Helpful Hints –

· Ensure all references pertaining to the Unit Mailroom and handling duties is on hand.

· Ensure the information contained in the Unit Mail Handling Order is current (i.e., mail call hours, building numbers, etc).

· Are the mail call hours posted on DD Form 1115 (Mail room No Admittance) coincide with those published in the mail handling order?

· Is there at least two section Mail Orderlies properly appointed per section?

· Is the Unit’s DD Forms 285 (Appointment of Unit Mail Clerk/Orderly) properly prepared and maintained; pay particular attention to block number 9.

· Ensure the Postal Officer conducts weekly unannounced and at random Unit Mail room (UMR) inspections.

· Ensure the section Mail Orderlies pick-up daily.

· Ensure all section Mail Orderlies have a valid DD Form 285 each time they pick-up their section mail.

· Ensure an Authorized Agent receipts for Non-Accountable Official Mail every day on the mail orderly receipt log.

· Ensure mail for inbound or Due to Report In Personnel report is held for fifteen days past their expected date of arrival (EDA) (unless additional information indicates a new reporting date).

· Ensure section Mail Orderlies return all undeliverable mail to the Unit Mail Room (UMR) the same day of receipt.

· Ensure section Mail Orderlies pick-up section mail only at times established in the mail handling order and posted on the Unit’s DD Form 1115.

· Ensure documentation is provided immediately to the UMR for members of the command who are on leave/TAD.

· Ensure all copies of PS Form 3883 (Firm Delivery Receipt for Accountable Mail) are maintained in sequential order. Begin the PS Forms 3883 in sequential order from the number ‘1’ at the beginning of each calendar year. 
· Ensure the Unit Postal Officer verifies all PS Forms 3883 by initialing and annotating the date in the appropriate box daily.

· Under no circumstances will official accountable mail be kept in the UMR overnight. The official accountable mail must be returned to the serving post office with a PS Form 3883 on the same day of receipt of non delivery.

· Ensure all Directory File Cards (DFC) have a complete name and date joined for all Unit new joins.

· There must not be a geographical location included in the mailing addresses with FPO or APO Zip codes (i.e. Okinawa, Saudi Arabia, Iraq). 

· Ensure all mail forwarded to military commands include the EDA for outbound personnel.

· Ensure a temporary change in status, except annual leave, are annotated on the back of the DFCs when forwarding mail.

· Ensure applicable DFC’s are destroyed within the first week of each month.

· Ensure the UMR is included on the commands check in and check out sheet.

· Ensure there isn’t any excessive gear is inside the UMR; i.e. wall locker, extra filing cabinets, personal gear, stereo equipment, etc.

· The Unit’s Official Mail Consolidation point will not be located inside the UMR.
· Ensure official mail is properly receipted for on a daily basis.

· The Unit Mail Clerk’s personal mail will not be opened in the UMR.

· The UMR must be secured in the event of a possible postal offense until the appropriate Consolidated Post Office Postal Officer or representative arrives. 

· The Unit must notify the Consolidated Post Office 45 days in advance of the Unit’s exercise or deployment.

· Monthly courtesy inspections, pre-deployment, and post deployment inspections can be conducted in addition to the quarterly inspections upon request to the Consolidated Post Office UMR Inspectors.

· Hospital annotations and addresses should include Room number, Floor, Ward number, City, State, ZIP, or ZIP+4 if known.

· Use leave papers, TAD orders, SIQ chits in addition to mail disposition.










