Rework Reminders

-All mail retained overnight will be dated stamped on the reverse side of the mail with the 

date of receipt.  Place a white sticker on the back of magazines that are covered in plastic.

-Cross out the incorrect portion of old address with one diagonal line from top left to 

bottom right and DO NOT cross out the name.  If the envelope is a window envelope, draw 

the line through the window from paper to paper.

-Ensure the complete forwarding address is legible and cities will not be abbreviated.

-Place expected date of arrival (EDA) dates on all mail addressed to military units.  Place 

the EDA dates above the forwarding address.

-Mail forwarded to an on base addresses must contain the  Unit title, Box number, and 

EDA date.

-Cross out all United States Postal Service bar codes, usually a fluorescent orange, 

completely with a black marker or use of grease pencil is not acceptable.

-Ensure the proper endorsements are placed on the back of the all mail that will be returned

 back to your serving post office. The returned mail must be endorsed with Forward 

(FWD), Moved Left No Address or No Record,(MLNA/NR) or Miss-sent with the Unit 

Mail Clerk’s Card Number, Unit Name and date reworked.

-Separate the reworked mail into five bundles; On base, Off base, Deployed, NR and 

Miss-sent.  And if volume should permit, further separate mail bundles into letters and 

flats. 

-All reworded mail will face in the same direction when it is returned to the serving post 

office.

-All PS Forms 3849 will be delivered to the addressee and .if the addressee is not available 

the PS Form 3849 will be returned to the serving post office with the proper annotation 

(TAD, leave, DUE in, etc.).

