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Introd ​uction

When mailing multiple packages at the same time, many shippers
like for U.S. Postal Service employees to scan the barcode on each
package to create an “accep ​tance” event of their shipment. This
“accep ​tance” scan will show the recipient of the package that their
shipment is on its way and the package has entered the USPS
mailst ​ream.
However, if your package only contains Delivery Confir ​mation, it’s
possible that the USPS employee might only scan the item once the
package is being delivered to its destin ​ation and not when the
package is dropped at off at the Post Office. To help shippers show
the package has been sent, the USPS suggests including a SCAN
Form at the time of mailing.

Source: http:/ ​/bl ​og.s ​ta ​mps.co ​m/2 ​011 ​/05 ​/06 ​/ti ​ps- ​to- ​pri ​nt- ​sca ​n-f ​orms/

What is a SCAN Form?

The SCAN Form, which stands for Shipment Confir ​mation
Acceptance Notice, is a piece of paper that contains a master
barcode that includes all the packages associated in a shipment. The
SCAN Form saves the USPS employee time by allowing them to
scan only one barcode (the SCAN Form) to enter all of the
associated packages into the USPS’s Track & Confirm database
rather than scanning each package indivi ​dually. Once scanned, both
you and the package recipient can see the date the package entered
mailst ​ream..

SCAN Form Restri ​ctions

The U.S. Postal Service has placed some restri ​ctions on SCAN
Forms:
  SCAN Forms are only available for shipping labels purchased
with online postage.
  Every item associated with a form must be printed and mailed on
the same date and from the same ZIP code.
  An item can’t appear on more than one SCAN Form.
  You have to buy electronic Delivery Confir ​mation or electronic
Signature Confir ​mation in order to use a SCAN Form.

 

USPS SCAN Form

Tip 1

Don’t print a SCAN Form until you’ve finished printing shipping
labels for the day. Stamps.com recommends completing this process
before 5 p.m., after which the software will submit your package
inform ​ation to USPS. If this inform ​ation is sent without a SCAN
Form, you won’t be able to include them on it and it will take longer
for a postal employee to accept your packages into the system.

Tip 2

If you remove a package from a set of parcels on a SCAN Form,
USPS will not allow you to use the SCAN Form. The carrier will need
to scan each package indivi ​dually.

Tip 3

Online package tracking of your parcels sent may not be updated
until the following day, depending on when you submit your SCAN
Form and packages to a USPS employee.
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