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(1) Destruction shall be witnessed by three officers,
otherwise by other available personnel.

(2) Report a list of items of great value whenever
possible. The list should be prepared prior to the actual
destruction and should list those items mentioned in paragraph
1012.2 a-j. Whenever possible, the distribution of the list of
destroyed articles should be the same as DD Form 2259 (Report of
Audit of Postal Accounts). Personnel conducting emergency
destruction will submit a list of items destroyed to the major
command.

(3) Registered, Insured, Certified, and Express mail
shall be recorded by number, origindtor, addressee, and a
description of the contents of other than personal letter mail.

(4) Money order forms destroyed shall be recorded by
inclusive money order serial numbers.

(5) Money order imprinters shall be listed by serial
numbers.

(6) All other postal equipment shall be listed by
description and quantity destroyed.

14. LETTER BOMBS. Letter bombs, for the purposes of this
Order, include any parcel, package, or letter entered into the
USPS as mail, which is suspected of containing any device
intended to cause damage or injury to any facility or person.

a. Past experience has proven the mail presents excellent
opportunities for terrorists to effect damage or injury on
specific targets. In order to combat this type threat, mail-
handling personnel must be provided with the information
necessary to identify and process mail suspected of being letter
bombs. Emphasis is, therefore, placed on the identification of
mail suspected of containing letter bombs or other harmful
matter rather than opening or processing such matter.

b. Letter bombs do not normally present an immediate danger
to mail handling personnel. This is due to the mailer’s intent
of inflicting damage on a specific target. Therefore, the
letter bomb will normally be triggered during the opening
process, which is not a duty of Mail Clerks and/or Postal
Clerks.
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¢. The design and construction of letters bombs are limited
only by the designer’s imagination. | The availability of
microelectronic devices that may be jlused as components of letter
bombs is unlimited. This fact allows the designer to construct
letter bombs of any size and shape up to 70 pounds.

d. The mailer of a letter bomb attempts to leave no trace
as to the origin of the item. Consequently, an observant mail
handler can spot suspect items during the normal mail sorting
process. The following information is a list of indicators that
may be used to identify suspected letter bombs.

(1) There will be an incomplete or no return address on
the item. The address will be “official” looking and in many
cases include excessive address information. The postage used
may be excessive, “used” stamps/meter tapes or official mail
postage paid items, and the postmark, in many cases, will be
smudged and illegible.

(2) A letter bomb may be an odd shaped item; it may be
especially heavy for its size. During the sorting process,
clerks may notice wire cords through the wrapper.

(3) Letter bombs often have an o0ily stain or odor about
them.

e. When a piece of mail has been identified as a suspected
letter bomb, the identifying clerk must initiate immediate
action. However, the action must not allow for the
indiscriminate delay or unauthorized search of any U.S. Mail.
The following information provides guidance for the handling of
suspected letter bombs.

(1) Isolate the suspected item from other mail.
(2) Notify the Postal Chief,

{3) Restrict all personnel from unnecessary handling of
the item. Do not drop the item. Handle it gently.

(4) When it becomes necessary to handle a suspected
letter bomb, wear gloves and/or place the item in another
container in order to avoid contaminating it with additional
fingerprints.
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the sealed flap bisects the entire length of their signatures.
Cellophane tape will then be placed lon top of the two
signatures, the entire length of that sealed flap seam, and
along all other seams of the envelope to prevent tampering.
Only the unit Commanding Officer, Executive QOfficer, the
designated unit Postal Officer, unit Assistant Postal Officer,
and unit mail clerks are authorized to seal mailroom keys and
combinations inside envelopes. At least one of these must be
either the Commanding Officer, Executive Officer, Postal
Officer, or Assistant Postal Office

back flap once the envelope is seal?d, making sure the edge of

(4) Should it be necessary for the unit Postal Officer
to use the duplicate key to open the unit mailroom, and entry
must be made in the mailroom key log to reflect this fact. The
duplicate key must then be resealed in a new envelope, following
the steps outlined above. Original and duplicate keys should be
exchanged at least every six months, to ensure even wear and
that both remain functional.

(5) Whenever any mailroom key or combination is lost or
otherwise compromised, the lock/combination must be changed
immediately to prevent possible unauthorized access to the unit
mailroom. An emergency work request must be submitted to change
the lock if a key is used by the unit mailroom.

5. DEFINITION OF A MAIL CLERK

a. A Mail Clerk is an individual appointed by the unit
postal officer to receive, process, and deliver incoming and
outgoing mail and to perform directory service at the unit
mailroom.

b. Mail Clerks are not considered as Military Postal Clerks
and will not be referred to as such, or classified with MOS
0le1l.

¢. Mail Clerks are not authorized to transact official
postal financial business.

6. DEFINITION OF A MAIL ORDERLY. Mail Orderly is an
individual assigned by a section and appointed by the Unit
Postal Officer to handle and deliver incoming mail for his/her
section.
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7. APPOINTMENT OF MAIL CLERKS/ORDEWLIES

a. Unit Postal Officers or unit Assistant Postal Officer
will appoint no less than two mail clerks to operate their unit
mailroom. At least two mail orderlies will be appointed for
each section within the unit for the purpose of delivering mail
to section personnel. All personnel appointed as mail
clerks/orderlies must be of trustworthy and reliable character
and meet all other qualifications established by reference (a)
and (c).

b. Unit Postal Officer and Assistant Postal Officers will
use DD Form 285 and DD Form 2260 to designate all mail
clerks/orderlies prior to their assuming mail handling duties.
For the purpose of legibility and clarity of information, all DD
Forms 2260 shall be typewritten or handwritten, and shall be
otherwise prepared, processed, and maintained in accordance with
reference (c). Block 9 of all DD Forms 285 issued to mail
clerks shall be marked and initialed to indicate authorization
to receipt for “Personal, Except Accountable” and “Official
All.” Block 9 of all DD Forms 285 issued to mail orderlies
shall be marked and initialed to indicate authorization to
receipt for “Personal, Except Accountable” only.

c. Personnel appointed as unit mail clerks shall not be of
a transient nature. Unit Postal Officers shall make every
effort to appoint personnel to these critical billets for at
least six months to allow for maximum continuity of mailroom
procedural experience.

8. TRAINING OF MAIL CLERKS/ORDERLIES

a. Commanding Officers and their appointed unit Postal
QOfficers are responsible for ensuring that all personnel
appointed to serve as unit mail clerks and section mail
orderlies receive adequate training prior to assuming mail
handling duties. Additionally, commanders must ensure that
supplemental or remedial training is provided, as necessary, to
ensure they maintain or improve their proficiency.

b. Immediately upon appointment, but prior to assuming mail
handling duties, all personnel appointed to serve as unit Postal
Officer, Assistant Postal Officer, or Mail Clerks shall be
required to attend the Mail Training Class taught each month at
the Consolidated Post Office. This| course of instruction is
designed to teach the basic duties and responsibilities of unit
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Mail Clerks, the requirements/procedures of operating a unit
mailroom and providing efficient mailroom service. Attendance
of this class by Mail Clerks, although mandatory, does not
relieve Commanding Officers of the responsibility for ensuring
that all appointed Mail Clerks are thoroughly familiar with
their assigned duties.

c. Commanding Officers and their appointed unit Postal
Officers are individually responsible for the training of all
their appointed mail orderlies. To ensure Mail Orderly training
is standardized, complete, and appropriately documented, Mail
Orderly Statement Of Understanding (Form MCASCHERPT/POS/5112/5)
shall be used by all commands who appoint mail orderlies.
Training of mail orderlies shall be conducted as described
below:

(1) Immediately upon appointment, but prior to assuming
any mail handling duties, all personnel appointed to serve as a
mail orderly shall receive a thorough training brief from the
unit Postal Officer or Assistant Postal Officer with regard to
their specific duties and responsibilities as mail orderlies

(2) They shall then be required to carefully read and:
sign one copy of the Statement of Understanding, indicating that
they have received such a training brief, and that they fully
understand their duties and responsibilities as outlined
therein. The unit Postal Officer/Assistant Postal Officer shall
witness the Mail Orderly’s signature and certify such by jointly
signing in the space provided.

(3) The signed original Statement of Understanding for
all appointed mail orderlies shall be maintained on file in the
unit mailroom until individual is relieved of their duties.
Upon revocation, Statement of Understanding will be destroyed.

9. RELIEF/REVOCATION OF MAIL CLERKS/ORDERLIES

a. Upon revocation or relief of an appointed mail clerk,
the effective date of relief/revocation shall be entered onto
the DD Form 2260 (Unit Mail Clerk/Orxderly Appointment Log) and
all copies of the DD Form 285, except the serving post office
copy, shall be recovered and destroyed by the unit Postal
Officer. The unit Postal Officer shall then immediately notify
the Consolidated Postal Officer of the effective date of
revocation in writing. All DD Forms 2260 shall be retained for
two years after the last entry on the log has been revoked.
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(4) If mail is not delivered to an entire section within
the unit (except on weekends, holidays, and other non-work days)
due to the Mail Orderly’s failure to pick up mail, the Mail
Clerk shall indicate this on the Mail Orderly receipt log and
immediately notify the unit Postal Qfficer.

(5) Immediately back stamp dll mail upon receipt by
stamping the date of receipt on the |[reverse (non-address) side
with a date stamp.

(6) Check the date stamped on the back of all mail being
returned to the mailroom to determine if section mail orderlies
are retaining mail outside the mailroom overnight. When it is
determined that mail is being wrongfully retained overnight by
the section mail orderlies, the unit mail clerk will immediately
back stamp each piece with the current date and notify the unit
Postal Officer so that appropriate action can be taken.

(7) Maintain an accountable mail log using PS Form 3883
(Accountable Mail Delivery Book) recording all accountable mail
received from the post office and to whom the accountable mail
was delivered. Instructions and regulations established by this
Order.

(8) Return undeliverable official accountable mail to
the serving post office before the close of business on the same
day as received. Official accountable mail may not be retained
overnight in the mailroom.

(9) Deliver PS Form 3849 (Delivery Notice or Receipt of
Accountable Mail) to mail orderlies and return undeliverable PS
Forms 3849 to the serving post office with the reason for non-
delivery (e.g. leave, TAD, transferred, EAS, etc.)

(10) Ensure that DD Form 1115 (Mailroom No Admittance)
is completed to show the hours of mail call and is attached to
the outside of the mailroom door.

(11) Keep the Mail Directory File current by promptly
recording all changes in personnel status affecting mail
delivery. Morning reports are to be screened on a daily basis
for information affecting mail delivery. Orders, rosters,
change of address cards, check in/out sheets, leave papers, and
other legitimate sources of information may be used as source
documents for keeping the Mail Directory file cards up to date.
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(12) Immediately report any known or suspected postal
offenses and irregularities to the unit Postal Officer or the
Commanding Officer.

11. RESPONSIBILITIES OF MAIL ORDERLIES. Mail orderlies serve
as the final echelon of the Military Postal Service and shall be
responsible for the prompt, efficient, and proper delivery of
all mail addressed to the members of their specific work
section. Specific duties and respongibilities of mail orderlies
are listed in the Statement of Understanding (Form
MCASCHERPT/P0OS/5112/5) .

12. SECURITY AND TRANSPORTATION OF MATIIL.,, AND PROTECTION OF
POSTAL RECORDS ,

a. Mail Clerks/Orderlies shall handle the U.S. Mail
entrusted to them in a safe and secure manner at all times.
Mail clerks/orderlies will be held responsible for any loss or
damage caused by their failure to properly handle and deliver
mail entrusted to them. Specifically they must:

(1) Handle/transport mail in a safe and secure manner
until proper delivery has been accomplished.

(2) Carefully guard all mail in their custody against
loss, theft, or damage, and prevent access to the mail in their
custody by unauthorized individuals. U.S. Mail must never be
left unattended.

(3) Never transport mail in a privately-owned vehicle
(POV) except in emergency situations with specific, prior
approval of the unit Postal Officer, Assistant Unit Postal
Officer, or Commanding Officer; and then they are required to
travel, in the most direct route possible, between the serving
post office, unit mailroom, and/or their work section (as
appropriate) to process/deliver all mail in their possession.
When it is necessary for a Mail Clerk to utilize a POV to
transport mail, the unit postal officer/assistant Postal Officer
or the Commanding Officer shall inf?rm the serving postal
activity via electronic mail.

b. Mail shall be transported i a lockable, closed bodied
or covered vehicle if at all possible. If such a vehicle is
unavailable and mail must be transported in an open vehicle, the
mail clerk/orderly shall ride in the open back of the vehicle
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with the mail to ensure that none is removed by unauthorized
persons or lost in transit. Mail Clerks/Orderlies shall never
leave mail unattended in a vehicle or intermingle mail with
personal effects or other cargo. A POV will be used to pick up
mail ONLY as a last resort. The Postal Officer/Assistant Postal
Officer must email the Postal Chief informing him the reason why
a POV must be used. The email conformation will be printed and
filed in unit folder for future reference.

c. During inclement weather, mail clerks/orderlies shall
take all necessary precautions to protect the mail from water
damage. Plastic bags or waterproof containers shall be used to
cover/protect the mail from water damage, as U.S. Mail bags are
not waterproof. Additionally, something should be used in the
bed of the vehicle whenever there is any possibility that mail
may be damaged by dampness of standing water.

d. Mail Clerks/Orderlies must never violate the sanctity or
privacy of U.S. Mail and postal records. Specifically, they
must never:

(1) Break or allow to be broken the seal of any mail
matter.

(2) Read or allow others to read magazines, newspapers,
or other mail matter addressed to the members of their
unit/section.

(3) Remove all stamps or other forms of postage from the
mail entrusted to them for delivery.

(4) Make any record, written or otherwise, of any
information contained on any piece of mail (originators name,
return address, etc.) for any purpose.

(5) Release any information regarding mail or postal
records (including personal or home addresses, names and/or
addresses of correspondents, etc.) to any individual for any
purpose.

(6) Mail Clerks/Orderlies shall refer all ingquiries and
requests for such information to their unit postal officer.

13. DELIVERY OF ORDINARY PERSONAL MAIL. Mail Clerks/Orderlies
will handle and deliver personal mail in compliance with
reference (a) and (c¢), and this Order. Mail Clerks/Orderlies
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shall deliver, or attempt to deliver, all personal mail directly
to the individual it is addressed to on the date of receipt.
Personal mall must never be left on racks, placed under doors,
in or on desks, sent through guard mail, etc., in order to
effect delivery. Likewise, personal mail may not be given to
the addressee’s Noncommisioned Officer in Charge, roommate,
squad leader, or any other individual for subsequent deliver to
the addressee unless that individual has been authorized be the
addressee in writing to receipt for mail on his/her behalf.
Proper delivery occurs when custody of a piece of personal U.S.
Mail is directly passed from the hand of the appointed Mail
Clerk/Orderly to the hand of the addressee, or to he hand of an
agent which the addressee has authorized in writing to receipt
for mail, and then only after the identity of the
addressee/agent has been properly verified. :

14. DELIVERY OF PERSONAL ACCOUNTABLE MATL

a. Accountable mail is express, registered, certified, and
number-insured. Unnumbered insured articles are not considered
to be “accountable” and will be handled/delivered in the same
manner as ordinary mail. Mail Clerks/Orderlies are not
authorized to receipt for, handle, or deliver personal
accountable mail; therefore, and such mail that they may:
inadvertently receive from the post office/mail room (as
appropriate) shall be immediately returned to the serving post
office for proper processing and delivery to the addressee.

b. All personnel must receipt for their personal
accountable mail, directly from their serving post office.
Personnel in receipt of personal accountable mail will receive a
Postal Service (PS) Form 3849 (Notification of Personal
Accountable Mail).

c. PS Forms 3849 shall be prepared by the serving Post
Office and delivered to the unit Mail Clerk along with the
unit’s mail. PS Forms 3849 must be handled and delivered,
through the addressee’s section mail orderly, in the same manner
as personal mail with regard to security and delivery
procedures.

d. Whenever PS Forms 3849 are undeliverable by reason of
the addressee being on leave, or other wise permanently or
temporarily absent from the unit, suitable notation shall be
made on the reverse side of the form to indicate the reason for
non-delivery (e.g., “Addressee on leave until (Date).). The
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Mail Clerk will then place unit, DD Form 285 card number, and
the current date adjacent to the reason for non-delivery and

return it to the serving post office|. PS Forms 3849 shall not
be forwarded to transferred personnel under any circumstances.

15. HANDLING AND DELIVERY OF OFFICAL MAIL
w

a. Official mail, as defined in chapter 7, paragraph 1 of
this Order, shall be handled, processed, and delivered in
strict compliance with this paragrapp.

b. Official mail, like personal mail, can be divided into
two types; accountable and ordinary. All official mail sent or
received, as Express, Registered, Certified, Number-insured, or
Return Receipt for Merchandise is considered “accountable,” and
must be covered by a continuous chain of receipts until proper
delivery has been affected. All other official mail is
considered “ordinary.”

c. Official mail which, because it is addressed to a
Commanding Officer or to any member of his staff/organization by
their billet/duty title (or a combination of their name and
billet/duty title), must be delivered directly to the unit
Commander or to an individual which the Commanding Officer has
authorized in writing to receipt for such mail. Important Note:
Although a piece of official mail is addressed to an individual
by their billet/duty title (such as Adjutant or Supply Chief),
the unit Commanding Officer is considered to be the true
addressee, and not the individual whose billet/duty title (or
name and billet/duty title) is included in the delivery address.
For that reason, official mail which may be addressed to the
“Facilities Chief” (for example) may not be delivered to that
individual, unless he is specifically named on the Commanding
Officer’s most current letter of authorization. It must first
be properly delivered to an authorized individual, at which time
it will have exited the Military Postal System, lost its
character as mail, and become “matter” or “correspondence.” It
may then be routed to the Facilities Chief.

d. For the purposes of handling/delivery, Mail Clerks must
understand that official mail is either accountable and
ordinary. Delivery of official mail shall be accomplished in
strict compliance with the following:

(1) For “Ordinary” Official Mail. Mail Clerks must
ensure prompt handling and delivery| of this official mail
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directly to the appropriate Commanding Officer or to an
individual whose name is included oq that Commanding Officer’s
most current letter of authorization to receipt for such mail.
Mail Clerks shall require all personnel who receipt for this
type of official mail to present their valid CAC identification
card to establish positive identifidation, and ensure the
individual is listed on the Commanding Officer’s most current
letter of authorization, prior to delivery of the mail.
Personnel who receipt for this type |of official mail, shall be
required to sign and date the Mail Qrderly Receipt Log, as
evidence of receipt. Mail orderlieg are not authorized to
handle or deliver this type of official mail unless they have
been specifically named in the Commanding Officer’s most current
letter of authorization to receipt for such mail. Important
Note: Once this type of official mail has been properly
delivered to the Commanding Officer or his authorized agent (as
described above), it is no longer considered “mail” and may be
handled and “distributed” accordingly. Therefore, at the
discretion of the unit Commanding Officer, it is recommended
that this type of official mail be delivered in bulk to a single
authorized individual each day (such as the unit Official Mail
Manager) who may open and/or make distribution as appropriate,
through the unit’s Command Mail Center. After delivery, this
mail can no longer be kept inside the mailroom.

(2) For “Accountable” Official Mail. Because official
accountable mail routinely contains controlled, sensitive, high-
value, or classified matter, it is considered critical that it
be handled and delivered, in strict compliance with all
applicable references, and the following:

(a) At the serving Post Office, Mail Clerks will
sign for their unit’s official accountable mail on PS Form 3883
(Accountable Mail Delivery Book), after presenting their wvalid
military ID card and DD Form 285 card indicating authorization
to receipt for “Official (All).”

(b) In the unit mailroom, Mail Clerks shall prepare
this mail for delivery, by carefully and legibly listing all
official accountable mail in the PS Form 3883. Instructions,
regulations, and procedures established by reference (c) for
completing and maintaining the PS Firm 3883 shall be strictly
adhered to.

(c) Mail Clerks must ensure secure handling and
prompt delivery of all official acc?untable mail directly to the

3-16 ENCLOSURE (1)



ASO 5112.1
13 Jun 12

appropriate Commanding Officer or to an individual whose name 1is
included on that Commanding Officer’ls most current letter of
authorization to receipt for such mail. Mail clerks shall
require all personnel who receipt for this type of official mail
to present their valid CAC identification card to establish
positive identification, and ensure the individual is listed on
the Commanding Officer’s most current letter of authorization,
prior to delivery of official accouqtable mail. Personnel who
receipt for official accountable mail shall be required to
legibly sign and date the PS Form 3883, to officially document
proper delivery of each item listed therein. Mail orderlies are
not authorized to receipt for such mail. Once this type of
official mail has been properly delivered to the Commanding
Officer or his authorized agent (as described above), it is no
longer considered “mail” and may be handled and “distributed”
accordingly. Therxrefore, at the discretion of the unit
Commanding Officer, it is recommended that this type of official
mail be delivered in bulk to a single authorized agent each day
(such as the unit official mail manager or classified material
screening point) that may open and/or make distribution as
appropriate through the unit’s command mail center.

(d) Official accountable mail may not be retained in
the unit mailroom overnight; therefore, all undeliverable
official accountable mail must be returned to the serving post
office before close of business hours. Whenever it becomes
necessary to return undeliverable official accountable mail to
the serving post office, a PS Form 3883 will be used to return
official accountable mail back to the Post Office.

16. INSTRUCTIONS FOR THE USE OF CHANGE OF ADDRESS CARDS

a. Commanding Officers shall require all personnel
reporting in and detaching from the unit to report to the unit
mailroom for the completion of postal directory records and
change of address cards.

b. Mail Clerks will ensure that all personnel from the unit
are advised to notify their correspondents and publishers of
their new mailing address. Notifications to publishers should
be made four to six weeks prior to the date of transfer.

c. Mail Clerks will require all individuals reporting into
the unit to complete one change of address card indicating their
new mailing address and date of reporting. The Mail Clerk will
send
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card to the individual’s former command. The Mail Clerk will
also complete the initial portion of the Directory File Card.

d. Mail Clerks will require all/ individuals being
reassigned or transferred, to complete one change of address
card indicating their new duty station and Estimated Date of
Arrival (EDA). The Mail Clerk will send this card to the
individual’s new command. The Mail qlerk will also complete the
remaining sections of the individuals Directory File Card.

17. MAILROOM PROCEDURES

a. Directory File System

(1) Units operating mailrooms are required to maintain a
single mail directory file system in accordance with references
(a) and (c¢). The purpose of the Mail Directory File System is
to provide information for the proper and timely forwarding of
mail for personnel attached to the unit and personnel who have
transferred from the unit. The following instructions on the
maintenance of the Mail Directory File System are in addition
to, or amplification of, the information provided in references
(a) and (c)

(2) The Mail Directory File System for unit mailrooms
will consist of Mail Directory File Cards (NAVMC 10572) and
change of address cards containing the required information.
Directory File Cards will be arranged alphabetically by last
name regardless of the grade or status of the addressee.

(3) Maill Clerks will £fill out a Directory Card on each
individual checking into the activity. Each Directory File
Cards will record the individual’s last name, first name, middle
initial, grade, last four digits of social security number,
section or department, and previous mailing address. The unit
diary and other sources of information will be used as secondary
sources of information.

(4) When personnel check out of the unit mailroom, the
mail clerk will enter a complete military forwarding address and
EDA or a complete home address on the individual’s Directory
File Card. The Mail Clerk will have the individual sign and
date the Directory File Card in the| appropriate blocks. The
unit diary and other source of information are only to be used
as secondary sources of information.
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(4) Temporary changes in status (e.g. hospital,
temporary duty away from the activitly, unauthorized absence,
etc.), together with the day of the change will be entered on
all Directory File Cards. Upon the return of the individual to
the activity, appropriate notation will be made, initialed, and
dated. Leave entries are not required to be recorded. If mail
is to be forwarded, a complete forwarding address will be
recorded on the Directory File Cards.

(5) Discard dates will be recorded on all Directory File
Cards of transferred personnel. Mail is to be forwarded for one
yvear after the date of detachment. The discard date will be
recorded in the space provided on the Directory File Card. The
discard date will be 13 months from the date of departure with
the discarding of the Directory File Cards occurring during the
first week of the 13th month. For example, if an individual
departs the activity during October 1994, the discard date for
that Directory File Card would be November 1995. Personnel
assigned Temporary Additional Duty and student personnel
attached to the activity for six months or less, will receive
mail-forwarding service for three months. The discard date
recorded on the Directory File Card will be the fourth month
from the date of departure with discarding of the Directory File
Card occurring during the first week of the fourth month.

(6) Mail Directory File Cards will be maintained until
the recorded discard date. During the first week of each month,
Directory File Cards with discard dates of that month will be
removed from the Mail Directory File and completely destroyed

(7) It is mandatory that all personnel check in/out with
the unit mailroom which will enable the Mail Clerk to maintain
current mailing information and files.

(8) When a change of address card from a transferred
individual is received notifying the mailroom of a new mailing
address, the mail clerk will attach the change of address card
to the front of that individual’s Directory File Cards. The
change of address card will become a permanent part of the
Directory File Cards for that indideual.

b. Processing of Mail by Category of Addressee
\

(1) Transferred Personnel. Mail clerks will readdress
mail addressed to transferred persomnel by drawing a single
diagonal line through the incorrect|portion of the address,
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original address. If the address is not a unit aboard Cherry
Point, the Mail Clerk will write the'new forwarding address (or
print label off Postal Locator Systew (PALS) on a yellow sticky
and place over old address. The forwarding address will be
written in a neat and legible manner|and always include the
city, state, and zip code. City names will never be
abbreviated. If mail is to be forwarded aboard Cherry Point,
mail clerks will draw a single diagonal line through the
incorrect portion of original address. They will then place the
estimated date of arrival, unit name, and unit Postal Service
Center box number on the front (address side) of the article and
circle it. TIf forwarding the mail to a military address not
aboard Cherry Point, follow the same procedures as an off base
address to include the estimated date of arrival. For
magazines, see miscellaneous instructions in this chapter.

taking care not to obliterate the ad?ressee’s name or the

(2) Temporary Additional Duty (TAD). Mail for personnel
who are TAD for 30 days or less will be held in the mailroom for
safekeeping until the addressee’s return, unless forwarding has
been specifically requested in writing by the individual or when
TAD locations are within the Geographical area. The mailroom
shall maintain official documentation showing TAD dates for all
mail being held. Mail for personnel TAD in excess of 30 days
will be forwarded until a reasonable time to ensure mail will
arrive and be delivered to addressee prior to returning to unit,
unless the addressee has provided the mailroom with written
instructions to hold the mail until his return.

(3) Leave. Mail addressed to personnel who are on leave
will be held in the mailroom for safekeeping until the
addressee’s return, unless the addressee has provided the unit
mailroom written instructions to forward mail. To facilitate
the monitoring of leave mail, the unit mailroom will be supplied
copies of all leave papers. Copies of leave papers or a
disposition form will be placed with individual’s incoming mail
and held until the addressee has returned from leave and the
mail properly delivered. Mail clerks must be kept informed of
all authorized leave extensions.

(4) Unauthorized Absence (UA) /Deserter. Mail for
personnel in a UA status will be held in the unit mailroom with
a disposition form until the addressee has returned or has been
declared a deserter. If mail addressed to UA personnel has not
been claimed after 30 days, the mail clerk will endorse each
piece “Moved, Left No Address (MLNA)” along with the date,
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CHAPTER 6
OFFICIAL MAIL/COST MAN%GEMENT MEASURES

1. GENERAL. Department of the Navy official mail may be used
when mailing official matter which yelates exclusively to the
business of the U.S. Government. Ofificial mail is not
authorized for personal use or for transmitting matter for the
promotion of private groups, indivijuals or for Non-appropriated
Fund Instrumentality activities. The responsibility to
determine eligibility of matter for official mail is that of the
originating command. Commanding Officers should refer to
reference (b) and (e) for detailed information regarding the use
of official mail. '

2. DEFINITION OF OFFICIAL MATL

a. Official Mail is defined as any official letter,
publication, parcel, or other official matter which relates
exclusively to the official business of the U.S. Government, and
is mailed using officially funded postage. Additionally, any
mail which has an official return address, uses a government
agency’s indicia, or which contains a billet/duty title in the
delivery address is also considered official mail.

b. Official correspondence/matter becomes official mail at
the point when it is postmarked by an official postage meter or
has an appropriate quantity of official postage stamps affixed
and is placed under the control of U.S. Postal Service or its
representatives. Up until that point, it is not considered
*mail” and is subject to Postal laws and regulations in terms of
handling, security, or search and seizure considerations.

Simply enclosing official matter into an addressed envelope does
not make it official mail.

c. Official mail ceases to be categorized as “mail” at the
point when it is properly delivered to the addressee or an agent
which the addressee has authorized in writing to receipt for and
open such mail. Once properly delivered, it has exited the
Military Postal System and again bec¢omes correspondence oOr
matter; thus, it is no longer subject to postal laws or other
regulations which govern the security, handling, and delivery of
official mail, or search and seizure procedures. Rather, it may
be handled and distributed in accordance with the individual
unit’s Commanding Officer’s/Director’s established
correspondence distribution practices.
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3. THE COMMAND MAIL CENTER

a. Commanding Officers/Directort are required to establish
and maintain a command mail center, to serve as the central
point at which all outgoing official matter/correspondence
generated by the command is collected, screened for mail
ability, consolidated whenever possible, and approved/prepared
for mailing, if appropriate. The Command Mail Center should
also serve as the central distribution point for all incoming
official guard mail/correspondence, and the units incoming
official mail that has already been properly delivered to and
opened by an individual authorized by the unit Commanding
Officer/Director in writing to do so. The requirement to
establish a Command Mail Center extends to those squadron-level
Commanding Officers and higher, and all activities aboard MCAS,
Cherry Point that utilize an official mail account at the post
office.

b. It is at the unit’s Command Mail Center, that the
appointed Official Mail Manager (OMM) or their assistant will
monitor/oversee the administration of the command’s official
mail program and carry out the responsibilities of the unit OMM
as listed in reference (b) and (e).

¢. The Command Mail Center should be placed in a location
where it will best serve the needs of the unit Commander, his
staff, and the appointed unit OMM. Ideally, it should be
collocated with the unit Commander, his headquarters staff, and
the unit mailroom. Additionally, it should be accessible,
during normal working hours, to representatives from all
sections to allow for the daily receipt of incoming official
matter/correspondence, and the dispatch of outgoing official
matter/correspondence by the most appropriate and economical
means.

d. Security of the Command Mail Center is the
responsibility of the individual unit Commander. Command mail
centers should provide for some measures of security for
official matter/correspondence during non-working hours.
Therefore, it is recommended that rodoms/facilities serving as a
command mail center is lockable; however, this is not a
requirement. Keys to the Command Mail Center, and after-hours
access, may be maintained and controlled by the unit OMM, the
AOMM, and the unit officer of the day at the discretion of the
unit commander. U.S. Mail and classified matter may not be
stored in the unit command mail center under any circumstances.
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6. USE OF SPECIAL POSTAL SERVICES. The use of special postal
services shall be strictly limited to those instances when their
use is required by law, Department of Defense (DoD)
instructions, Marine Corps directives, this Order, or when
specifically authorized in writing by the Commandant of the
Marine Corps. Extra fees are chargeg for the use of these
special postal services; therefore, |they shall not be used as a
matter of convenience or for those mailing which do not qualify
for their use. The Installation Official Mail Manager shall
determine final eligibility for use. Authorized users of
official mail should consult their unit Official Mail Manager
and references (b) and (e) for detailed information regarding
the authorized uses of these special postal services.

7. OFFICIAL MAIL COST CONTROL MEASURES

a. DoD and HQMC policy requires that official mailing cost
be kept to the minimum necessary to conduct essential government
business. Prior to 1 October 1992, all official mail
expenditures were funded by HQMC without limit, or any tangible
incentive to limit postage expenditures at the installation
level. With decentralization of the postal budget in FY-1993,
however, HQMC has provided each installation commander with a
“fixed” annual postal budget, which must be effectively managed
and efficiently utilized. There is no longer “unlimited”
funding available for use in the administration of this
installation’s Official Mail. To become active participants in
the Installation’s Official Mail to those mailings which are
necessary to conduct essential government business, and actively
seeking ways in which to reduce overall postage expenditures.

b. References (b) and (c¢) list numerous official mail cost
saving measures and “helpful hints” for reducing postage costs.
Qfficial mail cost control measures include:

(1) Establish controls on postal expenditures within
each unit or activity, to create a cost-effective official mail
management program; to include strictly limiting all requests
for special postal services (Express, Registered, Certified,
numbered Insured, Return Receipt, etc.) to those mailings which
meet the criteria established by re%erence (b) and (e) for the
use of such special services.

(2) Ensure that alternate forms of official
correspondence distribution (FAX, guard mail, courier service,
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k. Location and Hours of OperatLon of the Unit Mail Room.
The unit’s mailroom is located in S—F. Mail pick-up times are
¥

as follows:

Service Monday-Frida Sat-Sun/Holidays
Mail Call 1000-1500 CLOSED
Official Mail 1000-1500 CLOSED

1. Location and Hours of Mail Collection. The Mail Clerks
will receive mail from the servicing post office during the
times noted in paragraph 9 above. Before receipting for the
mail, the Mail Clerks will check the mail for letters and
packages, which are open, or in a damaged condition. The Mail
Clerk will have the postal clerk repair and reseal packages and
properly endorse the article accordingly (e.g. “received in an
open condition” and/or ‘“received in damaged condition”) before
accepting delivery of the mail.

m. Time and Method of Mail Distribution

(1) Mail Clerks will have section Mail Orderlies receipt
for the mail after 1300 by having them sign the Mail Orderly
Receipt Log. Orderlies will also annotate the time of pick-up,
and their DD 285 card number.

(2) Mail will be distributed to section Mail Orderlies
Monday through Friday, unless otherwise notified. Mail
Orderlies will deliver the mail directly to the addressee. Mail
will not be placed on beds, desks, or otherwise left out
unprotected. Mail which cannot be delivered to the addressee
will be returned to the mailroom the same day as received.

n. Customs Regulations

(1) The U.S. has customs jurisdiction within the 50
states, the District of Columbia, and Puerto Rico. The U.S.
customs jurisdiction of military mail ceases when the mail
passes the three-mile territory limit.

(2) All mail originating outiside the customs territory
of the U.S., which contains merchandise, including merchandise
of U.S. origin printed matter, is subject to customs examination
and must be accompanied by a customs declaration form. Official
mail being transmitted between military post offices and the
U.S. is exempt provided the words "official business" appears. on
the parcel, unless addressed to an individual by name.
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(3) The smallest available envelope will be used when
mailing official mail. Larger envelopes incur higher postal
costs.

(4) Guard mail and intra-command messenger service will
be utilized to the maximum extent inllieu of the U.S. mail.

(5) All outgoing mail will be submitted to the OMM, who
will screen the official mail and enﬁure the official mailings
are consolidated when destined to the same address in order to
reduce postal costs. The OMM will determine which
correspondence and documents are to enter the USPS system, and
which are to be sent via guard mail.

r. Directory Mail Service

(1) Disposition of Undeliverable Mail

(a) When mail is received and there is no record of
the addressee, the Mail Clerk will draw a single diagonal line
through the incorrect portion of the address so as not to
obliterate it and, on the reverse side, place the notation “No
Record” or “NR” followed by the date, the unit, and the initials
of the Mail Clerk. “No Record” mail will be returned to the
serving post office not later than the next working day.

(b) Mail for which a forwarding address is available
will be readdressed and forwarded not later than the next
working day following the date of receipt. The name of the
addressee will not be written, marked, or stamped over. If the
name or SSN of the addressee is incomplete, the omitted or
incorrect portion of the address will be drawn through and the
correct information will be entered. Abbreviations will not be
used as part of the forwarding address except those that are
normally used in civilian addresses. City names will not be
abbreviated.

(c) Geographical locations will never be placed over-
the name of the addressee or on any portion of the address.

(2) Processing of mail by category of addressee

(a) Unauthorized Absence (UA). Mail for UA
personnel will be retained in the mailroom until the addressee
has returned or been declared a deserter. "UA" or "AWOL"
endorsements will not be placed as indorsements on mail. The
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addressee's status will be shown on memo attached to the mail
showing unit diary number, date of uﬁit diary reflecting the
entry, and the initials of the Mail Clerk. On the 31st day,
return the UA individual's mail to the serving Post Office with
a completed Deserter/Deceased/Casualty Form (enclosure 1).

(b) Casualty/Deceased. ail for personnel who are
deceased or have become casualties will be forwarded to Next of
Kin (NOK). If NOK is not located or does not elect to receive

the Casualty/Deceased mail, it will be returned to the serving
post office with enclosure (1) attached.

(c¢) Temporary Additional Duty (TAD). Mail for
personnel in a TAD status less than 30 days will not be
forwarded. Mail for personnel in a TAD status of more than 30
days will have their mail forwarded unless the addressee has
requested in writing for their mail to be held.

(d) In Hands of Civil Authorities (IHCA). Mail for
personnel who are IHCA will be enclosed in an official envelope
and addressed in care of the place of civilian confinement. A
letter of transmittal and self-addressed envelope will be
.enclosed to the senior member of the civilian confinement
facility requesting delivery of the mail or returned if the
addressee has been transferred or released. Such endorsements
as "IHCA" or "JAIL" will not be placed on the mail.

(e) Hospitalized. Mail for personnel who are
hospitalized in excess of 72 hours will be addressed and
forwarded utilizing the ward number.

(£) Correctional Facility. Mail for personnel held
in the Correctional Confinement Facility located at MCB Camp
Lejeune will be forwarded to the below address without
endorsements such as “BRIG” or “CONFINEMENT” on the mail:

Marine Corps Base
Building 1040

PSC Box 20140

Camp Lejeune NC 28542-?140

(g) Leave. Mail for personnel on leave will be held
in the mailroom for safe keeping unless the individual has left
written instructions with the mailroom to forward mail. A copy
of all leave papers will be provided to the mailroom.
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