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UNITED STATES MARINE CORPS

Condsolidated Post Office
BOX 555001
                                             CAMP PENDLETON, CALIFORNIA 92055-5001                                         Date                        
From:
Postal operations Chief, Consolidated Post Office Camp Pendleton Ca.
To:
Distribution List
Subj:
MAIL ROUTING REQUEST (MRR) INSTRUCTION
Ref:  (a) GruO P5110.1B

Encl: (1) Example MRR

1. Per the reference, any unit deploying or participating in a Unit Deployment Program (UDP)/Marine Expeditions Unit, must complete a MRR. The MRR should be completed by the unit postal officer and forwarded to the postal operations section at the Consolidated Post Office (bldg 1674) at least 45 days prior to departure. Failure to do so may result in a delay of mail being forwarded, or assignment of deployed mobile addresses. This MRR will give the postal operations section the information needed to assign a mobile address. This MRR will also assist us in publishing the Mail Handling Procedures (MHP), for the participating Units. The MHP will include procedures needed by the unit mail clerk to properly process mal for your unit.
   2. The MRR should at a minimum include the following:


a.
Departure date of advance party.


_______________




(Address is activated based on the Advon)


b.
Departure date of main body.


_______________


c.
Area of deployment.


_______________



   (Camp or specific geographical location)


d. Name of exercise. (OEF/MEU/UDP/EXERCISE)


______________

e. Estimated date of return for advance party.

       
_______________


f.
Estimated date of return of main body.


_______________



   (Cut-off of mail fwd)


g.
Classes of mail to be routed. (1STClass/priority/P.P.)

____ALL_____

h.
Size of unit (Battalion, Company, Squadron, etc.)
               HQ’s, A co, B co


   (If more than A/B/C etc.or number of marines)                    H&S CO, WPNS, BTRY’s 

i.
Name of platoon or detachment. (If applicable)

       
_______________


j.
Are any other units involved?


_______________


k.
When and where is the pre-deployment brief scheduled?
       
_______________


l. Size of pre-deployment brief audience?


_______________


m. Will there be a remain behind element (RBE); if so where?

_______________



Note: Schedule Postal in the first half of briefings.

2. Postal Officer’s Point of Contact info


Name and rank ____________________, phone ______________                               


Postal Officer's e-mail: _______________










Signature 










(Commanding Officer or 










Postal Officer)

After completing this form e-mail it to: mcbcampenpostal@usmc.mil
Mail Routing Request DRAFT (MRR) 110301

