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L. Situation. To promulgate a Standing Operating Procedures
(S0P} for Postal Affairs, Marine Corps Installations West-Marine
Corps Base, Camp Pendleton (MCIWEST-MCB CAMPEN), per references
{a) through (d). This Order is a complete revision and should
be read in its entirety.

2. Cancellation. BO P5110.1A.

3. Mission. This Order provides policy and contains procedures
for the operation of Marine Corps Post Offices and Unit
Mailrooms for all commands, organizations, units and tenant
activities.

4. Execution

a. Commander’'s Intent and Concept of Cperation

(1) To prescribe policy and procedures for processing
and delivery of both personal and official mail throughout
MCIWEST-MCB CAMPEN Post Offices and Unit Mailrooms.

{(2) The timely and accurate delivery of mail is
paramount in maintaining good order throuchout any unit. This
Order provides Commanding Qfficers with the information regquired
to operate and properly maintain MCIWEST-MCB CAMPEN Post Offices
and Unit Mailrooms.

DISTRIBUTION STATEMENT A: Approved for public release:; distribution is unlimited.
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b. Subordinate Element Missjon. All Marine Corps
activities to include all crganizations not affiliated with the
Marine Corps and other entities serviced by MCIWEST-MCB CAMPEN
Post Offices must comply with this Order.

5. Administration and Logistics. Directives issued by this
Headguarters are published and distributed electronically.
Electronic version of the MCIWEST-MCB CAMPEN directives can be
found at: https://c27ipacpndl03w/intranet.manpower.usmc.mil/
ipac/manpower/Ad]/MCIWMCBCPENDirectives /default.aspx

6. Command and Signal

a. Command. This Order is applicable to all commands,
organizations, units, and activities under the command of
MCIWEST-MCB CAMPEN; Appendix J is only applicable to MCIWEST-MCB
CAMPEN (CAMP PENDLETON) .

b. BSignal. This Order is effective the date signed.

V) o

—————

D."J. TERANDO

Chief of Staff
DISTRIBUTION: A-3
B
C
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Introduction

1. General

a. The Marine Corps Postal Service, as a part of the United
States Postal Service (USPS) and the Naval Postal Servica,
conforms to the current postal agreement between the Department
of Defense (DoD) and the USPS, and supplemental instructions
published by higher authority.

b. Efficiency in the handling of mail depends greatly upon
command supervision and the effectiveness of mail handling
instructions and procedures. :

2. Bcope. To maintain a high state of efficiency in the postal
service throughout this command. Uniformity in mail handling
practices must be maintained at all levels. The instructions in
this Order have full force and effect in all echelons of this
command and are based upon regulations promulgated by higher
authority. '

3. Changes. Changes to this Order will be published upon
receipt of instructions by higher authority or in response to
command requirements.

4. Precedence. If any portion of this Order conflicts with
directives from higher authority, the latter shall take
precedence.

5. Organization and Operational Control

a. The Military Post Office {(MPO) is a branch of the USPS.
The Commanding General (CG); MCIWEST-MCB CAMPEN exercises
operational control of the MPOs. Administration of the postal
services within the command will be under the staff cognizance
of the Assistant Chief of Staff, G-1 (AC/S, G-1). Unit Post
Cffices are assigned by this headquarters to best serve the
population aboard MCIWEST-MCR CAMPEN.

b. Additional postal services can be provided in other
locations to best serve the needs of the customer. These Post
Offices will be operated by USPS persormel and are under the
jurisdiction and supervision of the local Postmaster.
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Chapter 1

Respongibilities and Duties

1. cCommanding Officers. The following responsibilities and
duties are in addition to those outlined in the publications and
directives listed in chapter 3. <Commanding Officers shall:

a. Assign in writing an E-6 or civilian GS-6 or above to be
the Unit Postal Officer and Assistant Unit Postal Officer for
the supervision of postal functions for the organization or
unit. A copy of this assignment will be posted in the Unit
Mailroom. '

b. Upcn the establishment of a Unit Mailroom, no less than
two Unit Mail Clerks will be assigned, one designated as the
primary Mail Clerk. A Unit Mail Clerk/Orderly Appointment Log
(DD Form 2260) will be utilized by all organizations, staff
sections, and other activities responsible for the appointment
of Unit Mail Clerks. The log will be maintained for two years
from the date of the last revocation entry. Unit Mail
Clerk/Orderly Appointment Cards (DD Form 285) will De destroved
upon revocation.

¢. Ensure that all appointed Unit Mail Clerks (primary and
alternate at all levels) are theoroughly instructed in their
assigned mail handling duties prior to appointment by enguring
that they have read and understand all applicable mail handling
instructions and directives pertaining to correct procedures for
handling U.$. Mail and have attended the Mail Indoctrination
course provided by the MPO at the installation they are located.

d. Provide adequate facilities and transportation for
handling and processing of U.S. Mail.

e. Maintain the transparency of all mail, personal and
official.

£. Promulgate a mail handling order as required by
chapter 2 of reference {c). A copy of thig Order will be posted
in the Unit Mailroom.

g. Require Unit Mail Clerks operating Unit Mailrooms to
maintain a complete and current mail directory. This directory
will be operated in accordance with chapter 6, paragraph 3 of
reference {c}.
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h. Provide Unit Mail Clerks with necessary and current
information to permit proper and expeditious delivery and
forwarding of U.S. Maii.

i. Ensure all personnel of the organization or unit know
their correct mailing address. Sample mailing addresses are to
be included in the organization or unit mail handling order.
Personnel are instructed to inform their correspondents
{tamily, friends, etc.) and publishers of magazines and
newspapers they subscrikbe to of their correct mailing address.

7. Ensure the serving Post Office is promptly notified upon
revocation of a Unit Mail Clerk who was authorized to pick up
mail from the serving Post Office for the organization or unit.
{Refer to Appendix D of this Order) )

k. Keep the Postal Director informed of all matters which
will affect the timely delivery, dispatch and routing of U.S.
Mail.

1. Maintain close supervision over the handling of U.S.
Mail within the organization.

m. Submit a Corrective Action Report (CAR) on all findings
noted on the Functional Area (FA) Inspection Checklist when the
report contalns a grade of Mission Capable or Mission
Non-Capable with findings. The CAR is to be submitted to the
Postal Director no later than 30 days after the date the
inspection report ig received,

n. Ensure that U.S. Mail bags are utilized only for
authorized transport of U.S. Mail. Use of mailbags for personal
convenience (burn bags, trash containers, etc.) is strictly
prohibited. ‘

0. Ensure that OPNAV 5110/5 and PS Form 3575
(Notice of Change of Address Cards) are available to personnel
and are properly utilized in accordance with reference {a).

p. Ensure that vehicles assigned for transporting U.S$. Mail
are not utilized for any other purpose as long as U.S. Mail is
abocard the vehicle.
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g. Reguisition and maintain a 30-day supply of:

(1) DD Form 285 (Unit Mail Clerk and Orderly Appointment
Card) .

{2} OPNAV Form 5110/5 or/and PS Form 3575 (Notice of
Change of Address).

{3) NAVMC Form 10572 {Mail Directory File Card).

r. FEnsure the Unit Mailroom is promptly notified of all
personnel changes within the organization.

2. ©Postal Director. The Postal Director is responsible for the
supervision, operation, and administration of postal services
within the command. These responsibilities include, but are not
limited to the following duties:

a. Advise the AC/S, G-1 on all postal matters.

b. Maintain liaison with civilian postal cfficials and
other commands concerning postal matters.

¢. Inspection and audits of all MCIWEST-MCB CAMPEN Fost
Offices and subordinate unit Post Offices in accordance with
current directives.

d. cCconduct guarterly and monthly inspections of mail
nandling operations and facilities. The result of these
inspections will be reported to the Commanding Officer of that
unic.

e. Prepare and submit directives and reports pertaining to
postal matters.

f. Determine if investigative assistance is reguired on
reports of irregularities involving U.S. Mail or postal funds
and equipment.

g. Route all personal mail to appropriate Unit Mailrooms
for further delivery to addressee.
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3. OQOrganization/Unit Postal Officers/Assistant Postal Officers.
These responsibiliries include, but are not iimited to, the
following:

a. Detailed supervision of all mail nandiling functions of
their organization or unit.

b. Conduct unannounced weekly Unit Mailroom Inspections to
ensure compliance with pertinent regulations and directives.
The FA checklist will be used to document all inspections.
Inspection reports will be kept on file in the Unit Mailroom for
8ix months. Only one copy of the inspection report is needed,
wWeekly inspections are unannounced and will be conducted on
alternate days of the week at no set time.

C. Maintenance and accountability of the Unit Mail
Clerk/Orderly Appointment Log (DD Form 2260) and blank Unit Mail
Clerk/Orderly Appointment Cards (DD Form 285) are to be handlied
and prepared in accordance with Chapter 15, paragraph Ci15.6, of
reference {a). fThe Mail Orderly Appointment Log and blank Mail
Orderly Appointment Forms are controlled items and are to be
stored in a secure place when not in use. The Unit Mailroom
will not be considerad a “secure place” for the storage of these
forms.

d. Instruct Mail Orderlies in the proper procedures for the
safeguarding and brocessing of U.S. Mail.

€. FKeep the Commanding Officer advised of all postal
matters.

f. Keep the Postal Director informed of complaints,
inguiries, and suggestions concerning mail matters.

9. Ensure immediate corrective action is taken on all
discrepancies noted on inspections conducted by the Postal
Director, Postal Inspectors, Postal Representatives from higher
headquarters, and the U.S. Postal Service.

h. Verify and initial the Firm Delivery Receipt
(PS Form 3883) on a daily basis to ensure all Accountable Mail
has been promptly ang properly delivered. Pg Form 3883 will be
maintained for two years from the date of last entry.

1-5
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4. Postal Finance Officer/Custodian of Postal Effects

a. The Postal Finance Qfficer {(PFO} will be assigned and
relieved from duty by the Postal Director in accordance with
reference (a}.

b. The PF0O/Custodial of Postal Effects {COPE)/Marine Corps
Postal Clerks are responsible for, but not limited to, the
following: '

(1) The PFC is charged with the financial responsibility
and custody of all postal effects for the MCIWEST-MCB CAMPEN
Post Office and shall conduct all postal business in strict
compliance with the instructions from USPS, DoD, and Department
of the Navy (DON). The PFO shall be responsible to the Postal
Director and shall keep the Postal Director informed of all
matters pertaining to the operation of the MCIWEST~MCR CAMPEN
Post Qffice.

{2) The COPE's are responsible and accountable for any
stamps or funds (fixed or flexed entrusted to their care).
Postal Clerks will perform all duties assigned to them by the
PFO and the Postal Director.

(3) The Postal Director, the PFO, the Custodian of
Postal Effects, and the Marine Corps Postal Clerks are the only
personnel authorized to handle postal funds.

{4) COPE's shall maintain daily statistical data
concerning postal operations.

(5) All postal financial transactions conducted by
Postal Clerks serving customers at Postal Finance Units will be
completed in the presence of the mailer.

(6) Postal Clerks will expeditiously process all
incoming and outgoing mail matter.

(7) Postal Clerks shall conduct all postal financial
business in strict accordance with current postal regulations.

(8) Postal Clerks shall report to the Postal Director
all inquiries and claims concerning the rifiing, loss, delay,
and damage of mail matter.
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(9) Marine Corps Postal Clerks in charge of Unit Post
Offices will conduct a weekly unannounced audit and inspection
of Marine Corps Postal Clerks’ accounts assigned to their
respective units. Marine Corps Postal Clerks in charge will
verify the Fixed Credit Inventory Record after proper entries
have been made. Whenever the authorized fixed credit or money
order business does not balance within the current authorized

.tolerance, the Postal Director will be notified immediately.
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Chapter 2

Official Mail

1. Definition of Official Mail. Official Mail is any letter,
publication, or parcel relating exclusively to the business of
the U.S. Government. By law (39 U.S.C. 3202), only officials of’
the U.S. Government are authorized to send items through the
postal system by Official Mail. The penalty for misuse of
Official Mail is $300.00 (18 U.8. C. 1719). ‘

2. Use of Official Mail

a. Authorized use of Official Mail. All U.S. Marine Corps
activities are authorized use of Official Mail. These
activities include, but are not limited to, the following:

(1) All Marine Corps units and activirties.
(2) Marine Corps Reserve activities.

{3) Marine Corps Community Services (MCCS) activities
for business related directly to the execution of their mission.
However, material related directly to the buving or selling of
Non-Appropriated Fund (NAF) merchandise and services may not be
.sent as Qfficial Mail. Commanding Officers may use Official
Mail to advertise available MCCS programs and services when the
information is part of a consolidated MCCS information package.

(4} Non-Appropriated Fund Instrumentality {(NAFI)
agencies may use Official Mail only for official administrative
{managerial) mailings related exclusively to the business of the
U.85. Government.

(5) Official Mail may be used for the mandatory
distribution of authorized Marine Corps newspapers and civilian
enterprise newspapers (e.g. local base newspapers). ©Official
Mail may be used to mail individual copies of Marine Corps
newspapers for distribution to subordinate unit members, or to
promote the overall command Public Affairs Program. Mailings of
authorized Marine Corps newspapers and commercial enterprise
newspapers will be at the standard rate if they qualify. They
may also be mailed as third class or fourth class mail,
depending on the weight. The USPS should be used only to

2-1
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transmit these publications to leccations away from an
installation. Local {on site) distribution will be accomplished
through the guard mail system and other base delivery systems.

(6} Contractors may use Official Mail only with proper
authorization from the Commandant of the Marine Corps (CMC).

. Unauthorized Use of Official Mail. 0fficial Mail wili
not be used for the following:

(1) Correspondence that is not exclusively U.S. Marine
Corps business.

(2} Correspondence from NAFI pertaining to the buying or
selling of NAF merchandise or services routing correspondence
with commercial sources of preducts routing bills to members of
open messes and other membership associations and advertisements
for individual NAF and Morale, Welfare, and Recreation (MWR)
activities that do not meet the criteria.

(3) Greeting cards, Christmas cards, retirement
anncuncements, job resumes, and social functions except
functions authorized and funded from official representation
funds in accordance with the current edition of
SECNAVINGT 7042.7K.

: {4} Retired members of the U.S Marine Corps, unless
acting in an official capacity.

{5} Nonmailable items are defined by the USPS in the
Domeéstic Mail Manual, Section 601.

(6) Matter mailed at the Post Office in a foreign
country. Postage must be in the stamps of that country (this
does not apply to APO/FPO military addresses of activities/units
located in foreign countries).

(7} Parcels tendered for movement by Government Bill of
Lading (GBL) in connection with commercial freight carriers or
in military transportation channels.

(8) By concessionaires and their emplovees.

(9) For mailing of official matter {(e.g. daily, weekly
housing bulletins! that contains unofficial information.
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{10) For dependent school yearbocks and their unofficial

items.

(11) For mail not containing a compliete and proper
military return address (This does not apply to Business Reply
Mail).

{12} For mailing of authorized Marine Corps newspapers
to individual subscribers.

{13) For mailing of military cruise books or other
related items whose printing is paid for by the individual or
NAF monies.

c. Misuse of Official Mail. The improper use of Official
Mail is to be reported to the Official Mall Manager at the
installation the incident cccurred.

3. Special Mail Services

a. Registered Mail. Used solely to ensure "safe delivery.
Because the U.S. Government is self insured, indemnity is not
provided for Official Mail, so the least expensive registered
fee is charged, without postal insurance. Only First-Class or
Pricrity Mail can be registered. Matter considered mission
essential and requiring the highest degree of security may be
sent Registered Mail as it requires a “chain of receipts”
throughout the entire handling precess.

b. FExpress Mail. USPS Express Mail Service is a high speed

(generally overnight) delivery that is available tc most major
locations in the United States.

(1) It is not available to or from all military

locations because it relies on expedited transportation services

provided by USPS.

(2) This service is expensive and the following must be
considered before requesting approval for authorization to use:

(a) Will mission failure result if the document is
not received by the following day? .

{b) What compelling circumstances prevent the items
from being ready in time for normal mail transit?
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(c) Will the recipient be present to accept delivery
of the document? Express Mall service for official
correspondence ig not autherized on days that precede a weekend
because USPS doesn’'t deliver Express Mail to military locations
on weekends. If mailed on a Friday using Priority Mail, a
package or document will normally be delivered within two to
three working davs. Express Mail will only be authorized on
days preceding a weekend if the mailer guarantees the recipient
will be available during the weekend to receive the Express Mail
shipment.

{d) Have other less expensive alternatives been
examined?

{(NOTE) 1. Authorization for use of Express Mail will
come from the Installation Official Mail Manager {(OMM), who is
appointed by the Postal Director, or proper authority.

2. Requests will be submitted in writing and
approval will be strictly on a case-by-case basis.

¢. Insured Mail. Insured mail is only used when an
established reguirement for evidence of mailing and a record of
delivery exists. As the U.S. Government isg self insured, only
the minimum insurance fee is required. This ensures "safe
delivery" of mail for record purposes (i.e. accountability}.

d. Certified Mail. Provides evidence of mailing and a
record of delivery, but is restricted for use only within the
domestic postal system. It is used only for items having no
intrinsic value and does not provide a chain of receipts while
in transit. It is dispatched, handled, and treated as First-
Class Mail while in postal channels until reaching the Military
Post QOffice (MPO) of destination. (See reference (k) Chap 3).

&. Return Receipts {PS Form 2811). Provides the mailer
with evidence of delivery, and may be obtained for Insured (Over
$200), Registered, Express, and Certified Mail, but requires
additional postage fees.

f. Certificate of Mailing. The Certificate of Mailing
(PS Form 3817) may be requested when proof of mailing is
necessary. It is to be used instead of Insured {(over $200),
Registered, or Certified Mail when only proof of mailing is
required.
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4. Business Reply Mail (BRM). BRM is used on all occasions
when an Official Mailer reguires a response and the command is
paying the postage for it. BRM is available in the form of
cards, envelopes, and labels. The command is only charge
postage when the BRM card or envelope is returned. BRM Mail is
handled as First-Class Mail while in transit. The mailing
address and the return address on all BRM will be the official
military address of the mailer. Questions pertaining to BRM
should be directed to the 0fficial Mail Section.

5. Metering of Officilal OQutgoing Mail for Postage. All
Official Mail being dispatched must be metered for the
appropriate postage. To that end, outgeoing official
correspondence must be taken to the respective command mail
center, where it is processed according to reference (b). The
command mail center consolidates Official Mail to the maximum
extent possible and ensures proper handling and dispatch
requirements are met, per current directives. Under no
circumstances is 0fficial Mail to be deposited in USPS mail
receptacles {(Blue Mail Boxes).

6. Use of Permit Imprints for Presort Standard Mail. Use of
Presort Standard Mail is authorized for large mailings of
Official Mail {200 pieces or more)} which is informative in
nature (e.g. circulars, flyers, bulletins, newsletters,
amnouncements, etc¢.}. Through the use of Presort Standard Mail
a much lower rate of postage can be used for large mailings.
{See Appendix J)

7. Preparation of Standard Mail for Mailing. Al Official
Standard Bulk Mailings will be processed according to current
USPS automation, barcoding, and bulk mailing guidelines, and
must conform o USPS automation standards to receive appropriate
discounts. Each bulk mailing will be taken to the MPQ Official
Mail Section, along with appropriate decumentation, for final
approval , processing and postage application, as necessary. Any
questions should be addressed your MPO Qfficial Mail Section for
resclve. :
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Chapter 3

Sources of Information and Instruction

1. U.s. Popstal Service Publications

a. Domestic Mail Manual (DMM). A complete directory of
United States Postal Service (USPS) regulations concerning
domestic mail services. It is published by the USPS and
utilized by all major mailers.

b. National Zip Code and Post 0ffice Directory. An online
publlcatlon which lists the zip code 0f each mailing address
within the nation. Arranged alphabetically by state, it
provides a listing of all Post Offices, staticns, and branches
with the appropriate 5-digit zip code for each delivery area and
the county in which they are located.

c. Internaticnal Mail Manual (IMM}. A complete directory
of USPS regulations governing international mail services. The
IMM should be used by all mailers sending significant volumes of
mail to foreign destinations, in order to ensure prompt and
efficient handling of their mail. The order describes each
class of mail, the physical requirements of mail pieces, mail
preparation requirements, postage rates, methods of postage
payment, and addressing reguirements.

d. Administrative Service Manual (ASM). An order stating
the policies and procedures for administrative, and support
functions of the USPS.

e. Postal Bulletins. Information bulleting are issued
bi-weekly to transmit advanced changes to USPS publications, to
provide information, and instruction pertaining to the USES.

£. Postal Laws. A compilation of all the laws governing
the USPS. A general distribution of postal laws are made
available to Navy/Marine Corps Post Offices.

g. Postal Operations Manual (POM). Sets forth the policies
and precedures governing the operaticnal functions of the field
organizations of the USPS. Topics include retail salesg,
customer services, collection services, mail processing,
transportation delivery services, and fleet management. This
Order is the primary reference source for postal managers
responsible for executing the aforesaid functions.
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2. Department of Defense Publications

a. Postal Agreement. The agreement betwesen Department of
Defense (DoD} and the USPS sets forth the responsibilities of
each department in providing coordination and efficient postal
service for the Armed Forces.

b. DoD Postal Manual 4525.6M. Provide instructions for the
management and control of postal effects, and for processing,
dispatch, handling, and transportation of personal and official
military mail. It also prescribes policies and procedures for
the processing and delivery of both personal and Official Mail
at military postal activities. Specific operating ingtructions
are provided to include receptacle service and directory
service.

3. Navy Department Publications

a. U.8. Navy Regulaticns. Defines responsibilities of
Commanding Officers in postal matters.

b. U.8. Navy/Marine Corps Postal TInstructions
(OPNAVINST 5112.6D). A set of instructions issued by Chief of
Naval Operations (CNO) and Commandant of the Marine Corps (CMC).
These instructions provide guidance in the administration,
operation of the Naval Peostal Service, and binding on military
personnel of the Department of the Navy (DON:.

<. Navy Comptrolier Orxder, Volume 4. Contains instructions
concerning the custody of postal funds, auditing, money order
business, and the review and verification of reports of money
order business.

d. Standard Navy Distributlon List, Part 1
(OPNAV PO9B3I-107). Provides for the proper addressing and
distribution of mail to all units and commands of the Operations
Forces of the Navy, Marine Corps, Unified Commands, Specified
Commands, and U.S. Elements of International Commands.

4. Marine Corps Orders (MCO)'

a. MCO 5110.6C Conduct of Marine Corps Unit Mailrooms and
Mail Distribution Centers. This is the standard order for mail
processing, distribution and delivery procedures of mail for all
Marine Corps units on Marine Corps Installations.
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b. MCO 5110.5D Official Mail aAddress Listing for Marine

Corps Commandg. Provide an Qfficial Mall address listing of

Marine Corps commands and publish, per reference {a) and (b},
military mail addressing standards.

c. MCO 5110.4A The Marine Corps Official Mail Program.
Provides information and direction concerning the requirements
for using U.8. Marine Corps Official Mail, Official Mail address

listing of Marine Corps commands, and militarvy mail addressing
standards.
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Chapter 4

Postal Losses and Offenses

1. General. The protection and usage of postal funds,
supplies, equipment, and expeditious transmission of mail matter
is of prime concern. Any incident, reports, allegationg of
loss, theft, embezzlement of postal funds blank money order
forms, stamps, stamped paper, postmarking devices, or other
Postal properties of the United States Marine Corps or the
United States Postal Service (USPS) shall be vigorously and
thoroughly investigated.

2. Notification Upcn Discovery. Upon the discovery of a mail
irregularity or a postal offense the following action will be
taken:

a. Any perscn making such a discovery shall immediately
inform their Commanding Officer whe, in turn, will notify the
Postal Director at the Installation the discovery was made.

b. Certain incidents require an immediate message report to
the Military Postal Service Agency (MPSA), it is imperative that
all known and suspected irregularities be reported to this
headguarters {(Pogtal Director) without delay.

c. If a Post Office or Unit Mailroom is broken into, the
person making the discovery will immediately isolate the area,
permitting nc one to compromise mail security by entering the
Unit Mailroom until the Postal Director, a Postal
representative, or the USPS authorities arrive.

d. Persomnel are to be informed not to report suspected
viclations to Mail Orderlies or Postal Clerks. Such action may
forewarn the individual responsible for the violation and hinder
any subsegquent investigation. All reports of suspected
violations are to be promptly reported to the Commanding Officer
or the Unit Postal Officer.

3. Investigative Action

a. The Postal Director or postal representatives, upon
being notified, will proceed immediately tc the scene of the
incident, determine whether investigative assistance is regquired
or determine if investigative action should be initiated by the
activity concerned.
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b. If investigative assistance is required, the Postal
Directer will initiate action to obtain such assistance from the
appropriate investigative agency.

4. Submission of Documents. Commanding Officers will ensure
that two copies of all pertinent documents concerning postal
viclations and investigations are immediately forwarded to the
installations Postal Officer, or Postal Representatives. Such
documents will include, but are not limited to, correspondence
pertaining to the incident, report of investigation, final
disposition of the case and, when applicable, report of
disciplinary action taken against the offender(s).

5. Punitive Action. The following information has been
extracted from the current edition of the Table of Maximum
Punishments, Manual for Courts-Martial (MCM} to impress upon all
members of this command the severity of punishments that may be
imposed for offenses against the mail: Article 134. Offenses:
“wWrongfully taking, opening, abstracting, secreting, destreoying,
stealing or obstructing mail matter while in the custody of any
other agency, or not vet delivered or received. Depositing or
causing to be deposited obscene or indecent matter in the mail.”
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Chapter 5

Audits, Inspections and Reports

1. Purpose. Postal audits and inspections are conducted to
protect government interests and to determine that all
government property and monies are accounted for, properly
protected, and disposed of in accordance with current
regulations and instructions; that the organization providing
the service operates efficiently and ecconomically; that mail is
handled efficiently and without delay; that personnel are
familiar with and adhere to regulations and instructions; and
that any lrregularities are corrected.

2. Inspectiong and Audits of MCIWEST-MCB CAMPEN Post Offices

a. Inspections and audits of Post Offices will be
unannounced. Officers conducting audits and inspections shall
be familiar with all sources of information and instructions
pertaining.

b. Inspections will be strict, thorough, and accurate, as
they may possibly result in the discovery of irregularities or
findings by postal persconnel.

¢. Once a month, without prior notice to the Postal Clerks
and at no set time or day, the Postal Director shall conduct an
inspection and audit of accountable postal effects and monies,
including stamp flex credit, money orders, and verify the
accuracy of records. The audit shall cover all pertinent
transactions since submission of the last Post Office inspection.

d. Additional audits and inspections of Post Offices may be
ordered when deemed necessary or desirable.

e@. Marine Corps Postal Clerks in charge of unit Post
Offices shall conduct a minimum of one audit each week on flex
credit stocks assigned to each clerk. A copy of the audit sheet
PS Form 3294 ([(Cash and Stamp Stock Count and Summary) shall be
retained by the clerk until a turnover is conducted. Records of
audits shall be maintained by the Postal Clerk in Charge of the
unit and reviewed by the Postal Director during monthly
audits/inspections of Postal Clerks' accounts on PS Form 3368
(Stamp Credit Examination Record}.
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f. Inspections will be conducted by a competent authority
and in accordance with the most current FA checklist.

3, Unit Mailroom Inspections

a. The Unlt Postal Officer, or Assistant Unit Postal
CEfficer(s) will conduct a weekly inspection using the current
Functional Area (FA) checklist. Inspections will ke conducted
unannounced and random net to establish a trend when inspection
are accomplished.

b. Assigned Quality Assurance/Quality Control {QA/QC)
Inspectors or a qualified representative shall inspect all Unit
Mailrooms and delivery points within the command at least once
each guarter in accordance with the most current FA checklist.

c. 1Inspection reports will be completed by the QA/QC
Inspector. A copy of the report will be mailed to the Unit
Postal Officer via the Commanding Qfficer’'s address.

d. Additional copies will be gent to the unit’‘s respective
inspector’s office {(i.e. MLG, DIV, MCIWEST-MCB CAMPEN, and MAW) .
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Chapter 6

Cperation of the Postal Section

1. General. This Chapter covers operating procedures of the
Military Post Office (MPO). The Operation of the Marine Corps
Postal Service cconforms to the Postal Laws of the United States,
the Postal Agreement between the Department of Defense (DoD) and
United States Postal Service {USPS), Regulations and
Instructions, and instructions issued by other competent
authorities.

2. U.8. Mail Cellection Boxes

a. Mail collection boxes are easily identified by their
blue coloring and the Postal Service emblem (Eagle) on the
sides. Collection boxes are placed in areas of the highest
customer traffic fiow and the best possible service for
personneal. They are the only boxes authorized for depositing
mail. Hours of collection may be changed to meet scheduled
dispatches and are posted on the each bhox.

b. 1Installation of mail collection boxes by other than
postal personnel is prohibited. Mail will not be deposited in
receptacles other than authorized and designated collection
boxes. Unauthorized removal or defacing of mail collection
boxes is a postal offense punishable under Federal law.

3. Unauthorized Transactions

a. Postal Clerks will not conduct or solicit any business
or act as an agent for any individual or commercial business.

b. Deposits of money or articles will not be accepted for
safekeeping.

¢. . Removal of postage stamps from mail matter in transit
for any reason is prohibited.

d. Postal Clerks will not affix stamps to an article for
any a patron subsequent to acceptance for mailing. Mailers are
responsible for affixing stamps to all mail matter.

e. PoStai Clerks are prohibited from handling funds other

than postal funds while performing postal duties in the
designated Military COccupational Specialty (MOSY 0161.
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4. Acceptance, Handling, and Treatment of Mail

a. The security of the mail is invioclable. Mail is
considered to be in USPS or military postal channels from the
time it is deposited in an authorized MPO, in locked mail
depositories, or is given to a designated Postal Clerk or an
authorized Mail Orderly for posting, until it is delivered to
the addressee, or to a representative authorized by the Postal
Director in writing.

b. Registered articles accepted for mailing must be
securely wrapped and sealed in accordance with current
instructions. :Particular care shall be exercised in the
acceptance of Official Registered Mail as all of it must be
presumed to contain classified matter.

5. Special Mail Services

a. FRegistered Mail. A service that provides the maximum
security on high valuable items, worth up to 25,000 (Most
secure means of mailing). It is also the slowest service due to
the mail being signed for at each location within the postal
system.

b. Express Mail. The fastest mail service offered by the
USPS. Tt provides guaranteed expedite service for any mailable
matter.

¢. Certified Mail. Certified Mail service provides the
sender with a mailing receipt and, upon request, electronic
verification that an article was delivered or that a delivery
attempt was made.

d. Insured Mail Domestic-International. A service that
provides insurance on merchandise against loss, damaged or
theft. This insurance covers $1.00 and up to $5,000.

e. Delivery Confirmation. Delivery Confirmation service
provides the mailer with information about the date and time an
article was delivered. If delivery was attempted but not
successful, the date and time of the delivery attempt. Delivery
Confirmation service is available only at the time of mailing.
No record is kept at the office of mailing.
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f. Return Receipt for Merchandise. Return receipt for
merchandise service is a form of return receipt service that
provides the sender with a mailing receipt and a return receipt.
After delivery, the return receipt is mailed back to the sender.
A delivery record is maintained by the USPS, but no record ig
kept at the cffice of mailing.

g. Signature Confirmation. Service provides the mailer
with information about the date and time an article was
delivered. If delivery was attempted but not successful, the
date and time of the delivery attempt was delivered. A delivery
record, including the recipient's signature, is maintained by
the USPS and is available, via fax or mail, upon reguest,

h. Restricted Delivery. Restricted delivery service permits
a mailer to direct delivery only to the addressee or addressee's
authorized agent. The addressee must be an individual (or
natural perscon! specified by name,

i. Return Receipt. A service that provides proof that a
package was delivered. A postcard will be returned to sender,
signed by the person receiving the package.

6. Nonmailable Matter. Normmailable matter includes all matter
which is by law, regulation, or treaty stipulation prohibited
from being sent in the mails. When mailers are in doubt as to
whether any matter is properly mailable, they should inguire at
the serving MPO. The following is a partial list of nonmailable
matter:

a. Obscene or indecent matter; lotteries, fraud, and
libelous matter,

b. Intoxicating beverages and illicit drugs.

c. Explosive, flammable, or poisonous matter.

d. Firearms (with certalin exceptions}.

e. Bombs, grenades, ammunition, or percussion caps.

f. Matter advocating threats to the President of the United
States, or dislovalty to the United States.

g. Unprotected sharp instruments.
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7. Imguiries and Claims _ '

a. Inguiries and domestic claims for malil can be
electronically filed at www.usps.com. Senders or recipients can
file domestic claims online providing a faster claims process
and accessg anytinme to view their claim status and history.
APO/FPO shipments included. Once you register or sign-in, all
vou need is:

{1) Your insurance article number.

{2) Your transaction number (for Click~N-Ship claims or
the auction number for eBay Claims).

{3) Proof of value {(all claims).

{4) Claim description and details for loss or damaged
claim.

b. VWhen articles are mailed and addressed for delivery
within the continental United States, inguires and claims for
lost registered mail with no declared value or insured mail may

‘ be electronically filed at www.usps.com by the sender 21 days
. after the date of mailing for registered mail and 15 days after
the date of mailing for insured mail.

c. When articles are mailed to or from MPQO outside the
continental United States, inguiries or claims for lost
registered or insured may be electronically filed by the sender
at www.usps.com after 45 days of the mailing date.

8. Mail Privileges for Prisoners. Mail privileges extended to
prisoners shall be in compliance with the current edition of the
Corrections Order, SECNAVINST 1440.9C, and as prescribed by the
Commanding Officer, Corrections Facility.

9. Articles Found Loose in the Mail. Every effort shall be
made to match loose articles with the mail from which lost.
When this cannot be done, the item will be disposed of in
accordance with instructions in the Domestic Mail Manual.

10. Unsealed and Damaged Mail. Mail received at any Post
Office unsealed must be stamped or marked with the endorsement
*Received Unsealed.” When received in a mutilated or damaged
conditicon, the letter or article will be stamped with the
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endorsement “Received in Damage Condition.” Such articles will
be securely sealed or rewrapped i1f necessary to prevent loss of
contents. After proper endorsing, such articles will be
delivered or forwarded to the addressee.

11l. Wrappers Found Without Content. When wrappers of domestic
parcels, except reglistered, are observed under circumstances
indicaring separation from contents in the course of handling
rather than depredation, and the contents are not identified,
the MPO wilil send the address portion of the wrapper or
container to the sender with instructions for initiating
appropriate action.

12. Evacuation and Destruction Plan

a. If an emergency reguires the evacuation of personnel
from an installation, all MPOs will have evacuating personnel
£fill out *Notification of Change of address” (PS Form 3575)
which will be sent to Postal Directory. These “Notifications of
Change of Address” cards will be used for directorizing evacuee
mail,

b. If practical, the MCIWEST-MCE CAMPEN Postal Directory
will remain in operation as long as possible to raceive and
direct evacuee mall after the evacuation has taken place.

¢. Requests to directorize, deliver, or embargo evacuee
mail shall be routed to Military Postal Service Agency via the
Commanding General, MCIWEST-MCB CAMPEN.

d. 0Official Registered Mail shall be given priority in all
emergency evacuation actions. The following priorities will be
used in arranging evacuation, affording protection, and, if
necessary, ensuring the destruction of mail and postal effects
in the following order.

(1) Official Registered Mail.
(2) Directory service information,
{3) Blank postal Money QOrder (MO} forms.

{4} Currency and coins,

{5) Postage stamps and stamped paper.
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{7) The MO imprinter.

{8) Other accountable mail,

{2) All remaining mail.

{10y All-purpose date stamp.

{11} All other records, equipment, mail sacks, and
furniture.

€. When possible the personnel conducting emergency
destruction should ensure there is a witness. Personnel
conducting emergency destruction will submit list of items
destroyed to the area major command.
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Chapter 7

Unit Mail Clerk and Mall Orderly Services

1. Purpose. The purpose of Unit Mail Clerk/Mail Orderly is to
provide mail collection and or directeory service for military
units which are serviced by a Military Post 0Office (MPO)}. Unit
Mail Clerk/Mail Orderly Service is considered an official part
0of the Marine Corps Postal Service and comes within the purview
of the Department of Defense (DoD} and the United States Postal
Serive {(USPS).

2. Definition of Unit Mail Clerk. A Unit Mail Clerk is a
person designated by the Unit Postal Officer or Assistant Postal
Officer to receive and deliver incoming mail from a serving Post
Office for that unit. Unit Mail Clerks are normally enlisted
personnel, however, officers and civilian personnel may be
designated as Unit Mail Clerks. Unit Mail Clerks are not to be
confused with Marine Corps Postal Cierks and are not to be
classified with the Military Occupaticnal Specialty of 0161,

3. Appointment of Unit Mail Clerk and Orderlies

a. Unit Mail Clerk. Commanding Officers requiring Unit
Mail Clerk service will appoint no less than twe Unit Mail
Cierks to operate the Unit Mailroom. The Unit Mail Clerks will
be designated on DD Form 285 (Appointment of Mijitary Postal
Clerk, Unit Mail Clerk or Mail Orderly) as well as DD Form 2260
{Postal Clerk, Unit Mail Clerk and Mail Orderly designation
10g}. DD Form 285 will be prepared in triplicate. One card
will be kept on file in the Unit Mallroom, the second on the
Unit Mail Clerk, and the third on file at the serving Post
Office. One Unit Mail Clerk will be designated as the primary
Unit Mail Clierk.

b. Section Mail COrderlies. Unit Mail Orderlies will be
appointed by the Unit Postal Officer or Assistant Postal
Officer. There will be at least two Unit Mail Orderlies
appointed per section to which mail is to be delivered. Each
section Mail OQrderly is to be appointed on DD Form 285 and the
same DD Form 2260 that the Unit Mail Clerk is designated on. A
duplicate copy of each DD Form 285 1is to be kept on file in the
Unit Mailroom for each section Mail Orderly appointed.
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¢. Use of DD Form 285. DD Form 285‘s will be issued in
numerical order consisting of the number of card being issued
that year and the last two numbers of the current year tc be
place in block 2 of DD Form 285 {e.g. 1-10). For Unit Mail
Clerk’s block 7 of DD Form 285 will be the Unit he/she is
authorized to pick up for and Mail Orderlies will have the
section he/she iz designated to pick up for. Aall Unit Mail
Clerks and Mail Orderlies are to have their DD Form 285 with
them at all times when performing their postal duties. They are
to present their DD Form 285 when picking up mail from the
serving Post Office or from the unit mailroom. Mail for an
crganization or section will not be given to anyone who does not
present a DD Form 285 designating them as an authorized Unit
Mail Clerk or Mail Orderly to receive mail for that organization
or section. An individual may pick up perscnal mail from the
Unit Mailrcom upon presentation of proper identification {e.g.
Military ID, Drivers License). DD Form 285's are to be retained
only until revoked. Once revoked, they will be maintained in a
destroy file for two years. It shall be the responsibility of
the Unit Postal Officer to recover and destroy DD Form 285°s
when Unit Mail Clerks and Maill Orderlies are relieved of their
duties and make the appropriate entries on the DD Form 2260 (see
Appendix B). It shall also be the responsibility of the Unit
Postal Officer to promptly notify the serving Post Office by
memoe when Unit Mail Clerks are revoked (see Appendix D for
sample letter).

4. Appointment of Unit Mall Clerks and Mail Orderlies on
DD Form Z2260. DD Form 2260 will be used to designate Unit Mail
Clerks and Mail Orderlies. A single DD Form 2260 will have all
Unit Mail Clerks and Mail Orderlies designated listed in
numerical order of cards issued. An asterisk will be placed to
the left of all Unit Mail Clerks listed on DD Form 2260 {(see
Appendix B). DD Form 2260s are to be retained by the issuing
authority for two years from the date of the last revocation
recorded.

4. Unit Mailrooms

a. A Unit Mallroom is a facility or area operated by a unit
for the receipt and delivery of all Official Mail addressed to
the unit as well as ordinary mail addressed to personnel
assigned to that command. Unit Mailrooms shall not be referred
to as a Post Office. The space provided must provide adeguate
security for the mail and will be maintained in a neat, clean,
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and orderly condition by the Unit Mail Clerks assigned to the
Unit Mailroom. Nothing will be kept in the Unit Mallroom except
essential furniture, mail, and mail records. Decors will be
provided with locks, windows will be barred or covered with a
heavy wire mesh, and walls will be gsolidly constructed to
prevent forcible entry. Pin Lype hinges on doors will be placed
on the inner side or otherwise adeguately secured (welded, etc.)
to prevent removal.

L. Unit Mailrooms will not be used as living guarters,

¢. DD Form 1115 (Mailroom-No Admittance) will be attached
to the outside of the Unit Mailroom door. The hours of
operation will be listed on the DD Form 1115. The hours of
operation must coincide with the listed hours in the Unit’'s Mail
Handling Order.

d. The only personnel authorized to enter the Unit Maillroom
are the Commanding Officer, Executive Officer, Unit Postal
Officer, Unit Assistant Postal Qfficer, Unit Mail Clerk assigned
to the Unit Mailroom, Postal QA/QC Inspectors, and supervised
working parties. Personnel and secticon Mail Orderlies receiving
mail from the Unit Mailroom will not be permitted access to the
unit mailroom.

e. Duplicate key(s) to the Unit Mailroom or copies of lock
combinations will be placed in a sealed envelope, endorsed as to
the contents and will be maintained by the Unit Postal Officer.
The duplicate key({s) must be maintained in a secure location
with controlled access by authorized personnel only. Unit Mail
Clerks cannot have access to the duplicate key(s).

f. Under no circumstances will the Unit Mailroom be
utilized for the processing or storage of anvthing other than
U.5. Mail.

g. Wall lockers, file cabinets, desks, etc. are not
coneidered adeguate for the proper storage or security of mail
matter.

h. The following documents and directives shall be
maintained in each mailroom:

(1) & Copy of the current editicn of esach of the
following:
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{a) DoD Manual 4525.6M.
{) OPNAVINST 5112.6D Navy Postal Instruction.
(c) MCC 5110.6C Conduct of Marine Corps UMR and MDC.

(d) MCIWEST-MCB CAMPENO 5110.3 Standing Operating
Procedures for Postal Affairs.

{e) Unit Mail Handling Order.

(2) Appoint a Staff Noncommissioned Officer (SNCO) or
above, or civilian employee {(GS6é or above) 1n writing as a Unit
Postal Officer and Assistant Postal Officer to supervise the
operation of the Unit Maillroom.

{3) A properly completed and signed DD Form 285 for each
Unit Mail Clerk and Mail Orderly authorized to receive mail from
and for the Unit Mallroom.

{4} A record of random weekly unannounced inspections of
the Unit Mailroom conducted by the Postal Cfficer or Assistant
Postal QOfficer.

(3) Instructions and memorandums periodically published
by the Postal Director. '

(6) A letter designating all persgonnel authorized to
recelpt for and open all Official Mail to include accountable.

(7} Mall orderly sign-in log sheets.

{8} A unbroken chain of receipts (PS Form 2883, Firm
Delivery Receipt for Accountable and Bulk Delivery Mail), from
the time that the Unit Mail Clerk signs for it, until delivery
is made or mail is returned to the serving Post Office. These
receipts will ke maintained for two vears.

5. Responsibilities

a. Unit Postal Officers are responsible to the Commanding
Officer for the efficient operation of mail service in the unit.
Ceneral resgponsikilities are outlined in Chapter 1, paragraph
4-b of reference (c).
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b. Unit Mail Clerks are responsible for, but not limited
to, the following duties:

(1) Maintain a Mail Orderly Receipt Log which will
record the following information concerning the delivery of mail
to section Mail Orderlies:

{a) Date and time Mail Orderlies receive mail from
the Unit Mailroom.

(b} Each time mail is delivered to a section Mail
Orderly, the signature, DD Form 285 number and time of delivery
are to be recorded in the log.

{c} All sectiong that receive mail from the Unit
Mailroom will be listed each day. Even if a section will not be
receiving mail that day, it will still be listed. If a section
does not have mail to pick up from the Unit Mailroom on & given
day, then the Unit Mail Clerk will annotate "no mail" in that
sections listing. This procedure will allow for the proper
monitoring of the sections concerning the timely pickup and
delivery of mail.

(2) For examples of Mail Crderly Receipt Loy entries see
Appendix E,

6. Safeguarding the Mail

a. Unit Mail Clerks shall treat the mail as inviolable and
may be held responsible for any loss or damage brought about by
their failure to properly handle the mail while entrusted to
their care. They are also responsible for the following:

(L} Transporting the mail in a safe and secure manner,

{2) Guarding pcuches and cther mall in their custody
against theft or damage.

(3) Promptly and properly delivering or forwarding mail
and preventing unnecessary delay of the mail. '

b. Unit Mail Orderlies shall not carry mail in their
pockets.

c. Mail must be transported in a closed body military
vehicle with proper protection given to the mail.
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d. Mail is not to be left unattended in a vehicle, even at
a mail platform, unless the vehicle is in complete sight and can
be reached quickly in the event a theft is attempted.

e. U.S5. Mail bags are not waterproof and must be guarded
against water damage resulting from rain or standing water.

f. Transportaticn of U.S. Mail by Unit Mail Clerks to and
from the serving Post Cffice i1s not authorized in Privately
Owned Vehicles (PCOV),

7. Collection and Delivery of Crdinary Mail

a. Incoming Mail

(1) Properly designated Unit Mail Clerks will pick up
the mail from the serving Post Office for separation and
delivery to subordinate units or addressees.

{2} Time and circumstances permitting, Unit Mail Clerks
will check the mail prior to departing from the serving Post
Office to ensure that they are not leaving with mail that cannot
be delivered.

(3} Unit Mail Clerks will receipt for all mail by
properly f£illing out the required information on the Unit Mail
Clerk Receipt Log.

{4) Unit Maill Clerks will safeguard the mail at all
times against loss or damage in accordance with Chapter 15,
paragraph C15.5.1. of reference (a}) and any cother applicable
instructions that may be ilssued by this or higher headguarters.

{(5) Upon returning to the Unit Mailroom, the Unit Mail
Clerk will immediately separate the mail and deliver if to
addressees at mall call or by any other means the Commanding
Officer deems best so long as personal delivery is provided.
Under no clrcumstances will mail be left unprotected while
awaiting deliivery.

(6) Undeliverable mail will be appropriately processed
immediately following mail call.
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(1) All outgoing Official Mail will be screened o
determine that it is properly prepared. Refer to Chapter 9 for
detailed Instructions on the processing of outgoing Official
Mail, ' :

. Outgoing Mail

{2) Undeliverable mail and mail endorsed with a
forwarding address will be bundled separately and returned to
the serving Post Office.

8. Accountable Mail

a. Accountable mail, for the purpose cof this Order, is
Registered, Certified, Insured (Over $200), Signature
Confirmation, Return Receipt for Merchandise, and Express Mail.
Such mail will be covered by receipts from the time of
acceptance by the Unit Mail Clerk until delivery has been
accomplished. :

b, The delivery of personal accountable mail will be made
at the serving Post 0ffice to the addressee or his agént upon
presentation of proper identification. Unit Mail Clerks are not
authorized to handle personal accountable mail except when
specifically authorized by the Postal Director.

c. Qfficial accountable mail may be handled by Unit Mail
Clerks at the discretion of Commanding Officer. This type of
mail, addressed to the Commanding Officer may be delivered bv
the Unit Mail Clerk to an agent of the Commanding Officer. The
authorized agent shall be designated in writing, by name, and a
copy ©of the signed degignation letter must be posted in the Unit
mailroom. Letters of authorization must be signed by the
Commanding Officer or responsible officer only. Use of “By
direction” is not authorized (see Appendix F, sample letter of
authorization).

d. When Unit Mail Cierks report to the serving Post Office
to receive mail for the Unit, they shall check in with the
Registry Section and inguire if there is any accountable mail on -
hand for their activity.

e. Unit Mail Crderlies will be guided by Chapter 3,
varagraph 1. of reference {d), in the acceptance and recording
0f accountable mail.
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£. When the serving Post Office has received personal

accountable mail for any member of this activity, the
Accountable Mail Section will issue a completed PS Form 3849
(Delivery Notice/Reminder Receipt) and given to the Unit Mail
Clerk for each such article on hand. Arrival notices shall be
delivered to the addresgssee of the accountable article by the
mail orderly in the same manner as letter mail. Addressees may
then receipt for their accountable mail at the serving Post
Qffice upcn presentation of the arrival notice and proper
identificaticn.

g. When a "*Delivery Notice/Reminder Receipt®” (PS5 Form 3849)
is undeliverable, suitable notation will be made in the space
provided on the form stating the reason, for non-delivery or
giving the new forwarding address for the addressee. The form
will then be immediately returned to the serving Post Office.

If the addressee 1s on leave or is temporarily absent for any
reascn, the form shall be appropriately endorsed by the Unit
Mail Clerk (e.g. on leave, due to return and promptly returned
toc the serving Post 0ffice).

h. when Unit Mail Clerks exchange custody of official
accountable mail, use PSS Form 3883 (Firm Delivery Receipt for
Accountable and Bulk Delivery Mail). In deoing 80, a proper
chain of receipts will be maintalned.

i. ©Official acccountable mail will not be heid overnight in
the Unit Mailrocgms. 1If official accountable mail cannot be
delivered on day of receipt, it must be returned to the serving
Post Office before the close of business that same day.

9. Acccuntable Mail Received by Mistake

a. It the mail orderly receives personal accountable mail
by mistake, it is to be returned immediately to the servicing
Post Cffice sco that the proper chain of receipts can be
maintained and the accountable item properly dellvered to the
addressee. Official Accountable mail mistakenly delivered to
the wrong unit is to be handled in the same manner.

b. Under no circumstances will Mail Orderlies accept
receipt of any personal accountable mail from the serving Post
Office. Personal accountable mail includes Registered,
Certified, Insured {over $200), Signature Confirmation, Return
Recelpt for Merchandise, and Express Mail.
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10. Handling of Mall Received in Damaged Condition or Without
Content. Upon delivery of articles that are endorsed “Received
in Damaged Condition” or Received without Contents, the
addressee will be so advised as to the location of the Post
Office where an inquiry or complaint can be filed. The Mail
Orderly will instruct the addressee to present the damaged
article together with the wrapper and packing material in which
it was received if addressee desires to file an inquiry or
complaint.

11. Mail Received by Mistake. Personnel receiving mail not
intended for them must immediately return such mail unopened to
the Uit Mailroom or the serving Post Office.

12. Mail Received and Operned by Mistake

a. A person opening U.S. Mail by mistake will immediately
reseal and endorse mail on the face of the cover as shown in the
below example and return it to the orderly or the serving Post
Office:

Cpened by mistake 10 Mar 2010
I. M. Marine {signature}

b. Personnel shall not examine the contents of the mail
opened by mistake but will treat it as if it were sealed.

13. Mail Received in Open Conditicen. If a Mail Orderly
received letter mail from the serving Post Office that is
unsealed or in an open condition, the articles are to be
endorsed as follows:

Recelved in open condition
Time and Date
Signature of Unit Mail Clerk

14. FEpergency Disposition of Mail and Postal Effects. All
units operating Unit Mailroome shall provide for the disposition
of mail and any other postal effects subject to danger of
Capture in an emergency situation. Plansg for emergency
disposition of mail will include the following:

a. When sufficient advanced warning is received:

{1} Deliver or dispatch mail on hand.
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(2) Suspend operations and transport all mail to a safe
area.

b. When insufficient advance warning is received to permit
carrying out completely the provision of the aforementioned
paragraph and upon order of the Commanding Officer or senior
officer present, evacuate or destroy all mail and postal
effects.
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Chapter 8

Mail Directory Service

1. Organization Required to Maintain Directory Service. Every

activity that maintains a Unit Mailroom is required to maintain

a complete and current directory file in accordance with Marine

Corps Order (MCO) 5110.6C and supplemental instructions received
from higher headquarters.

2. Directory. General: Accurate and timely directory service
is an important mail handling responsibility. Transferred
personnel should receive their mail as soon as possible. The
individual service member is responsibie for providing current
directory file information to the Unit Mailrcom/Mail
Distribution Center (MDC) when checking in and out. The command
will ensure all personnel checks in and ocut with the Unit
Mailroom/MDC,

3. Transferred Pergonnel. All service members being
transferred are reguired to check out with the Unit Mailroom/MDC
and provide a forwarding address or instructions on how to
handle any mail received after transfer. Failure to do so may
result in the delay of forwarding or delivery of their mail.

The Unit Mail Clerk shall provide the individual checking inte
the unit with a OPNAV 5110/5 or PS Form 3575 (Change of Address
Card}. The Unit Mail Clerk will send the change of address card
to the individual’'s previous command to update their directory
file records.

4. Directory File System. Marine Corps commands will maintain
a directory file system for all personnel attached to the unit.

a. Unit Mail Clerks will fill out a NAVMC 10572 (Directory
File Card) with information the service member provides when
checking in or checking out. The unit diary is the preferred
source document that should be used to extract information to
complete the directory file for service members who fail to
check in/out of the Unit Mailroom/MDC. Directory File Cards
shall be utilized as follows: '

b. Wwhen a service member checks in, enter the following
information on the Directory File Card; last name, first name,
middle initial, grade, unit joined from (complete address not
required), date, and unit/section to which assigned
(or other information necessary to ensure mail delivery).
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o, Changes in status are recorded in the appropriate spaces

on the Directory File Card. Changes such as Temporary
Additional Duty {(TAD), sick, Unauthorized Absence (UA),
confinement, or In Hands of Civilian Authorities (IHCA) are
entered on the back side of the Directory File Card when
applicable. Leave entries are not reguired on the Directory
File Card.

d. When a service member checks out, enter the following
information on the Directory File Card; new complete military
address, including an Estimated Date of Arrival (EDA}, or a
complete home address and have the service member sign and date
the card. When a service member cannot or does not provide a
forwarding address, this information can be located on the unit
diary. A unit diary number must be entered cn the card only
when the unit diary is used as the source of information to
forward mail. The unit diary will be utilized to forward mail
to military addresses only.

e. When a change of address card is recelved from a
previously transferred service member, the Unit Mail Clerk will
check to see if there is a change to the forwarding address
previously recorded on the Directory File Card. TIf there is a
change in address the Unit Mail Clerk will write the new address
into the “new duty station” block of the Directcry File Card if
space permits. If space dces not permit writing the new address,
write “See CAC.” The section of the change of address card
containing the old unit address, the new address, the signature,
and date will be cut out and stapled or taped to the back of the
Directory File Card tec show the new forwarding address. This
procedure guarantees the source document for the change of
address by showing the service member's signature is retained
with the new address.

£f. All Unit Mailroom/MDC will provide directory service for
all "No Record” First Class Maill to inciude Priority Mail hy
utilizing the Marine Corps Total Force System (MCTFS) 3270 or
Postal Automated Locator System (PALS). Post Office Unit
Mailroom Inspectors and directory sections will! ensure
compliance. In addition, servicing Post Offices will check all
mail identified above to ensure directory service is performed.
If service members cannot be located using MCTFS or PALS, Unit
Mailroom/MDC(s) will endorse “No Record” First Class Mail in the
foliowing manner: NO RECORD 3270 OR PALS, DATE, UNIT MAIL CLERK
CARD NUMBER, AND UNIT. Other guidelines inciude: NR = No
Record, MLNA = Moved Lefi No Address, MS = Misgent, and FWD =
Forward.
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g. Deserters. When a service member is declared a deserter, .

return o sender all mail with the endorsement “Moved Left No
Address” (MLNA). The Unit Mail Clerk will enter the following
information on the Directory File Card: write the word
“Deserter” in the new duty station block, enter the desertion
date, and discard date. The unit diary will be used asg the

source document for this entry. Enter the unit diary number in
the appropriate block.

5. Retention Periods. 2All documentation for the Unit Maiiroom
are required before they can be destroved.

a. Unit Mailroom/MDC(s)} shall retain the Directory Fil
Cards in accordance with reference (c). '

D. Directory File Cards for service members orn TAD status
and attached to a unit for six months or less will be maintained
per reference ().

¢. The Unit Mail Clerk will purge the Directory File Cards
during the first week of each month and destroy all cards
containing a discard date for that month.

6. Readdressing Mail. Unit Mail Clerks will endorse all mail
requiring directory service. Place the correct address to the
right of the original address, including an EDA if the new
address is a military unit. Permanent mailing addresses going
to a civilian Jocation are not authorized to be cobtainad from
the unit diary. If the service member has not provided proper
forwarding instructions and a new military address is not
available then mail will be returned to the Military Post Office
with the endorsement, “Moved Left No Address.”

7. Sources of Information for Updating the Directory File. The
individual service member is responsible for keeping the Unit
Mailroom/MDC informed as to their status to ensure the timely
delivery of their mail. The Unit Mailroom will still require
other source documents to provide information when the
individual service member does not or cannot provide this
information. The unit diary is the best source of documerntation
te provide this information due to the complete data it
maintains on individual service members. When feasible, the
Unit Mailroom/MDC will be provided a copy of each unit diary in
order to update the Directory File Cards. The date will be
written on the unit diary when it is received in the Unit

8-3
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Mailroom/MDC, when it has bheen reviewed, and when it is used to
update the Directory File Cards. When the unit diary cannot be
provided to the Unit Mailroom/MDC, the command will provide
other documentation, such as morning reports, that provide all
the necessary information to update the Directory File Cards.

8. Digposition of Undeliverable Mail

a. Mail Orderiies who are not assigned to the serving Unit
Mailroom (e.g. company or section Mail Orderlies) are required
to return all undeliverable mail to the serving Unit Mailroom or
Post QOffice from which received by the close of businegs that
same day. Under no circumstances will Mail Orderlies keep the
mail overnlght. Mail wnich cannot be delivered that day but can
pe delivered at a later date will be retained in the serving
Unit Mailroom until delivery can be affected. Mail for
personnel for whom there is no record will be endorsed asg such
onn the backside (no address side) of the envelope using the
letters *NR" along with the unit and date {e.g. NR HQBN MCB 190
Mar 10 5-11}. Mail for personnel with a feorwarding address on
file will be properly endorsed by drawing a single diagonal line
through the old address (de not obliterate the old address), _
recording tne new address and circling it. Forwarding addresses
will be recorded on the front {address side) of the envelope.
All undeliverable mail (rework mail) will be returned to the
serving Post Office to be forwarded to the MCIWEST-MCB CAMPEN
Postal Directory for further processing and disposition.

b. Per references (a) and {(c¢) mail for casuaities shall nct
be forwarded teo the Next of Kin (NOK) or returned to sender
until absolute verification has been made that the NOK have been
notified. Once verification has been made the casualty mail
will be returned to the servicing post office to be forwarded to
the NOK or returned to sender per the wigshes of the NOK. Unit
Mailroom personnel will make no encdorsements on casualty mail,
or write any message to indicate casualty status. Casualty mail
may be held as long as necessary to preclude inadvertent
disclosure of casualty status prior to the official notification
of the NOK. '

{1} Casualty mail may be held as long as necessary Lo
preclude inadvertent disclosure of casualty status prior to the
cfficial notification of the NOK.
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¢. Mail for personnel in an Unauthorized Absence {(UA)
status shall be retained in the Unit Mailroom until returned
from UA status or a maximum of 30 days. After 30 days mail
shall be processed in accordance with reference (¢} chapter 6,
paragraph 2a. {6). ’

d. Mail for personnel confined at the MCIWEST-MCE CAMPEN
Correctional Facility shall be readdressed to "Box 555228, Camp
Pendleton, CA 92055-5226." Mail for personnel confined at the
MCAS Miramar Correctional Facility shall be readdressed to
"Suite A, PO Box 452136, San Diege, Ca 92415-2136.”

e. Mail for perscnnel who are IHCA will be forwarded under
separate official cover in an Cfficial Mall envelope to the
appropriate official for delivery at the jail, prison, or other
ingtitution where the individual is confined. A letter of
transmittal will be enclosed with the individual's mail. A
business reply envelope addressed back to the serving Unit
Mailroom will also be enclosed to facilitate the return of the
individual's mail in the event of release from jail, or delivery
of the mail is refused.

f. The weords “brig,” "“confined,” *“UA,”"” “deserter,” or
similar derogatory notations shall not be placed on the cover or
used as part of the address on any mail matter.

g. Mail for which a forwarding address ig available will be
roperly endorsed and forwarded by the next working day

following the date of receipt. The name of the addressee shall
not be written, marked or stamped over. Omit only the incorrect
of the old address. Abbreviations shall not be used as part of
the forwarding address except those abbreviations which may
normally be usged in civilian addresses. For example, “CLNC"
will not be used for Camp Lejeune and "P1" would not be used for
Parris Island.
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Chapter 9

Command Mail Center

1. Command Mail Center. A Command Mail Center will be
establiched and maintained at the Military Post COffice (MPO}.
The purpose of the Command Mail Center is to manage the Qfficial
Mail program and to reduce postage cost. All routine
correspondence or documents intended for entry into the United
States Postal Service (USPS) system must be channeled through
the Command Mail Center for screening and processing {e.g.,
correct address and consolidation to common military addresses).

2. Procedures at the Organization/Unit Level. All responsible
officials are to prepare official routine correspondence and
documents to be entered into the USPS system as follows:

a. ©Official Mail Matter will be placed in individual
envelopes and properly addressed with a correct forwarding
address and the return military address of the unit. Only the
smallest envelopes necessary are to be used. Correspondence and
documents received in a loose condition not in an envelope will
not be accepted for mailing.

b. Outgoing Official Mail will be delivered via egstablighed
guard mail runs or by any other meang deemad suitable by local
commands and units. Units that are remote from the MPO may
deliver their Official Mail to the postal finance unit serving
thelr area.

c. Outgoing Official Mall must be received by the Command
Mail Center early enough to provide sufficient time to make that
days last ocutgoing dispatch.

3. Regponsibilities of the Mail Center

a. Screen Official Mail to determine if mail has been
correctly prepared for entry into the USPS system. In no case
will documents destined for organizations located aboard
MCIWEST-MCB CAMPEN or served by the originator’s command courier
service be entered into the USPS system. '
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b. Consolidate outgoing Official Mail destined to a single
military location using the following procedures:

(1) Sort all Official Mail according to the zip code of
the military activity or address f(e.g., 22134 for Marine Corps
Base, Quantico, VA).

{(2) After sorting, all Official Mail to be entered into
the USPS system will be consolidated in a single large
envelope/container regardless of weight or size (note: Official
Mail) destined to civilian addressees will not be consolidated.

(3) Consolidated envelcopes/containers will be addressed
to the Commanding Officer of the military activity. In the
lower left quadrant of the address side of the
envelope/container the endorsement “Containg Consolidated
Correspondence:” 1is to be placed in large bold letters.

c. Apply appropriate postage to all outgoing Q0fficial Mail
pleces and complete all other processing in order to make the
last outgoing USPS dispatch.

d. Handle and process outgoing official accountable mail
and express mail.

4. Official Mail Not to be Processed by the Command Mail Center,

Mail which is not of an official nature will not be accepted by
the Command Mail Center.
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Locations and Hours of Operaticn of Post Qffices

The Consolidated Post Offices are located at various locations
on each installation. All postal operations are closed on

Saturday,

Sunday and holidavs.

The Consolidated Post Qffices

provides and/or coeoordinates postal administration, parcel

delivery,

Postal Service Center
unit mail operations, maill distribution, postal training,

(PsC),

Official Mail,

deployed
and

stamp and meney order which are identiefied under services as

Mail Call,

mail. The loc

Parcel Delivery,

ations,

Finance,

PSC Window and/or Official
hours of operation and serviceg provided

for the MCIWEST-MCB CAMPEN Post Offices are listed below:

CAMP PENDLETON

Area Bldg
11 1182
14+ 1482
ig* 16840

21 2106366

22 2201066

27 H-1008€
33* 33307
41* 41356
43* 43507

Location

MCX

Mainside

Mail

Distribution

Center

Del Mar

Chappo

NavHosp

Margarita

Las Flores

Las Pulgas

Days

Mon-Fri

Mon-Fri

Mon-Fri

Mon-Fri

Mon-Fri

Mon-Fri

Mon-Fri

Mon-Fri

Mon-Fri

Mon-Fri

Hours

0800-1300
1400-160C

0900-1430
0800-1600
0800-16C0
0900-1300

1400-1600

0815-1045
1445-1600

1200-1400

0900-1400

0900-14G0

09001400

Services

USPS FINANCE
MARINE FINANCE
‘MAIL CALL

PARCEL
DELIVERY

QOFFICIAL MAIL
MATI, CALL

USPS FINANCE
MAIL CALL

USPS FINANCE

USPS FINANCE

MARINE PFINANCE
MAIL CALL

MARINE FINANCE
MATL. CALL

MARINE FINANCE
MAIL CALL




53+* 53507 Horno

G2 * 62307 San Mateo

MCAS MIRAMAR

Bldg Days

2257%  MON-FRI
MON-FRI
MON-FRI

2257 MON-FRT

Mon-Fri

Mon-Fri

Hours

0800-1630
1030-1400
1030-1330

¢830-1500
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0900-1400 MARINE FINANCE

MATL CALIL
0900-1400 MARINE FINANCE

MAIL CALL
Services

PSC WINDOW
MAIL CALL
MARINE FINANCE

USPS FINANCE

* DENOTES THESE OFFICES WILL SECURE AT 1200 HOURS ON WEDNESDAYS
FOR MILITARY OCCUPATIONAL SPECIALTY (MOS) TRAINING.

MCAS YUMA
Bldg Days
699 MON, WED & FRI

TUE & THURS

695 MON-FRI

MCLB BARSTOW

Bldg Davs
321 MON-FRI

Hours

07306-1530
07346-1630

0900-13G0
1330-1530

Hours
0730-1100
1300-~-1600

Services

MATI, CALL
USPS FINANCE
Services

OFFICIAL MATIL
MAIL CALL
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Appendix B

Unit Mail Clerk/Mail Orderly Appeointment Log

CardNo.| Date Issued | Date Revoked Activlty Name of Designee |  Designee | Appein
{1, Mo Dayy 0¥, o, Dy ierditer [Prt LastFis, W 12) 8 Grage

A0 00125 Wai Cerk HOBN | Joe A g A BT
19 | osoter | Supgly i | ke S iy | E7
) s | o | b oI iy | ey | 57
1900 ] 090215 Noior T -
| | o |
7| 1509 | o001 Mai ¢
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Appendix C

DD Form 285, Unit Mail Clerk Mail Orderly Appointment Card

APPQINTMENT OF RALITAIY POSTAL CLERK, T DATE EFFECTME (2 DAYE REVOKED
UNIT MAl CLERK O MALL ORDELY
{¥ar el Res o Fverso) 0901 25 1 3‘09

3. NAME OF APPDINTER (L2588 FIGE Mice tnitat
Marine, Joe A

4, NAME OR GRACE 5 58N 8. THLE OF APPONTEE

ICPL XXXX MAIL CLERK

7RG ANIEATIONACTRVITY 8. APD. MFG, OR G ONj

HQEBN 18T MAR DIV

2 MAL, AUTHORTED TO RECENVE

Foreak g hvag
PERSTMAL oa2s GFFEHAL (Sucmpe aconswdabio: R o
(] [} BE BY MPRESSIIN 7 THE DIFIDAL

FERSONAL et scconstin FOFFEAL POLUDNES ONLY
W T [

3
ST UHE OF ABPORTTFIG OEFEAL
{ Lhowar Hiphwep

Do 285 SN TGP LRS-

ECFFICIAL (act)
TH

£ DRTE BFFECTIE
090218 13-09

2 DATE REVOKED

18. THLE OF APPONTEE

MAIL ORDERLY
5. APD. MPO, OR -ONUS NSTALLATON

To_ WG 7RV WUST BE VALIGATES BY TWE GEAV. 4
. G ASENCY S GEMEMANL PUHPRUDE O TR STAVP
Kbk G i PRI TO TLEFK RECERITGS MA. 308 T8 CASS
OFFICIAL ehecap: arcawnabies 107 THE NAVY MOREE LNTS, VALDATON MAY

(50 67 Hab HESSHN.OF THE OFFICAL SEM,

OFFEAL POUGHES ONLY
[

ERIC AL SIGNATURE OF APPOINTEER
Thewar Ci-ﬂvmw Bun Freadilc
B0 185 SN (0P TOE- 2205 BN OF TIES FORM NOF HAVING BS52 1% SRBELE T AFTEE 30 JURE 60
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Appendix D

Revocation of Unit Mail Clerk Letter

(SAMPLE)

Unit Letterhead

S8IC
CODE
DATE

From: Unit Postal Officer
To: Postal Director

Subj: REVOCATION OF UNIT MAIL CLERK

1. Effective this date the Postal Director is hereby notified

that (First, MI, Last) has been revoked as a Unit Mail Clerk for
this command.

Unit Postal Qfficer
Signature

Copy to:
Files

NOTE: Unit will utilize their own Letterhead
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Appendix E
Mail Orderly Receipt Log
{SAMPLE ENTRIES)
MAIL CLERK
MAL ORDERLY RECEFPT LOG L.Cp! A.Mailclerk December 11, 2008
1ST INTEL BN
DATE STAMP
OFFICIAL MAIL|} 1300 NA Joe Marine Joe Marise -

s+t 1330 1-09 John Buckle Jobe Bedd
S3| 1345 33-08 | Ben Franklin Buw Fossdls-
s41 1400 14-08 | William Wallace | W Wekin

Ha " Section Training - No pick up
COoMM Day Off - No pick up
MAINT No Mail

T ' No Mail

SupPLY No Pick Up
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Letter of Authorization to Receipt for and Open Official
Accountable Mail (Examples)

Unit Letterhead

5112
CODE
DATE

N,

D,

NPl
s O

From: Commanding Officer, Unit
To: Section Head

Subj: AUTHORIZATION TO RECEIPT FOR AND OPEN ALL OFFICIAL MAIL
70 INCLUDE OFFICIAL ACCOUNTABLE MAIL

Ref: {a) DoD 4525.6M
(b)Y MCC 5110.6C

1. Per the references, you are authorized to receipt for and
open all Official Mail including Official Accountable Mail
addresgsed to the Commanding Officer.

Name Signature

2. This authority supersedes all previous authorizations.

T. M. COMMANDING

Copy to:
Files

NOTE 1: ONLY the CURRENT or ACTING Commanding Officer
can sign this letter

. NOTE 2: Unit will utilize their own Letterhead

F-1
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Appendix G

Directory File Cards (Examples)

1. Sample of new join,

NAME {Last First Middia lnitial} SEN [GRADE THSCARD DATE (Mo, Yr}
DAVIS, JOHN A. 5365 SGT
JONED FROM DATE UNIT ASSIGNED
040627
29 PALMS CA 92278 om0 B CO

DROPPED {New duty stetion, home autiress ete. - complete address with EDA)

SIGNATURE (recuired)

MAIL DIRECTORY FILE CARD [5319) NAVME 10672 (REV. 1

2. Bample of checking out.

Use only if the person
DISCAHD OATE (Mo., ¥r) does not check out
5-06 s with the Unit
Mailcoant{ MLNA wili
UNIT ASSIGNED go in the dropped
BCO
DATE (G NG, {Origria
Jaignature)
050427 17605
MALL DIRECTORY FILE CARD (5119) NAVMC 10572 (REV. 17-96) {EF}
SN 109-|F-067-0700  Wi: 250 Per PKG [Pravious editions ere obsoieto}
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Directory File Cards (Examples]

3. Sample of TAD.

TEMPORARY STATUS QEE m TEMPORARY STATUS
(Tadt, 8K, UA, Cord, Ihca) DE L DATE 7o S UA Cor, s
SNODAC SCHOOL

Box 5551040amp 20050412

Periston GA 92055~

5104
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Sample Letter of Transmittal
Unit Letterhead
5112
CODE
DATE

From; Commanding Cfficer ,
To: Warden and Address of Facility

Subj: MAIL FOR PRIVATE JOHN A. MARTINE XXX XX 6789/0311 USMC

1. Records of this organization reflect subject named Marine as
being confined in the (Name of Facility).

2. 1f delivery cannot be made, please return the mail using the
enclosed self addressed cofficial business reply envelope.

I. M. MARINE
By direction

Copy to:
Files

NOTE: Unit will utilizé their own Letterhead

H-1
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Suspicious and Hazardous Mail Guidance

How to Recognize and Handle a Susgpicious Package or Envelope

Inappropriate or unusual labeling

* Excessive postage

* Handwritten or poorly tvped addresses

o Misspellings of common words

* Strange return address or no return address
* Incorrect titles or title without a name

* Not addressed to a specific person

* Marked with restrictiomns, such as “Perscnal,” “Confidential,”
or “Do not x-ray” :

¢ Marked with any threatening language

¢ Postmarked from a city or state that does not match the
refturn address

Appearance

. * Powdery substance felt through or appearing on the package
or envelope

¢ Oily stains, discolorations, or odor
* Lopsided or uneven envelope

* Excessive packaging material such as masking tape, string,
eLc.

Other suspicious signs

* Excessive weight
¢ Ticking sound
¢ Preotruding wires or aluminum foil

**IF A PACKAGE OR ENVELOPE APPEARS SUSPICIOUS, DO NOT OPEN IT

Handling of Suspicious Packages or Envelopes

¢ Do not shake or empty the contents of any suspicious package
. or envalope.
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Do not carry the package or envelope, show it to others or
allow others to examine it.

Put the package or envelope down on a stable surface: do not
sniff, touch,., taste, or lock closely at it or at any
contents which may have spilled.

If at work notify the following in order:

Postal OQOfficer or Agsistant Postal Officer
Provost Marshalls QOffice
Consolidated Post Office

Additional Notes

Alert others in the area about the suspicicus package or
envelcpe. Leave the area, close any doors, and take acticns
to prevent others from entering the area. If possible, shut
off the ventilaticn system.

WASH hands with scap and water to prevent spreading
potentially infectious material tc face or skin. Seek
additional instructions for expcsed or potentially exposed
persons.

If possible, create a list of persons who were in the room
cr area when this suspicious letter or package was
recognized and a list of persons who also may have handled
this package or letter. Give this list to both the local
public health authorities and law enforcement cfficials.
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Appendix J

Processing Official Newsletters

1. Official Mail Newsletters that are tc be processed by the
Consolidated Postal Mail Processing Facility must be in
accordance with the below information.

2. All official Mail Newsletters mailing addresses will be
e-mailed to MCIW MCB CAMPEN POSTAL in Microsoft Office Excel.
The excel document will be processed in accordance with the
below gulidelines:

a. Columns will be formatted in the following order: First
Name, Last Name, Address, City, State, Zip (5 digit zip only)

k. Font: Times New Roman
¢c. Font Size: 9-10C
c. All capitalized
. d. All aligned to the left
3. All Official Mail Newsletterg will be emailed to
MCIW MCB CAMPEN POSTAL for approval and they must meet the below
requirements;
a. Be in an Adobe 1.5 or higher PDF attachment
1. No more than 5 pages front and back
C. No color in the packground or colorful seasonal borders
d. No excessive use of color (See "*Note” below)

e. Pictures and color ink will be limited to no more than
5% of the page

f. ©No background colors or images behind words
* NOTE: The excessive use of color ink is ultimately determined
by the Postal Director: apdfor the Official Mail Postal
Section.
** NOTE: Pages J-2 through J-5 of appendix J are a correct
. example of an COfficial Newsletter.

J-1
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March 2011

Younded
Battalio

—West

{CO Commentis

5

Batielion Famities,

Ouy mission is to
* A ssist wounded, df, and injured
Marines, Setfors, and their fami.
lies through &) phases of recov. |
ery in order te help provide &
sutcessfiul trangbon back ic
iheir unils oxto eivilianlife.*
We do this by tying to provide |
anuyriad of resources across five
different areas: medical, mind,
body, spinit, and family,

AllhoughT have been
§mn command of the batislion for
'35 months, | Delieve that there is
muchmore thal we can do spe-
eificdly for cur families and that
it is fime to change our famdy
[ efforts in a drastic way. Inthe
next 30 deys, 1 will convene a
| planning conference which will
[ be attended by ou seniog staff,
famly readiness and suppert
staff, 1w Chaplain, and repre.
sentatives of various family sup-
$pori and non-profit ergenize.
tions and of course a few of our
wounded warrior family mem-
bers. Qur purpose will be to de.
‘dgn and implem ent a family
suppott program that resultsin
an gtm osphere in which our
{ families foel relevant, Ioved, gnd]
texiremely well supported |
arkicipate that our future pro-
gram will inelude m ost or all
| ef the foliowing. Quarterly
| Femily Days Monthly F amily

Continuat on page 3

}iindividusl competitive evenis
1! writhin the events, there were
jwere piven to the top three

prompetitors in each event
1 ability group.

| great opportunity for all ac-

Marine Corps Wounded Warrior Game

The 2011 Inaugurdl Merine
Carps Trisls were hosted by
WWEHn-West 2t Camp Pen-
dleton Ca. from 18 10 27 Feb,
2081 1. Thete were over five:

and two tesm rompefibons

aiso ehility prouping. Awards

Starting on 18 Feb, there were|
seversl days of practice and
caching followed by the
eompetitive events. Thisic s

tive, reserve apd  veferan
wounded, ill and irfured Ma
anes and Sailors to compete

and impreve their skifls ai
multipie sports, and o parfici-
pele in a nations) scele event

while eryjoyirg the camarade-

tie of follow warrioes and

1Aliies,

Compelitors were provided
billettng chow and transpor-
tabor: fe and from Camp Pen-
dieton and daily shutiles for

Jmovement between events

ADA compliand billeting and

transporiation wete avalabie, |

Sortsarensof Cempetition:
Ardrery,

Track amé Fied; 150m,
20%m, 800m, shot and dises

Swimmipg. 50m free, 100m
free, 50m back and 200m free
relsy

Cyding; 10k, 20k and 30k
Archery, recutve snd com-
pound

Shaoting, sir rifle and pistal
Wheel chair Bushetd 211
Sitting Valeyhall

The Wamior (ames i an
Olympic.ctyle event open fo!
all wounded, ill and injured;
military members and velsr-
ans  This years everds are
tiking place from 16-21 May
in Colorade Springs, Cole-
rag),

Jilin and I assumed the dulies

i Setrds Templeton iast Do

- fee] extremely honored to be

Meet the nw Baltalion Sergamﬂ Major

Greetings Wounded Warrior
BnWest Family and Friends!
1 am 3gMu Mark O Lough-

of Aattdion SpiMaj from

cember hefore the Clitistmas
Party. My wife Elsa and !

pssigred (o thisduty. Thisis
ayery specisl sno unique it
with awesome Marines,
Corpsman, snd Staff filling
the Baitalions roles.

[ am stifl astounged at the

jtabon and am attempt- -

|1 firmly believe in owr
jmission snd want to

diverse makeup and
specisl mission of the
Wounded Wamior Bat-

ingic gel eround to
each Detackmert end

meel everyone.

assure you of my commit
ment to the recovery process,
developmerd, snd care for
eviry Marineg, Copsman,
Staff Member, and their
Families. We are focused on

“Custom et Serviee” and
plegse remember that we !
work for oul! We will work |
dilsgently to lead, assist and |
guide everyone through thetr

-
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What's New

Basic Money Management
413, 47134 4129
Resume Assistance
4
Prelude to Basic Investing
48
Interviewing Teechnigues
4717
Federat Application Process
4718
Plan Your Move
4721

Home Buying Strategics
My

FPlease call 760.725-9052
OF LLsit W Hcsep. com

10 register

Wounded Warrior Batialion—Waest

Chaplain's Corner

Greetings, families of the
Wounded Warrior Battal-
ton West. My name is Dale
Brown and I am the new
chaplain for the battalion. 1
am a reservist from Day-
fom, Ohic. My active duty
carcer began im 2003. 1
served as the ship’s chap-
Lain on the USS CAMDEN
(ACE 2) home ported in
Bremerton, Washington. In
2005 I PCS'd to 1° Marine
Division, where I deployed
with 1/4 and 1/1. In 2068 1
transferred to the reserves.

"1 As a reservist T have done

my annual training with
MCRD Pamis Island and
the Eastern Recruiting Re-
gion. My three chifdren,
Kaiflin, Ashley and Jaceb
are living in Ohio with
their mother. | am missing
thems  duing  this  time
apart, but I am honored to
jserve our wounded, ill and
injured Marines and their
families,

It iz important to acknowl-
sdge that we all come from
different backgrounds and
belicf systems. I happen to

be a member of the United
Church of Christ. How-
eéver, my goal as your
chaplain is to assist you in
idendifying and growing in
your own spiritual beliefs
and practices. Are you un-
sure what your beliefs arc?
Or are you wondering what
religious groups most
closely match your beliefs?
Check out
] cwnw belisd
There you can read infor-
mation about different re-
ligions and approaches to
spirituality. While you are

Ch

plain's Corner {confioved)

there, click on the “Belief-
O-Matic” link at the bot-
tom of the page and take a
twenty question quiz that
will compare your views
on God and the world to
various faith groups. It
won't tell you what relig-
ion you should be, but it’s
an inferssting way to begin
exploring and seeing how
your beliefs match or differ
from others. If 1 can assist

you in any way, please do
not hesitate to contact me.

Ph 760-468-830%
Email:
dale.c.brown@usme. pil

Meet the new Sergeont Major {confirusd)

mission whether it is recov-
ety, recovery and iransition,
or development of your ca-
reers while contimung to care
for Families.

We rnust work as & team o
fulfil] this mission and [ am-
asking that es many family
members as possible become
involved in the Dattalion
-wherever and whenever pos-
sible. Your invelvement in
the Battalion will help us

fullfill our mission. 1 know
that the spouses and families
of the Battation shoulder =
heavy burden in the recovery
and healing process and we
are all willing o help but no
o is 8 mind reader and we
can’t help vnless we know
where and when to help. So
please don’t hesitate to ask
for gssistance.

Again, it is my honor and
privelege to be the Sgtha) of

Wounded warrior Bn West. 1
Igok forward 10 meeting all of
you in the futurz.

Stay Motivated, Secper Fide- |
lis, and Crod Bless

Mark I. O'LoughbnSgtMaj
UShC i

S ——
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Wounded Warrior Baftalion—West

Wounded Warrior Completes Marathon

I CO's Comments

Marine Spt James Carey participated in the San Diego Marathon on 23 Jan 2011 as-
sisted by his fetlow Marines from the Wounded Warrior Battalion West at Camp Pen-
dleton. Sgt Carey, who was severly injured during an underwater training accident, was
able to walk across the finish line supported by his fellow competitors, Mrs Carey with

their daughter was there to meet and congratulate everyene.

Military Wives Scholarship $237,500 {Vocationat Training Programs- Medical Field)

Operation Homefront and the  lies, through yourrespective  training in one of the follow-
Women’s Self Warth Founda-  communicstion channels, ing fields: dental assistant
tion are proud to announce Pleaserefer below and tothe  medical assistant, medical
the Saban Miitary Wife Edu-  mttached for additional details bilking and coding specialist,
eationa! Scholarship. Tue to and the appiication/process: medical instrance technician,
the foundation residing in patient care assistant/
California, there is a strong The scholarship sward isof-  technician, nurse assistant
emphasis on outresch o mil-  fered to wives of uniformed training program, or medical
tary famitios that are based in  service members to attend transsnption, Two (2}
(Californin. However, the vocationa! training programs $70,000® scholarships will be
scholarshp is not limited to in the "Medicel Field.” Fif. awarded for tustion for voca-
California and is being pro- teen (15) $8,500* scholar- tional mursing programs. The
moked indernstionally. We ships and five (5) $16,000*
hope that vou will assist in scholarships will be awarded .
pushing this oui 20 USN fami-  for mition for voostional Costtinued on page 4
Support Groups for Veterans of OIF/OEF and Their Families

Veterans Village of San
Diego offers support
groups in both San Diego
and North County. The
group in San Diego mecis
on Thursday from 1900-
2100 at 2115 Park Blvd.
VVSD also comes to the
Barnalion on Wednesdays
and tneets at the Aipha
Company bamacks from
1000 uzntil 1130

If you desire greater an-
nomity, there is a mesting

{in the Libby Lake Commu-

nity Center on North River
Road in Ogeanside on Mon-
day from 1900-2100. Fam-
ity smembers are welcome to
attend a family night at
Libby Lake Community
Center on the 1st & 3rd
Tueaday of every month
from 1800-2000.

| are, Triple Threst meetings

1{ with combat stress, For

For thoxe service members
wheo Hve it the Murricia

are held every Wednosday
from 1830-2000. These
mectings are specifically
for individuals struggling

additional information on
that mecting, please contact
Oscar at 760-T07-4345 or at
oscarrandadS@gmail.com

Continued from page 1

Support Grougs, Weekly
oppertunities {or intersction
with other families, quar-
terly retreat type opporiumi-
ties, financial advice/
coanseling oppartunities,
and incressed participation
in our sverdts mcleding our
Warior Athlete Recondi-
tioning Program cvents such
as cycling, surfing, and
other sports.

In the coming

Jmonths we wili open cur
jrew Warrior Hope and Care
1 Center at Camp Pendleton

which vwill be available to
our families to access mamy
resources meluding physical
fimess, recovery care coof-
dinators, family support
staff, possible child-care for
specific svents, ron-profit
support, and employment
arut aducation suppori.

Being the spouse
or family member of 3
wounded, ill, ot injured
Marine or Satlor can be
among the most challenging
jubs in the Corps and we
want to improve the aimos-
phere to one in which you |
feal the suppor: of hoth aach;
other and of the command.
Please, take advantage of
any help that we can pro-
vide you by contacting our
family support staff and
heeping your ears open for
family events meant to hely
build a family aimosphere
in the command.

My wife Rosario
and ] took frwand to seeing
you soon at one of our up-
coming evenis.

Semper fidelis,

GREG MARTIV
Lieutenant Colonel,
usMC
Commanding Officer
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Wounded Warrior Battalion—West
Building H-49 Santa Margarita Road
PO Box 555321

Camp Pendleton, CA 92035-5321

COMMANDING OFFICER:

Executive Officer: LtCol John Hanlon
Sergeant Major: SgtMaj Mark

LTCOL GREGORY R. MARTIN |

Bousting Family Hesilience

Just as service members can build resifience, families can also take steps 1o
hoost their resibience or “family fitness ” Family fitness is every military fam-
1ly’s ability to use physical, psychological, socrat and spiritual resources to pre-
pere for, adspt io and grow from military Hfestyle demands. By helping family
members fesl more secure-and connected in daily life, families can build resil-
ience 1o cope with cottiton military stressors like deployment, permanent
change of station, combat injury and opamtional stress. This resilicnoe also
helps protect the psychologicat health of children who may struggle with
change, fears of missing 4 parent. What's more, the more fit military families
ar¢, the beiter able they are to suppert their service member.

The Department of Defense offers service-specific resources to help military
famities build resilience. Programs may very by branch and location, and may
melude referrals to local community resources, outreach programs for families
new to the military, classes in parenting or stress tmanegement, or help for relo-

{'Loughlin

Family Readiness Officer:
Melinda A. Willett
760-429-8606
melinda willetti@usme. mil
Family Support Coordinater:
Diane Negie
T60-468-9851

we bevost vnupdedusriorren]

Faslly Fitnoss Tipw

fitness tools that are;

friends makes the going casier.

cating famnilies. See the box to the right for helpful resources by branch

During all stages of military life, familiss can build resilience. Whether a ser-
vice member is home or away, families can successfully cope by using family

1. Physical. Exercise can relisve stress and help you and your family siay
healthy. Exarcising as a family cenalso help bolster family canmections.

2. Psychological Have repuiar family dinners to talk about the day and
strengthen bonds or talk with 2 family thenspist about fears of concems.

3. Social. Get involved in activities through a local military family support
group to stay informed and strengthen your soctal network. )

4. Spiritual. If spirituality or religion is a source of support for vour family,
stay with it. Whether it's personal practices or support groups, the support of

(Vocational Training Programs- Medical Field)

Candinued fram page 3

seholarship funds may be used 1o assist
with tuition expenses anly - no books or
other fees included AR funds sre paid d&i-
rectly to the educstions] instinution
Twenty-two (223 scholarships totaling
$237,500% will be given. *The stated
amounls are the MEXImWm amounts
awarded under each scholarship, bt the
actual amount paid out may be different
than the stated amount because the schol-
arship swards may be used only for tuton
sharges, and not werds books, oo/
besard, class fees or similar charges.

Grrant recipients will be required 1o partici-
pate in twebve £12) hours of community
service for each year in which they are
recipients of grant funds, & recipient may
chooss any achivity she would like to do,
as long as the service is performedon g
voluntary basis for individuals and/or
groups beyond her immmediate femily. Hach

grant recipient will be required to sub-
mit written confismetion that she has
completed her commmity service re-
quirement at the end of the relevant
calendar vear.

Applications will b accepted from
March 1, 2011 - May 1, 2011 The
schokarships will be awarded to recips-
ents on July 1, 2011 Selection foz the
scholarships wilt be made by a panel of
fixlges, ancd the awerd wil} be scored in
two arsas: the applicent’s response (o
the essay question and her commitment
e voluiteensm . Applicans mast fol-
fow mstructions carefully und complete
the epplication in its entrety to be con-
sidered.

ELIGIMLITY:
1. The applicant must be a legal wife of

a mihtary member currently serving on ||

active duty, whether active daty, Re-
serve or 8 member of the United States

Mationa! Guerd (Members of the
Reserves of Naticnsf Guard are con-
sidered the same as active duty if
they have served at least 180 com-
bined days of full-time military duty
since January 1, 2008},

2. The applicans must be sccepicd by
g vorational school in one of the re-
quired fields or expect to be accepted
by the same.

3. The appheant must begin vsing the
funds within twelve {12} months of
the scholarship award and the schol-
arship must be completed within
forty-eipght {48) months of the award.
All funds will be paid direotly to the
educational institution by Operation
Homefront upen verification of en-
rollment and eligibility statos,

bl s ammmiehomelion na,
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Address Formats Zﬂﬂ
From: To:

COMMANDING OFFICER FIRST NAME, LAST NAME

ATTENTION : ATTN FRO C/0 CURRENT RESIDENT

UNIT NAME STREET ADDREESS

BOX NUMBER: UNIT BOX NUMBER CITY, STATE, ZIP CODE

CITY, STATE, ZIpP CODE

Presort Standard Mailing (Bulk Mailing)

1. Presort mailing is avallable aboard the Camp Pendleton

Installation. Activities that prepare a large number (200

or more) of pieces in a single mailing will utilize Presort
Standard Mailing. A discount is applied to the postal rate
when certain prescrt requirements are met.

Examples of Presort Standard Mailings are listed below

~Xey Volunteer Network Newsleifter

~-Invitations to Change of Command Ceramonies
~Notification to reservists of upcoming drill training
~MCCS Family Service related newsletters
~International mail CANNQT be mailed Presort Standard.
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