UNITED STATES MARINE CORPS
CONSOLIDATED POST OFFICE
MARINE CORPS BASE
BOX 555001
CAMP PENDLETON CA 92055-5001

IN REPLY REFER TO

5110

20 Oct 05
From: 1 MEF Postal Officer, Consolidated Post Office, Marine Corps Base
To: Unit Mailroom, 22 Area (Sup Bn, 1st Med Bn, MSSG-15 and CSSG-15)

Unit Mailroom, 23 Area (MCAS Camp Pendleton)

Unit Mailroom, 24 Area (Base Brig)

Unit Mailroom, 31 Area (ACU-5, MCTSSA and WFT Bn)
Unit Mailroom, 32 Area (3" LAAD, MASS-3 and MACS-1)
Unit Mailroom, 52 Area (School of Infantry)

Unit Mailroom, 1st Dental Battalion

Encl: (1) Template
(2) Template
(3) Template
(4) Template
(5) Template

, PS Form 3849, Unit Mailroom (First Notice)

, PS Form 3849, Unit Mailroom (Second/Final Notice)
, PS Form 3849, Unit Mailroom (Delivery)

, PS Form 3849, Unit Mailroom (Forwarding)

, PS Form 3849, Unit Mailroom (Refused)

O WNBE

Subj: LETTER OF INSTRUCTION (LOl) FOR HANDLING PERSONAL ACCOUNTABLE MAIL
INSIDE THE UNIT MAILROOM.

1. Due to the geographical isolation, distance and location of some of the
unit mailrooms to their serving military post office, Marines and sailors
have found it difficult to go pick up their personal accountable mail, which
in times includes important and time sensitive documentation (such as
airplane tickets). Because of this, the I MEF Postal Officer has authorized
the handling, processing and delivery of personal accountable mail, to
selected commands, thru the unit mailroom.

The only commands authorized to use this Letter of Instruction (LOl) are:

1) Box 555071 School of Infantry (SOI)

2) Box 555081 Infantry Training Battalion (ITB)

3) Box 555091 Marine Combat Training (MCT)

4) Box 555151 Headquarters and Headquarters Squadron (H&HS)
5) Box 555161 Assault Craft Unit 5 (ACU-5)

6) Box 555171 Marine Corps Systems Support Activity (MCTSSA)
7) Box 555181 Weapons Field Training Battalion (WFT Bn)

8) Box 555218 Center for Naval Aviation Technical Training (CNATT)
9) Box 555226 Base Brig

10) Box 555627 1st Supply Battalion (1st SUP Bn)

11) Box 555657 1st Medical Battalion (1st MED Bn)



Subj: LETTER OF INSTRUCTION (LOl) FOR HANDLING PERSONAL ACCOUNTABLE MAIL
INSIDE THE UNIT MAILROOM.

12) Box 555717 MEU Service Support Group 15 (MSSG-15)

13) Box 555741 Combat Service Support Group 15 (CSSG-15)

14) Box 555750 Marine Air Group 39 (MAG-39)

15) Box 555761 Marine Ailr Logistics Squadron 39 (MALS 39)

16) Box 555781 Marine Light Attack Helicopter 169 (HMLA-169)
17) Box 555791 Marine Light Attack Helicopter 267 (HMLA-267)
18) Box 555801 Marine Light Attack Helicopter 367 (HMLA-367)
19) Box 555811 Marine Light Attack Helicopter 369 (HMLA-369)
20) Box 555821 Marine Air Control Squadron 1 (MACS-1)

21) Box 555831 Marine Air Support Squadron 3 (MASS-3)

22) Box 555841 3rd Low Altitude Air Defense (3" LAAD)

23) Box 555851 Air Traffic Control, Detachment A (ATC Det A)
24) Box 555861 Marine Wing Support Squadron 372 (MWSS-372)

25) Box 555881 Marine Helicopter Training 303 (HMT-303)

26) Box 555891 Marine Light Attack Helicopter 775 (HMLA-775)
27) Box 555901 Marine Air Group 46, Detachment A (MAG 46, Det A)
28) Box 555911 Marine Medium Helicopter Training 164 (HMM-164)
29) Box 555921 Marine Medium Helicopter 268 (HMM-268)

30) Box 555931 Marine Medium Helicopter 364 (HMM-364)

Within this LOI, the term “personal accountable mail” refers to express
mail, numbered insured, certified, signature confirmation and return receipt
for merchandise. Registered mail (personal only) WILL NOT be handled by the
unit mail clerk or held in the unit mailroom. Registered mail (personal)
will continue to be delivered to the addressee by the serving military post
office.

2. The handling of personal accountable mail, except personal registered
mail to the members of the command thru their unit mailroom will be a
significant enhancement to the good morale and quality of life of our
Marines and sailors.

3. Question concerning this LOlI can be addressed to the I MEF Postal Officer
at 763-1196 or 725-5713 or email at smbpendletonpostoffice@pendleton.usmc.mil.
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RECORD OF CHANGE

Record every change and ensure every Marine is aware of such change.

CHANGE DATE OF DATE DATE PRINTED NAME AND SIGNATURE
NUMBER CHANGE RECEIVED ENTERED OF PERSON MAKING CHANGE




VERIFICATION SHEET

Every Unit Mail Clerk (UMC) assigned to this command unit mailroom will read and understand this

LETTER OF INSTRUCTION (LOI) FOR HANDLING PERSONAL ACCOUNTABLE MAIL INSIDE THE
UNIT MAILROOM. The Primary Unit Mail Clerk will continuously educate and mentor every Marine that
handles mail to ensure understanding of postal guidelines and requirements.

DATE
VERIFIED PRINT RANK and NAME SIGNATURE DD 285
(Write the card number)




LETTER OF INSTRUCTION
FOR HANDLING PERSONAL ACCOUNTABLE MAIL
INSIDE THE UNIT MAILROOM
20 October 2005

This LOI provides guidance on the proper handling of personal accountable
mail delivered thru the unit mailroom by using the information provided in
the following sections:

Section 1: Types of Personal Accountable Mail.

Section 2: Receipting for Personal Accountable Mail.

Section 3: Processing Personal Accountable Mail.

Section 4: Preparing PS Form 3849 (First Notice).

Section 5: Preparing the Date Stamp (First Notice) for
Personal Accountable Mail Article.

Section 6: Preparing PS Form 3849 (Second/Final Notice).

Section 7: Delivery of Personal Accountable Mail to
Addressee.

Section 8: Delivery of Personal Accountable Mail to an
Authorized Agent.

Section 9: Handling PS Form 3811 (Domestic Return Receipt).
Section 10: Forwarding Personal Accountable Mail.

Section 11: Refused Personal Accountable Mail (Endorsed by
Addressee).

Section 112: Refused Personal Accountable Mail (Endorsed by Unit
Mail Clerk).

Section 13: Retention Period for Personal Accountable Mail.
Section 14: Undeliverable Personal Accountable Mail.

Section 15: Returning Personal Accountable Mail to Serving
Military Post Office.



Subj: LETTER OF INSTRUCTION (LOl) FOR HANDLING PERSONAL ACCOUNTABLE MAIL
INSIDE THE UNIT MAILROOM.

Section 4 - pypEs OF PERSONAL ACCOUNTABLE MAIL: The following are examples of
. accountable mail labels which will assist you in identifying extra services
1 upon receipt:

1l.a. Express mail (Figure 1)

1.b. Certified Mail, green color (Figure 2)

1.c. Numbered Insured, blue color (Figure 3)

1.d. Return Receipt for Merchandise, brown color (Figure 4)

1_e. Signature Confirmation, pink color (Figure 5)

o AR
MAIL *EULLGZ x

ckb870US

UNTTED STATES POSTAL SERVICE & POST OFF’CE To ADDRESSEE

ORIGIN (POSTAL USE ONLY)
PO 2P Code Day of Dolvery

Mailing Label

CUSTOMER USE ONLY

METHOD OF PAYMENT
Express Mal Corponate Acct. No.
FROM: ruass prmm PHONE ] FHONE !
r i r a
L 4
P4
k: 3 +

PRESS HARD. s FOR PICKUP OR TRACKING CALL 1-800-222-1811

i T

7001 2510 0000 3209 5979 vC D22 k70 DA3 US

(Figure 2) Certified Mail (Figure 3) Insured Mail



Subj: LETTER OF INSTRUCTION (LOl) FOR HANDLING PERSONAL ACCOUNTABLE MAIL
INSIDE THE UNIT MAILROOM.

United States Postal Service®
SIGNA TURE CONFIRMATION™

LA

2304 1070 0000 341L0 5200
(Figure 4) Return Receipt (Figure 5) Signature Confirmation
For Merchandise

6000 L0330 0004 288% 3712

I

|

ll

il

% 2. RECEIPTING FOR PERSONAL ACCOUNTABLE MAIL: The following information 1is

the proper steps to receipt for personal accountable mail from the serving
22 military post office:

2.a. STEP 1: The personal accountable mail article (except registered)
will be received from the serving military post office on Form 3883-
MPO(Delivery Receipt for Personal Accountable Mail)(Figure 6).

Camp Pendleton Military Post Office (Form 3883-MPQ) Bill No.
Delivery Receipt for Personal Accountable Mail
Date
Unit ’ Unit Number ’ *
‘ Article Number Code_ Remarks DD Form 285 #

12

*

CODE: E = Express, | = Insured, C = Certified, RR = Return Receipt for Merchandise, DC = Delivery Confirmation, SC = Signature Confirmation

Delivered By (Postal Clerk Name) Received By: (Unit Mail Clerk Name) Postmark - Delivery Office
Pieces
Delivered By: (Postal Clerk Signature) Received Received By: (Signature of Unit Mail Clerk)
X X
All items must be delivered or returned to post office by the following date:

(Figure 6) Form 3883-MPO
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Subj: LETTER OF INSTRUCTION (LOI) FOR HANDLING PERSONAL ACCOUNTABLE MAIL
INSIDE THE UNIT MAILROOM.
2.b. STEP 2: The unit mail clerk will verify EVERY accountable item

number listed on Form 3883-MPO prior to signing it. Unlike PS Form 3883,
extra services can (and will) BE MIXED on the same Form 3883-MPO.

2.c. STEP 3: The unit mail clerk will receipt for personal
accountable mail by printing rank and complete first and last name. The
unit mail clerks” legible signhature is also required to complete the process

(Figure 7).

Camp Pendleton Military Post Office (Form 3883-MPQ) Bill No.
Delivery Receipt for Personal Accountable Mail 74
Unit EDSON RANGE Unit Number } T A T
he pae e o DD D 5o 7
1. | 1234 5678 9123 4567 c
HEEN
. N =
SR -
NG A
AR | /
NN P =

- S T o ]
_N_A_:,_.|.‘4.“-9ﬂ

CODE: E= Express, | = Insured, C = Certiﬂe.d, RR = Return Receip‘l‘for Merchandise, SC = Signature Confirmation

Delivered By {Postal Clerk Name)

P Cpllam D Mailman

Pisces
Racaived

-Rﬁccivari-ay: {Unit Mail Clerk Name)

p LCpl Joe Marine

|Postmark - Delivery Office

Recelved By: (Signatfire of Unit Mail Clerk)

Delivered By: (Postal Clerk s:%

(Figure 7) Form 3883-MPO completed

2.d. STEP 4:
stamp it using the All Purpose Date Stamp (APDS) and provide the unit mail

Upon signing Form 3883-MPO, the postal clerk will date

clerk with their copy. The unit mail clerk copy will be retained for 2
years iInside the unit mailroom.

3. PROCESSING PERSONAL ACCOUNTABLE MAIL: The following information is the
proper steps to prepare and process personal accountable mail at the unit
mai lroom:

3.a. STEP 1:
mail will be processed the same as ordinary mail
date stamped with the date of receipt.

Upon returning to the unit mailroom, all accountable
in that all mail will be

The unit mail clerk will process, sort and prepare the
in the following order:

3.b. STEP 2:
command personal mail

8



Subj: LETTER OF INSTRUCTION (LOI) FOR HANDLING PERSONAL ACCOUNTABLE MAIL
INSIDE THE UNIT MAILROOM.
3.b.1. Express mail.
3.b.2. Any remaining accountable mail.
3.b.3. All other mail.
3.c. STEP 3: The unit mail clerk will place the notice stamp
(Figure 8) on any side, except the address side, of the personal accountable

mail. The notice stamp can be obtained from the serving military post
office.

FIRST NOTICE

SECOND NOTICE

RETURN DATE

(Figure 8) Notice Stamp

3.d. STEP 4: The unit mail clerk will notify the command members of
their personal accountable mail using PS Form 3849 (Delivery Notice/
Reminder/Receipt) (Figure 9). The PS Form 3849 can be obtained from the
serving military post office.

United States Postal Service | Today's Date Sender's Name
Sorry We Missed You! We % Deliver for You |
Itemis at: Available for Pick-up After We will redeliver or
— Post Office (See back) | you or your agent can
B3 N | Date: Time: pick up. See reverse.
| £ - 7] If checked, you or your agent must be present
_ Letter For Delivery: (Enter total number of items i i
delivered by service type) at time of delivery to sign for item
"~ envelope, | For Notice Left: (Check applicable itemn) i"“’"°'° Number(s)
magazine, . b |
catalog, etc, | —  Express Mail Wewil __ Registered
Parcel | attemet fo defiver on the
= next dalivery day urfess — Insured
: instruct the
R | SISO ey :
o SO ~ for Merchandise e
__ Perishable [ — Certified Deiivery
Item e i
| — Recorded eIl Notice Left Section
— Other: Delivery —— Signature Customer Name and Address
—_ FirmBill Confirmation
Article Requiring Payment “Amount Due
O Postage Due (1 COD (I Customs |$
— Final Notice: -Articie wil DaEEify andDaks
— be returned to sender on |
PS Form 3849, November 1999 102595-00-M-0892 Delivery Notice/Reminder/Receipt

(Figure 9) PS Form 3849



Subj: LETTER OF INSTRUCTION (LOl) FOR HANDLING PERSONAL ACCOUNTABLE MAIL
INSIDE THE UNIT MAILROOM.

Section
I /- PREPARING PS FORM 3849 (First Notice): The unit mail clerk will prepare

one PS Form 3849 (first notice) for each personal accountable i1tem
Zl (Figure 11), as follows:

4_.a. The term “written up” or “writing up” of an accountable item
refers to the process of filling out a PS Form 3849 with all pertinent
information about the accountable item for notification.

4_.b. STEP 1: PS Form 3849 will be prepared the SAME day the personal
accountable item is received. Write the following information in the
appropriate space (Figure 10):

4_b.1. TODAY’S DATE: Write the date or use the unit mailroom
date-stamp to show when the personal accountable item arrived at the unit
mai lroom.

4_b.2. SENDER”S NAME: Write ONLY the last name of the sender.

4.b.3. ITEM IS AT: Place an “X” or checkmark in the second line
and write the unit mailroom building number.

4_b.4. AVAILABLE FOR PICK-UP AFTER: Write the time that the
personal accountable mail is available for picked-up from the unit mailroom.

4_.b.5. Place an “X” on the type of mail it is (letter, envelope,
parcel).

4_b.6. FOR DELIVERY: Place an “X” on the type of extra service
the personal accountable item is (certified, insured, etc).

4_.b.7. ARTICLE NUMBER: The unit mail clerk will legibly write
ONLY ONE personal accountable item (article) number per PS Form 3849. The
personal accountable item (article) number MUST FIT on one single line.

4_b.8. CUSTOMER NAME AND ADDRESS: Write the addressees’

complete name; to include rank if provided. Place the command name and
section of where the addressee works.

10



Subj: LETTER OF INSTRUCTION (LOl) FOR HANDLING PERSONAL ACCOUNTABLE MAIL
INSIDE THE UNIT MAILROOM.

Refer to Refer to
4.b.4. 4.b.1. Refer to
Refer to N | _~ 4.b.2.
4. b .3. United States Postal Service Today's Date | Sender's Name /
\ Sorry We Missed You! We #* DeliveNgr You [O51012 SN ITH
flem is at: - Available forRghk-up After We will rédeliver or

> __ Post Office (See back,

oLl Of yolragent can
?<__M<’S_‘1\f_00m q.?-vibﬁq. 1200- 500 Bhtreans gent.c

Date: | Time: pick:up.: See reverse.

: : If checked, you or your agent must be present
X Letter For Delivery: (Enfer total number of ftams ad at time of deyﬁvarygf:slgngfor item P Refe r to
delivered by service typa) t &
Large Article Number(s) —_ 4.b.7.

" envelope, | For Notice Left: (Check applicable item)

P
Refe r to / At Express Mail (wewil ___ Registered 12?}! 51 8 5“ 2 3 Li 5 67

catalog, ete.

4 - b - 5 - attampt to deliver on the
— Parcel | next delivery day unless —— Insured
] you instruct the post ;
z g:ﬁfrrécr;ad | oicstonoin) E:!Hm Recaiot L
___ Perishable & Certified T Dalivery
tem  le Recoded el Notice Left Section =
__ Other: Delivery g’g"f‘?‘“'eﬁ Customer Name and Address
— /| mwm  oeman |(TEONR Ve Jones,
ArticlgMequiring Payment Amount Due =
Cfostage Due [ COD [ Customs | § a:\SOﬂ P@hge 6 3—\ Refer to
) Final Notice: Articie wil | Peiivarsd By.and.Date \
be returned to sender on | 4.b.8.
/ PS Form 3849, November 1999 Delivery Notice/Reminder/Receipt
R?Ieg go (Figure 10) PS Form 3849 (First Notice)

4_c. STEP 2: The completed PS Form 3849 (First Notice) will be hand
delivered to the mail orderly for delivery to addressee.

Section 5_ pREPARING THE DATE STAMP (FIRST NOTICE) FOR PERSONAL ACCOUNTABLE MAIL
ARTICLE: The unit mail clerk will prepare the First Notice on all the
ES personal accountable mail articles as follows:

5.a. The first line of the notice stamp will be completed with the 6-
digit military date (YYMMDD)(Figure 11) to reflect the initial notification.

6012

FIRST NOTICE

SECOND NOTICE

RETURN DATE

(Figure 11) Notice Stamp (First Notice)

11
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Subj: LETTER OF INSTRUCTION (LOl) FOR HANDLING PERSONAL ACCOUNTABLE MAIL

INSIDE THE UNIT MAILROOM.

5.b. Personal accountable mail will be maintained separately from
ordinary mail in the unit mailroom. The notice stamp (Figure 11) should be
facing outboard for easy and quick readability of information.

6. PREPARING PS FORM 3849 (Second/Final Notice): The unit mail clerk will
prepare one PS Form 3849 (Second/Final Notice) as follows:

6.a. IT the addressee has not picked up their personal accountable
mail after 2 working days (1 working day for express mail) from the day the
item was received in the unit mailroom, the second/final notice will be
prepared and sent to the addressee as follows:

6.b. Prepare a PS Form 3849 Second/Final Notice exactly as Section 4,
PREPARE PS FORM 3849 (First Notice), with the addition of:

6.b.1. Place an “X” in the FINAL NOTICE block (front lower left
side) and using red ink write the date (6-digit military format)(YYMMDD)
when the personal accountable item will be returned to the serving military
post office, which is 5 working days (3 working days for express mail) from
the date the PS Form 3849 (FIRST NOTICE) was written up.

Notice

6.b.2. Cross out the words “TO SENDER ON” in the Final

area and write “POST OFFICE” instead.
6.b.3. Highlight the Final Notice area.

6.c. The completed PS Form 3849 (Second/Final Notice)(Figure 12) will
be hand delivered to the mail orderly for delivery to the addressee.

United States Postal Service Today's Date Sender's Name
Sorry We Missed You! We #*Deliver for You |O5/0/ 2
ltem is at: Available for Pick-up After £
___ Post Qffice (See back) ween
¥ Madroom_ Blda 21604 [oate: Time: | 260 -1500 |
e : if checked, you or your agent must be present
Letter For Delivery: (Enter total number of items O s = =
A o defivered by service type) = Iat;""e:f ?‘;‘“’ew o slantoriter
e : . : icle Number(s
envelope, For Notice Lefi: (Check applicable iftem) ’ 22 L I 2 5 é
Lua?g%g?:ic, ___ Express Mail wewii ___ Regisiered 66—78? 3 L’ 7
Parcel attempt to deliver on the
G next defivery day unless —— Insured
Restricted Yyou instruct the post "
—_ Dzzvr;ye office fo hold it) Return Receipt
: X_ Certified ___ for Merchandise
___ Perishable 2 Delivery
e — Recorded S LLECE Notice Left Section: TR
— Other: Delivery g@nfe_aturef Customer Name and Addr
__ Firm Bill ___ Confirmation L—CP, M,ke Jon

Article Requiring Payment
0 Postage Due [ COD [ Customs |$

Amount Due

Edson Range 5-3

K

Final Notice: Article will

o504

Delivered By and Date

be retumed to asadermn Do st OLACE.
PS Form 3849, November 1999 ”

Delivery Notice/Reminder/Receipt

(Figure 12) PS Form 3849 (Second/Final Notice)
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Subj: LETTER OF INSTRUCTION (LOl) FOR HANDLING PERSONAL ACCOUNTABLE MAIL
INSIDE THE UNIT MAILROOM.

6.d. At this time, the second line of the notice stamp (SECOND NOTICE)
will be completed with the 6-digit military date (Figure 13) to reflect the
date the addressee was notified for a second time.

0SI0O1V 2.
o501y

FIRST NOTICE

SECOND NOTICE

RETURN DATE

(Figure 13) Notice Stamp (Second Notice)

6.e. After the personal accountable mail has been maintained for 5
working days (3 working days for express mail) from the date of arrival iIn
the unit mailroom and has not been delivered to the addressee (or authorized

agent), return the personal accountable item to the serving military post
office.

6.e.1. STEP 1: The last line of the notice stamp will be
completed with the 6-digit military date (Figure 14) to reflect the date the

personal accountable item will be returned to the serving military post
office.

FIRST NOTICE 06 1 O\ 2
SECOND NOTICE 06! O \‘\}
051019

RETURN DATE

(Figure 14) Notice Stamp (Return Date)

6.e.2. STEP 2: The unit mail clerk will return the personal
accountable 1tem to the serving military post office for further delivery
per guidance listed on Section 14, UNDELIVERABLE PERSONAL ACCOUNTABLE MAIL.

13
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Subj: LETTER OF INSTRUCTION (LOl) FOR HANDLING PERSONAL ACCOUNTABLE MAIL
INSIDE THE UNIT MAILROOM.

7. DELIVERY OF PERSONAL ACCOUNTABLE MAIL TO ADDRESSEE: The unit mail clerk
will deliver the personal accountable mail to the addressee as follows:

7.a. STEP 1: The unit mail clerk must obtain positive identification
from the addressee before delivering personal accountable mail. Any
documentation that identifies the bearer with a photograph AND complete name
such as a military issued ID card.

7.b. STEP 2: The unit mail clerk will ensure the correct personal
accountable item is being delivered to the addressee, verifying the article
numbers on the personal accountable item and the PS Form 3849.

7.c. STEP 3: The unit mail clerk will obtain the following
information on the backside of PS Form 3849 before delivering the personal
accountable item (Figure 15) to the addressee:

7.c.1l. The addressees”’” legible signature

7.c.2. The addressees” full printed name.

7.c.3. The addresses” command and work section.

We will redsliver OR you or your agent can picl up your mail at the post office. (Bring ihis form and proper
1D, If your agent will pick up, sign beiow in item 2, and entar agent'’s name here):
T a. Check all that apply in ’

section 3;
B . 50 n secton 2 beton;
¢. Leave this notice where
the carrier can see It.
2. Sign Here to Autharize Redelivery or
1o Authorize an Agent fo Sign for You:

Delivery Rection

8.0 Redeliver {Enter day of weekc): Sig;zture % @ J
( UpS

(Allow at least two delivery days for Printed
tedelivery, or call your post office to
arrange delivery) Name LC’PL M \C- G a_] Ohe=
O Leave item at my address Delivery
Address EDSO[\J W@ E g = %
(Specify whera to leave. Exampla:
“porch, "side door". This optlon Is not

avallable if box Is ;:henked onthe
front requiring your signature at fime U SPS
of dellvery.) =

O3 Refused
PS Form 38489, Novemberzsss (Reverse) 5293 0147 4476 4220

(Figure 15) PS Form 3849 with addressee signature (Back)

7.d. STEP 4: The unit mail clerk will print their full name, legible
sighature and delivery date (6-digit military format)(YYMMDD) upon
delivering the personal accountable item (Figure 16).

14



LETTER OF INSTRUCTION (LOI) FOR HANDLING PERSONAL ACCOUNTABLE MAIL
INSIDE THE UNIT MAILROOM.

United States Postal Service

Sorry We Missed You! We % Deliver for You

Today's Date

0510172

Sender's Name

>m | TH

I Postage Due [0 COD [ Customs l$

ltem is af: Available for Pick-up After We will redehver or
— Post Office (Sea back] Between you or your agent can
5 da 2| Date: Ve HdI= 08N nick up. See reverse.
= ; If checked, you or your agent must be present
Letter For Delivery: (Enter fotal number of ifems O % e &
?<_ i diiversd by servics fype) e :: ;[im::; l’;l:)lwew to sign for item
Tt ; . i
envelops, For Notice Left: (Check applicable item) 9
Lnaaigﬁﬂrg{c_ ___ Express Mafl (Wewit ___ Registered 1224 5—678 C?/ a Li 5(97
Parcel atiempt to defiver on ihe
s next deiivery day uniess . Insured
___ Restricted you instruct the post :
Deﬁvrel)r; offce fo hold ) Retum Receipt
i — for Merchandise
__ Porshatle | 2~ Gerfied Delry
i —— Recorded LGN Notice Lefl Section
__ Other: Delivery glgf;?mfi_ Customer Name and Address
. Fim Bill — Confirmation
Article Requiring Payment Amount Due LCD‘ M L K@ “)O{ )E

Edson Range ¢

i Final Notice: Article will
be refuimed to sender on

DSIIWDWW OS50

PS Form 3849, November 1999

Leel Joe

M&_H/Y\enel|benb|\lot|calﬂemmdermeoeipt

Refer to

/ 7.d.

(Figure 16) PS Form 3849 with unit mail clerk delivery information

7.e. STEP 5:

of Form 3883-MPO the following information (Figure 17):

7.e.1. Remarks:

The unit mail clerk will annotate on the remarks section

Write the date and the complete name of the

addressee (or authorized agent) who signed for the personal accountable

item.

7.e.2. DD Form 285 #:

unit mail clerk that delivered the personal accountable item.

Camp Pendleton Military Post Office (Form 3883-MPQ)
Delivery Receipt for Personal Accountable Mail

IEIII No. _1”_!

EDSON RANGE

Article Number

Code| Remarks

Unit Number ’55'5 18 || |n. 051012

| DD Form 285 #

se, DC = Delivery Canfirmation, SC = Sigr i

Dulivered By {Postal Cevk Nama]

Recabved By: (Unit Mail Clerk Nama)

Joe Marine Wp)

> Tam D ﬁM:man

(Figure 17) Form 3883-MPO Remarks after delivery to

addressee (or authorized agent).

15

Write the DD Form 285 card number of the

Refer to

L [1224 5678 2D Y5677 c | 05(012 Lpl Wkelopes | 15-0Y =t—
2 o _ 8.d.2.
>
G Refer to
—] 8.d.1.
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Subj: LETTER OF INSTRUCTION (LOl) FOR HANDLING PERSONAL ACCOUNTABLE MAIL
INSIDE THE UNIT MAILROOM.

7.e.3. Completing the “Remarks” and “DD Form 285 #” section on
Form 3883-MPO upon delivery of the personal accountable i1tem will assist iIn
tracking the delivery and disposition of personal accountable mail
maintained inside the unit mailroom.

7.F. STEP 6: The unit mail clerk will return completed PS Forms 3849
to the serving post office DAILY along with their rework mail.

8. DELIVERY OF PERSONAL ACCOUNTABLE MAIL TO AUTHORIZED AGENT: The unit mail
clerk will deliver the personal accountable mail to an authorized agent as
follows:

8.a. STEP 1: For delivery of a personal accountable item, PS Form
3849 must be signed by the addressee giving permission to an authorized
agent to receipt for the personal accountable mail.

8.a.1l. The unit mail clerk must ensure that the addressee signed
Block 2, printed their name in Block 3 on the backside of PS Form 3849 and
printed the authorized agents” name on the top right edge of PS Form 3849
(Figure 18).

We will redeliver OR you or your agent can pick up your mail at the post office. (Bring s form and proper
ID. If your agent will pick up, slan below in item 2, and enter agent's name here): DR, A SO

a. Check all that apply in B

1.
section 3;
b‘ b. Sign in seclion 2 below;
¢. Leave this notice where
the carrier can see it.

2. Sign Here fo Authorize Redelivery or

toduthorize an Agei to Sign for You: =
f Delivery Section

3.0 Redeliver (Enter day of week.): Sialetire

Mike JoONE= X

{Allow at least two delivery days for :
redalivery, or call your post office io Egg:gd
arrange delivery.)

O Leave item at my address

Delivery
Address

(Specify where fo leave. Example:
"porch®, "side door". This option is not

avaliable if box ie checked on the
front requiring your signature at time U S PS
of delivery.) :
O Refused

PS Form 3849, November 1939 (Reverse) 5293 0147 4476 4206

(Figure 18) PS Form 3849 for an authorized agent

8.b. STEP 2: Just as iIn Section 7, Delivery of Personal Accountable Mail to
Addressee, the unit mail clerk must obtain positive identification from the
authorized agent before delivering the personal accountable mail. Any
documentation that identifies the bearer with a photograph AND complete name
such as a military issued ID card.
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Subj: LETTER OF INSTRUCTION (LOl) FOR HANDLING PERSONAL ACCOUNTABLE MAIL
INSIDE THE UNIT MAILROOM.

8.c. STEP 3: The unit mail clerk will ensure that the correct
personal accountable item is being delivered to the addressee, verifying the
article numbers on the personal accountable item and the PS Form 3849.

8.d. STEP 4: The unit mail clerk will obtain the following
information on the backside of PS Form 3849 before delivering the personal
accountable item (Figure 19) to the authorized agent:

8.d.1. The authorized agents” legible sighature
8.d.2. The authorized agents” full printed name.

8.d.3. The authorized agents” command and work section.

We will redeliver OR you or your agent can pick up your mail at the post office. (Bring this form and proper
1D, If your agent will pick up, sign below in item 2, and enter agent's name here): BP0 P, BANSDN)
1. a. Check all that apply in

section 3;
D b. Sign In section 2 balow;
¢ Leave this nolice where
the carrler can see it

2, Sign Here to Authorize Redelivery or

Autgpnze an Agent to Sign for You: Delivery Section
‘F@éh@ Signature

3.0 Bedelivet (Enter day of week ): @M

Mike Jones < QUSRS

(Allow at least two delivery days for 5
redelivery, or call your post office to Printed

sgmeds | opl Bob Honson
O Leave item at my address
Delivery
Addres /_9’//6 j: Co
(Specify where to leave. Example:
"porch’, "side door". This option is not

avallable if box Is checked on the
of delivery.) =

I Refused
PS Form 3849, November 1999 (Reverse) 5293 0147 4476 4213 ]

(Figure 19) PS Form 3849 signhed by an authorized agent

8.e. STEP 5: The unit mail clerk will print their full name, legible
sighature and delivery date (6-digit military format)(YYMMDD) upon delivery
of the personal accountable item (Figure 16).

8.f. STEP 6: The unit mail clerk will return the completed PS Forms
3849 to the serving post office DAILY along with their rework mail.

Section g HANDLING PS FORM 3811 (DOMESTIC RETURN RECEIPT): The unit mail clerk

9

will handle and process PS Form 3811, Domestic Return Receipt as follows:

9.a. STEP 1: If a PS Form 3811, (Domestic Return Receipt)
(Figure 20) is attached to any personal accountable item, it will be removed
from the accountable item by the unit mail clerk prior to delivering the
accountable item to addressee (or authorized agent).
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LETTER OF INSTRUCTION (LOI) FOR HANDLING PERSONAL ACCOUNTABLE MAIL

Subj:
INSIDE THE UNIT MAILROOM.

SENDER: COMPLETE THIS SECTION COMPLETE THIS SECTION ON DELIVERY

B Complete items 1, 2, and 3. Also complete A. Recelved by (Please Prift Clearly) | B. Date of Delivery
item 4 if Restricted Delivery is desired.

B Print your name and address on the =
50 that we can return the card to you. G. Signature O

B Attach this card to the back of the mailpiece, Agent

Refer to or on the front if space permits. X L Addressee

g-b-l- \

1. Article Addressed to:

LCPL MIKE JONES
EDSON BANGE ( $°2)

D. I delivery address different from i‘i;.m 17 O Yes
If YES, enter delivery address below: [ No

BOX 556 |8 I. 3. Service Type
Refe r to QAM P PeEN DLETU\' CA B Certified Mail (] Express Mail
o i eturn Recelpt for Merchandise
9.b.2. IO BT Dretiti (Hoto ;
e 4, RH!'..IiC!Ed Delivery? {Exr;a Fee} O Yes

s = T e e

PS Form =0y 1999 Domestic Return Raceipt 102695-69-M-1785
Refer to

9.b.3. — _
T (Figure 20) PS Form 3811

9.b. STEP 2: The unit mail clerk must ensure that items 1, 2 and 3 on
PS Form 3811 are properly completed (Figure 20).

9.b.1. Item 1, the name and mailing address of the addressee.
9.b.2. Item 2, the article number for the personal accountable
item.
9.b.3. Item 3, the type of extra service the personal accountable
item has.
9.c. STEP 3: The addressee (or authorized agent) must complete the

following on PS Form 3811 (Figure 21):

9.c.1l. Item A, print the name of addressee (or authorized agent).
9.c.2. Item B, write the date of delivery.
9.c.3. Item C, signed by addressee (or authorized agent). Place

a checkmark in the appropriate block.

9.c.4. Item D, place a checkmark in the appropriate block
indicating whether the original mailing address is correct or not in Item 1
of PS Form 3811. |If incorrect, write the correct mailing address in this

space.
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Subj: LETTER OF INSTRUCTION (LOl) FOR HANDLING PERSONAL ACCOUNTABLE MAIL
INSIDE THE UNIT MAILROOM.

Refer to

SENDER: COMPLETE THIS SECTION | COMPLETE This secTion on bELivERY — 9.c.1.
B Complete items 1, 2, and 3. Also complete A ﬂe&ived by f%ujprint Clearl '.azj_)or Delivery
itemn 4 if Restricted Delivery is desired.
B Print your name and address on the reverse = \ke’ ones 10!2 \
so that we can return the card to you. <. Sgnae Refe r to
B Attach this card to the back of the mailpiece, X @ O Agent \
or on the front if space permits. 4 B Addressee 9.c.2.
- D. Is delivery addresEciflerent from item 17 O Yes
1., firticle Addresad bo: if YES, enter delivery address helow:  [& No
lCPL MIKE JONES
EDSON RANGE ( 5°2) o
BOX 655 |8 I 3. Service Type D Refer to
B Certified Mail (] Express Mail
C-P\M P PEN DLEW\‘ CA [ Registerad [J Return Receipt for Merchandise 9 .C. 3 -
92055-518 1 | Oredvat Ocoo.
4. Restricted Delivery? (Extra Fee) 0O Yes
2. Article Number {Copy from senr.J.oe labef) T = .
j22H B618 9123 HoLT]
PS Form 3811, July 1999 Domestic Return Receipt 102505-89-M-1760 Refe r tO
9.c.4.

(Figure 21) PS Form 3811 (Completed)

9.d. STEP 4: Once the PS Form 3811 has the printed name, addressee
(or authorized agent) signature and date, and all appropriate items have
been verified (to include a complete return mailing address on the front
side) (Figure 22) it is treated as fTirst class mail and will be given to the
serving military post office to be mailed back to the sender.

[

® Sender: Please print your name, address, and ZIP+4 in this box ®

First-Class Mail
Postage & Fees Paid
SI e]ad

UNITED STATES PosTaL SERVICE ,
Parmit No. G-10

DADDY SM|TH
2HS Rackhone St
Nowheye TX 11777

(Figure 22) PS Form 3811 (Front)

Section 10_ FORWARDING PERSONAL ACCOUNTABLE MAIL: The unit mail clerk will process
and forward personal accountable mail as follows:

10.a. Forwarding personal accountable mail is similar to forwarding
first class mail, with the addition of preparing a PS Form 3849 with the
same forwarding information as the personal accountable item.
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Subj: LETTER OF INSTRUCTION (LOl) FOR HANDLING PERSONAL ACCOUNTABLE MAIL
INSIDE THE UNIT MAILROOM.

10.b. STEP 1: Obtain the forwarding address from a reliable source:
10.b.1. The signed NAVMC 10572 Directory File Card.
10.b.2. Postal Automated Locator System (PALS) can be used when

forwarding to a military address in the absence of a signed NAVMC 10572
Directory File Card.

10.b.3. The Morning Online (MOL) can be used for Morning Report
purposes and verification ONLY.

10.b.4. Schools” and academies’ addresses, geographically located
aboard Camp Pendleton, can be obtained from the schools/academies
themselves.

10.b.5. Contact the serving military post office for any needed
assistance.

10.c. STEP 2: Complete PS Form 3849 for every personal accountable
item that needs to be forwarded as indicated on Section 4, PREPARE PS FORM
3849 (First Notice).

10.d. STEP 3: On the front of PS Form 3849 complete the DELIVERED BY
AND DATE block as follows:

10.d.1. Using RED ink write the word ‘“Forward” or abbreviation
“FWD” and write the date (6 digit military format)(YYMMDD) that the personal
accountable item is being forwarded (Figure 23).

United States Postal Service Today's Date Sender's Name
Sorry We Missed You! We % Deliver for You |[OS10 172 SMITH
ltem is at: Available for Pick-up After, t

___ Post Office (See back) Behk‘een

x Masoom Bida S0  pee: WL PIeeYgl=i88] pick up. See reverse

= g If checked, you or agent must be present

,& Letter For. Delivery: (Epter total number of items 0 at?ti:l: of dgli\?ery ¥° si gngfor ftern p
Large dellveiadioy serviceilype) item) Article Number(s)

" envelops, | For Notice Left: (Check applicable item 5
gﬁg{g?g’m __ Express Maillvewit __ Registered 1251{ 5678 912% Lf 67
Parcel attempt to deliver on the

e next delivery day unless — Insured
Restricted you instruct the post 2

e DZE\,Z%,EQ office to hold it.) Return Receipt

; M Cerified __ for Merchandise

___ Perishable Delivery
Item — Recorded i Cpnfirmation  Notice Sectio T

___ OCther. Delivery Signature Customer Name and Address.

== _cnman T2 e Jones
Article Requiring Payment Amount Due |
0 Postage Due [ COD T Gustoms | $ EdSon ’D(ﬂﬂge S =
: ; e Delivered By and Date
Final Notice: Article will :
[ e retumed to sender on F WD O = © ] 2.
PS Form 3849, November 1999 Delivery Notice/Reminder/Receipt

(Figure 23) PS Form 3849 to forward personal accountable item (FRONT)
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Subj: LETTER OF INSTRUCTION (LOl) FOR HANDLING PERSONAL ACCOUNTABLE MAIL
INSIDE THE UNIT MAILROOM.

10.e. STEP 4: On the backside of PS Form 3849 complete the DELIVERY
SECTION blocks as follows (Figure 24):

10.e.1. Write the complete forwarding mailing address (in the top
right open space) obtained from a reliable source as listed on Section 10.b.
of this LOI.

10.e.2. The unit mail clerk that is forwarding the personal
accountable mail will sign their legible signature, print their rank, full
name and their DD Form 285 number in the desighated blocks.

10.F. STEP 5: Place an “X” on the FORWARD block located in the lower
bottom left (Figure 22).

We will redeliver OR you or your agent can piclc up your mail at the post office. (Bring this form and proper
ID. if your agent will pick up, srgn below in item 2, and enter agent’s name here):

- 12> Somewhere St. .
c. Leave this notice whera ﬁﬁow n C:A qqqqq

the carrier can see it.

2. Sign Here fo Authorize Redelivery o
to Authorize an Agent to Sign for You:

Delivery Section
3.0 Redeliver (Enterday of week.): Slg§ture \ ‘% =
|
c J&e vuanmne
(Allow at least two delivery days for Printed

tedelivery, or call your post office to Name (LP i ubﬁ M @Y‘ g n 6 i 6 = OL{

arrange delivery.)
O Leave item at my address

Delivery
Address
(Specify where fo leave, Example;
“parch’, “side door*. This option Is net
available If box Is checked on the
fmmrgqumngyourﬁgnatumgt“me USPS |] IlI ”| I| ||l ||| |I|” I ' '|I lI HI I||
of delivery.)

I Rofused |

5293014744764152

(Figure 24) PS Form 3849 to forward personal accountable item (BACK)

10.g-. STEP 6: The unit mail clerk will provide the serving post
office the following two items:

10.g.1. The personal accountable mail 1tem with properly
completed forwarding address on front of mail and appropriate endorsements
on the back.

10.g.2. The properly completed PS Form 3849 prepared for
forwarding.
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Subj: LETTER OF INSTRUCTION (LOl) FOR HANDLING PERSONAL ACCOUNTABLE MAIL
INSIDE THE UNIT MAILROOM.

11. REFUSED PERSONAL ACCOUNTABLE MAIL (ENDORSED BY ADDRESSEE): The unit
mail clerk will handle and process personal accountable mail that is refused
and endorsed by the addressee as follows:

11.a. STEP 1: The addressee will endorse, on the front of the refused
personal accountable item, the following information (ABOVE the military
address) (Figure 25):

11.a.1. Write the word “REFUSED”.
11.a.2. The current date.

11_.a.3. Print full name and legible signature.

11.a.4. The unit mail clerk will draw a single diagonal line
over the military address (DO NOT TOUCH the addressee name).

FROM:
PADDY SmMITH
345 Backhome St
Nowhere TX 77777

TO:
LepL MIKE JONES

paNGE ( 5°2)
M
CAMP PENDLETON 18]

\ /

(Figure 25) Example of Personal Accountable item refused by addressee

11.b. STEP 2: The unit mail clerk will complete a PS Form 3849 for
every personal accountable 1tem that is refused as indicated on Section 4,
PREPARE PS FORM 3849 (First Notice).

11.c. STEP 3: On the front of PS Form 3849 complete the DELIVERED BY
AND DATE block as follows:

11.c.1. Using RED ink write the letters “RTS”, which is the

abbreviation for “Return To Sender”, and write the date (6 digit military
format) (YYMMDD) the personal accountable item is being refused (Figure 26).
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Subj: LETTER OF INSTRUCTION (LOl) FOR HANDLING PERSONAL ACCOUNTABLE MAIL
INSIDE THE UNIT MAILROOM.

United States Postal Service Today's Date Sender's Name

Sorry We Missed You! We ¥ Deliver for You | 05)0) 72 SMITH
Item isat: Available for Pick-up Aftar ire
tomce (See ban’él a een
oo Bidg 31 60bete: |Time: 1200- 1500
')( Latter For Deliunry (Enter total number of items [ I checked, you or ge
oS Fir Satatnd i eple e |m lat .I:rne bc.: :Ielivary to sign for item
— cle Number(s)
anvelope, | For Notice Left: (Chack applicable :Tam)
magazine, e 251'} Bb’} 8 ? f?—% Lf 5&37
catalog, ete.| . Express Mail (Wewi! —_ Regl
Parcel allempt fo deliver on the
e noxt delivery day unlsss — Insured
—__ Restricted et Retum Receipt [~ ==
Delivery _ ‘ ___ for Merchandise Al
___ Perishable X Certfled Delivery
ftem __ Recorded CRUEICIN N oTice et Section . - i
__ Other: Dalivery Signature. ustomer Mame and Address
__ FimEil — Confimation | M I. 14 e J one=
Article Requiring Payment Amounit Due et
[ Postage Due 01 COD_L1 Gustoms |$ = SO E@ a@ = -5
Delivere and Date
Final Notice: Article will a
O be returned to sender on 5 O 5 I'O I 2— N
PS Form 3849, November 1999 Dsiivery Notlce/Reminder/Receipt

(Figure 26) PS Form 3849 to refuse personal accountable item (FRONT)

11.d. STEP 4: On the backside of PS Form 3849 complete the DELIVERY SECTION
blocks as follows:

11.d.1. Write the complete return mailing address (in the top
right open space) obtained from the personal accountable item.

11.d.2. The unit mail clerk will sign their legible signhature and
print rank and full name in the designated blocks.

11.e. STEP 5: Place an “X” on the “REFUSED” block located in the
lower bottom left (Figure 27).

We will redeliver OR you or your agent can pick up your mail at the post office. (Bring this form and v
ID. If your agent will pick up, sign below In ltem 2, and enter agent's name herl;) e s

R 245 Rackhome St =
b- b Sign in seclion 2 below;

6. Leave this notico where NOU.)h‘efe X 7_7777

the carrier can see ft.
2. Sign Here fo Authorize Redalivery or
10 Authorize an Agent fo Sign for You:
Delivery Section
3.0 Redeliver (Enter day of week): S'g“)?ure [ E
(ABow at laast wo dalivary days for Printed

o el LCpl Joe Marme =g0a]

O Leave item at my address

Delivery
Address

(Specify where 1o leave. Example:
“porch’, “side door®, This option Is not

availabie if box is checked on the
st bt allas USPS ||I|| ]“ II || ’ I|| II”I | | ‘||| HI | "I
f defivery.) 5

E Refused r“ﬁmm el

PS Form 3849, November 1999 (Reverse) 5293 0147 4476 4169

(Figure 27) PS Form 3849 to refuse personal accountable item (BACK)
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Section

12

Subj: LETTER OF INSTRUCTION (LOl) FOR HANDLING PERSONAL ACCOUNTABLE MAIL
INSIDE THE UNIT MAILROOM.

11.Ff. STEP 6: The unit mail clerk will provide the serving post
office the following two items:

11.f.1. The personal accountable item with properly completed
endorsements on the front of the item.

11.f.2. The properly completed PS Form 3849 prepared for
returning the item to sender.

12. REFUSED PERSONAL ACCOUNTABLE MAIL (ENDORSED BY UNIT MAIL CLERK): At
times, the addressee will REFUSE to endorse the personal accountable mail
that must be returned to sender. The unit mail clerk will handle and
process personal accountable mail that is refused by the addressee but
endorsed by unit mail clerk as follows:

12.a. STEP 1: When the addressee REFUSES to endorse a personal
accountable item, the unit mail clerk will endorse the refused personal
accountable i1tem with the following information (Figure 28):

12.a.1. Write the word “REFUSED BY ADDRESSEE™.
12.a.2. The current date.

12_.a.3. Print full name and legible signature.

12.a.4. The unit mail clerk will draw a single diagonal line
over the military address (DO NOT TOUCH the addressee name).

FROM:

| r ] = ﬁﬁ%{
S Ill@ﬂil}jﬂulqﬁﬂ!lﬁuljﬂ =l £
Nowheve Tx 77777

TO:

LCPL MIKE JONES
NeE (S°2)
BOX S555]|
CAMP PENDLETON 5181

\

(Figure 28) Example of Refused Personal Accountable item
endorsed by unit mail clerk
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Section

13

Subj: LETTER OF INSTRUCTION (LOl) FOR HANDLING PERSONAL ACCOUNTABLE MAIL
INSIDE THE UNIT MAILROOM.

12_b. STEP 2: The unit mail clerk will complete a PS Form 3849 for
every personal accountable 1tem that needs to be refused as iIndicated in
Section 4, PREPARE PS FORM 3849 (First Notice).

12_.c. STEP 3: On the front of PS Form 3849 complete the DELIVERED BY
AND DATE block as follows:

12.c.1. Using RED ink write the letters “RTS”, which is the
abbreviation for “Return To Sender”, and write the date (6 digit military
format) (YYMMDD) that the personal accountable item is being refused (Figure
26).

12_.d. STEP 4: On the backside of PS Form 3849 complete the DELIVERY
SECTION blocks as follows:

12.d.1. Write the complete return mailing address (in the top
right open space) obtained from the personal accountable item.

12.d.2. The unit mail clerk will sign a legible signhature, print
their rank and full name and DD Form 285 card number in the designated
blocks.

12.e. STEP 5: Place an “X” on the REFUSED block located in the lower
bottom left (Figure 27).

12_f. STEP 6: The unit mail clerk will provide the serving post
office with the following two items:

12_f.1. The personal accountable item with properly completed
endorsements on the front of the item.

12.Ff.2. The properly completed PS Form 3849 prepared for
returning the item to sender.

13. RETENTION PERIOD FOR PERSONAL ACCOUNTABLE MAIL: 1f personal accountable
mail can not be delivered within the 5 working days (See section 13.a.),
return the personal accountable item to the serving military post office the
next working day with properly completed PS Form 3849.

13.a. The following are reasons, not inclusive, to return personal
accountable mail to the serving military post office by the next working day
(if unable to be delivered within 5 working days):

13.a.1. Leave.
13.a.2. Temporary Assigned Duty (TAD).
13.a.3. Hospitalization.

13.a.4. Sick in Quarters (SIQ).

13.a.5. Unauthorized Absence (UA).
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Subj: LETTER OF INSTRUCTION (LOI) FOR HANDLING PERSONAL ACCOUNTABLE MAIL
INSIDE THE UNIT MAILROOM.
13.a.6. Military Confinement (Brig).
13.a.7. In Hands of Civilian Authorities (IHCA).
13.a.8. Field Exercises (training).
13.a.9. Marksmanship training.
13.a.10. Pre-deployment workups.
13.a.11. Deployment.
13.a.12. Inbound personnel with Estimated Date of Arrival (EDA).

13.b. When personal accountable mail cannot be delivered within 5
working days, it will be returned to the serving military post office with a
PS Form 3849 indicating why the mail iIs being returned.

13.c. The unit mail clerk must have supporting documentation, inside
the unit mailroom, from a reliable source as authority to temporarily hold
personal accountable mail at the serving military post office. Such
reliable sources are:

13.c.1. Copy of Leave authorization paperwork.

13.c.2. Copy of Orders (TAD).

13.c.3. Mail Disposition Form, signed by either the addressee or
Unit Postal Officer(s).

13.c.4. A signed and dated letter or document from the addressee
stating their wishes in regards to the handling of their mail.

13.c.5. A Reliable source of written documentation such as
Morning Reports, Section SNCOIC and Company Command Staff as to the
whereabouts of addressee.

13.d. STEP 1: The unit mail clerk will prepare a PS Forms 3849 in
accordance with Section 4, Prepare PS Form 3849 (First Notice), of this LOI.

13.e. STEP 2: The unit mail clerk will annotate on the back-side of
the PS Form 3849 the following information (Figure 29):

13.e.1. The reason the item is to be held.
13.e.2. The date the hold period will end.

13.e.3. The unit mail clerk DD Form 285 card number.
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Subj: LETTER OF INSTRUCTION (LOl) FOR HANDLING PERSONAL ACCOUNTABLE MAIL
INSIDE THE UNIT MAILROOM.

We will redeliver OR you or your agent can pick up your mail at the post office. (Bring this form and proper
ID If your agent will pick up, sign below in ifem 2, and enier ageni’s name here):

" Lz | ON LEANE UNTIL 05103(  [5-04®

¢. Leave this notice whers
the carrier can see it.
2, 8ign Hete fo Authorize Redelivery or
o Authorize an Agent to Sign for You:

Delivery Section
E Signature
3.00 Redeliver (Enter day of week.): gX
(Allow at least two delivery days for :
redslivery, orcall your postoffice fo m‘;ﬁgd
arrange delivery.)
[1{ eave item at my address :
Delivery
Address
(Specify where to leave. Example:

*porch’, "side door", This option is not
avallable if box is checked on the

front requiring your signature a time u S PS

of delivery,

[ Refused
PS Form 3849, November 1999 (Reverse) 5293 0147 4476 4176

(Figure 29) PS Form 3849 (Back) for personal accountable item to
be held at the serving military post office.

13_.f. STEP 3: The last line of the notice stamp will be completed
with the 6-digit military date to reflect the date the personal accountable
item will be returned to the serving military post office (Figure 30).

051017

FIRST NOTICE

SECOND NOTICE
RETURN DATE o5 101 %

(Figure 30) Notice Stamp cancellation

13.g. The unit mail clerk will return the personal accountable item to
the serving post office in accordance with Section 15, RETURNING PERSONAL
ACCOUNTABLE MAIL TO SERVING MILITARY POST OFFICE of this LOI.

13_.h. The unit mail clerk, upon properly returning the personal
accountable item will receive a PS Form 3849 (Duplicate) (Figure 31) from

the serving post office.
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Section

14

Subj: LETTER OF INSTRUCTION (LOl) FOR HANDLING PERSONAL ACCOUNTABLE MAIL
INSIDE THE UNIT MAILROOM.

United States Postal Service Today's Date Sender's Name

Sorry We Missed You! We #'Deliver for You {05101 il YTH

Item is at: Available for Pick-up After 2 ‘ e
— Post Office (See bac,}%[ 1200 - n (Yo
X Mal oo dq3\b0"\ Date: Time: 1500 fa i

[ [f checked, you or your agsnt must be present

at time of delivery to sign for item
Article Number(s)

[224 518 9|23 4567

.& Lstter For Delivery: (Enter total number of items
Lhice delivered by service type)
~ envoiope, | For Notice Left: (Check applicable itern)

magazine, 5 :
catgiog, otc.| __ Express Mail (We wil ___ Reqistered

attempt to deliver on the
next delivery day unless — Insured

. Parcel

Restricted you Instruct the post

by i Return Receipt
Delivery X e lnee ___ for Merchandise DU [JLI CAT E.
___ Perishable Certified .
Delivery
o — Recorded R LLUEICU Notice LeftSection =
__ Gther: Delivery Signature Customer Name and Address
___ Firm Bill ____ Confirmation L—C—P \ M \ \46 J 0 \’16‘:‘:
Article Requiring Payment Amount Due
[ Postage Due [0 COD [ Customs ‘&S Edsoﬂ Panqe s 5

— Final Notice: Article wil BelieiedBiandiBale

be returned to sender on
PS Form 3849, November 1999 Delivery Notice/Reminder/Receipt

(Figure 31) PS Form 3849 (Duplicate)

13.i. The PS Form 3849 (Duplicate) (Figure 31) will be retained in the
unit mailroom. Upon the addressee return from the temporary absent status,
the DUPLICATE PS Form 3849 will be provided to the section mail orderly for
delivery to addressee.

13.j. The addressee will take the DUPLICATE PS Form 3849 to the
serving military post office to sign for the personal accountable item.

14. UNDELIVERABLE PERSONAL ACCOUNTABLE MAIL: The unit mail clerk will
handle and process personal accountable mail that was not delivered as
follows:

14_a. STEP 1: When the personal accountable item has not been picked
up after 5 working days (3 working days for Express mail) from the first day
of arrival into the unit mailroom, the unit mail clerk will verify the
Marines” status thru the addressees actual section, department SNCOIC or
Officer in Charge (OIC).

14_.b. STEP 2: The unit mail clerk will return the personal
accountable i1tem to the serving military post office for further processing
per guidance listed on Section 15, RETURNING PERSONAL ACCOUNTABLE MAIL TO
SERVING MILITARY POST OFFICE.

14_c. STEP 3: The unit mail clerk will annotate in the ‘“Remarks”
section of Form 3883-MPO which was received from the serving post office,
the disposition of the personal accountable item with the military (6-digit)
date, “RETURNED TO POST OFFICE” and unit mail clerk DD Form 285 card number
(Figure 32).
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Subj: LETTER OF INSTRUCTION (LOl) FOR HANDLING PERSONAL ACCOUNTABLE MAIL
INSIDE THE UNIT MAILROOM.

Camp Pendleton Military Post Office (Form 3883-MPO) Bill No.
Delivery Receipt for Personal Accountable Mail 74
Unit EDSON i g
ON RANGE Unit Number b 555 181 |, 0 o
Article Number Remarks DD Form 285 #
1. | 1234 5678 9123 4567 051012 Returned Yo Po oty
2
3 \ ]
: LN e _ X
: s Y __ N
b | LY K L i _ N
e \\\\\\ \ /} - Refer to
8.
s. : _ 14 .c.
10, i o —
1. o
12. ] |
" CODE: E = Express, | = Insured, C = Certified, RR = Return Receiptfor Merchandise, SC = Signature Confirmation
Delivered By (Postal Clerk Name) i Received By; (Unit Mall Clark Name) Postmark - Delivery Office
P Cpl lam D Mailman A
|Piaces Ay

Deliversd By: (Postal Clark Signature) |Rocaivad By (Signatjire of Unit Mail Clerk)

Tou 10 Modhuon. my;

All items must be delivered or returned to post office by the following date: 19-Oct-05

(Figure 32) Form 3883-MPO Showing Disposition of Personal
Accountable Item received in the unit mailroom.

S&tion 15. RETURNING PERSONAL ACCOUNTABLE MAIL TO SERVING MILITARY POST OFFICE:
The unit mail clerk will return personal accountable mail to the serving
15 military post office for further processing using the following procedures:

15.a. STEP 1: The unit mail clerk will write up the personal
accountable mail being returned to the serving post office two Forms 3883-
MPO. Each Form 3883-MPO will be completed as follows (Figure 32):

15.a.1. Bill Number: Write the next sequential number from the
previous Form 3883-MPO for personal accountable items returned to the
serving military post office. The sequential number series will begin with
the number 1 at the beginning of each calendar year.

15.a.2. Unit Name: The name of the serving military post office
where the personal accountable item is being returned to.

15.a.3. Unit Number: Write the serving military post office box
number .

15.a.4. Date: The date the personal accountable item is being
returned to the serving military post office.

15.a.5. Article Number: Legibly write every personal accountable
item number. Write only one item per numbered line.

15.a.6. Code: Mark the type of personal accountable mail
depending in accordance with the code legend (Item 15.a.9.)
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Subj: LETTER OF INSTRUCTION (LOl) FOR HANDLING PERSONAL ACCOUNTABLE MAIL
INSIDE THE UNIT MAILROOM.

15.a.7. Remarks: State the reason why each personal accountable
item is being returned.

15.a.8. DD Form 285 #: Not used.

15.a.9. Close-out Line: The line will begin from the bottom of
the last personal accountable item and end at the last space of the article
number area. The loop will contain the total number of personal accountable
items listed. This is to prevent unauthorized additions to Form 3883-MPO.

15.a.10. Code Legend: The code legend is used to identify the
type of personal accountable item listed in the “code” block (Item 15.a.6).

15.a.11. Delivered By (Postal Clerk Name): Print the name of the
unit mail clerk returning the personal accountable item.

15.a.12. Delivered By (Postal Clerk Signature): The unit mail
clerk returning the personal accountable mail will sign a legible signature.

15.a.13. Pieces Received: Write the total amount of individual
personal accountable items being returned.

15.a.14. Received By (Unit mail Clerk Name): The military postal
clerk will print their complete name.

15.a.15. Received By (Signature of Unit Mail Clerk): The
military postal clerk will sign a legible signature.

15.a.16. Postmark — Delivery Office: The serving military post
office will place a date stamp using the All Purpose Date Stamp (APDS).

15.a.17. All items must be delivered or returned to post office
by the following date: Not used.
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Subj: LETTER OF INSTRUCTION (LOl) FOR HANDLING PERSONAL ACCOUNTABLE MAIL
INSIDE THE UNIT MAILROOM.

Refer to Refer to Refer to Refer to
15.a.2. 15.a.6. 15.a.3. /'15_a_1_
Jamp Pendleton Military Post Office (Form 3883-MPQO) .BiII No. /‘
Delivery Receipt for Personal Accountable Mail __ Refe r to
Unit ’ Unit Number ’ — 15.a.4
Refer to Article Numbe ole| Re v -a.4.
15'a'5'___tf ' \\\Befer to
3 15.a.8.
Refer to 2 ref
5.
15.a.9. —F efer to
s 15.a.7.
9.
Refer to .:i ] j Refer to
15.a.10. — 'CODE: E = Express, | = Insured, C = Certified, RR = Return Receipt for Merchandise, DC = Delivery Cmﬁm“‘iOW/-L5 -a.14.
E@‘"UEN‘U By (Postal Clerk Name) IHG‘QQ‘UQ‘U By: (Unit Mail Clerk Name) - Delivery Office
>
R efe r to /'D*?"“feﬂ By: (Postal Clerk Signature) ';':::I:ud ’ |Recelved By: (Signature of Unit Mall Clerk) 1
15.a.11. x 5 - Refer to
\
Al items must be delivered or refurned to post office by th 2 following date: \ 15 - a - 1 6 -
Refer to Refer to Refer to nger fg
15.a.12. 15.a.13. 15.a.17. -a.l1o.

(Figure 33) Form 3883-MPO Returning Personal Accountable Mail
to Serving Military Post Office.

15.b. STEP 2: The unit mail clerk will provide to the serving
military post office a completed PS Form 3849, two Forms 3883-MPO and the
personal accountable item for the following reasons:

15.b.1. Personal accountable mail with retention period.
15.b.2. Personal accountable mail being forwarded.
15.b.3. Personal accountable mail being refused.

15.b.4. Personal accountable mail that is undeliverable.

15.b.5. Personal accountable mail unclaimed after the 5 working
days (3 working days for Express mail).

15.c. STEP 3: The serving military post office will take
responsibility of the returned personal accountable mail by having the
postal clerk print their Ffull name, signing their legible sighature and
using the All Purpose Date Stamp (APDS) on both Forms 3883-MPO.

15.d. STEP 4: The unit mailroom will retain their copy of Form 3883-
MPO for their records for 2 years.
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FIGURE LISTING

ITEM FIGURE NAME PAGE
Figure 1 Express Mail 4
Figure 2 Certified Mail 4
Figure 3 Insured Mail 4
Figure 4 Return Receipt for Merchandise 5
Figure 5 Sighature Confirmation 5
Figure 6 Form 3883-MPO 5
Figure 7 Form 3883-MPO Completed 6
Figure 8 Notice Stamp 7
Figure 9 PS Form 3849 7
Figure 10 PS Form 3849 (First Notice) 9
Figure 11 Notice Stamp (First Notice) 9
Figure 12 PS Form 3849 (Second (Final) Notice) 10
Figure 13 Notice Stamp (Second Notice) 11
Figure 14 Notice Stamp (Return Date) 11
Figure 15 PS Form 3849 with Addressee signature (Back) 12
Figure 16 PS Form 3849 with unit mail clerk delivery information 13
Figure 17 Form 3883-MPO Remarks after delivery to addressee 13
(or authorized agent)

Figure 18 PS Form 3849 for an Authorized Agent 14
Figure 19 PS Form 3849 signed by an Authorized Agent 15
Figure 20 PS Form 3811 16
Figure 21 PS Form 3811 (Completed) 17
Figure 22 PS Form 3811 (Front) 17
Figure 23 PS Form 3849 Forward personal accountable item (Front) 18
Figure 24 PS Form 3849, Forward personal accountable item (Back) 19
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FIGURE LISTING (continued)

ITEM FIGURE NAME PAGE

Figure 25 Example of Personal Accountable item refused by 20
Addressee

Figure 26 PS Form 3849, Refuse personal accountable item (Front) 21

Figure 27 PS Form 3849, Refuse personal accountable item (Back) 21

Figure 28 Example of Refused Personal Accountable item endorsed 22
by unit mail clerk

Figure 29 PS Form 3849 (Back) for Personal Accountable Item to be 25
held at the Serving Military Post Office

Figure 30 Notice Stamp cancellation 25

Figure 31 PS Form 3849 (Duplicate) 26

Figure 32 Form 3883-MPO Showing Disposition of Personal 27
Accountable Item received in the unit mailroom

Figure 33 Form 3883-MPO Returning Personal Accountable Mail to 29

Serving Military Post Office
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PS Form 3849 — First Notice

UNIT MAILROOM USE

First Notice

Annotate the Mailroom Annotate
type of mail. and Bldg # service Date
Sender’s
Unitelll States Postal Service Tffiay's Date ender's Name Name
Sorry We Missed You! We %" Deliver for You |
ltemisgt: We will redeliver or

—_ PoROffica (See back)

you or your agent can

. = | Date 7 pick up. See reverse.
If checked, you or your agent must be present
— Lew | For Dslivary {Ence! total number
derrvered by service type) ! at time of delivery to sign lif item
e .| For Notice Left: (Check appligflble itern) | Article Number(s)
: l_ Express Mail {We i == l
Parcel [ attampt to dadiver on the |
next celivery day unless =
___ Restrictad you instruct the post =
Delivery office fo hadit) i
; ___ Certified o
=t mme — Delvery |
| — Recorded ikl Notice Left Section
— Other: Deh\ow - alure. Customer Name and Address
| — FmBill Confirmation
Article Requiring Payment Amount Due e e
O Postage Due 0 COD O Customs !S h

— Final Notice: -Article will
— be retumed to sender on

Delivered By and Date

PS Form 3849, November 1999 102595-00-M-0892

UMR LOI reference number is

listed in the parenthesis.

Item 7 (4.b.8.) Write the addressees’
complete name; to include rank if
provided. Place the command name
and section of where the addressee

works.

NOTE 1
NOTE 2

NOTE 3

Delivery Notice/Reminder/Receipt

Article
number

Name &
address

ONLY

UMR LOI reference number is
listed in the parenthesis.
Item 1 (4.b.5.) Place an “X” on the
type of mail it is.

Item 2 (4.b.3.) Place an “X” or
checkmark on second line and enter
the unit mailroom building number.
This information can be filled out in
advance to save time preparing PS
Form 3849 later.

Item 6 (4.b.7) Use separate PS
Forms 3849 for every article. The unit
mail clerk will legibly write ONLY ONE
personal accountable item (article)
number per PS Form 3849. The
personal accountable item (article)

number MUST FIT on one single line.

We will redeliver OR you or your agent can pick up your mail at the post office. (Bring this form and proper
ID. If your agent will pick up, sign below in item 2, and enter agent's name here):

1.

a. Check all that apply in
section &
h‘ b. Sign in section 2 below;
¢. Leave this notice wheare
__the camier can see it

2 Sign Here to Authorize Redelivery or|

to Authonze an Agent to Sign for You

Delivery Section

3.0 Redeliver (Enter day of weetk.)

| Signature

| X

{Allcw af lpas! two defivary days for
redelvery, or call your post office lo
armange delvery.)

O Leave item at my address

Printed
Name

Delivery
Address

(Specity where o leave. Example.
‘porch”, “side door”. This option is not
avallable f box ls checked on the front
requiring your signature at time of
delivery.)

O Refused [ Fowerd [ Retum |

PS Form 3849, November 1999 (Reverse)

other column of the NOTICE STAMP blank at this time.

FOR UNIT MAILROOM USE ONLY

Proceed with accountable phone log procedures if item is EXPRESS or REGISTERED.

Place DATE and NOTICE STAMP on article along with military date (YYMMDD) on FIRST NOTICE column.

ENCLOSURE 1

uses IR

5290 0027 3515 0094

Hand deliver PS Form 3849 to section mail orderly. DO NOT mix with the mail bundle or in the section mailbag.

Leave the

“h;lake ahole, mail coming thru!”



Ol

PS Form 3849 — Second/Final Notice
UNIT MAILROOM USE ONLY

d/Final Notice

Annotate the Mailroom Annotate
type of mail. and Bldg # service Date
Sender’s
Unitell States Postal Service oday's Date ender's Name Name
Sorry We Missed You! We J Deliver for Yo |
Item ist: Available for Pigk- We will redeliver or
—_ Pef\Office (See back) you or your agent can
= === pick up. See reverse.
] If checked, you or your agent must be present
— Let | For Dalivary {Enrs! roralf num =
derrvered by service type) at time of delivery to sign l_o_f item

e , | For Notice Left: (Check agflicable item) |“““"° BB L8]

5 I TSRy ARG S <4 Article

tampt to daliver |

PNy [ et iy _ number
__ Restricted Yol e i c==

Delivery office to haid — E‘;’EIMW

i — Centified
== Il’[’:nnsmble — Delivery
| — Recorded kil Notice Left Section
— Other: | Delivery aure. Customer Name and Address
| — Firm Bill Confirmation

Article Requiring Payment Amount Due = T
O Postage Due [0 COD (1 Customs !S o £ ___h Name &

Final Notice: -Article wil Delivered By and Date address

be retumed

S Form 3849, November 1999

Mark e

this box

UMR LOI reference number is

listed in the parenthesis.

Item 9 (continued) (6.b.2.) Cross
out the words “TO SENDER ON” in the

Final Notice area and write “POST

OFFICE” instead.

NOTE 1 Hand deliver PS Form 3849 to section mail orderly. DO NOT mix with the mail bundle or in the section mailbag.

NOTE 2 The second line of the notice stamp (Second Notice) will be completed with the 6-digit military date (YYMMDD)

the date the addressee was notified for a second time.

Place article e 1.

RETURN date
and HIGHLIGHT

102595-00-M-0892 Delivery Notice/Reminder/Receipt

UMR LOI reference number is

listed in the parenthesis

Item 8 (6.b.1.) Place an “X” in the
FINAL NOTICE block.

Item 9 (6.b.1.) Using RED ink, write
the 6-digit military date format
(YYMMDD) when the personal
accountable item will be returned to the
serving military post office, which is 5
working days (3 working days for
express mail) from the date the PS
Form 3849 (First Notice) was written

up. Highlight this block

We will redeliver OR you or your agent can pick up your mail at the post office. (Bring this form and proper
ID. If your agent will pick up, sign below in item 2, and enter agent's name here):

section &

a. Check all that apply in

h‘ b. Sign in section 2 below;
¢. Leave this notice wheare

_______the camier can see it
2 Sign Here to Authorize Redelivery or|
to Authorize an Agent fo Sign for You

Delivery Section

3.0 Redeliver (Enter day of weetk.)

| Signature

| X

amange delvery.)

O Leave item at my address

{Allcw af lpas! two defivary days for
redelvary, or call your post office to

Printed
Name

Delivery
Address

delivery.)

(Specity where o leave. Example.
“porch”, “side door”. This option Is not
avallablo If box Is checked on the front
requiring your signature at time of

O Refused [ Fowerd [ Retum |

PS Form 3849, November 1999 (Reverse)

FOR UNIT MAILROOM USE ONLY

DO NOT complete the third line (RETURN) on the date stamp.

ENCLOSURE 2

uses IR

5290 0027 3515 0094

to reflect

“Make a hole mail coming thru!”



Delivery

Annotate the Mailroom Annotate
type of mail. and Bldg # service Date
Sender’s
Unitel} States Postal Service Name
Sorry We Missed You! We J Deliver for You
Item ist: Available for Pick-up We will redeliver or
__ PoOffice (See back) you or your agent can
Ly = ) __[Date: |Time: pick up. See reverse.
g If checked, you or your agent must be present
— Len | ;g;v:&":?sefxﬁgi giizberol ! at time of delivery to sign for item i
i T , | For Notice Left: (Check applicgffle itern) Article Number(s)
magaz '.I_ e vl o e 4= Article
L P [ atamet fo daliver on the e number
next cslivery day unless,
___ Restricted youl instrudt the post =
Delivery office fo hadit)
Perishable | — Certified ; R
" item ]
[— Fecored CooTe
__ Other: Delivery — Signature: Customer Name and Address
I_ Firm Bill Confirmation
Article Requiring Payment Amount Due e ——
O Postage Due (1 COD (1 Customs !S s 4= Name &
— Final Notice: -Article wil Delivered By and Date address

— be returmed to sender on
PS Form 3849, November 1999

102595-00-M-0892 Delivery Notice/Reminder/Receipt

PS Form 3849 — Item Delivered
UNIT MAILROOM USE ONLY

UMR LOI reference number is

listed in the parenthesis

Item 10 (7.d.) The unit mail clerk will
print their full name, legible signature
and delivery date (6-digit military format
(YYMMDD) upon delivering the
personal accountable item.

Item 11 (7.c.) The addressee (or
authorized agent) will sign and print
their name in the respective space. |If
the customer doesn’t print name, the
unit mail clerk can print it for them.
The addressee’s command and work
section will be written.  If an authorized
agent signs for the personal
accountable item, then the authorized
agents’ command and work section will

be written.

We will redeliver OR you or your agent can pick up your mail at the post office. (Bring this form and proper
ID. If your agent will pick up, sign below in item 2, and enter agent's name here):

1. a. Check all that apply in
section &
h‘ b. Sign in section 2 below;

. i . ©. Leave this nofice whara
Delivery unit mail clerk and Date ___ thecamiercanseei. |
2 Sign Here to Autharize Redelivery or|

to Authonze an Agent to Sign for You

Delivery Section

- | Signat
@ 3.0 Redeliver (Enter day of week.). s@:i Uﬂ
| mEC=EN

SARCH Bt it o detricy 008 e Printed

Info from Addressee ey or e yurestoteers | EITEE
or authorized agent O Leave item at my address [ |
Delivery

Address

(Specity where o leave. Example.

“porch’, “side door”. This option is not
avallablo If box Is checked on the front
requiring your signature at time of

= USPS IIIIIIIIIIIIIIIHIIIIIIIIIIIIIII!I
O Refused [ Foward [ Retum |

PS Form 3849, November 1999 (Reverse)

NOTE 1 USPS requires that the delivery address be printed (below addressee printed name on reverse side) since most PS
Forms 3849 will be scanned. This information is used if the customer requests proof of delivery via fax or mail.

NOTE 2 The unit mail clerk will return completed PS Form 3849 to serving military post office DAILY along with their rework mail.

ENCLOSURE 3

FOR UNIT MAILROOM USE ONLY

5290 0027 3515 0094

“Make a hole, mail coming thru!”



PS Form 3849 — Item Forwarded
UNIT MAILROOM USE ONLY

Forwarding

Annotate the Mailroom Annotate
type of mail. and Bldg # service Date
Sender’s
Unitel} States Postal Service Name
Sorry We Missed You! We §” Deliver for You
Item isWt: Available for Pick-up We will redeliver or
—_ Pef\Office (See back) you or your agent can
. ) __|Date: 7 pick up. See reverse.
1 If checked, you or your agent must be present
_ Let | For Dslivary {Ence! total number of, | Y
| delivered by service type) | at time of delivery to sign lir item i
i T \ IFOf Notice Left: (Check applicaffle item) |Arﬁcle Number(s}
e | e i uev ol B L <€ Article
P [ atamet fo daliver on the '_ . number
next dlivery day unless,
___ Restricted youl instrudt the post =
Deli\oery office fo hoid it)
Perishable | — Certified b Ty
" em i )
— Recorded ComnTatn
— Other: | Deh\ow alure Customer Name and Address
| Firm Bill Confirmation
Article Requiring Payment Amount Due e —
O Postage Due (1 COD (1 Customs !S s 4= Name &
— Final Notice: -Article will Delivered By and Date address

— be returmed to sender on

PS Form 3849, November 1999

102595-00-M-0892 Delivery Notice/Reminder/Receipt

UMR LOI reference number is

listed in the parenthesis

Item 12 (10.d.1.) Using RED ink, the
unit mail clerk will write the word
“FORWARD?” or abbreviation “FWD”
and the date (6-digit military format)
(YYMMDD).

Item 13 (10.e.2.) Using RED ink, the
unit mail clerk will enter their legible
signature, print their rank, full name and
their DD Form 285 number.

Item 14 (10.f.) Place an “X” on the
FORWARD block.

Item 15 (10.e.1.) Using RED ink, the
unit mail clerk will write the complete
forwarding mailing address obtained
from a reliable source as listed on
Section 10.b.

We will redeliver OR you or your agent can pick up your mail at the post office. (Bring this form and proper
ID. If your agent will pick up, sign below in item 2, and enter agent's name here):

1. a. Check all that apply in
section &
h‘ b. Sign in section 2 below;
¢. Leave this notice wheare
“FWD” and Date _____ Umeamlercansooit

in RED INK

to Authonze an Agent to Sign for You

2 Sign Here to Autharize Redelivery or|

Delivery Section

3.0 Redeliver (Enter day of weetk.)

®

| Signature
L4
T

{Allcw af lpas! two defivary days for
redelvary, or call your post office to
armange delvery.)

O Leave item at my address

Unit mail clerk info
in RED INK

Printed
Name

Delivery
Address

(Specity where o leave. Example.
‘porch”, “side door”. This option is not
avallablo If box Is checked on the front
requiring your signature at time of
delivery.)

O Refused [ Fowerd [ Retum |

?849 November 1999 (Reverse)
Mark “FORWARD” block @

NOTE 1 When FORWARDING or RETURNING an article, always use a RED INK pen.

NOTE 2 The unit mail clerk will return completed PS Form 3849 to serving military post office DAILY along with their rework mail.

FOR UNIT MAILROOM USE ONLY

ENCLOSURE 4

usPs IR

5290 0027 3515 009

Forwarding address @

in RED INK

“Make a hole, mail coming thru!”



PS Form 3849 — Iltem Refused
UNIT MAILROOM USE ONLY

Refused

UMR LOI reference number is

listed in the parenthesis

Item 16 (11.c.1.) Using RED ink,
the unit mail clerk will writer the letters
“RTS” (the abbreviation of RETURN

Annotate the Mailroom Annotate
type of mail. and Bldg # service Date TO SENDER) and date (6-digit military
Sender’s format (YYMMDD).
States Postal Service Name ) )
Sorr We Missed You! We J Deliver for You Item 17 (11.d.2.) Using RED ink, the
ftem is! Available for Pick-ug We will redeliver or . . . . .
Pl Gfloa (See back) you or your agent can unit mail clerk will enter their legible
i : __|Date: | Time: pick up. See reverse. . . .
=T ;g;v,:?m?sefx%mmw o | gtclmk:;ia:::e:;r::lrgzg;l;::tbspresmjt signature, print their rank, full name and
G , | For Notice Left: (Check appijgfble item) |“"‘°'° Huimse] . their DD Form 285 number.
; I_ Express Mail (e wil Registered — <= Article )
0 M ooy R (BT number Item 18 (1l1.e.) Place an “X"in the
| i the —_— “ ”
Do | oeormon | — Petun Reosn REFUSED" block.
__ Perishable | — Cerified S e [ . .
| e e Item 20 (11.d.1) Using RED ink, the
— Other: Delivery alure Customer Name and Address . . . .
x | Fmail Ecoineeo unit mail clerk will print the complete
Article Requiring Payment Amount Due e ——
O Postage Due [1 COD_CJ Customs !S gt G Name & RETURN malllng address.
— Final Notice: -Article wil Pelfvered By and Date address

— be returmed to sender on

PS Form 3849, November 1999

102595-00-M-0892 Delivery Notice/Reminder/Receipt

We will redeliver OR you or your agent can pick up your mail at the post office. (Bring this form and proper
ID. If your agent will pick up, sign below in item 2, and enter agent's name here):

3 a. Check all that apply in ]
section &
h‘ b. Sign in section 2 below;
¢. Leave this notice wheare
“RTS” and date ___thecamercanseeit ¥

in RED INK

to Authonze an Agent to Sign for You

2 Sign Here to Autharize Hedenveryan

Delivery Section

3.01 Redeliver (Enter day of week.)

| Signature
! L4
T

it mai i Moo oty e | Printed
Unit mail clerk info rdaber o calourost ot o Rt
in RED INK O Leave item at my address 5 S
Delivery
Address
(Specity where o leave. Example.

‘porch”, “side door”. This option is not
avallablo If box Is checked on the front
requiring your signature at time of
delivery.)

O Refused [ Fowerd [ Retum |

Mark “REFUSED” block @ f

NOTE 1 When FORWARDING or RETURNING an article always use RED INK pen.

NOTE 2 The unit mail clerk will return completed PS Form 3849 to serving military post office DAILY along with their rework mail.

ENCLOSURE 5

FOR UNIT MAILROOM USE ONLY

usPs IR

Form 3849, November 1999 (Reverse)

5290 0027 3515 009

Return address @

“Make a hole, mail coming thru!”
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