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XX FEB 11
From: Postal Operations Officer

To:   Commanding Officer (Insert Unit Name)
SUBJ:  MAIL HANDLING PROCEDURES FOR THE XX MEU (MHP XX-2011)
1. PURPOSE:  To establish mail handling procedures for personnel and the unit’s participating in the XX Marine Expeditionary Unit Deployment. 
2. UNIT ACTION: 
Ensure only personnel deploying change their address prior to deploying. Married personnel have the option of continuing mail delivery to their home of residence. 

   
A. Unit commanders located at Las Pulgas (43 area), are required 

to provide a by name listing to the Las Pulgas post office of Marines deploying.

B. Commanding officers must ensure that a minimum of two unit mail
Clerks are appointed prior to the deployment.

C. Unit mail clerk will return all mail received for deployed personnel to the military post office daily.  Unit mail clerks will complete two deployed mail cover sheets and attach them to each bundle of mail. Ensure both deployed mail cover sheets are properly completed; to include items (quantities) enclosed, title of operation, and complete forwarding address.
3. ADDRESSSING STANDARDS:  Automatic sorting equipment used by the United States Postal Service makes it imperative that Marines utilize their address exactly as it is listed below (to include the unit number and nine digit zip code). Deviation from this address format may result in addresses being unreadable; resulting in mail delivery delays. The following information will not be shown in, or become part of the mailing address: 
 GEOGRAPHIC COUNTRY OR AREA LOCATION
A.  SHIP’S NAME

B.  SHIP’S ADDRESS

C.  TASK FORCE DESIGNATOR

4. CUSTOMS:  Ensure personnel are aware of customs regulations to and from the area of deployment. All parcels sent to and from FPO/APO addresses must bear the proper customs form. All mail weighing 16 ounces or more that bears postage, must be presented to postal personnel for mailing. A maximum of $200.00 per day, per addressee for personal items and $100.00 per day per addressee for gifts, may be mailed “duty free”. Parcels mailed with copies of "official orders" attached or enclosed, reflecting assignment overseas in excess of 120 days are exempt from customs fees. If orders are enclosed, the parcel must be endorsed by the accepting post office "free entry," claimed under public law 89-436 movement orders (attached/enclosed).  Marines must be especially aware of trademark violations. Imitation name brand
items may be purchased for personal use only. Multiple like items may be confiscated by customs officials.

5. RESTRICTIONS:  PS Form 2976-A is required for all mail weighing 16 ounces or more, with exceptions noted below. When mailing any potential dutiable mail addressed to an APO or FPO regardless of weight, mailers must properly complete required customs documentation. The following are exceptions to the requirement for customs documentations on non-dutiable mail that weighs 16 ounces or more:

A. Known mailers are exempt from providing customs documentations on non-dutiable letters and printed matter weighing 16 ounces or more. A known mailer is anyone who legally applies a permit imprint to a mail piece. Mail with meter postage not approved by USPS is not considered to be from a known mailer.

B. Prepaid mail from military contractors is exempt, providing the mail piece is endorsed "contents for official use - exempt from customs requirements."

C. PS FORM 2976 OR 2976-A is required. Articles are liable for customs duty and/or purchase tax, unless they are bona-fide gifts intended for use by military personnel or their dependents. When the
Content of a parcel meets these requirements the mailer must endorse
the customs form, "certified to be a bona fide gift, personal effects, or items for personal use of military personnel and dependents," under the heading, description of contents. 
D. Obscene articles, prints, paintings, cards, films, videotapes, etc., and horror comics are prohibited. Any matter containing religious materials contrary to Islamic faith or depicting nude, seminude persons, pornographic, sexual items, or non-authorized political materials is prohibited.

E. Firearms of any type are prohibited in all classes of mail, as defined in the DMM C024.1.1C.  This restriction does not apply to firearms mailed to and or by official U.S. government agencies.

F. Pork or pork by-products are prohibited.

G. Materials used in the production of alcoholic beverages (i.e. distilling material, hops, malts, yeast, etc.) are prohibited in all classes of mail. 
H. Express mail military service (EMMS) is not available. 

I. Mail addressed to “Any Service Member”, or similar wording such as “Any Marine” is prohibited. Mail must be addressed to an individual or title such as “Commander”, “Commanding Officer”, etc.
     J. For additional information please contact MPSA at COMM 1-800-810-6098.

6. OFFICIAL MAIL:  Units are reminded that the official mail system is not a substitute for TMO or a system to be utilized for shipments that exceed the authorized unit weight allowance. Official mail will be processed in accordance with the DOD 4525.8m and MCO 5110.4 while deployed. All outgoing official mail will be delivered to the respective administrative section for consolidation for further delivery to the post office. The post office will provide official postage for all outgoing official mail. 

7. MAIL DISTRIBUTION CENTER: Personnel receiving mail thru a receptacle at the Las Pulgas (43 area) post office, are required to physically check-out with the Las Pulgas postal personnel prior to deploying. Failure to check-out may cause your mail to be delayed or returned to sender. Personnel are encouraged to inform all correspondents of their address change. Personnel will fill out a temporary mail disposition form (DD FORM 2258). A signature is required authorizing the postal clerk to forward mail during the deployment.
8. ADDRESSES: Addresses will be activated on the date the MEU is scheduled to depart.
SHIP NAME 

UNIT ADDRESS
9. Any Postal questions can be directed to Sgt I. M. Motivated, MEU Postal Chief, CWO2 Milton J. Taylor (Milton.taylor@usmc.mil) Operations Officer, or MSgt Gregory E. Nelson (Gregory.Nelson@usmc.mil)Operations Chief.
