USPS Handbook AS353 – USPS Guide to Privacy and the FOIA

4-6.2 Customer Names and Addresses

The procedures related to the disclosure of customer names and addresses are as follows: 

a. Customer or Mailing Lists. Mailing lists or other lists of names or addresses (past or present) of Postal Service customers or other persons may not be made available to the public by any means or for any purpose. 

b. Mail and Mail Covers. Information from the contents or cover of any customer's mail must not be recorded, photocopied, filed, or otherwise collected or disclosed within or outside the Postal Service, except for Postal Service operations and law enforcement purposes as specified in sections 213 and 274 of the Administrative Support Manual. 

c. Address Location. If the location of an address is known, a Postal Service employee may disclose the location or give directions to the address. 

d. Release of Address Information: 

(1) General. Information relating to boxholders, change of address, and commercial mail receiving agencies may only be disclosed as permitted by the Privacy Act and routine uses for the applicable system of records. See the appendix, additional instructions in section 4-6.2

 HYPERLINK "http://www.usps.com/cpim/ftp/hand/as353/" \l "TcCu?3dcmudg" d.

 HYPERLINK "http://www.usps.com/cpim/ftp/hand/as353/" \l "fcCu?eemudg" (2), and exhibit 4-6.2

 HYPERLINK "http://www.usps.com/cpim/ftp/hand/as353/" \l "7dCu?3d8mudg" a., Address Disclosure Chart. 

(2) Additional Instructions. The following additional instructions must be followed relating to requests for change of address or boxholder information. 

(a) General. Disclosures must be limited to the address of the specific individual about whom information is requested, not other family members or individuals whose name may appear on the change of address form. The address of an individual may be withheld to protect the individual's personal safety. If an individual has filed for a protective order, the address may not be disclosed except pursuant to a court order and on the advice of counsel. 

(b) To persons serving legal process. This includes persons empowered by law, the attorney for a party on whose behalf service is to be made, or a party who is acting pro se (the term pro se means that a party is self-represented, and is not represented by an attorney). Do not provide a copy of the Postal Service form. Suggest that the requester use the standard format in exhibit 4-6.2b. If the requester uses the standard format on its own letterhead, the standard format must be used in its entirety, and the warning statement and certification must appear immediately before the signature block. If the request lacks any of the required information or a proper signature, the custodian must return it to the requester specifying the deficiency. Each request must specify all of the following information: 

(i) A certification that the name or address is needed and will be used solely for service of legal process in connection with actual or prospective litigation.
