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Introduction

1.  General

    a.  The Marine Corps Postal Service, as a part of the domestic United States Postal Service (USPS) and the Navy Postal Service, must conform to the current postal agreement between the Department of Defense (DoD) and the USPS, and supplementary instruction published by competent authority.

    b.  Improper handling of mail can waste man-hours and money.  Efficiency in the handling of mail depends, to a large measure, upon command supervision and the service provided by organization and unit mail clerks and orderlies.

2.  Scope.  In order to maintain efficiency in the postal service throughout the Combat Center, uniformity in the mail handling procedures must be maintained at all levels.  These instructions are based upon regulations promulgated by the references.

3.  Organization and Operational Control.  The USPS branch post office is designated a branch of the USPS, Twentynine Palms, California.  The local Postmaster, Twentynine Palms, California, exercises operational control over the post office.  Administration of the Combat Center's USPS branch and Military post office within this command shall be under the staff cognizance of the Assistant Chief of Staff (AC/S) G-1, Manpower, Marine Corps Air Ground Combat Center, Twentynine Palms, California.  This Order is applicable to each unit mailroom (UMR) located aboard the Combat Center.
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Chapter 1

Mailing Addresses

1.  Mailing Addresses.  The Address Standardization Program was implemented aboard military installations.  Its purpose was to standardize military addresses and achieve compatibility with the U.S. Postal Services automated mail system, which provides faster and more accurate processing of mail.  Therefore the following mail addressing standards are required on all official mail prepared for mailing.

    a.  Use of complete official mailing address (including the nine digit ZIP code) in both the return address and delivery address.

    b.  Print or type addresses.  Return/delivery addresses will be typewritten or machine printed in black ink using upper case letters.  Address characters must not touch and will be equally spaced.  The print size for address characters is 10 to 12 pitch.  Handwritten and rubber stamped addressing is not authorized.  The hyphen is part of the nine digit zip code and will be used to separate the four digit add on from the five digit zip code.  No other punctuation or special characters i.e. “!, #, & @, ETC”, is authorized.

    c.  Use the correct address format.  Official mailing addresses (both delivery and return) are limited to five lines and formatted with a uniform left margin.  The attention line is an optional line, which may be used when the name of the activity does not adequately identify addresses or if the correspondence is directed to a specific person or section.  Whenever possible, a person's title/billet will be used vice a person's name.  This prevents official mail intended for the command from being forwarded to the person after he or she transfers to a new command.

    d.  The following is a sample address format:














	COMMANDANT OF THE MARINE CORPS
ATTN  MHP 50
HQMC
2 NAVY ANNEX ROAD
WASHINGTON DC  20380-1775

	
COMMANDING GENERAL
ATTN  COMPTROLLER
MCAS
PO BOX 55001
BEAUFORT SC 29904-5001
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    e.  Incorrect and incomplete addresses are the greatest cause of delay or non-delivery of U.S. mail and are usually attributed to the lack of familiarity with existing military address information.

    f.  Correct and complete return addresses are essential so that correspondents may use this address when making a reply and in the case when undeliverable mail has to be returned to the sender.

    g.  Postal officers shall ensure that all personnel are aware of their correct military addresses, that samples of mailing addresses are published in unit mail handling orders, and that personnel are instructed to use their correct and complete return address on all correspondence.

    h.  Geographical locations will not be used as an address for any overseas unit.

2.  Change of Address Cards.  Mail clerks shall maintain an adequate supply of OPNAV 5110/5 (Change of Address Cards) to be utilized by individuals checking into their unit.  Each individual will be directed to notify their correspondents and publishers of their new mailing address, including the correct and complete zip+4.

3.  Sample Mailing Addresses.  The following units and directorates will use the mailing address as listed below.

TWENTYNINE PALMS CALIFORNIA

COMMANDING GENERAL
ATTN DIRECTORATE
BOX 788100
TWENTYNINE PALMS CA 92278-8100

DIRECTORATE LISTINGS

	ASSISTANT CHIEF OF STAFF
ATTN SEC/NAME
G-1 MANPOWER
BOX 788101
TWENTYNINE PALMS CA 92278-8101
	COMMANDING GENERAL
ATTN SEC/NAME
STAFF JUDGE ADVOCATE
BOX 788102
TWENTYNINE PALMS CA 92278-8102

	ASSISTANT CHIEF OF STAFF 
ATTN SEC/NAME
G-3 OPERATIONS AND TRAINING
BOX 788103
TWENTYNINE PALMS CA 92278-8103
	ASSISTANT CHIEF OF STAFF
ATTN SEC/NAME 
G-4 INSTALLATION AND LOGISTICS
BOX 788104
TWENTYNINE PALMS CA 92278-8104

	ASSISTANT CHIEF OF STAFF
ATTN SEC/NAME 
G-5 COMMUNITY PLANS LIAISON
BOX 788105
TWENTYNINE PALMS CA 92278-8105
	ASSISTANT CHIEF OF STAFF
ATTN SEC/NAME 
G-6 COMMUNICATION & INFORMATION SYSTEMS
BOX 788106
TWENTYNINE PALMS CA 92278-8106
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DIRECTORATE LISTINGS

	ASSISTANT CHIEF OF STAFF 
ATTN SEC/NAME
G-7 MISSION ASSURANCE
BOX 788107
TWENTYNINE PALMS CA 92278-8105
	ASSISTANT CHIEF OF STAFF
ATTN SEC/NAME 
G-8 COMPTROLLER
BOX 788108
TWENTYNINE PALMS CA 92278-8105

	OFFICER IN CHARGE
ATTN SEC/NAME
SUPPLY
BOX 788109
TWENTYNINE PALMS CA 92278-8109
	NATURAL RESOURCES AND ENVIRONMENTAL AFFAIRS
ATTN SEC/NAME
BOX 788110
TWENTYNINE PALMS CA 92278-8110

	DEFENSE COMMISSARY AGENCY
ATTN SEC/NAME
BOX 788111
TWENTYNINE PALMS CA 92278-8111
	DEFENCE REUTILIZATION MARKETING OFFICE
ATTN SEC/NAME
BOX 788113
TWENTYNINE PALMS CA 92278-8113

	OFFICER IN CHARGE
ATTN SEC/NAME 
TRAFFIC MANAGEMENT OFFICE
BOX 788114
TWENTYNINE PALMS CA 92278-8114
	ASSISTANT CHIEF OF STAFF
ATTN SEC/NAME
RELIGIOUS MINISTRIES 
BOX 788115
TWENTYNINE PALMS CA 92278-8115

	OFFICER IN CHARGE
ATTN SEC/NAME
IPAC
BOX 788116
TWENTYNINE PALMS CA 92278-8116
	OFFICER IN CHARGE
ATTN SEC/NAME
NAVAL CRIMINAL INVESTIGATIVE SERVICE
BOX 788117
TWENTYNINE PALMS CA 92278-8117

	OFFICER IN CHARGE
ATTN SEC/NAME
CONSOLIDATED MATERIAL SUPPORT CENTER
BOX 788118
TWENTYNINE PALMS CA 92278-8118
	[bookmark: OLE_LINK1][bookmark: OLE_LINK2]OFFICER IN CHARGE
ATTN SEC/NAME
HUMAN RESOURCE OFFICE
BOX 788120
TWENTYNINE PALMS CA 92278-8120

	DIRECTOR
ATTN SEC/NAME
MARINE CORPS COMMUNITY SERVICES 
BOX 788150
TWENTYNINE PALMS CA 92278-8150
	BRANCH HEAD
ATTN SEC/NAME
PURCHASING & CONTRACTING 
BOX 788153
TWENTYNINE PALMS CA 92278-8153

	OFFICER IN CHARGE
ATTN SEC/NAME
ADVISOR TRAINING GROUP
BOX 788155
TWENTYNINE PALMS, CA 92278-5155
	OFFICER IN CHARGE
ATTN SEC/NAME
CREDO 
BOX 788160
TWENTYNINE PALMS CA 92278-8160

	COMMANDING OFFICER
ATTN SEC/NAME
NAVAL AIR WARFARE CENTER
BOX 788161
TWENTYNINE PALMS CA 92278-8161
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UNIT LISTINGS

Official Mail                         Personal Mail

	COMMANDING OFFICER
ATTN SEC/NAME
HEADQUARTERS BN
BOX 788200
TWENTYNINE PALMS CA 92278-8200
	NAME RANK 
HEADQUARTERS BN SEC
BOX 788200
TWENTYNINE PALMS CA 92278-8200

	COMMANDING OFFICER
ATTN SEC/NAME
NAVAL HOSPITAL
BOX 788250
TWENTYNINE PALMS CA 92278-8250
	NAME RANK OPTIONAL 
NAVAL HOSPITAL SEC
BOX 788250
TWENTYNINE PALMS CA 92278-8250

	COMMANDING OFFICER
ATTN SEC/NAME
MCCES
BOX 788251
TWENTYNINE PALMS CA 92278-8251
	NAME RANK OPTIONAL
MCCES PERM PERS
BOX 788251
TWENTYNINE PALMS CA 92278-8251

	




	NAME RANK OPTIONAL 
MCCES STUDENT
BOX 788253
TWENTYNINE PALMS CA 92278-8253

	COMMANDING OFFICER
ATTN SEC/NAME
HQ 7TH MARINES
BOX 788260
TWENTYNINE PALMS CA 92278-8260
	NAME RANK OPTIONAL 
HQ 7TH CO SEC PLT
BOX 788260
TWENTYNINE PALMS CA 92278-8260

	COMMANDING OFFICER
ATTN SEC/NAME
1ST BN 7TH MARINES SEC
BOX 788261
TWENTYNINE PALMS CA 92278-8261
	NAME RANK OPTIONAL 
1ST BN 7TH MARINES CO SEC PLT
BOX 788261
TWENTYNINE PALMS CA 92278-8261

	COMMANDING OFFICER
ATTN SEC/NAME
2D BN 7TH MARINES
BOX 788262
TWENTYNINE PALMS CA 92278-8262
	NAME RANK OPTIONAL 
2D BN 7TH MARINES CO PLT SEC
BOX 788262
TWENTYNINE PALMS CA 92278-8262

	COMMANDING OFFICER
ATTN SEC/NAME
3D BN 7TH MARINES
BOX 788263
TWENTYNINE PALMS CA 92278-8263
	NAME RANK OPTIONAL 
3D BN 7TH MARINES CO PLT SEC
BOX 788263
TWENTYNINE PALMS CA 92278-8263

	COMMANDING OFFICER
ATTN SEC/NAME
3D BN 11TH MARINES
BOX 788264
TWENTYNINE PALMS CA 92278-8264
	NAME RANK OPTIONAL 
3D BN 11TH MARINES BTRY PLT SEC
BOX 788264
TWENTYNINE PALMS CA 92278-8264

	COMMANDING OFFICER
ATTN SEC/NAME
3RD BN 4TH MARINES SEC
BOX 788265
TWENTYNINE PALMS CA 92278-8265
	NAME RANK OPTIONAL
3RD BN 4TH MARINES CO PLT SEC
BOX 788265
TWENTYNINE PALMS CA 92278-8265
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UNIT LISTINGS

Official Mail                               Personal Mail

	COMMANDING OFFICER
ATTN SEC/NAME
1ST TANK BN SEC
BOX 788270
TWENTYNINE PALMS CA 92278-8270
	NAME RANK OPTIONAL 
1ST TANK BN CO PLT SEC
BOX 788270
TWENTYNINE PALMS CA

	COMMANDING OFFICER
ATTN SEC/NAME
4TH TANK BN SEC
BOX 788271
TWENTYNINE PALMS CA 92278-8272
	NAME RANK OPTIONAL 
4TH TANK BN CO PLT SEC
BOX 788271
TWENTYNINE PALMS CA 92278-8272

	COMMANDING OFFICER
ATTN SEC/NAME
3D LAR BN SEC
BOX 788272
TWENTYNINE PALMS CA 92278-8272
	NAME RANK OPTIONAL 
3D LAR BN CO PLT SEC
BOX 788272
TWENTYNINE PALMS CA 92278-8272

	COMMANDING OFFICER
ATTN SEC/NAME
D CO 3D AA BN SEC
PO BOX 788274
TWENTYNINE PALMS CA 92278-8274
	NAME RANK OPTIONAL SSN
D CO 3D AA BN PLT SEC
PO BOX 788274
TWENTYNINE PALMS CA 92278-8274

	COMMANDING OFFICER
ATT SEC/NAME
CLB 7 SEC
BOX 788280
TWENTYNINE PALMS CA 92278-8280
	NAME RANK OPTIONAL 
CLB 7 CO PLT SEC
BOX 788280
TWENTYNINE PALMS CA 92278-8280

	COMMANDING OFFICER
ATTN SEC/NAME
VMU 1 MAG 13 SEC
BOX 788281
TWENTYNINE PALMS CA 92278-8281
	NAME RANK OPTIONAL 
VMU 1 MAG 13 PLT SEC
BOX 788281
TWENTYNINE PALMS CA 92278-8281

	COMMANDING OFFICER
ATTN SEC/NAME
MWSS 374 SEC
BOX 788285
TWENTYNINE PALMS CA 92278-8285
	NAME RANK OPTIONAL 
MWSS 374 PLT SEC
BOX 788285
TWENTYNINE PALMS CA 92278-8285

	COMMANDING OFFICER
ATTN SEC/NAME
23RD DENTAL COMPANY SEC
BOX 788300
TWENTYNINE PALMS CA 92278-8300
	NAME RANK OPTIONAL 
23RD DENTAL COMPANY PLT SEC
BOX 788300
TWENTYNINE PALMS CA 92278-8300
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UNIT LISTINGS

Official Mail                               Personal Mail

	COMMANDING OFFICER
AUSTRALIAN ARMY
BOX 788303
TWENTYNINE PALMS CA 92278-8303
	COMMANDING OFFICER
MARINE COMBAT OPERATIONS TRAINING GROUP
BOX 788305
TWENTYNINE PALMS CA 92278-8305

	DIRECTOR
BUSINESS PERFORMANCE OFFICE
BOX 788350
TWENTYNINE PALMS CA 92278-8350
	COMMANDING OFFICER
VETENARY SERVICES
BOX 788355
TWENTYNINE PALMS CA 92278-8305


	POSTAL DIRECTORY
MAGTFTC MCAGCC
BOX 788500
TWENTYNINE PALMS CA 92278-8500
	


[bookmark: _GoBack]
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UNIT LISTINGS

Official Mail                            Personal Mail

	COMMANDING OFFICER
ATTN SEC/NAME
MOJAVE VIPER MCAS NEW RIVER
BOX 788702
TWENTYNINE PALMS CA 92278-8702
	NAME RANK OPTIONAL 
MOJAVE VIPER MCAS NEW RIVER
BOX 788702
TWENTYNINE PALMS CA 92278-8702

	COMMANDING OFFICER
ATTN SEC/NAME
MOJAVE VIPER MCAS BEAUFORT
BOX 788703
TWENTYNINE PALMS CA 92278-8703
	NAME RANK OPTIONAL 
MOJAVE VIPER MCAS BEAUFORT
BOX 788703
TWENTYNINE PALMS CA 92278-8703
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Chapter 2

Operation of the Combat Center Post Office

1.  General.  This section covers operation procedures of the MCAGCC Military post office and USPS branch post office.  The operation of the post office will be in compliance with the postal laws of the United States, the USPS, regulations, instructions, and directives from other competent authorities.

2.  MCAGCC Military Post Office Location and Hours of Operation.  The MCAGCC Military post office is located in building 1435.  The normal hours of operation are:

SERVICE                 MON, TUES, THURS, FRI      WED     SAT, SUN, HOLIDAYS

Operations                   0730-1600          0730-1200        Closed

Mail Clerk Service           1000-1200          1000-1200        Closed

Official Mail Metering       0730-1500          0730-1200        Closed

Note:  All outgoing official mail received after 1530, will not be post marked until the next business day.

3.  USPS Branch Post Office Location and Hours of Operation.  The USPS Branch Post Office is located in building 1435.  The normal hours of operation are:

SERVICE              MON – FRI       SAT, SUN, HOLIDAYS

Stamp Sales          1000-1630             Closed

Registry/Money
Order Services       1000-1630             Closed

Express Mail         l000-1600             Closed

4.  Mail Delivery for Units Training aboard MCAGCC

    a.  Upon arrival at the Combat Center, unit postal officers will make contact with the military post office to ascertain mail delivery procedures.

    b.  All mail received for the Mojave Viper/special exercise personnel will be delivered to a command representative upon the presentation of a properly prepared letter of authorization signed by the commanding officer of that element.  Mojave Viper mail clerks will return all undeliverable mail to the military post office prior to close of business each day.

5.  U.S. Mail Collection Boxes

    a.  U.S. mail collection boxes located throughout MCAGCC are the property and are under the control of the local postmaster.  Collection of mail will be in accordance with dispatch schedules, which are subject to change.  The time of collection is posted on each mail collection receptacle.
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    b.  Requests for increases or decreases of the number of changes of location of receptacles will be submitted in writing to the Commanding General (AC/S G-1).

    c.  Installation or removal of mail receptacles by other than the post office is prohibited.  The USPS does not accept responsibility for mail deposited in other than authorized U.S. mail collection boxes.

6.  Mail Dispatch and Receipt

    a.  Incoming mail is received daily through the MCAGCC post office.  This mail is sorted by military post office personnel and delivered to authorized mail clerks on a scheduled basis.

    b.  Outgoing mail is dispatched through the USPS branch post office for further transport to its destination.

7.  Transportation

    a.  The MCAGCC Southwest Region Fleet Transportation is responsible for assigning a closed body vehicle, equipped with lockable doors, for use by the military postal personnel in order to transport mail aboard MCAGCC.

    b.  In case of an accident or mechanical breakdown, the driver will notify the military post office and report the location.
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Chapter 3

Inspections and Reports

1.  Quarterly Mailroom Inspections

    a.  The MCAGCC Postal Officer or the appointed representative shall inspect all organizational or unit mailrooms quarterly.  The results of each inspection shall be reported on the summary inspection report utilizing the AIRS Checklist, and a copy will be provided to the commanding officer concerned.

    b.  A debrief will be given to the commanding officer concerned on all inspections resulting in a mission capable with findings.  In the event the commanding officer is not available at the completion of an inspection, the debrief will be given at the earliest possible date.  When the inspection results are other than mission capable with findings, the debrief may be given to the commanding officer, adjutant, or the unit postal officer.

    c.  Commanding officers shall submit a report of corrective action taken on all findings noted on the MCAGCC Postal Officer's quarterly mailroom inspection.

2.  Weekly Mailroom Inspections

    a.  Organizational or unit postal officers shall conduct weekly mailroom inspections to ensure compliance with all pertinent instructions relative to mail orderly service.

    b.  Weekly inspections will include a review of the directory files to ensure completeness and accuracy of all records and a careful scrutiny of facilities to ensure proper handling of all mail and reports.

    c.  Unit postal officers will inspect the mail orderlies and mail handling procedures of all activities served by the mailroom to ensure personnel are thoroughly familiar with their duties and responsibilities and to ensure that is properly protected, delivered, and processed at all echelons.

    d.  The results of the weekly mailroom inspections will be reported on the mailroom inspection checklist NAVMC 10487.

3.  Postal Inspections.  The utmost cooperation shall be extended to properly identified U.S. postal inspectors and to military postal officers or inspectors performing postal investigations.
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Chapter 4

Deployments

1.  Mail Routing Request

    a.  Deploying organizations will be served by mail routing methods, which meet the requirements of their situation.  Commanders will ensure that liaison is established with the MCAGCC Postal Officer 45 days prior to deployment of the first echelon to ascertain the appropriate mail routing method and to implement mail-handling instructions as may be required.

    b.  Units that participate in the unit deployment program will ensure the change of address for all official publications is effected 45 days prior to departing or returning to their stateside host base.

    c.  Deploying personnel will not change their mailing address unless instructed to do so.  Ship's name, hull numbers, and geographical locations will not be utilized in FPO mailing addresses.

2.  Predeployment Procedures

    a.  Commanding officers of all deploying elements will be required to establish liaison with the MCAGCC Postal Officer no later then 45 days prior to departure of the first echelon of personnel.  During the initial liaison, commanding officers will provide the MCAGCC Postal Officer with information of scheduled predeployment briefs for both military and their dependents.

    b.  Commanding officers of deploying elements will notify the MCAGCC Postal Officer by letter of desired mail routing.  To avoid errors and minimize delay in effecting mail routing changes, the following information is required when submitting this mail routing request:

        (1) Unit(s) involved.

        (2) Departure date of advance party.

        (3) Departure date of main body.

        (4) Area of deployment.

        (5) Name of exercise.

        (6) Estimated date of return for advance party.

        (7) Estimated date of return of main body.

        (8) Classes of mail to be routed.
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Chapter 5

Postal Cost Management Program

1.  General.  It is a DoD policy that mailing costs be kept to the minimum necessary to essential government business.  In compliance with this policy, the Marine Corps promulgated reference (e), which establishes current and clearer guidelines for all Marine Corps activities to follow.

    a.  Polcy.  The contents of chapter 4, reference (e) will be reviewed by all activities to ensure that all applicable cost saving practices are utilized.

    b.  Procedures.  The following measures were designed to reduce the cost of official mailings in the Marine Corps and the verbatim wording contained below is required by references (a) through (g), and must be added to all organizational/unit mail handling directives required by the references.

        (1) Letter Mail.  All unclassified official correspondence weighing 11 ounces or less, will be sent first class mail.  Unclassified official correspondence weighing more than 11 ounces will be sent by the most cost effective means unless otherwise requested.

        (2) Classified Mail.  Classified mail shall be prepared and transmitted as prescribed by DoD regulations.

        (3) Substance Abuse Mailings.  Urinalysis samples shall be prepared and transmitted as prescribed by DoD regulations and Marine Corps directives.

        (4) Publications and Blank Forms.  All bulk distribution of publications (i.e. directives, instructions, regulations, and manuals) will be sent at the special fourth class book rate if they qualify, or as third or fourth class mail.

        (5) Periodicals.  When eligible, periodicals not qualifying for the special fourth class rate mailed to individuals or organizations will be sent at the controlled circulation or third class bulk rate.  When ineligible for these rates, periodicals shall be sent as third or fourth class mail.

        (6) Logistic Parcels.  When USPS can satisfactorily meet DoD requirements for mailings within the United States at the lowest overall cost, the following will apply:

            (a) Priority or first class mail will be used for not mission capable supply requirements and expeditious handling of critically needed items and "999" procedures.

            (b) Priority or first class mail will be used for Uniform Material Movement and Issue Point Priority System (UMMIPS) priority designators 01-08 shipments that are consigned to a location more than 300 miles from the shipper.

            (c) All UMMIPS priority designator 01-08 shipments consigned to a location 300 miles or less will be sent as third or fourth class mail or held for consolidation as freight, whichever is less costly.
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    c.  All outgoing official mail is required to have same day postage.  To adhere to this regulation, official mail acceptance hours have been established.

2.  Cost Management Measures

    a.  Commanding officers shall establish and maintain an official mail consolidation point for the purpose of monitoring the official mail program and to ensure that official mailings are consolidated to reduce costs.  Routine correspondence or documents intended for entry into the USPS system and destined for Marine Corps activities, will be delivered to the consolidation point for consolidation prior to mailing.

    b.  The command consolidation point will determine which correspondence and documents are to enter the USPS system, and which are to be sent by intra-command messenger/guard mail.  In no case should documents destined for organizations or units aboard the originating base, or served by the originator's command courier service, be entered into the USPS system.

    c.  Routine correspondence or documents destined for a single location will be consolidated by the consolidation point, addressed to the commanding general or commanding officer of that activity, and forwarded under a single cover (i.e. large envelope or box), not to exceed 70 pounds.  The endorsement "Contains Consolidated Correspondence" in bold letters will be placed in the lower left quadrant of the address side of the container.

    d.  Guard mail or command courier service will be utilized to the maximum extent possible for the delivery of items destined for activities located within the originators geographical location.

    e.  The smallest possible envelope suitable for a single mailing will be utilized in all cases.  The USPS restrictions with regard to nonstandard envelopes are outlined in reference (b) and (e), and they must be strictly followed to avoid unnecessary surcharges.

    f.  All personnel concerned with the preparation of official matter for mailing will thoroughly familiarize themselves with the instructions contained in reference (b) and (e).

3.  Standard “A” Bulk Mailings

    a.  General.  Standard "A" mail or bulk business mail, commonly referred to as bulk rate mail, consists of articles sent at the third class rate of postage, that contain a general message aimed at all who receive it rather than a personal message aimed at a particular individual.  Standard "A" mail or bulk business mail is a domestic service only.  It is not used for mailing items to foreign countries.  To increase the efficiency of bulk mailings, mailers must ensure that all addresses are current and complete to include address, city, state and zip code.  The greatest cause for non-delivery is incorrect addressing.

    b.  Mail Preparation.  Each Standard "A" or third class bulk mailing must contain a minimum of 200 pieces.  All pieces in the mailing must belong to the same processing category and must be identical in weight.  For example,
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all letters or all flats.  Letter size dimensions are between 3 1/2" x 5 1/2" and 6 1/8" and 11 1/2" and between .007" and 1/4" inch thick.  The maximum weight is 3.3087 ounces.  Flat size dimensions are more than 6 1/8 x 11 1/2 but not more than 15" long, 12" high and 3/4" thick.  The maximum weight is no more than 16 ounces.

        (1) Savings on postage cost occur with bulk business mail because the mailer does the presorting.  By separating the mail into the different rate categories increased savings are possible.  The first two are basis presort and 3/5 presort.  If at least 150 pieces or 15 pounds are going to the same 5 digit or 3 digit zip code, this mail qualifies for the 3/5 presort rate.  The remaining mail will qualify for the basic presort rate.

        (2) Permit imprints must appear in the upper right hand corner where the postage stamp would normally be placed.  The permit number for the Combat Center is #8.  It must be imprinted on all pieces of the mailing.

        (3) Packaging allows the postal system to sort, dispatch and deliver mail, quickly and easily, and allow the mailer to experience the lowest rates.  To comply with these requirements the following must be done by the mailer:

            (a) All pieces must face the same direction and be secured with rubber bands.  Bundles should be 4 inches thick but no more than 6 inches total.

            (b) Each piece must include a complete delivery address with the correct zip code or zip+4 code.

            (c) All mailing must be brought to the military post office for processing.

4.  Special Services

    a.  The use of express, certified, and registered mail services shall be restricted to those items requiring special handling as specified in chapter 2 and 3 of reference (e).

    b.  All official matter requiring special services shall be brought to the military post office for mailing.

    c.  Express mail is available to this command, but due to the remote location of the Combat Center, the U.S. Postal Service does not guarantee overnight delivery.  Because of the high cost of postage required for the utilization of express mail, consideration should be taken to ensure that next days delivery service is an essential requirement to mission accomplishment and not a convenience.  Express mail will not be utilized when:

        (1) Used to respond to directed actions or requests for information unless using it is the only way to meet a short suspense.

        (2) For the purpose of correcting administrative oversights such as late suspense dates when adequate time existed.
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                                      5-3                       Enclosure (1)
    d.  Registered mail provides for proof of mailing and delivery, a chain of receipts from the time of acceptance until delivery, separate handling from ordinary mail, and indemnity in case of loss or damage.  It will only be used for official mission essential mail requiring the highest degree of security.

        (1) Any currency, vouchers or high value items.

        (2) Mailable shipments of government owned firearms.

        (3) Calibration equipment and sensitive, controlled, pilferable, or irreplaceable material.

        (4) For the transmission of classified material.

        (5) Criminal investigative evidence.

        (6) Material required to be sent as registered mail by law, DoD instructions, federal directing or USMC directives.

        (7) Items with return receipts; environmental samples, notification of radiation exposure, mailing former evidence to its owner.

    e.  Certified mail provides proof of deposit at the point of mailing and receipt at the point of delivery of First-class and Priority mail.  It does not provide any protection enroute in that it is handled as ordinary mail from the time of presentation while in transit, and until delivery.  Certified mail is restricted for use within the Domestic Postal System and will only be used with those items having no intrinsic value.

        (1) Notification to obligated reservists of failure to complete required training.

        (2) Proof of delivery or an attempt to deliver legal documents.

        (3) Letters to establishments declared "off limits."

        (4) Adverse enlisted and officer efficiency reports and other similar actions.

        (5) Items with return receipts; adverse enlisted and officer efficiency reports and similar actions, adverse personnel actions for military and civilian personnel, traffic or driving violations, letters of revocation or suspension of installation driving privileges, records of trial for all special and general courts martial, decisions of the courts of military review, and officer elimination cases.

    f.  Numbered insured mail may be used for accountability reasons when proof of delivery is required for valuable administrative or logistical equipment, supplies, and printed matter.

    g.  Certificates of Mailing (PS Form 3817) provide proof of mailing and are available at the time of mailing



5.  Postage Metering

    a.  Each Marine Corps installation or activity using postage metering must have a license.  The USPS Government Revenue and Examination Branch will approve each license which will be retained by the activity concerned.  The license does not have to be renewed and remains in effect until canceled.

    b.  The Combat Center Postal Officer and Postal Chief must ensure that postage metering equipment is used only for processing official mail and that only authorized personnel operate this machine.  Penalty for personal use of the official mail meter imprint is $300.00.  Postage meters are equipped with locking devices and every precaution should be taken to keep the meters locked during periods of nonuse throughout the workday.  The meters will be stored overnight in an approved security container or safe.

    c.  As of 1 October 1989, commands that employ the use of metering equipment will assume the responsibility for budgeting and payment of all postage metering equipment rental fees, maintenance fees, and contracts.

    d.  Each Marine Corps activity metering official mail or using permit imprint mailings must submit an Official Mail Quarterly Financial Expenditure Report to Headquarters, U.S. Marine Corps (MHP-50) on a quarterly basis to arrive by the 10th of the following month.  Copies of all Postage Statement Mail "A" Permit Imprint (PS Form 3602-R) and Receipt for Postage Meter Setting (PS Form 3603) will be submitted with the report.



