DoD 4525.6-M

Department of Defense
Postal Manual

AUGUST 15, 2002

Deputy Under Secretary of Defense
(Logistics and Materiel Readiness)



DoD 4525.6-M, August 15, 2002

DEPUTY UNDER SECRETARY OF DEFENSE FOR
LOGISTICS AND MATERIEL READINESS
3500 DEFENSE PENTAGON
WASHINGTON, DC 20301-3500

15 A6 2002

FOREWORD

mmummmmdmmm&q “Single
Manager for Military Postal Service,” May 5, 1980, 1t prescribes unitbrm procedures and
mmmmmwmmnummm
changes. Many portions have boon completaly revised and require the Mamal to be
reviewed in its entirety.

DoD 4525.6-M, "DoD Postal Manual.” Volume I and I1, December 28, 1989, is
hereby canceled.

The provisions of this Manual apply to the Office of the Secretary of Defense, the
Military Departments, the Chairman of the Joint Chiefs of Staf¥, the Combstant
Commands, m;om«awmmaunmgn@g, the

and their Non-Appropristed Fund Activities. The term "Military Services,” as used
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Components that operate and use the MPS. instructions may only be
issued when nocessary to provide for unique requirements within their
commands. mmmm,umymmwmnm
approve Any supplementary instructions before publication. Two copies of any
instructions shall be provided to MPSA.
Forward recommended changes to the Manual through channels to:
Executive Director
i ostal Service Agency
ATTN: MPSA-ZB

2461 Eisenhower Avenue, Suite 814
Alexandria, VA 22331-0006
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Copics of this Manual may be obtained at http://www dtic-mil/whe/directives. All
Department of Defense and Standard Forms prescribed for use, in this manual, are
available on the Internet under Defense Link Publications. The U.S. Postal Service
publications and forms prescribed for use, in this manual, are available on the Internet
under hitp://www.uaps.com or from the local post office.

Recard responsibility for this publication is assigned to the Executive Directar,

Military Poatal Service Agency.

DIANE K. MORALES

Deputy Under Seaetary of Defense
(Logistics and Materiel Readiness)
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DL1.1. DEFINITIONS

DL1.1.1. Activity. Any DoD organization such as headquarters, agency, depot, or
unit.

DL1.1.2. Ancillary Service. Forwarding, return, or address correction service
included withinamail class. Depending on the mail class, these services are preformed
a acharge or at no additional charge, if and when the service is actually rendered.

DL1.1.3. Appropriated Fund Postage. Postage paid for with funds appropriated by
the United States Congress. The postage may be prepaid or penalty postage.

DL1.1.4. Black Box Payments. Payments pertaining to classified projects.

DL1.1.5. Business Reply Mail (BRM). Specially printed postcards, envelopes,
cartons, and labels that may be mailed without postage prepayment. Postage and fees
are collected when the mail is delivered back to the original sender. This domestic
service enables authorized mailers to receive First-Class Mail, without prepaid postage,
back from customers by paying the postage and fee on receipt of the mailpieces.
(Compare with courtesy reply mail, International Business Reply Service, and meter

reply mail.)

DL1.1.6. Certificate of Mailing. A supplemental mail service that provides a
receipt prepared by the mailer as proof of mailing.

DL1.1.7. Certified Mail. Aspecial service that provides the sender with areceipt
a the time of mailing; arecord of delivery is kept at the post office of address. This
type of mail must be sent at the regular First-Class Mail or Priority Mail rate. If sent
as First-Class Mail, it is dispatched and handled in transit as ordinary mail. There are
additional fees for returnreceipt. (Compare with Registered mail.) Arecord is not
kept at the post office whereit is mailed. If lost, it cannot be traced.

DL1.1.8. Commercial Enterprise Publication. DaoD installations or activities
Public Affairs office normally keep personnel informed about what is happening through
installation or activity newspapers. In some cases, the printing and distribution of these
newspapers has been contracted out to commercial enterprises. The latter sell
advertising in the paper to cover the printing and distribution costs.

DL1.1.9. Consolidated Mail. Two or more pieces of mail placed in one container
for direct mailing to one addressee, one installation, or more than one installation
served by the same mail center.

14 DEFINITIONS
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DL1.1.10. Container. A bag, anenvelope, abox, apouch, or similar items that will
hold two or more pieces of mail.

DL1.1.11. Distribution Case. The USPS term for agroup of boxes used to sort
mail by addressee. "Pigeon hole"is another name frequently used for these boxes.

DL1.1.12. Endorsement. A marking on amailpiece that shows handling
instructions, aspecial service, or arequest for an ancillary service.

DL1.1.13. Express Mail. Amail class that provides expedited USPS overnight
delivery service for mailable matter (up to 70 pounds), subject to certain standards. It
Is available in five basic domestic service offerings (Same Day Airport Service, Custom
Designed Service, Post Office to Addressee Service, Post Office to Post Office
Service, and Military Service). Inaddition, Express Mail International Serviceis
available for foreign destinations. Express Mail is aUSPS trademark.

DL1.1.14. First-Class Mail. A mail class that includes all matter wholly or partly
in handwriting or typewriting, all actual and personal correspondence, al bills and
statements of account, and all matter sealed or otherwise closed against inspection.
First-Class Mail comprises three subclasses. Post Cards and Stamped Cards, L etters
and Sealed Parcels, and Priority Mail. Any mailable matter may be sent as First-Class
Mail. First-Class Mail is aUSPStrademark. (NOTE: Its use is mandatory for all
matter wholly or partly in handwriting or typewriting, all actual and personal
correspondence, all bills and statements of account. The Private Express Statutes cover
these items.

DL1.1.15. Hat. The general term for flat-size mail, since the large mail is sorted
without bending.

DL1.1.16. Flat-size Mail. A mail piece that exceeds one of the dimensions for
letter-size mail (11-1/2 inches long, 6-1/8 inches high, 1/4 inch thick), but that does
not exceed the maximum dimension for this mail processing category (15 inches long,
12 inches high, 3/4 inchthick). The dimensions are dlightly different for automation
rate eligibility. It may be unwrapped, paper-wrapped, eeve-wrapped, or enveloped.

DL1.1.17. Indicia. Animprinted designation on amailpiece that denotes postage
payment (for example, apermit imprint in place of apostage stamp or ameter stamp).

DL1.1.18. Insured Mail. Aspecial service to customers who pay afee in advance
to obtain payment in the event that the mail is lost, rifled, or damaged. (See also
collect on delivery, Express Mail, and registered mail.) (NOTE: Insured mail is
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available only on Standard Mail, or mail containing Standard Mail matter sent at the
First-Class or Priority Mail rates. It provides areceipt to the sender and arecord of
delivery at the post office of delivery is kept for numbered insured, but not minimum
fee insured items. Arecord is not kept at the post office where mailed.) Express mail
is automatically insured for $500.00.

DL1.1.19. International Mail. Mail originating in one country and destinating in
another. It is classified as Postal Union Malil (that is, letters and cards (LC) and other
articles (AO), postal parcels, and Express Mail International Service. (NOTE: Mail to
and from MPOs is considered domestic mail, not international mail, as long as the
return address is an MPO or domestic addresses and the delivery address does not
include the name of aforeign city and country.)

DL1.1.20. Letter-size Mail. Amail processing category of mailpieces, including
cards, not exceeding any of the dimensions for letter-size mail (that is, 11-1/2 inches
long, 6-1/8 inches high, 1/4 inch thick). NOTE: It must be at least 5 inches long, 3 1/2
inches high, and 0.007 inches.

DL1.1.21. Library Rate. A Standard Mail subclass for items on loan from or
exchanged between academic institutions, public libraries, museums, and other
authorized organizations. NOTE: Thisis acongressionally subsidized rate. It is not
authorized for use by DoD activities.

DL1.1.22. Marking. A notation on amailpiece showing the mail class or rate.
Generally defined as any notation or endorsement.

DL1.1.23. Merchandise Return Service. A special service that an authorized
company provides acustomer with aspecial mailing tag or label to return a shipment
without postage prepayment. The company pays the return postage. See Business
Reply Mail.

DL1.1.24. Metered Postage. Postage printed by amechanical or electronic
imprinter directly onto the mailpiece or onto gummed tape or labels affixed to the
mailpiece. It may be used on all mail classes except Periodicals.
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DL1.1.25. Military Ordinary Mail (MOM). Official mail sent by Department of
Defense, posted at Periodicals requester publication rate, or Standard Mail postage
rates, which must have faster than sealift transportation service to, from, and between
overseas points, but does not require premium Priority service. It is moved by surface
transportation in the United States and by air on overseas portions of itstrip. It
provides cheaper postage than Priority Mail. Delivery time to any MPO may be almost
asfast as Priority Mail and rarely exceeds 21 days.

DL1.1.26. Military Post Office (MPO). A branch of adesignated USPScivilian
post office, which falls under the jurisdiction of the postmaster of either New Y ork or
San Francisco. It is operated by the Department of Defense to serve military personnel
overseas or aboard ships where the USPS does not operate and amilitary situation
requires the service. It may be either an Army Post Office (APO) that serves the Army
or Air Force or aFleet Post Office (FPO) that serves the Coast Guard, Navy, or Marine
Corps.

DL1.1.27. Mixed Classes of Mail. Two or more classes of mail combined into
one enclosure. Postage for the entire weight is charged at the higher-class rate.

DL1.1.28. Nonconveyable. Any item to be shipped viadiplomatic pouch that
weighs over 40 pounds, or exceeds 62 inches in length and girth combined, or whose
longest dimension exceeds 24 inches.

DL1.1.29. Nonstandard Mail. First-Class mail weighing 1 ounce or less and
Standard Mail (A) weighing 2 ounces or less requires payment of asurcharge if it does
not have astandard aspect ratio of between 1.3 and 2.5. The standard aspect ratio is
determined by dividing the length by the height. The surcharge is also applicable if it
exceeds any of the following: height 6 1/8 inches; length 11 1/2 inches; thickness 1/4
inch.

DL1.1.30. Official Mail. Official matter mailed as penalty mail or with postage
and fees prepaid.

DL1.1.31. Official Matter. Any item belonging to or exclusively pertains to the
business of the U.S. Government.

DL1.1.32. Parcel Air Lift (PAL) Mail. Special postal services for parcels and
Periodicals rate publications mailed to military personnel overseas. It is not authorized
for use on official mail.
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DL1.1.33. Penalty Postage. Penalty postage is paid for after mailing versus
prepaid postage that is paid for when obtained. Forms of penalty postage are
penalty-metered indicia, penalty permit indicia, penalty mail stamps, penalty business
reply and merchandise return indicia

DL1.1.34. Periodicals. Magazines, journas, newspapers, digests, briefs, bulletins,
summaries, and similar items published on arecurring basis.

DL1.1.35. Periodicals Rate. The class of mail for printed periodical publications
including newspapers and requester publications.

DL1.1.36. Permit. Mail with imprinted indiciainstead of astamp or postage meter
imprint showing postage paid by the sender.

DL1.1.37. Postage Stamp. Includes both prepaid postage stamps sold by post
offices and penalty mail stamps.

DL1.1.38. Post Office. A post office operated by the USPS or an MPO.

DL1.1.39. Prepaid Postage. All forms of postage except penalty postage.

DL1.1.40. Priority Mail. First-Class Mail weighing more than 13 ounces.

DL1.1.41. Private Express Statutes. A group of Federal statutes that gives the
USPS the exclusive right, with certain exceptions, to carry letters for others. They are
based on the provision in the U.S. Constitution authorizing Congress to "establish Post
Offices and post roads.”

DL1.1.42. Registered Mail. The most secure service the USPS offers. It
incorporates asystem of receipts to monitor mail movement from the point of
acceptance to delivery.

DL1.1.43. Requester Publications Rate. A part of the Periodicals rate structure
used for periodicals with at least 24 pages, issued regularly four or more times ayear,
circulated free or mainly free, and containing at least 25 percent nonadvertising.

DL1.1.44. Required Delivery Date (RDD). The date mail must reach its addressee.

DL1.1.45. Restricted Delivery. A service wherein mailer may direct delivery only
to the addressee or to an agent of the addressee specifically authorized in writing by the
addressee to receive his or her mail.
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DL1.1.46. Return Receipt. A postal service available only on registered, certified,
or numbered insured mail. USPS Domestic Return Receipt (PS Form 3811) shows to
whom and when mail is delivered and is used only when the mailer must have proof of
delivery or date of delivery.

DL1.1.47. Secondary Unit Designator. Words such as apartment, suite, floor,
room, unit, stop, and department that are followed by anumber. They normally are
placed on the same line as the street address. The secondary designator may be placed
on the line above the street address if the line would be too long when both are shown
on the same line.

DL1.1.48. Self-Mailer. Any mail piece (except parcels) that does not have an
outer cover, wrapping, or envelope in addition to the paper or material on which the
majority of the printing, drawing, or writing being transmitted is placed. Examples are
postcards, or anumber of sheets, folded or unfolded, not necessarily of the same
material.

DL1.1.49. Single Manager (SM). The manager of MPS, designated to be the
Secretary of the Army. Military Postal Service Agency acts as the SM for the Secretary
of the Army.

DL1.1.50. Single Service Manager (SSM). The component command assigned by
the Combatant Commander to be the manager and point of contact (POC) on all postal
issues in the area of responsibility (AOR).

DL1.1.51. Small Volume Mailer. Anactivity with outgoing mail volume that is
too small to justify the cost of leasing and using any type of postage meter.

DL1.1.52. Space Available Mail (SAM). A special postal service for parcels and
publications mailed to military personnel overseas. It is not authorized for use on
official mail.

DL1.1.53. Standard Mail (A). Standard Mail that weighs less than 16 ounces. It
comprises the subclasses of Regular Standard Mail, Nonprofit Standard Mail, Enhanced
Carrier Route Standard Mail, Nonprofit Enhanced Carrier Route Standard Mail, and
Single-Piece Standard Mail. These subclasses include circulars, printed matter,
pamphlets, catalogs, newsletters, direct mail, and merchandise. Standard Mail (A) may
be sent at presorted rates and at automation rates. (NOTE: The Department of Defense
IS not authorized to use the Nonprofit Standard Mail and Nonprofit Enhanced Carrier
Route Standard Mail rates; they are congressionally subsidized.)
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DL1.1.54. Standard Mail (B). Usually Standard Mail that weighs 16 ounces or
more. It comprises four subclasses: Bound Printed Matter, Library Mail, Parcel Post,
and Special Standard Mail. (NOTE: The Department of Defense is not authorized to
use the Library Mail rate; it is acongressionally subsidized rate.)

DL1.1.55. Surcharges. Fees charged in addition to the normal postage on
nonstandard mail.
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Deputy Under Secretary of Defense (Logistics)
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Electronic Funds Transfer
Entrance National Agency Check

Enemy Prisoners of War/other Detained Personnel

Estimated Time of Departure
Federal Aviation Administration
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For Further Transfer

Free Mail

Fleet Mail Center

Foreign Military Sales

Fleet Post Office

Fiscal Year

General Service Administration
Hazardous Material

Christmas Holiday mail Volume
Home Of Record

Headquarters

Intrusion Alarm Device
International Air Mail Reporting Unit
International Committee of the Red Cross
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Intra-theater Delivery Service
International Exchange Office
Inspector Generad

International Mail Manud
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Irregular Parcels and Pieces
International Reply Coupon
Joint-Service Interior Intrusion
Detection System

Joint Chiefs of Staff

Joint Exercise Manud

Joint Military Postal Activity
(Atlantic or Pacific)

Joint Task Force

Letter Class Mall
Line-Of-Communication

Major Command

Military Automated Mail
Accounting System

Mail Address Only

Mail Control Activity

Military and International Dispatch
and Accountability System
Military Standard Transportation
and Movement Procedure

Mail Movement Reimbursement
System

Money Order

Money Order Business

Military Origin Destination
Information System

Money Order Identification Number
Military Ordinary Mail

Military Postal Clerk

Military Post Office

Military Post Office Location List
Military Post Office Mail Distribution
Scheme

Military Postal Service

Military Postal Service Agency
Mail Routing Instruct

Military Sealift Command

Mail Transport Equipment
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Outside Piece
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USPS Postal Bulletin
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Permanent Change of Station
Personnel Exchange Program
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Postal Net Alert

Point Of Contact
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Physical Profile Serial Code
Postage Validation Imprinter
Required Déelivery Date

Rapid Delivery Mail

Supreme Allied Commander Europe
Streamline Automated L ogistics
Transmission System

Space Available Mall

Secretary of Defense

Standard Navy Distribution List
Status-of-Forces Agreement
Standard Operating Procedures
Single Manager

Single Service Manager

Social Security Number
Standard NATO Agreements
Stamp Vending Machine
Temporary Additional Duty
Transaction Counter
Transportation Control Number
Temporary Duty

Time Phased Force Deployment List
Unauthorized Absence

Uniform Code of Military Justice
Until Further Notice

Unit Identification Code

Unit Mail Clerk

Unit Mail Room

United Nations

Universal Postal Union

United States Postal Service
U.S. Transportation Command
Weapon System Pouch

Zone Improvement Plan
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Cl. CHAPTER1
GENERAL INFORMATION

Cl1l.1. MILITARY POST OFFICES (MPOs)

C1.1.1. Purpose. The Department of Defense (DoD) Postal Manual, per DoD
Directive 4525.6 (reference (@), prescribes standard procedures and responsibilities
for the administration of the Military Postal Service (MPS). It also provides
instructions for the management and control of postal effects and for the processing,
dispatching, handling, transporting, and delivering of personal and official mail.

C1.1.2. Mission. The mission of the MPSis to provide postal service to the DoD
Components in support of DoD missions.

C1.1.3. Applicability

C1.1.3.1. ThisManuad appliesto all military postal activities. All MPS
activities and Unit Mail Rooms (UMRSs) must maintain access to acurrent copy of this
Manual .

C1.1.3.2. Theinstructions inthis Manua do not apply to processing official
mail in official mail distribution centers. Personal mail entered into official mall
channels must be handled and protected per the policies and procedures in this Manual.

C1.1.4. Terms and Abbreviations. Appendix 1 contains terms and abbreviations
used in this Manud, the United States Postal Service (USPS), and other DoD
postal-related directives or regulatory documents.

C1.1.5. Policy

C1.1.5.1. The MPS operates as an extension of the USPS, consistent with
public law and Federal regulations. Appendix 2 contains the policies and procedures
governing the use of the MPS and is applicable to all DoD Components. The MPS
provides efficient and responsive postal services to authorized personnel and activities
overseas during both normal and contingency operations.

C1.1.5.2. The MPSwill handle mail promptly, efficiently, and economically in
support of the DoD mission.
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C1.1.5.3. Duplication of postal services by the Department of Defense and
USPSin the United States and its territories is not normally authorized. There must not
be an overlap of postal service between elements of the MPS and non-DoD courier or
Department of State (DoS) diplomatic mail or pouch systems. Military Post Offices
(MPOs) will not be authorized for areas serviced by the DoS pouch system, unless the
pouch system is determined to be inadequate. If thisis the case, send arequest for
postal service to the Military Postal Service Agency (MPSA) viaMgor Command
(MACOM) and Military Department Postal Representative.

C1.1.5.4. All classes of mail will be transported per reference (b) and 49
U.S.C. (reference (c)), this Manua, and USPS directives.

C1.1.5.5. Foreign commercial airlines or military airlift (Air Mobility
Command (AMC)), per reference (b), may be used to transport military mail when U.S.
commercial air carriers are unavailable or cannot provide timely delivery. Authority to
use foreign air carriers or military airlift requires the specific approva of the MPSA in
coordination with the USPS. Refer to Chapter 11 for transportation segment
procedures. See section C11.5. for mail routing for mobile or deployed units.

C1.1.5.6. Military Traffic Management Command (MTMC) contracts sealift
and surface transportation requirements.

C1.1.5.7. The Department of Defense pays for the transportation of mall
between the Continental United States (CONUS) gateways and overseas, and inter- and
intra-theater locations. The three Military Departments share the DoD transportation
costs. Fleet Post Office (FPO) mail transportation cost is billed to the Navy. Army or
Air Force Post Office (APO) mail transportation cost is billed to the Army and Air
Force on the basis of their agreement.

C1.1.5.8. U.S. Government Agencies and other organizations authorized the
use of the MPS must reimburse the Department of Defense for transportation costs per
31 U.S.C. 1535 (reference (d)).

C1.1.5.9. Whenever adequate service by scheduled commercial air carriersis
not available command transportation may be used. When there are special
circumstances requiring expedited transportation, overseas commands may transport
military mail.

C1.1.5.10. Classified material transmitted as registered mail transported
among the MPS activities must be transmitted per DoD 5200.1-R (reference (€))
security procedures, and Chapter 11.
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C1.1.5.11. Mail security and accountability must be provided at all times to
prevent theft, damage, and the introduction of contraband and prohibited materials.

C1.1.5.12. USPS correspondence must be mailed with USPSindicia

C1.1.5.13. Requests for exception to policy and procedures outlined in this
Manual, the USPS or other DoD postal regulatory documents must be submitted in
writing through the appropriate command postal operating element to the MPSA.

C1.1.6. Responsibilities

C1.1.6.1. The Deputy Under Secretary of Defense for Logistics shall:

C1.1.6.1.1. Provide broad policy guidance for the operation and use of
the MPS and maintain guidelines concerning use of the MPS by DoD Components, other
Government Agencies, and non-Government organizations.

C1.1.6.1.2. Serve asthe fina authority concerning requests for the
establishment or termination of DoD postal services, including the first opening and last
closure of an MPO in any country.

C1.1.6.1.3. Serve asthe DoD representative for implementation and
administration of agreements with the USPS.

C1.1.6.1.4. Prepare DoD Directives and issue related publications
governing DoD postal services.

C1.1.6.2. The Secretary of the Army, as the designated Single Service
Manager (SSM) of the MPS shall:

C1.1.6.2.1. Establish and maintain the MPSA as ajointly staffed
headquarters (HQ) located in the National Capitol Region and establish other field
activities, when required.

C1.1.6.2.2. Designate ageneral officer (or equivalent civilian grade) to
be the Executive Director, MPSA.

C1.1.6.2.3. Provide legal advice and representation from the Army Legal
Services Agency on postal matters before the Postal Rate Commission, Department of
Transportation (DoT), and other regulatory organizations.
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C1.1.6.3. The Secretaries of the Military Departments shall:

C1.1.6.3.1. Designate aDeputy Director to provide oversight an