[image: image1.wmf]
  UNITED STATES MARINE CORPS

         CONSOLIDATED POST OFFICE

         P O BOX 555001
      CAMP PENDLETON CA 92055-5001

                                                                                IN REPLY REFER TO:

                                                5000

                                                      1POS

                                                                   25 Sep 07
From:  Installation Official Mail Manager, Marine Corps Base Camp Pendleton
To:    Distribution List 

Subj:  OFFICIAL MAIL COST SAVING STANDARDS 

Ref:   (a) DoD 4525.8M (DoD Official Mail Manual)

       (b) DoDI 4525.08 (DoD Official Mail Management)

       (c) USPS Pub 542(United States Postal Service Understanding the  

                        Private Express Statues)

Encl:  (1) MCB Camp Pendleton Official Mail Services Guide

1.  Purpose.  To establish standards, guidelines, procedures, and 

instructions for the preparation of Official Mail, to include Official Mail 

with a special service (Certified, Insured, Registered, Express Mail, or 

General Services Administration’s (GSA) contract carriers) per the 

references.   

2.  Information.  Information concerning the preparation of Official Mail, to 

include Official Mail with a special service, can be found in the enclosure.

3.  Action.  Unit Official Mail Managers and Postal Officers will ensure all 

Official Mail, to include Official Mail with a special service is within 

strict compliance of enclosure before outgoing Official Mail is brought to 

the Installation Official Mail Center located in the rear of building 2257.  

These standards are effective immediately.  

4. The Installation Official Mail Manager will limit the use of the special 

services to only those occasions required by DoD regulation or when mission 

essential.  Questions regarding processing and preparation of Official Mail 

can be addressed with your Unit Official Mail Manager. If further assistance 

is needed contact the Installation Official Mail Manager at (760) 763-1197 or

725-5687.

        C. E. SALTER

Distribution:    A
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MCB Camp Pendleton’s Official Mail Services Guide

To:    All Official Mail Manger, Unit Postal Officers, and Section Heads

Subj:  MCB Camp Pendleton Official Mail Services Guide

1.  The Information in this guide is designed to assist Official Mail 

Managers, Unit Postal Officers, and Section Heads with the proper preparation 

for mailing Official Mail, to include Official Mail with special services.  

It provides cost-effective policies and procedures for preparing items to be 

shipped via the United States Parcel Service (USPS) and provides references 

to technical knowledge when needed.  Topics include mail piece design, 

restrictions on the use of postage paid with appropriated funds, cost 

reduction tips, carrier selections, special mail services, Express Mail, 

Presorted Standard mailing, reporting misuses of appropriated postage funds, 

return and delivery addresses with ZIP+4 Codes, and packaging.  All questions 

not answered in this Mail Services Guide will be referred to the Unit 

Official Mail Manager and if further assistance is required contact the 

Installation Official Mail Manager.

Respectfully submitted, 

Installation Official Mail Manager
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1.  MAIL CENTER – GENERAL INFORMATION
    A.  HOURS OF OPERATION

The Installation Official Mail Center is open from 0900-1500 Monday, Tuesday, 

Thursday, and Friday and Wednesday from 0900-1200.  The Installation 

Official Mail Clerk can be reached at (760) 725-5687.    

    B.  LOCATION

The Installation Official Mail Center is located in bldg 1674, Door number 4, 

with parking provided in the front of the building.

    C.  AVAILABLE SERVICES

The Installation Official Mail Center offers limited packing material, paper 

tape for Registered Mail, and USPS special service forms.  We also offer 

permit mailing for Presorted Standard Mail. 

    D.  DROP OFF AND PICK UP TIMES

The Unit Official Mail Clerks may drop off all out going Unit 

Official Mail at the Installation Official Mail Center from 0900-1500 Monday, 

Tuesday, Thursday, Friday and Wednesday from 0900-1200.   The Installation 

Official Mail Clerk will not accept any outgoing Official Mail after the 

cutoff time in order to meet the deadlines set by U S Postal Service.  

Official Mail will not be deposited in a Blue Postal Service mailbox.

    E.  STAFF MEMBERS AND PHONE NUMBERS  

        1. Installation Official Mail Manager (760) 763-1197
        2. Asst Installation Official Mail Manager (760) 725-5713
        3. Military Post Office Operation’s Chief (760) 725-5769
        4. Installation Official Mail Clerk (760) 725-5687
2.  USPS MAIL
    A.  PROPER ADDRESSING

        1. All DoD Official mailing addresses have been assigned and are compatible with the USPS Automated Management System database.

        2. The use of office symbols and mail codes are forbidden, as they are more difficult to sort mail by ZIP+4 Codes and plain English text.  They are not necessary when appropriate secondary unit designators are included in the delivery address line.  

3. Each address line will be limited to a maximum of 40 characters (including 

spaces) with a maximum of 8 separate words.  DoD and standard USPS 

abbreviation may be used.  Addresses shall have a minimum of three lines and 

not more than five lines arranged in the following order: 
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          (1st line) NAME OF DoD COMPONENT        UNITED STATES MARINE CORPS 

          (2nd line) Attention Line               Attn adjutant 

          (3rd line) Name of DoD Activity         CG MCB CAMP PENDLETON  

          (4th line) Delivery Line                PO BOX 555010      

          (5th Line) City, State, ZIP+4           CAMP PENDLETON CA 92055-5010                                  

                    OFFICIAL BUSINESS            OFFICIAL BUSINESS

        4. The first line may also be addressed to Commanding General, 

Commanding Officer, or Commander if addressed to a DoD Component.  If it is 

addressed to a residential or commercial address the normal addressing 

standards apply, excluding any punctuation except, for the hyphen in the 

ZIP+4 Code.  The Attention Line may be the name of a section or an 

individual:

          (1st line) Commanding General             Mr, Ms, or Mrs    

          (2nd line) Budget Coordinator             1234 Prince Street

          (3rd line) Attn I M MARINE (Optional)     San Diego CA 92129 

          (4th line) PO Box 555010                                            

          (5th line) CAMP PENDLETON CA 92055-5010 

The delivery and return address must be typed or printed.  The delivery and

return address may be hand written (no script) only when no automation or 

other methods of typing is available.  Do not make any pen changes to either 

address, if a correction must be made retype the address.
**Note-Marine Corps Official Mailing addresses may be found in MCO 5110.5D 

    B.  ENVELOPES - Appropriate sizes and strength
        1. Envelopes should be the right size and strength to accommodate the insert(s).  Excessively large envelopes will not keep the insert(s) firm, will cause the insert(s) to shift, and could increase the risk of ripping and loss of contents.  A snug fit keeps the insert(s) firm in the envelope.

        2. Do not overstuff an envelope because it may burst at the seems possibly resulting in a total loss of mailing.

        3. The strength of the envelope should withstand the weight of its 

contents. If there is stress at the seems, sharp edges, or the envelope is

overloaded use a larger envelope to accommodate inserts or use a padded envelope when feasible.

    C. THE CLASSES OF MAIL AND USPS SPECIAL SERVICES

       1. The guidelines for determining the Class of Mail when preparing Official Mail are as follows:

          a. The mail will be prepared utilizing the lowest postage and fees to meet the required delivery date (RDD), security, accountability, and the Private Express Statues requirements.

          b. The Domestic Mail Classification Section Table is used as a 

guide for selecting the correct mail class.
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     2. Classes of Mail

           a. First Class Mail - is any matter weighing more than one ounce 

but less than 13 ounces and is between 3½ inches and 6 1/8 inches in height, 

5 inches to 11½ inches in length, and .007 inches to ¼ inches in thickness.  

           b. Priority Mail - is all First Class Mail exceeding 13 ounces and not exceeding 70 pounds.

           c. Package Service Mail – Package Service is a class of mail 

primarily intended for merchandise, catalogs, and other printed material. The 

four subclasses of Package Service Mail are Bound Printed Matter, Media Mail, 

Library Mail, and Parcel Post.  The maximum weight for Bound Printed Matter 

is 15 pounds and 70 pounds for Parcel Post, Media Mail, and Library Mail.  

Package Service is not available with an expedited service.
        3. Special Services will be limited to only those occasions required by DoD regulation or when mission essential.   The Head of DoD Components are authorized to approve the use of these services on an exception basis.  This authority may not be delegated lower than the installation or equivalent activity Official Mail Manager (OMM).  The following are DoD-wide authorized uses of the following special services:

           a. Registered Mail. Registered Mail is the most secure mailing 

method offered by USPS and will not be used for indemnity purposes.  

Waybills, invoices, etc., shall be placed inside the package, not attached to 

the outside. Registered may be used for:

     (1) Criminal investigation evidence.

     (2) Cash, original vouchers (disbursing and collecting), and 

         voided or canceled checks.

     (3) One-of-a-kind, irreplaceable, sensitive, controlled, rare, 

         or pilfer able items and items having a replacement cost in  

         excess of $5,000.  Such items include but are not limited 

         to calibration equipment, supply items, historical matter 

         (including film), library materials, original manuscripts 

         and camera-ready mechanicals and artwork.

     (4) Mail able shipments of Government-owned firearms (Unit 

         Official Mail Managers must give the Installation Official 

         Mail Manager advance notice when a firearm is required to 

         be mailed).

     (5) Commercial transportation tickets, boarding passes, and Air 

         Mobility Command authorizations when personal delivery or 

         pickup is not possible.

     (6) Classified documents as required by DoD 5200.1-R (reference  

         (n)) and DoD Component directives.

     (7) Accountable forms when addressed to military post offices   

         (MPOs). 

     (8) Environmental samples.

     (9) Notification of radiation exposure. 

    (10) Mailing former evidence to its owner.

    (11) Mobilization pre-assignment orders to international 

                  addresses where this service is authorized.
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    (12) Deceased personnel's personal effects having intrinsic 

         value that will be sent to the next of kin. The value of  

         the items must be declared. This is necessary for 

         reimbursement in the event of loss or damage. Indemnity 

         paid for loss or damage of personal effects shall be 

         forwarded to the next of kin.  

    (13) Other communications and parcels that by law, DoD  

         Directive, or DoD Component directive must be mailed 

         registered.

           b. Certified Mail may be used for:

     (1) Letters to establishments being declared "off limits."

     (2) Adverse enlisted and officer efficiency reports and other 

         similar actions.

     (3) Controlled test material.

     (4) Items requiring shipment by Priority Mail when the  

         certified fee is less than the fee for other services that               

         provide proof of delivery.

              (5) Instructional material marked "For Faculty Use Only."

     (6) Equal employment opportunity case material mailed to 

         complainants and their representatives.

     (7) Reduction-in-force notices sent to civilian employees on 

         authorized absence.

     (8) Final decisions of a contracting officer issued under the   

         dispute clause of a Government contract.

     (9) Show cause or cure notices issued under the default clause 

         of a Government contract.

    (10) Claims and litigation proceedings documents.

    (11) Any other communication for which receipts are essential to         

         create or preserve rights granted to the United States 

         under a Government contract.

    (12) Debarment letters.

    (13) Delayed entry packets.

    (14) Summonses and subpoenas.

    (15) Adverse personnel actions for military and civilian 

         personnel.

    (16) Illegally held identification cards.

    (17) Traffic or driving violations.

    (18) Letters of revocation or suspension of installation driving 

         privileges.

    (19) Dishonored checks (not applicable to non-appropriated fund 

         instrumentalities).

    (20) Questionnaires to injured persons.

    (21) The following legal matters:

                  a. Records of trial for all Special and General Courts  

                     Martial.

                  b. Decisions of the courts of military review.

                  c. Officer elimination cases.

         d. Any other communication when a receipt of which is   

                     essential to create or preserve the rights granted to 

                     the U.S. Government in connection with criminal                      

                     proceedings.
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                  e. Other communications and parcels that by law, DoD  

                     Directive, or DoD Component directive must be mailed 

                     certified.

          c.  Unnumbered Insured Mail is delivered as ordinary mail and shall

not be used.  No exceptions to this rule shall be granted.

          d.  Numbered Insured Mail can be used for:

             (1) For accountability reasons when proof of delivery is  

                 required for valuable administrative or logistical 

                 equipment, supplies, and printed matter.

       (2) To return borrowed library and similar items when required 

           by the non-DoD lender.

           e.  Proof of Delivery may be used in addition to Registered,   

  Certified, Numbered Insured Mail services when:   

           (1) A PS Form 3811, "Return Receipt," or DD Form 2825, 

               "Internal Receipt," is needed for further proof of 

               delivery.  DD Form 2825 shall normally be used between DoD  

               activities instead of PS Form 3811.  When DD Form 2825 is  

               used, the addressee shall immediately verify the content is         

               all there, sign the original copy, and return the original  

               copy to the sender. The sending activity shall take follow  

               up action to determine if the item was received and if the  

               DD Form 2825 is not returned within 14 workdays from the  

               date of dispatch (unless the normal two-way transit time is  

               longer).  Delivery Confirmation may be more cost-effective  

               where it is available unless the normal two-way transit  

               time is longer.

              (2) A PS Form 3811 may also be used to show the date and to  

                  whom the item was delivered, the actual delivery address if 

                  it is different from the address used by the sender, to          

                  restrict an article's delivery to the addressee or his/  

                  her agent, and when proof of delivery to the addressee is 

                  necessary.  A PS Form 3811 can only be used with Numbered 

                  Insured, Registered, and Certified mail.  A PS Form 3811  

                  can not be used on articles enclosed in consolidated 

                  containers unless the postage and special service fee is 

                  prepaid on each item in the consolidated container.

           f.  PS Form 3804, "Return Receipt for Merchandise," is available 

only for merchandise sent Priority, Standard, or Book rate.  PS Form 3804 is 

less expensive than using PS Form 3811 in conjunction with Numbered Insured, 

Registered, or Certified Mail service; however, a receipt is obtained every 

time this service is used.  Filing such receipts is labor intensive and 

costly.    
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    D. Express Mail SERVICE 

       1.  Express mail and overnight services offered by other carriers 

will not be used:

           (a) To respond to directed actions or requests for information  

               unless using it is the only way to meet a short suspense.    

               In the event of a short suspense, call the one who has 

               established the suspense and request an extension.  

               Extensions should be granted when possible.

           (b) For the purpose of correcting administrative oversights 

               such as a late suspense when adequate time existed.

           (c) On days before weekends or holidays unless the sender has 

               verified someone will be available to accept it.  This does 

               not apply to activities having a Military Post Office 

               return address when Express Mail is the most cost-effective  

               way to accomplish a mission within time, security, and 

               accountability requirements.

       2.  All written requests for Express Mail services must be signed by the Unit Official Mail Manager or Commanding Officer and submitted to the Installation OMM for approval.

    E.  PERSONAL MAIL – INCOMING OR OUTGOING

     1.  Personal mail will not be delivered to or kept in the Unit                  

Official Mail section.  All personal mail, if delivered to a Unit Official

Mail Clerk, must be returned back to the Serving Post Office if it cannot be 

delivered to the addressee the same day.  

    F.  PACKAGING MATERIAL

     1. The Installation Official Mail Center provides limited packaging 

material for out going Official Mail.  The supplies provided are USPS special

service forms and self-adhesive paper tape for Registered Mail.

3.  ALTERNATIVE DELIVERY SERVICES

The General Services Administration’s (GSA) private contractor carrier shall be used when the private contract carrier can deliver the item in the required delivery time without violating the Private Express Statues.  The contract carrier shall not be used for items addressed to Military Post Office addresses or Consolidated Military Mail Centers.  For information on private contract carriers and method of payments for their services, contact the Traffic Management Office.  For further information on Consolidated Military Mail Centers contact the Installation Official Mail Center. 

All requests for any correspondence that must be mailed meeting the criteria

for First Class Mail will be forwarded to the Installation Official Mail 

Manager before contacting Installation Traffic Management Office.  A
request may need to be submitted from the Unit Official Mail Manager or Unit 

Commanding Officer.
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    A.  WHAT ARE THE PRIVATE EXPRESS MAIL STATUTES?

     1. Private Express Statues (PES) are a group of federal civil and 

criminal laws that, for the most part, make it unlawful for any entity other

than the USPS to send or carry letters over post routes for compensation 

unless appropriate postage is paid in an amount equaling what would have been 

paid had the letters been sent through the Postal Service.

        2. The purpose of PES is to support the basic mission of the Postal 

Service, to bind the nation together through the correspondence of the 

people, to provide services in all communities, and to establish uniform 

postage rates to ensure the safety of the mail.

    B.  EXPRESS MAIL VERSUS A CONTRACT CARRIER

        1. Express Mail (USPS special service) shall be used when the 

contents are covered by the Private Express Statutes, addressed to an MPO 

address, or post office box address.

        2. Other overnight carriers may be used only when the GSA contract 

carrier can deliver the item on time or at the contract price when USPS 

cannot meet the required delivery date.


Date                                        Requesting Unit 

Does the article violate the Private Express Mail Statues?     yes/no

Can the required delivery date (RDD) be meet by the contract carrier?   yes/no

Did adequate time exits for the correspondence to be mailed with the USPS?  yes/no

Is there a law or DoD Regulation that requires the correspondence be Mailed Expedited Mail? yes/no

 If requested on a Friday or holiday will the intended addressee be present on RDD?   yes/no

 Unit Official Mail Manager Signature                                                Ext

    


                                                                                                                                       Exhibit A
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4.  OTHER MAIL SERVICES AVAILABLE

Presorted Standard Mail is another service provided by the installation Official Mail site.  The following information is provided:

    A. Presorted Standard Mail

    2. The current Standard Mail rate is $.164 compared to the First 

Class rate of $.41 per piece.  Presorted Standard Mail requires a minimum of 

200 pieces or 50 pounds per mailing. It cannot be used for sending personal 

correspondence, handwritten letters, bills, and statements of account. Rates 

are based on weight, shape, preparation, and entry.  The Installation

Official Mail Center can provide information about the policies and 
Procedures for preparing official unit informational correspondence (For 
example: Key Volunteer Newsletter) and mailing standards.

5.  TRAINING
The Installation Official Mail Inspector can provide training for the Unit 

Official Mail Managers and Unit Mail Clerks.  The Unit Official Mail Managers 

training is conducted annually at the Consolidated Post Office.  The Unit 

Mail Clerk Indoctrination Course is conducted the last Tuesday of every 

month and given at the Consolidated Post Office.  Contact the Consolidated 
Unit Mailroom Inspector for dates and times at ext (760) 725-5476.


6.  HELPFULL INTERNET LINKS AND USPS PUBLICATION

    A. DOD PUBLICATION LINK - http://www.dtic.mil
    B. MILITARY POSTAL SERVICE AGENCY - http://hqdainet.army.mil/mpsa
    C. USPS - http://www.usps.com
7.  COST REDUCTION TIPS

Asking the following questions may reduce Official Mail Cost:

    1. What will happen if the item is not mailed and sent electronically?

 2. What will happen if the item is mailed less frequently or at a less 

    expensive class?

 3. Can the mail be consolidated in one envelope or box if more than piece 

    is addressed to the same location?

 4. Can some other less expensive means of transporting the message or  

    item be used?   (For example:  telephone call, electronic data 

    transfer, the Internet or Web, and E-mail)
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       COST REDUCTION TIPS cont:
 5. Inform sections the item will be mailed at the lowest postal rate  

    legally possible that meet the required delivery date and security 

    requirements?

 6. Can postage costs be reduced by reducing weight or size?   Consider 

    microform or CD-ROM alternatives for mailing publications and other 

    items.  Reduce weight by printing on both sides of paper, selecting 

    the lightest weight paper, and using all available printing space.

 7. Can changing preparation methods reduce postage costs?

 8. Use standard, letter-size envelopes whenever possible to minimize 

    postage surcharges for size or weight and faster delivery.  Use large 

    envelopes only when folding the contents will damage them or the  

    volume is too great for letter-size envelopes.

 9. Limit the use of special services such as registered, certified, and  

    insured ensuring the criteria is meet for such services.

10. Express Mail requests will be approved with discretion.

11. Prepare items so they qualify for postage discounts when economically 

    feasible.

12. Consolidate mailings to common addresses. 

13. When possible, use FAX instead of mail for documents three pages in 

    length or less.  Mail documents addressed to multiple addressees when 

    the labor to fax them is greater than preparing them for mailing.   

    Mail copies of documents that are faxed only when an original   

    signature is required for legal reasons when possible.

8.  REPORTING THE MISUSE OF APPROPRIATED POSTAGE FUNDS
Report all misuses of appropriated postage funds to the Installation Official Mail Manager via the proper chain of command.  Appropriated funds may be used only for the official mail relating to the business of the United States Government.  Listed below are some of the unauthorized uses of appropriated funds.  Refer to DoD 4525.8M, Chap 1, and Par C1.4.2 for all of the unauthorized uses of appropriated postage funds. 
    1. Appropriated funds may not be used in support of Nonappropriated Fund  

Instrumentalities (NAFI) or their functions.  NAFIs exist for the purpose of 

providing support where appropriated funds are not available or are not  

adequate.  Official mail centers may apply postage to mail of NAFIs of the 

Department of Defense providing the NAFI reimburses the Official Mail site 

the monies spent for the postage.  Unless specifically otherwise authorized 

by the local commander, the NAFI must deposit the cost of the postage 

directly into the USPS-owned trust account specified by the official mail 

center.
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    REPORTING THE MISUSE OF APPROPRIATED POSTAGE FUNDS cont:

    2. Information may be obtained from the local post office about items 

that are non-mail able, such as items that are undersized or oversized, 

overweight, or explosives. Also, contact private carriers to determine if the 

above prohibited items in the U.S. Mail system can be accepted by them.

     3. Invitations to social functions to satisfy personal social 

obligations, even if they are the result of an official position.  For 

example, Christmas parties and receptions hosted by senior commanders is not 

official business.  Appropriated postage funds shall not be used to mail 

invitations for these functions.

     4. Fund or other types of charity drives not officially endorsed by the 

DoD or the DoD Component concerned.

     5. Dependent school year books, Navy Cruise Books, and other unofficial 

items such as announcement cards, thank you cards, memory albums, and 

biographies.

     6. All other matters not related solely to the business of the 

DoD.







                                    �                         
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GENERAL SERVICES ADMINSTRATION CONTRACT CARRIER REQUEST FORM FOR EXTREMELY URGENT CORRESPONDENCE





FOR INSTALLATION OFFICIAL MAIL CENTER





The USPS can not deliver the correspondence by the RDD and is mission essential








INSTALLATION OFFICIAL MAIL MANANGER SIGNATURE


                                                                                                             NAME     RANK        DATE








The USPS can deliver the correspondence within the RDD and the correspondence does not meet the requirements listed in DoD 4525.8M for a special service.
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