution for the publication.

Parts D and E

Complete Part D if you are applying for an Institutions and Societies
publication that will have no advertising or publisher’s advertising only.

Complete both Parts D and E if you are applying for an Institutions and
Societies publication that will have general advertising. See Appendix C to
help you determine whether or not you are eligible to have general
advertising.

In Part D, check the type of organization that most closely describes your
organization. Check only one type of organization and complete the rest of
the details requested for that type of organization. Evidence to support the
eligibility of the organization is defined in the right-hand column for each
type. You must submit this evidence with the application.

19
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5-2.5

Applying for Periodicals Mailing Privileges

Part F

Complete Part F if you are applying for nonprofit prices based on the
eligibility of the organization. Appendix D describes the various types of
organizations and how they qualify. Note: Requester publications (Part C)
are not eligible for nonprofit prices.

In item 1A, check the type of organization you are applying under. Provide
copies of by-laws, constitution, and articles of incorporation, as appropriate,
to provide proof that your organization meets its stated primary purpose. You
must also submit evidence of nonprofit status, such as a copy of an IRS
exemption from the payment of federal income tax, or a financial statement
prepared by a responsible independent auditor (e.g., certified public
accountant).

In item 1B, check the appropriate box if you are applying for either the
Classroom prices as a Classroom publication or the Science-of-Agriculture
prices as a Science-of-Agriculture publication.

In item 2, check the appropriate box.

5-3 Documentation

The following circulation records must be available for examination by Postal
Service personnel at the known office of publication:

a.  The print orders or press runs for the entire production of issues of the
publication.

A list of subscribers or requesters.
Records of newsstand sales and returns.
Vending machine records.

® a0 0O

Records or lists to substantiate any other paid circulation, such as
street sales, delivery by news carriers, and over-the-counter sales.

—h

Order forms for subscriptions or requests.
g. Dues or membership forms.

h. Cashbooks, credit receipts, bank deposit slips, or other financial
records to support payment of subscriptions and other paid circulation.

i. Records of copies destroyed, copies stored for future fulfillment, in-
house office copies, and recycled newsstand returns.

5-4 Publication Copies
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All applications for Periodicals mailing privileges must be accompanied by
two copies of the issue published nearest to the date of the application. One
of these copies must be marked to show the advertising and nonadvertising
content. The percentage of advertising and nonadvertising must be shown
on the cover.
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6 Additional Entry, Reentry, or Special
Price Request

6-1 Additional Entry

Authorized Periodicals publications may be mailed at any additional mailing
office that is linked to PostalOne!. Additional entries are opened by
notification through the mailing Post Office. Publishers who wish to present
Periodicals for verification at additional mailing offices without access to
PostalOne! must file PS Form 3510-M, Application for Additional Mailing
Office for Periodicals Publication, indicating that mailings will be presented at
these offices. Publishers of publications pending approval must submit

PS Form 3510-M applications with their original entry application for all
mailing offices where mail will be submitted during the pending period.

A copy of PS Form 3510-M is shown as Exhibit Il in Appendix G. Complete
in full parts A, B, and C, describing the publication and the distribution plan
to be used for delivery of your issues. You can use PS Form 3510-M to open
one entry or multiple entries for a single publication, provided the effective
dates for the additional entry authorizations all occur within 30 calendar
days. See the next chapter for instructions for completing PS Form 3510-M.

6-2 Reentry or Special Price Request

Use PS Form 3510, Application for Reentry or Special Price Request for
Periodicals Publication, if you want to request a change to the publication's
title, frequency of issue, location of the known office of publication,
qualification category, or price category. A copy of PS Form 3510 is shown
as Exhibit lll in Appendix G. See the next chapter for instructions for
completing PS Form 3510.
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6-3 Applying for Periodicals Mailing Privileges

6-3 Submitting PS Form 3510-M and 3510

Submit your completed PS Form 3510-M or PS Form 3510 at the Post Office
of original entry. You may submit it at the time you submit your initial
application for Periodicals privileges, or separately after your Periodicals
privileges have been approved.

Note: To change the location of the known office of publication, you

must submit the completed PS Form 3510 to the Post Office that serves

the new known office of publication.

6-3.1 Completing PS Form 3510-M

6-3.1.1 Overview

You must complete Parts A, B, and C. A copy of PS Form 3510-M is shown
as Exhibit Il in Appendix G.

6-3.1.2 Part A

Iltem 1 — Print the full title of the publication. The title must be the same as
on PS Form 3500, Part A.

Iltem 2 — Check the “yes” box only if you have applied for the Centralized
Postage Payment (CPP) program (DMM 207.16.0) or intend to use the Plant-
Verified Drop Shipment (PVDS) program (DMM 705.17.0). Otherwise, check
the “no” box.

Iltem 3 — Enter your ISSN (if one has been issued) and your USPS number. If
you do not have a USPS number yet (this number is provided when PS Form
3500 is approved), leave that line blank.

Iltem 4 — List the number of issues (same as PS Form 3500, Part A, item 5).
Iltem 5 — List the frequency of issue (same as PS Form 3500, Part A, item 4).
Iltem 6 — List the city, state, and ZIP+4 code of the original entry office.

ltem 7 — Enter the name and address of the known office of publication
(same as PS Form 3500, Part A, item 8).

6-3.1.3 PartB

You may open one or more additional entries at one time. When opening
multiple entries, the dates opened must be within an inclusive 30-day period.
Iltem 8 uses separate columns to capture information.

Iltem Number — Use the item number column on the extreme left and
number each entry sequentially if you are listing more than one additional
entry.

Post Office and ZIP Code — Enter the city, state, and ZIP Code of the Post
Office where mail will be verified for acceptance. An additional entry is not
required for PVDS destination offices. An additional entry is required only for
a Post Office where copies of the publication are presented for Postal
Service acceptance and verification.

Nature of Action — Check the appropriate box to open, close, or modify the
entry information.
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Additional Entry, Reentry, or Special Price Request 6-3.2.3

May 2016

6-3.1.4

6-3.2

6-3.2.1

6-3.2.2

6-3.2.3

Requested Effective Date — Enter the date you wish the entry to be opened.
Do not enter a date earlier than the date you filed PS Form 3500.

Estimated Number of Copies — Enter the approximate number of copies for
an issue that you will be mailing at this Post Office.

Part C

In items 9 through 14, print your name, sign and date the application, and
provide your e-mail address and telephone number.

For pending publications, submit your completed PS Form 3510-M with your
completed PS Form 3500 (application for original entry).

Completing PS Form 3510

Overview

You must complete Parts A, B, and C. A copy of PS Form 3510 is shown as
Exhibit Il in Appendix G.

Part A

Iltem 1 — Print the full title of the publication. The title must be the same as
on PS Form 3500, Part A.

Iltem 2 — Enter your ISSN (if one has been issued) and your USPS number. If
you do not have a USPS number yet (this number is provided when PS Form
3500 is approved), leave that line blank.

Iltem 3 — List the number of issues (same as PS Form 3500, Part A, item 5).
Iltem 4 — List the frequency of issue (same as PS Form 3500, Part A, item 4).
ltem 5 — List the city, state, and ZIP+4 code of the original entry office.

ltem 6 — Enter the name and address of the known office of publication
(same as PS Form 3500, Part A, item 8).

Part B

For reentry, complete the applicable items of Part B — a change to the
publication’s frequency of issue, number of issues per year, title, location of
known office of publication, qualification category, or prices. Note: Complete
only the applicable items — you can make one change or multiple changes
on one PS Form 3510.

Iltem 7a — Enter the change in frequency.

Iltem 7b — Enter the change in the number of issues per year.

ltem 7c — Enter the change in the title of the publication.

ltem 7d — Enter the change in the location of the known office of publication.
(Submit the application to the Post Office that serves the new known office of
publication.)

Iltem 7e — Enter the change in the publication category. You must also
provide appropriate documentation, and a Postal Service review of records
may be required.

Iltem 7f — Enter the change in the applicable prices for the publication. You
must also provide appropriate evidence when requesting this action.

ltem 7g — Enter the requested effective date of the changes.
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6-3.2.4 Applying for Periodicals Mailing Privileges
6-32.4 PartC

In items 8 through 13, print your name, sign and date the application, and
provide your e-mail address and telephone number.
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Appendix A
Identification Statement Worksheet

All Periodicals publications must contain an identification statement. It must
appear in easy-to-read type in one of the locations listed below. Check the
box that indicates the location of your identification statement:

O One of the first five pages of the issue (count the cover only if it is
marked as page 1).

O One of the last three nonadvertising pages (bound publications only).

O Masthead on the editorial page if the location of the editorial page is
shown on the first page of the publication.

O  The first page of the table of contents.

Please check that each of these elements appears in the identification
statement and provide an example:

O Publication Title

O International Standard Serial Number (ISSN) or USPS number if ISSN
not assigned

Issue Date (may be on cover)

Statement of Frequency

Issue Number (may be on cover)

Subscription Price (optional)

Name and Address of Known Office of Publication

OO0OoOooOooao

Periodicals Imprint “(Periodicals Postage Pending at ...)”
O Change of Address Information

Issue dates and numbers may appear on the spine edge of perfect-
bound publications.

Note: If you don’t have a correct identification statement in your
publication at the time you file this application, attach a letter to your
application that shows the corrected identification statement as it will
appear in the next printed issue of the publication.

Sample Identification Statement (Pending Publication)

THE DAILY TIMES Issue 5 March 2001 (ISSN 7132-698X) is published daily
except Sundays and holidays for $28 per year by Wright News Co.,

123 Maine Avenue, Washington, DC 20024-0001. Periodicals postage
pending at Washington, DC, and additional mailing offices.
POSTMASTER: Send address changes to THE DAILY TIMES, PO Box 4,
Boulder, CO 80302-0004.
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Appendix B
In-County Prices Eligibility Worksheet

May 2016

B-0.1

This worksheet helps you determine whether issu