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TUTORIAL ...

2. Clicking on the large 
blue bar will bring up 
the On-Line Ordering 
system.

3. Clicking on “Catalog” will 
bring up the Printing, Mail-
ing or the Direct Mail Fund-
raising options.

1. To Begin: Like with everything, 
the process starts by logging 
onto the OCS website (www.
ocsmail.com).  The On-Line 
Print Ordering system is shown 
at the bottom of screen.

Please note that this Ordering 
process is very intuitive , but 
this Tutorial review will provide 
details that can help one to be 
more aware of options available.

4. Now you can click on 
anyone of the three main 
tasks. For our tutorial we 
will start by clicking on 
the “PRINTING” section.  
This section will reveal a 
number of Print Product 
categories from which 
you can choose an item 
you wish to create and 
then order.
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The system is a series of a few simple steps.  1. Once you click on one of the three options (in this example 
“Printing” was selected) the speciic product selection of items available appears, as shown below.  2. All you 
need to do now is select a particular product item (e.g. Postcard).  3. When that is done the system asks if you 
want to either Pick a Design -or- Create Your Own Design.  (Picking a Design is a fast approach to doing an 
item - basically you get what you see, you just add copy.  Create a Design adds lexibility, you can change 
art and color and there is more variety in fonts.)  Note - this choice ONLY appears in the “Printing” option.  
It is not needed in our Mailing or Fundraising options.  4. Once Design approach selected the system will 
open up to several speciic formats you can chose for that category (i.e. the size of the piece, 1 or 2-sided, 
full color, 2-color, etc.).  You would then be prompted to enter the design and copy you want on that item.
5. You’re inished, you get to preview your job and then go to check-out. (Details on each of these steps follows...) 

Here are the main 
Print Selections.  You 
now select the Product 
Category you want, 
like say “Post Cards”

OCS On-Line Print, Mail & Fundraising Ordering System



You have the ability to select to do Printing, Mailing or Direct Mail Fundraising ... in this example we selected 
the Printing option .  After that the system lists a number of choices for the respective option chosen.  One 
could have chosen Postcards, Fliers, Brochures, Envelopes, etc., etc.  Postcards was the selection made.

Now the system gives the user a unique choice.  They can go the direction of doing something that is very 
easy and quick - such as Pick-A-Design.  Here you have various concepts from which to choose. You pick 
it and then just enter your copy.  It you want to add a little more of your own lair you can choose - Create-
Your-Own-Design.  In this approach you are picking a format or general design, BUT you can add options, 
change colors, vary your fonts, etc.  This approach may add a couple extra prompts, but you obviously have 
more choices.  In our example we are going to go with - Create-Your-Own-Design. 

(Again note that this unique choice of: Pick-A-Design or Create-Your-Own-Design is only in the “Printing” 
option section.  It is not needed in the “Mailing” or “Fundraising” sections.)

1. In this example we have 
already selected “Printing”  
option & then “Postcards”.

2. Now we are going to 
select the option: Create-
Your-Own-Design.
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2. The sample format below provides an 
image or Design Layout of the product you 
are about to create.  It shows where the text 
& any graphics will be placed.

The next box shows “font types” available. And 
the last box shows how “font sizes” compare.

This is the speciic 
Layout or Format of 
respective Product

These are our speciic 
Product Categories

Notes approach 
selected

1. Once you click on the “speciic” Product 
Category, a “group” of particular Formats 
for that item appear, as shown here, i.e. 
size wanted, full-color or 1 or 2-color, 
1-sided or 2-sided, etc.

3. All you need to do now is select the 
“speciic” Layout or Format of the item from 
the group.  For example, there will be different 
designs or layouts to select from.  And within 
these layouts there will be different options.

For example, there will be a layout that is 
one sided and just one color (1/0), or 2-sided 
with full color on the front and just 1-color on 
the back (4/1), etc.  In our example above 
(the circled item) this is a Post Card that is 
4/1 or full color front, 1-color black ink back.  

Clicking on that speciic product layout will 
bring up the next screen (shown on the right).  
You are now ready to produce or create the 
particular Post Card (i.e. item) you want by 
illing in a few blanks or prompts.

Creating your Print Item ...
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1. This is basically the inal screens that 
produce or create the product “you” want.  
You just ill in the blanks.  The “layout” of the 
item you selected is shown at the top and it 
shows the areas you can print copy, along 
with areas you can add graphics.

Complete the prompts, then ask to see a 
Preview of what you produced so you can 
review and make changes or approve.

After you create your product, you select 
quantity wanted. Pricing brackets are also 
noted.  You then “okay” to proceed and add 
item to you shopping cart.  It is that easy!

2. Clicking the Green button 
will display a “Preview” of 
what you have completed 
or entered so far.  It is 
suggested that you preview 
after you have entered at 
least a few ields.  It will 
take a good minute or two 
to display (all PC speeds 
are different).

4. This notation relates to 
the minimum and maximum 
“font” size “range” allowed 
for the above text that was 
just entered.

3.Pictures/Graphics - The System 
sometimes provides a “Gallery” 
option that contain pictures or 
background colors from which you 
can select and/or it allows you to 
“Upload” your own graphics.  (At 
OCS we are always working to 
expand and add to the Gallery 
more pictures and designs.)

OCS On-Line Print, Mail & Fundraising Ordering System
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Expanded “text entry” box:  If copy to be 
entered is lengthy, then an expanded text 
box pops up.  So instead of the smaller 
format text entry box, there will be a 
button (i.e. Add Text) to provide a more 
appropriate size entry box.  There are 
also options to justify your copy, i.e. left or 
right justify, center or force to it total area.

An Expanded “text entry” box 
pops up when system detects 
there is a lengthy amount of 
info to be entered.

As a comparison, this is the 
more routine or standard text 
entry size box.

OCS On-Line Print, Mail & Fundraising Ordering System
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1.Fill in the Prompts
3.Location or Preview of the 
product item you just cre-
ated, the Front and Back.

7. After you have double checked 
your item for correctness, make 
sure you do one inal “Preview” 
(click on green button). Now 
that everything is good, you 
are now ready to add it to your 
Shopping Cart and then Check 
Out.  So - Click your Approval 
by checking the “Click Here 
to Approve” box and then 
click “Add to Cart” box.

6. Indicate Qty wanted. If need Qty 
greater than noted, call for quote.

E-mail available:  oscinc@ocsmai.com

4.Use Enhanced View, it provides 
enlarged copy, etc. (Basic view is 
only for users w/out Flash on PC.)

5. When you complete the Prompts, ask to 
see a Preview of item for your review, i.e. click 
on Green button.  If need to make change, 
just click on the Prompt of text or graphic want 
to modify, and change it - then Preview again.

After product complete, select Quantity, then 
Approve. Lastly add item to you Shopping Cart.

2.Preview button

After you click on “Add to Cart” 
button, it grays out and changes 
to “Adding to Cart”.

OCS On-Line Print, Mail & Fundraising Ordering System
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6. Press Checkout to continue 
the closing process.

1. This is your Conirmation that item added 
to Cart.  It shows Qty selected and the Price.

5. IF you ordered “more” than one 
item, each item would be listed here.

3. If you MUST make a change to 
item, clicking on the Item (Blue copy) 
will take you back to item detail.

4. IF you want to DELETE item, 
check small box next to respective 
item and then click on “Remove”. 

2. This area shows “total” calculated Price 
and the “total” Quantity you ordered.

Order Conirmation Info ...
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3. Click on “Continue” to move on to Billing info.

Your “selected” payment choice 
will then be shown here. 

1. Add your “Ship To” location.
or

Use your “existing” address on ile
or enter a “new” shipping address.

2. Here you will indicate “shipping choices”, 
like “Customer Pick-Up” or “UPS Ground”, etc.

The Checkout process ...
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Use your “existing” address on 
ile or use the shipping address 
entered or a new address.

1. Now your “Billing” address noted.

3. Move to next Conirm screen

2. Need to check payment method - Credit Card

OCS On-Line Print, Mail & Fundraising Ordering System
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3. Clicking “Complete Order” inishes the process

1. This is your “review of order & address data”. It is  
also where you enter your “Credit Card information”.

2. For Credit Card payment method 
you will need to complete your card 
information here.

OCS On-Line Print, Mail & Fundraising Ordering System
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1. Final Order Recap - Review of all information.  
You are now FINISHED!  However, IF you wish 
to make a modiication to your print job, you 
have one inal chance to do it here.  Clicking 
on the Pencil Icon will take you back to the 
set-up or entry area for creating your item.

2. The magnifying-glass is a 
“View Details” Icon. It will bring 
up and display item ordered.

3.Print page for your iles.

1-800-877-4627

, Inc., Inc.
®

Just an FYI - IF in the future you wish to “Re-
order” this item, going to the “Order Mgr” tab (see 
above) will allow you to search past items, by prior 
Order#, Date Ranges, etc.  Then respective data 
for item wanted will be displayed. By clicking on 
this button will start the process for a Re-order.

OCS On-Line Print, Mail & Fundraising Ordering System
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Of the “three” main Ordering options provided, i.e. Printing, Mailing & Direct Mail 
Fundraising, this Tutorial has just detailed the “Printing” option.  These last 
several pages provide a review of the functions in the other two, i.e. Mailing and 
Fundraising.  Since there are a lot of tasks that are similar to the Printing option 
we basically outline the differences.  We will start with the  MAILING section.

There is also a special function that is not part of the Printing area and that re-
lates to “Address Lists ” that are necessary to mail out your piece.  Our system 
allows	you	to	either	download	your	speciic	list	or	select	&	develope	a	list	rela-
tive to location parameters, market segments or demographic criteria.

1. Select one of the 3 main options.  We already 
detailed Printing.  We will review Mailing here.

2. Now select the Product Category.  
In “Printing” we had 10 categories, 
“Mailing” has 4 categories that align 
themself with the mailing function.

3. Next screen to appear will be 
the “Formats” available.  Now just 
pick the format you prefer.



1. As detailed in the prior “Printing” section, the 
layout of the “Mailing” Card, Flier, Brochure, or 
Packet follow the same completing of prompts.  
The only difference is that you will see the format 
of the “address” that will be printed on the piece.  
Next page outlines how addresses obtained.

OCS On-Line Print, Mail & Fundraising Ordering System
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2. Note that the system will layout the 
format of the address on the piece.  You can 
request to see the irst and last address in 
the address ile, via the prooing process.  
Other list address options are available 

Formatting your Mailing piece ...
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1. The system, whether in the “Mailing” 
option or the “Fundraising” option will 
request - What or how is the system 
getting the addresses to use on the 
mailing piece?

It will get these addresses from an 
“Existing File” that you will need 
to upload -OR- You can request 
“Acquiring” of New Addresses.

Obtaining Addresses

2. Uploading Existing Addresses -

If you have never uploaded any  
addresses then the drop down 
will state: “No existing ile”.  It will 
then prompt you to “Browse” for ile 
wanted.  You then indicate the type of 
ile it is, i.e. Comma Delimited, Excel, 
etc. and the system will upload.

3. Acquiring New Addresses -

You click on the “Acquire” section and a 
special Geo-Selector address system 
will appear.  Reference next few pages 
that detail obtaining addresses.

4. Once ile determined and loaded, the 
system needs to know how it is to be 
formatted or laid out on the mailing piece.

Postal requirements dictate that the 
“Endorsement” line is at the top of the 
address and we will be placing the Bar 
Code at the bottom.  These items are 
calculated and created by the system.

You just layout the address. Like irst 
name - irst, then last name, last. Next, 
would be the street address, etc.  The 
system shows the general format of how 
an address is set-up, but it does let you 
change it if you would like.

5. Shows location of formatted or 
mapped address on mailing piece.
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OCS Address part of System for Locating, Selecting & Acquiring Address List Data - The system 
will allow user to acquire addresses for a deined location.  The system moves to the GeoSelector 
application so the user can deine how they want addresses to be selected.  (This selection occurs 
in both the Mail & Fundraising sections.)  There are “two” main options.  You can plot out / draw 
a speciic area on a map --or-- you can select your list via zips, cities or counties - you can even 
select parameters such as all address in a 2, 3, 4, etc. mile radius from a center point.  This is the 
initial question that needs to be answered before you can move into more particular options, where 
the system will provide you selections such as, geographic locations, market segments (i.e. single 
homes, apartment, businesses, etc) or demographic criteria, such as age, family income, gender, 
number children in household, etc.  
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This list type or option will allow you to 
plot or speciically draw the parameters 
for an area you want on a map.  You can 
even request a radius, so many miles out 
from a center point.

And this second list option will let you 
select your list based on Zip codes, 
Counties or Cities.

-or-
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1. Enter an address to determine your 
center point or basic location.

2. Click on “Draw Selection” to begin 
outlining area you wish to mail.

This “Interactive Help” box will detail what 
you need to do, to proceed in mapping 
your area and determining the addresses 
you wish to inally select for acquisition.

This is the location for most of 
the speciic options available 

1. Enter an address to determine your 
center point or basic location.

2. Click on “Draw Selection” (above icon)
to begin outlining area you wish to mail.

3. You now draw the geographic area you 
wish to cover. Just click to make a point, 
then draw and click to create the line.  
Continue process to do the boundaries.

4. After boundary complete the system will 
respond with number addresses in area.
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Just for comparison - The prior page 
shows the address area wanted, 
created via “drawing a shape”.  If you 
wanted you could also just request a 
radius from a central point.

This example shows a 5 mile and a 
3 mile radius ...  

4

4
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1. Demographic Criteria - If you wish to narrow your 
address selections, you can consider demographics, 
such as Age, Family Income, Gender, etc.   Clicking 
on “Select Demographics” brings up the Criteria 
option screen below. 

2. If you do NOT want any demographic selections, just 
click on “Continue Order” and you proceed to the total 
“records” selected screen (ref. page 21).  Then on that 
screen, click on “Continue Order” to proceed to inal 
processing screen. (Ref page 23 for that screen).
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1. Select any Demographic Criteria 
options below to make your addresses 
more speciic to your needs / audience.  
For example, Dwelling Type.  Click on 
“Save Selection and Continue” to re-
calculate new address qty.

2. Notice in our example when you 
narrowed your search from all addresses 
in area ... to all addresses in area that 
are “Single Family Households” quantity 
dropped from 7,353 (as shown on prior 
page) to 6,675 (as shown here).

3. Once complete with Demographics, 
click on “Continue Order” to inish the 
process.
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When inished with any Demographics 
you may have selected for the deined 
area choosen, this screen appears after 
you click on “Continue Order” (reference 
prior page).

If you did not request any Demographics, 
you just selected a deined area, this 
screen will also appear.

It shows inal quantity calculated, based 
on the area selected and if demographics 
were selected then that info is also noted.

Finally, the address cost is shown.
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1, Just as an option - If you want to stay with the 
demographic address selection made, but you 
really do not want to mail the total quantity that was 
calculated for the area ... you still have a chance to 
lower the quantity.  All you have to do is swipe the 
quantity in the “Number of Records to Order” box and 
indicate a number that is lower than that shown.  In our 
example, we changed the 6,675 to 5,000.  The system 
will then select a random grouping of 5,000 addresses 
from the original 6,675.

3. It will then provide you with a 
breakdown of address locations ... 
You are now COMPLETE with your 
address selections!

2. Shows the change from original 
6,675 records to new 5,000 wanted.
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The system now summarizes the 
complete order, for the item(s) to 
Print, for the Addresses selected 
and the Postage.

1. The price breakdown for the Print 
Material(s) and the Mail Preparation 
(i.e. the processing & labor to format the 
addresses and print the addresses on 
the product.2. The cost for the Addresses (5,000 in 

this example).  See prior two pages for 
how address qty selected. 

3. The postage calculation for the 
postage “type” selected. 

Click your Approval by checking the “Click 
Here to Approve” box and then click “Add to 
Cart” box.  Order is inished ... the Checkout 
process is the same as detailed in the “Print” 
option section, pages 7-12.

Completing the Mailing Option section ...



1. Clicking on the large 
blue bar will bring up 
the On-Line Ordering 
system.

2. Clicking on “Catalog” will 
bring up the Printing, Mail-
ing or the Direct Mail Fund-
raising options.

3. Now you can click 
on anyone of the three 
main tasks. For this 
part of the tutorial we 
will click on “Direct Mail 
Fundraising ”. 

DIRECT MAIL 
FUNDRAISING 

Section

OCS On-Line Print, Mail & Fundraising  Ordering System
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Direct Mail Fundraising  - “This” part of our system is directed at authorized Non-Proits.  Many of the 
formats are volunteer Emergency Service Industry oriented, but any organizational non-proit can apply 
the examples.  There are various solicitation Packet formats.  The solicitation packets are different 
sizes, i.e. 3-piece, 4-piece and 5-piece, meaning a Flier, main Mailing Envelope, Return Envelope, and 
maybe a separate Donor Response Card and/or a Promotional Insert.  There are special lier designs 
that allow you to provide your own copy, but we also offer suggestions.  There are generic graphics from 
which to choose, but you can upload your on photos.  In addition to the solicitation packets, there are 
Letters, and Thank You post cards and 2-piece packet Thank You letters.

State Charitable Compliance Info - Prior to doing a solicitation for charitable donations, most states 
require some form of charitable registration from most non-proit organizations.  In addition to one-

time or annual registration, most of these 
states require iling some form of compliance 
paperwork to remain in good standing with 
the state charity bureau, usually a division 
of the Secretary of State or Ofice of the 
Attorney General.  If you are here considering 
a solicitation mailing you are probably aware 
of the process.  If not, you will want to check 
with your particular state’s requirements, the 
paperwork is not that dificult, if needed.  

3-pc.

Formats / Example solicitation 
mailing packets and designs 
for our Non-Proit customers. 

Clicking on format wanted will start 
the process to design your packet 
and obtain respective addresses. 
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2. The system, whether in the 
“Mailing” option or the “Fundraising” 
option will now request - What or how 
is the system getting the addresses to 
use on the mailing piece?

It will get these addresses from an 
“Existing File” that you will need 
to upload -OR- You can request 
“Acquiring” of New Addresses.

3. Uploading Existing Addresses -

If you have never uploaded any  
addresses then the drop down 
will state: “No existing ile”.  It will 
then prompt you to “Browse” for ile 
wanted.  You then indicate the type of 
ile it is, i.e. Comma Delimited, Excel, 
etc. and the system will upload.

4. Acquiring New Addresses -

You click on the “Acquire” section and a 
special Geo-Selector address system 
will appear.  Reference next few pages 
that detail obtaining addresses.

1. Description of Packet 
Format you selected.

5. Packet & Mail Prep prices.  
Address prices noted on later 
screen.

Continuing with D/M Fundraising option ...



1. Enter an address to determine your 
center point or basic location.

2. Click on “Draw Selection” to begin 
outlining area you wish to mail.

This “Interactive Help” box will detail what 
you need to do, to proceed in mapping 
your area and determining the addresses 
you wish to inally select for acquisition.

This is the location for most of 
the speciic options available 

1. Enter an address to determine your 
center point or basic location.

2. Click on “Draw Selection” (above icon)
to begin outlining area you wish to mail.

3. You now draw the geographic area you 
wish to cover. Just click to make a point, 
then draw and click to create the line.  
Continue process to do the boundaries.

4. After boundary complete 
the system will respond with 
number addresses in area.

OCS On-Line Print, Mail & Fundraising  Ordering System
Selecting & Acquiring your Address List Data -  
The system will allow user to acquire addresses for 
a deined location.  IF you already “uploaded” your 
addresses, you would not see this set of address 
screens and you can continue on to the next page.  
The system moves to this GeoSelector application 
so the user can deine how they want addresses to 
be selected.  There are “two” main options.  You can 
plot out / draw a speciic area on a map --or-- you 
can select your list via zips, cities or counties, these 
are the initial two questions.  Once that question is 
answered the screens here appear for you to map out 

your area.  The system will provide 
you selections such as, geographic 
locations, market segments (i.e. single 
homes, apartment, businesses, etc) 
or demographic criteria, such as age, 
family income, sex, number children in 
household, etc. to be considered. 

NOTE:  A list of the various screens and 
procedures for uploading “addresses” or the 
deining of an area where you wish to mail, 
has NOT been detailed here.  In the prior 
“Mailing” option section (ref. pages 16 thru 
22) all those speciic processes are outlined.  
The procedures written there would be the 
same as what you would follow here for this 
Direct Mail Fundraising section.  However, 
this page does summarize the high points.

5. When inished with any Demographics 
you may have selected for the deined 
area choosen, this screen appears after 
you click on “Continue Order” (reference 
prior page).

If you did not request any Demographics, 
you just selected a deined area, this 
screen will also appear.

It shows inal quantity calculated, based 
on the area selected and if demographics 
were selected then that info is also noted.

Finally, the address cost is shown.
5100

6.In this Direct Mail Fundraising 
example, number addresses 
selected was this 5,100
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1. The cost for the Addresses (5,100 
in this example).  See prior page for 
how address qty selected. 

2. The postage calculation for 
the postage “type” selected. 

The system now summarizes the 
complete order, for the item(s) to 
Print, for the Addresses selected and 
the Postage.  The next page reviews 
adding your copy to the packet format 
you selected.

3. Packet & Mail Prep prices.  
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1. This is the inal phase - The “layout” of the 
packet items you selected is shown at the 
top. It shows the areas you can format copy, 
along with area you can add graphics for all 
the pieces of the overall packet.

You just ill in the blanks, like was detailed 
in the “Print” option section.  Complete the 
prompts, then ask to see a Preview of what 
you produced so you can review and make 
changes or approve.

Since this is a “packet”, you will do the Flier, 
then select the Donor Card, inally the two 
envelopes (main #10 and return env.).

Picture shows location 
of copy, then enter info in 
prompts below.

3. Once Flier info complete, just 
click on next item, in this case 
the Donor Card and inish with 
the envelopes.

2. Clicking the Green button 
will display a “Preview” of 
what you have completed 
or entered so far.  It is 
suggested that you preview 
after you have entered at 
least a few ields.  It will 
take a good minute or two 
to display (all PC speeds 
are different).  Be patient.

Donor Card and Envelopes 
reviewed on next page ...+
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Formatting info on the D/M Fundraising Packet ...
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2. Postage Note - As a Non-Proit and 
if you wish to mail at special Non-Proit 
Pre-sort standard rates, we will need 
the authorization postage paperwork to 
mail from an additional post ofc other 
than yours.  That is a simple process of 
providing us with your Non-Proit postal 
authorization number via postal form 
3623, just click the “here” to get form.

3. After you have double checked 
your items for correctness, make 
sure you do one inal “Preview” 
(click on green button). Now 
that everything is good, you 
are now ready to add it to your 
Shopping Cart and then Check 
Out.  So - Click your Approval 
by checking the “Click Here 
to Approve” box and then 
click “Add to Cart” box.

Screen 1

Screen 3

Screen 2

1. These 3 screens display the rest of the items 
for the packet.  Just complete prompts like on 
the prior page. When complete, ask to see a 
Preview of item for your review, i.e. click on 
Green button.  If need to make change, just 
click on the Prompt of text or graphic want to 
modify, and change it - then Preview again.
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OCS, Inc. E-mail available:  oscinc@ocsmai.com
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The Authorization to Mail from an 

Additional Post Ofice

Request for Confirmation of Authorization
(or Pending Application) to Mail at

Nonprofit Standard Mail Prices

No application fee is required. Please be sure all information is complete.  Please type or print legibly.

1.Complete Name of Organization

2.  Street Address of Organization (Number, street, apartment or suite 

number, city, state, and ZIP+4®)         

3.  Name of Person Making this Request (Must be a responsible official of

the requesting organization.)

5.  Nonprofit Standard Mail authorization number or pending application
number.

PS Form 3623, August 2008 (PSN 7530-02-000-9027)

Part 2 (For completion by postmaster at Non-PostalOne! Post Office when application filed)

2.  Signature of Postmaster (Or designated representative)

3.  Date Application Filed With Post Office (Round stamp)

6.  Post Office (not station or branch) where mailings will be made and
where confirmation of authorization or application pending authorization
to mail at Nonprofit Standard Mail prices is requested.

7.  Estimated date of first mailing at Post Office indicated in item 6.

I certify that the statements made by me are true and complete.

I understand that anyone who furnishes false or misleading information 

on this form or who omits material information requested on the form may 

be subject to criminal sanctions (including fines and imprisonment) and/or 

civil sanctions (including multiple damages and civil penalties).

8.  Signature of Applicant 10.  Date9.  Title

I further understand that, if this application is approved, a postage refund for the 

difference between the regular Standard Mail and Nonprofit Standard Mail prices 

may be made for only those regular Standard Mail mailings entered at the post 

office identified above while this application is pending, provided that the 

conditions set forth in Domestic Mail Manual 703.1 and 703.1.9 are met.

Be sure that the applicant has completed items 1 to 10 in Part 1.

If the national authorization number is known, the postmaster should
request confirmation by calling the Pricing and Classification Service
Center at one of the following numbers:

(212) 330-5360

(212) 330-5361

(212) 330-5362

Eastern, New York Metro, and Northeast Areas

Cap Metro, Southeast, and Southwest Areas

Great Lakes, Pacific and Western Areas

The organization name in item 1 must match the name of the
authorized organization exactly. The applicant named in item 3 must
be an authorized official of the organization completing this form.

File a separate request for confirmation for each Post Office (not a
station or a branch) outside the PostalOne! system for which your
organization wants to mail at Nonprofit Standard Mail prices.

Submit the completed request to the postmaster at the Post Office
outside the PostalOne! system where confirmation of authorization or
pending application to mail at Nonprofit Standard Mail prices is
needed.

4.  Telephone Number (Include area code)

1.

Part 1 (For completion by applicant)

Check here if authorized by telephone and enter the authorization
number issued by the Postal Service.

Any organization currently authorized or that has filed an application

that is pending authorization to mail at the Nonprofit Standard Mail

prices by the Postal Service™ may obtain confirmation of

authorization or pending application to mail at Nonprofit Standard

Mail prices for mailings to be entered at a PostOffice™ outside the

PostalOne!® system.

Confirmation of authorization to mail at Nonprofit Standard Mail

prices or application pending to mail at those prices will be issued

only to the organization holding the original authorization or that has

applied for authorization.

Retain applications approved by telephone at the Post Office. A copy 
of  the authorization letter sent to the applicant will be sent to the 
postmaster.

Send applications not processed by telephone to:

Privacy Notice: See our privacy policy on www.usps.com®

Pricing and Classification Service Center
PO Box 3623
New York  NY  10008-3623

Postal Permit Info:  It is probable that you have 
your postal non-proit status.  If not, you will need 
to apply via application 3624 (shown at bottom, 
right).  But it is more likely you already have a 
non-proit permit at your local post ofc.  For us 
to handle your mailing and process through our 
postal facility we need a very simple authorization 
form completed, which allows us to mail from 
“our” post ofice facility.  This authorization (form 
3623 shown at bottom left) is a short 1-sided 
form.  Please email it to us - just click the “here” in 
the irst option and follow the brief couple steps.

This Postal Permit Info appears when you click the “click here” 
link, which relates to required postal information needed by us 
(i.e. OCS, Inc.) as your mailing agent for your mailing packets.

PS Form 3623, August 2008 (PSN 7530-02-000-9027)
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This ends the Direct Mail Fundraising section

This also concludes the overall on-line
Printing - Mailing - D/M Fundraising T utorial

1-800-877-4627

, Inc., Inc.
®
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1. Details of ordering Fundraising items is complete.  
System summarizes specs of order. You are now ready 
to go to checkout.  You would enter your Ship to and Bill 
to info along with Credit Card data - This is the same as 
detailed in the “Printing” section, ref. pages 9 thru 12. 

2. Each item in packet is listed.  The overall 
“printing” cost is shown, then the cost for the “list”.  
The “postage” for the mailing is also shown and 
any shipping or freight charges for delivery to the 
Post Ofice is noted ...

3. You now move to formal checkout by 
clicking on the “Checkout” button.

0

$2,422.50

75.00

867.00

$3,384.50

$2193.00

List $229.50

Qty
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