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1. Purpose. To prescribe standardized procedures for postal services and handling of
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3, Action. commanding officers, postal personnel and appointed mail orderlies will

ensure the thorough knowledge of and compliance with the instructions and procedures
set forth in this Manual.

4. Swurmary of Revision. This Manual contains a gubstantial number of changes and new
proceaures and must be completely revieved.

5. Agplicabilitx. whis Manual is applicable to all commands, organizations, units,
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Systems Support Activity.

6. Certification. Reviewed and approved this date.

DISTRIBUTION: A~3 lesg DCP (25}
p-2 less DCP (25)
c~2 less 1stMarDiv/1stFssG/DCP {25)
D=2 less DCP (25}



. .y i
. d gt ot R g . . .
& l ) v o o T
(e

B T T I "(\EuA.. -;“su-i..u: .:‘l:" M' i ui;:.?t ‘6‘\‘;‘\“’){5 Ii'
UNITED STATES MARINE CORPS

MARINE CORPS BASE
CAMP PENDLETON, CALIFORNIA 92085

BO P5110.1A Ch 1

BK2/POS /mef
16 Nov 1984

BASE ORDER P5110.1A Ch 1

From: Commanding General
To: Distribution List

Ssubj: Standing Operating Procedures for Postal Affairs (SOP for
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1. Purpose. To transmit new page inserts and direct pen changes
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2. Action

a. Remove present pages 9-3 and 9-4 and replace them with
corresponding pages contained in the enclosure hereto.

b. Appendix A, page A-1l, change third line entry for
Money Orders from "0800-1500" to read "OFFICIAL MAIL ONLY".

3. Change Notation. Significant changes contained in the revised
pages of this Change are denoted by an arrow (| » ) symbol.

4. Piling Instructions. This Change transmittal will be filed

immediately following the signature page of the basic Manual.

5. Certification. Reviewed and approved this date.
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STANDING QOPERATING PROCEDURES FOR POSTAL AFFAIRS
INTRODUCTION

0001. GENERAL

1. The Marine Corps Postal Service, as a part ¢f the United States Postal Service and
the Naval Postal Service, conforms to the current postal agreement between the Depart-
ment of Defense and the United States Postal Service, and supplemental instructions
published by higher authority.

2. Efficiency in the handling ©f mall depends greatly upon command supervision and
the effectiveness of mall handling instructions and procedures.

0002. SCOPE. To maintain a high state of efficiency in the postal service through-
out this command, uniformity in mail handling practices must be maintained at all
levels. The instructdions in this Manual have full force and effect in all echelons of
this Command and are based upon regulations promulgated by higher authority.

0003. CHANGES. Changes in this Manual will be published upon receipt of instructions
by higher authority or in response to command requirements.

0004. PRECEDENCE. I1f any portion of this Manual conflicts with directives from
higher authority, the latter shall take precedence.

0005, ORGANIZATION AND OPERATIOMAL CONTROL

1, The Base Post Office is a branch of the COceanside, California Post Office and
consists of a Main Office and three postal units. The Commanding General, Marine
Corps Base, Camp Pendleton exercises operational control of the Base Post Office and
its units., Administrations of the postal services within the command will be under
the staff cognizance of the Assistant Chief of Staff, Manpower. Unit Post Offices are
assigned by this headquarters to best serve the neads of this command.

2. Additional postal services are provided in locations to best serve the needs of
the tenant commands by:

a. Post Offices operated by civilian personnel under the jurisdiction and
supervision of the Pustmaster of Oceanside, California.

b. Branch post offices of San Francisce, California under the operational control
of designated Fleet Marine Force Commanders.
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STANDING OPERATING PROCEDURES FOR POSTAL AFFAIRS

CHAPTER 1
RESPONSIBILITIES AMND DUTIES
1000. COMMANDING OFFICERS. The following resjcusibilitics and duties are in addition

to thoge outlined in the publications and directives listed in Chapter 3. Commanding
cfficers shall:

1. Assign, in writing, an officer to be responsible for the supervision of postal
functions for the organization or unlt. A copy of this agsignment will be posted in
the mailrcom.

2. Upon the establishment of a mailroom, not less than two mail orderlies will be
assigned to it with one of the mall orderlies designated as the primary. A Mail
Orderly Appointment Log will be established utilizing NAVMC Form 10594D by all organ-
izations, staff sections, and other activities responaible for the appointment of mail -
orderlies. This log will be maintained for two years from the date of the last
revocation entry. Maill Orderly Appointment Cards (DD Form 285) will be destroyed upon
revocation.

3, Ensure that all appointed mail orderlies (primary and alternate at all levels) arxe
thoroughly instructed in their assigned mail handling duties prior to appointment by
ensuring that they have read and understand all applicable mail handling instructions
and directives pertaining to correct procedures for handling U. 5. Mail.

4. Provide adequate facilities and transportation for handling and processing of
U. §. Mail.

5. Maintain the inviolability of all mail, personal and official.

6. Promulgate a mail handling order as required by Chapter 3 of reference (a). &
copy of this Manual will be posted on the unit bulletin board.

7. Require mail orderlies operating mallrooms to maintain a complete and current mail
directory. This directory will be operated in accordance with paragraph 8002.

8. Provide mail orderlies with necessary and current information to permit proper and
expeditious delivery and forwarding of U. S. Mail.

9. Ensure that all personnel of the organization or unit kpow their correct mailing
address, Sample malling addresses are to be included in the organization or unit mail
handling directive. Personnel are to be instructed teo inform their correspondents
(family, friends, etc.} and publisghers of magazines and newspapers to which they
subscribe, of their correct mailing address.

10. Ensure that the serving post office is promptly notified upon the revocation of a
mail orderly who was authorized to pick up mail from the serving post office for the
organization or unit. (Refer tc Appendix C of this Manual)

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

12. Maintain close supervision over the handling of U.S., Mail within the organiza-
tion.

13. Submit a report of corrective action taken on all discrepancies on the Base
Postal Officer's Quarterly/Monthly Mailroom Inspection §hecklist when the report
contains a marking of "Below Average" or "Unsatisfactory”. The report of corrective
action is to be submitted to this headquarters (Base Adjutant) not later than 10
working days after the date the inspection report is received with one copy forwarded
to the Base Postal Officer.
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2, Conducting weekly mailroom inspections to ensure compliance with pertinent regqula-
tions and directives, NAVMC Form 10487 (Mailroom Inspection Checklist) will be used
to record all inspections, Inspectlion reports will be kept on file in the mailroom
for six months. Only one copy of the Inspection report is needed. Weekly inspections
are to be unannounced and conducted on alternat: days of the week at no set time.

3. Maintenance and accountability of the Mail Orderly Appointment Log (NAVMC Form
10594-PS} and blank Mail Orxderly Appointment Forms (DD Form 285). The forms are to be
handled and prepared in accordance with Chapter 3, paragraphs E and ¥, of reference
ta). The 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 mailroom
will not be considered a "secure place® for the storage of these forms.

4, Instructing mail orderlies in the proper procedures for the safeguarding and
processing of U, S, Mail.

5. Keeping the commanding cofficer adviged of all postal matters.

6. Keeping the Base Postal Officer informed of complaints, inquiries, and suggestions
concerning mail matters.

7. Ensuring that immedlate corrective action is taken on all discrepancies noted on
inspections conducted by the Base Postal Officer and postal representatives, and those
inspectors representing higher headquarters and the U. S, Postal Service.

8., Verify and initial PS Form 3850 and PS Form 3883 on a daily basis to ensure all

accountable mail has been promptly and properly delivered., Verification is to be
maintained for two years from the date of last entry.

1003. POSTAL CLERKS.

1. The Custodian of Postal Effects (COPE) will be assigned to and relieved from duty
by the Commanding General in accordance with reference (a).

2. The COPE/Marine Corps Postal Clerks are responsible for, but not limited to, the
following:

a. The COPE is charged with the financial responsibility and custody of all post-
al effects for the Base Post Cffice and shall conduct all postal business in strict
accordance with instructions of the U. §. Pustal Service, Department of Defense, and
bepartment of the Navy. The COPE shall be responsible to the Base Postal Officer and

shall keep the Bage Postal Officer informed of all matters pertaining to the operation
of the Base Post Cffice.

b. Marine Corps Postal Clerks are responsible and accountable to the Postmaster
of Oceanside for any stamps or funds {fixed credits} entrusted to their care. Postal
Clerks will perform all duties assigned to them by the Custodian of Postal Effects and
the Base Postal Officer.

c. The Base Postal Officer, the Custodian of Postal Effects and the Marine Corps
Postal Clerks are the only personnel authorized to handle postal funds in this
command .

d. Postal clerks shall maintain daily statistical data concerning postal
operations.

e. All postal fipancial transactions conducted by postal clerks serving customers
at Postal Finance Units will be completed in the presence of the mailer. Postal
clerks will always have the mailer affix postage stamps to the matter being mailed.
Postal clerks are prohibited from affixing stamps for postal patrons.

f. Postal clerks will expeditiously process all incoming and outgoing mail
matter.

-5
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CHAPTER 2

OFFICI1Al MAIIL

2000. DEFINITION OF OFFICIAL MAIL. Official muil is any letter, publication, or
parcel relating exclusively to the business of che U. S. Government which is mailed
using official postage. Only those items which are mailable under postal laws may be
scnt as official mail. By law (39 U.S.C. 3202}, only officials of the U. S. Govern-
ment are authorized to send itema through the postal system by official mail. The
penalty for misuse of official mail is $300.00 (18 U.S5.C. 1719).

2001, USE OF OFFICIAL MATL

1. Authorized Use of Official Mail. All U. S. Marine Corps activitles are authorized
use of official mall. These activities include, but are not limited to, the follow-
ing:

a. All Marine Corps units and activities.
b. Marine Corps Reserve activities,

c. Morale, welfare, and recreation (MWR) activities for business related directly
to the execution of their mission. However, material related directly to the buying
or selling of nonappropriated fund (NAF) merchandise and services may not be sent as
official mail. Commanding officers may use official mail to advertise available MWR
programs and services when the information is part of a consolidated MWR information
package. Refer to reference (b), paragraph 1001.lc for defined categories of accept-

able MWR information packages and asscclated nonappropriated fund instrumentalities
(NAFI) .

d, NAFI's may use official mail only for official administrative {(managerial)
mailings related exclusively tc the business of the U. S, Government,

e. 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 to
higher headquarters in the chain of command, in bulk to subordinate units for
distribution to subordinate unit members, or to promote the overall command Public
Affairs Program. Maillings of authorized Marine Corps newspapers and commercial
enterprise newspapers will be at the third class bulk rate if they gualify, or as
third class or fourth class mail, depending on the weight. The U. 8. Postal Service
{USPS} should be used only to transmit these publications to locations away from Camp
Pendleton. Local (on site} distribution will not be accomplished via the postal

system. Local {on site) distribution will be accomplished through the guard mail
syster and other base delivery systems.

f. Contractors may use official mail only with proper authorization from the
Commandant of the Marine Corps (Code MHP-50).

2, Unauthorized Use of Official Mail. U. §. Marine Corps Official Mail will not be
used for the following:

a. Correspondence that is not exclusively U, S, Marine Corps business.

b. Correspondence from NAFI pertaining to the buying or selling of NAF merchan-
dise or services; routing correspondence with commercial sources of products; routing
pills to members of open messes and other membership associations; and advertisements
for individual NAF and MWR activities that do not meet the criteria of paragraph
3002.1c and the defined categories established by paragraph 1001l,lc of reference (b).

c. Greeting cards, Christmas cards, retirement announcements, job resumes, and
social functions (except functions authorized and funded from official representation
funds in accordance with the current edition of SECNAVINST 7042.7).
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5. Certificate of Mailing. The certificate of mailing {PS Form 3817) may be request-
ed when proof of malling Is necessary. It is to be used instead of numbered insured,
registered or certified mail when only proof of mailing is regquired.

6. Restricted Delivery. Restricted delivery -ermits the mailer to direct delivery to
the addressee or addressee's agent only. It m.iy be obtained only for numbered
insured, registered, or certified mail.

“7. Special Handling and Special Delivery. These services are not authorized for
Marine Corps use unless writien authorization has been granted by Commandant of the
Marine Corps (Code MHP-50),

8. Express Mail. USPS Exprese Mail Service is a high speed (generally overnight)
delivery that is available to most major locations in the United States.

a, Because of the high cost of pestage for this service, the following consider-
ations will be taken into account when determining approval for authorization toc use -
express mail:

{1) What mission failure will result if the document is not received by the
following day?

(2) What compelling circumstances prevent the items from being ready in time
for normal mail tranait?

: (3) Will the recipient be present to accept delivery of the document?
{Important: express mail will not be authorized on days which precede a weekend since
USPS would not be able to deliver it until the following Monday. On days preceding a
weekend, priority mail is to be used. If mailed on a Friday, by using priority mail,
a package or document will be delivered by the following Monday. Express mail will
only be authorized on days preceding a weekend if the mailer can assure that the
recipient will be at the post office of delivery during that weekend to receive the
express mall shipment},

(4} Have other less expensive alternatives been examined?

b. Authorization for use of express mail will come from the Commanding General
{Base Adjutant). Approval for express mail use will be on a case by case basis.

2003, PBUSINESS REPLY MAIL (BRM). Business Reply Mail is to be used on all occasions
requiring mail to pe returned for reply purposes to the mailer. BRM is available in
the form of cards and envelopes. The Marine Corps is only charged postage when the
BRM card or envelope is returned. BRM mail is handled as first-class mail while in
transit. BRM labels are alsc aveilable. BRM labels are only authorized for use upon
authorization from the Commandant of the Marine Corps (Code MEP-50). The mailing

address and the return address on all BRM will be the official military address of the
mailer,

2004. METERING OF OFFICIAL OUTGOING MAIL FOR POSTAGE. All official mail being
dispatched from Camp Pendleton must be meétered for the appropriate postage. To
accomplish this, all outgoing official mail must be delivered to the Command Mail
Center (Bldg 1160) where it will be properly consolidated in accordance with reference
(b) and Chapter 9 of this Manual. The Command Mail Center (see Chapter 9) will route
all official mail to the Main Camp Pendleton Post Office for metering at the
appropriate rate and to meet proper handling and dispatch requirements as established
by current directives. Under no circumstances is official mail to be deposited in
USPS mail receptacles {mail hoxes).

2005, USE OF PERMIT IMPRINTS FOR THIRD-CLASS BULK MAIL, Use of third-class bulk mail
is authorized for large mailings of officlel mall (200 pieces or more) which is
informative in nature (e.g. circulars, flyers, bulletins, newsletters, announcements,
etc,), Through the use of third-class bulk mail a much iower rate of postage can be
used for large mailings.
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CHAPTER 3

SOURCES OF INFORMATION AND INSTRUCTION

3000. U. 8, POSTAL SERVICE PUBLICATIONS

1, bDomestic Mall Manual. A comprehensive volume of instructions and requlations
governing the operatlion of the U, S, Postal Service.

2. National Zip Code and Poat Office Directory. A publication which lists the zip
code of each mailing address within the natlon. Arranged alphabetically by state, it
provides a listing of all post offices, stations, and branches with the appropriate
5~digit zip code for each delivery area and the county in which they are located.

3. International Mall Manual. A publication containing rates and other conditions
governing mail to forelgn countries,

4. Administrative Service Manual. A manual stating the policies and procedures for
administrative and support functions of the U. S§. Postal Service.

5. Postal Bulletins. Informatlon bulletins issued once a week to transmit advanced
changes to USPS publications and to provide information and instruction pertaining to
the U. S§. Postal Service,

6. Postal Laws. A compilation of all the laws governing the U. S. Postal Service.
No general distribution of postal laws is made to Navy/Marine Corps post offices,

7. Postal Operations Manual. Sets forth the policies and procedures governing the
operatlonal functions of the field organizations of the U. S. Postal Service. Topics
include raetail sales, customer services, collection services, mail processing, trana-
portation delivery services, and fleet management. This Manual is the primary refer-
ence source for postal managers responsible for executing the aforesaid functions.

3001. DEPARTMENT OF DEFENSE PUBLICATIONS

1, Postal Agreement. The agreement between DOD and the U, S. Postal Service sets
forth the rasponsibilities of each department in providing coordination and efficient
postal service for the Armed Forces.

2. DOD Postal Manual 4525,6M, Volume I. Provide instructions for the management and

control of postal effects, and for processing , dispatch, handling, and transportation
of personal and official military mail.

3. DOD Postal Manual 4525.6M, Volume Il., Prescribes policies and procedures for the
processing and delivery of both personal and official mail at military postal activi-

ties. Specific operating instructions are provided to include receptacle service and
directory service,

3002. NAVY DEPARTMENT PUBLICATIONS

1. U. S. Navy Regulations., Definee responsibilities of commanding officers in postal
matters.

2. U. S. Navy/Marine Corps Postal Instructions (OPNAVINST 5112.6E current edition}.
A gset © nstructions issue y CNO and CMC for guidance In the a nistration and
operation of the Naval Postal Service and binding on military personnel of the
Department of the Navy.

3. Navy Comptrollers Manual, Volume 4 (current edition). Contains instructions
concerning the custody of poatal funda, suditing of money order business and the
review and verification of reports of money order business.

4. Standard Navy Distribution List, Part 1 (OPNAV P09B3-107, current edition).
Provides for the proper addressing and distributlion of mall to aLl unlts and commands
of the QOperations Forces of the Navy, Marine Corps, Unified and Specified Commands,
and U, S. Elements of International Cozmands.
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CHAPTER 4

POSTAL LOSSES AND COFFENSES

4000, GENERAL. The protection and usage of pestal funds, supplies, equipment and
expeditious transmission of mail matter is of prime concern and importance. Any
incidents, reporte, or allegations of loss, theft or embezzlement of postal funds,
blank money order forms, stamps, post marking devices, or other postal properties of
the United States Marine Corps or the U. S. Postal Service; the altering, forging and
fraudulent passing of money orders and o¢ther prohibited matter; and the loss, rifling,
wrong delivery, delay or damage of maill while under the jurisdiction or in the custody
of the U, 8. Marine Corps shall be vigcrously and thoroughly investigated.

4001, NOTIFICATION UPON DISCOVERY. Upon the discovery of a mail irregularity or a
poestal offense the following action will be taken: -

1. &any person making such a discovery shall immediately inform their commanding
officer who, in turn, will notify the Base Postal Officer (ext.5988).

2. Certain incidents require an irmmediate message report to the Commandant of the
Marine Corps, therefore, it is imperative that all known and suspected irregularities
be reported to this headguarters (Base Postal Officer) without delay.

3. 1If a post office or mallrocm is broken into, the person making the discovery will
immediately isolate the area, permitting no one to compromise mail security by
entering the mailroom until the the Bage Postal Officer, a postal representative, or
the U, S. Postal Service authorities arrive.

4., Personnel are to be informed not to report suspected violations to mail order-
lies or postal clerks as such action may forewarn the individual responsible for the
viclation and hinder any subsequent investigation. All reports of suspected viola-
tions are to be promptly reported to the commanding cfficer or the unit postal
officer,

4002. INVESTIGATIVE ACTION

1. The Base Postal Officer or postal representatives, upon being notified, will
proceed lmmediately to the scene of the incident and will determine whether

investigative assistance is required or if investigative action should be initiated by
the activity concerned,

2. If investigative assistance ie required, the Base Postal Officer will initiate
action to cbtain such assistance from the appropriate investigative agency.

4003. SUBMISSION OF DOCUMENTS., Commanding officers will ensure that two copies of
all pertinent documents concerning postal violations and inveetigations are immedi-
ately forwarded to this headguarters (Base Postal Offlcer). 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 discipli-
nary action taken against the offenderis).

4004, PUNITIVE ACTICON. The following information has been extracted from the current
edition of the Table of Maximum Punishments, Manual for Courts-Martial, U. 5. 1969, to
impress upon all members of this command the severity of punishments that may be
imposed for offenses against the mails:

Article: 134

Offenses: Wrongfully taking, opening, abstracting, secreting,
destroying, stealing or obstructing mail matter while
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CHAPTER 5

AUDITS, INSPECTIONS AND REPORTS

5000, DPURPOSE., Postal audits and inspections ave 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
economically; that mail is handled efficlently and without delay; that personnel are

familiar with and adhere to regulations and instructions; and that any irreqularities
are corrected,

5001. INSPECTION AND AUDIT OF MARINE CORPS POST OFFICES

1. Inspection and audit of Marine Corps Post Offices will be unannounced. ©Officers
conducting audits and inspections shall be familiar with the sources of information
and instructions in reference (a} and this Manual, -

2. Inspections will be strict, thorough, and accurate, as they may possibly result in
the discovery of irregularities or embezzlement by postal personnel.

3. Civilian postal inspectors, upon proper identification, are authorized to conduct
inspections and audits of Marine Corps Post Offices. A}l personnel of this Command
will give maximum cooperation to the postal inspectors.

4. Bt least once each month, without prior notice to the postal clerks and at no set
time or day, the Base Postal Officer shall make an inspection and audit of accountable
postal effects and monies, including stamp fixed credit, money order funds and money
orders, and verify the accuracy of records, The audit shall cover all pertinent
transactions since submission of the last "Report of Audit of Postal Accounts.”

5. Additional audits and inspections of Marine Corps Post Offices may be ordered when
it is considered necessary or desirable,

6. Marine Corps Postal Clerks in charge of unit post offices shall conduct a minimum
of one audit each week on fixed credits assigned to each clerk. BAll auvdit worksheets
shal) be retained by the clerk in charge for review. Records of audits shall be
maintained by the respective Marine Corps Postal Clerk in charge and reviewed by the
Base Postal Officer during monthly audits/inspections of postal clerks' accounts on PS
Form 3368 {Fixed Credit Inventory Record).

2. Tn addition to the above, and military inspections which may be prescribed by
competent authority, the following audits, inspections and reports of Marine Corps
Post Offices are required:

a. Daily money order audit and submission of PS Form 6019-MPO.

b. Inspection and audits of postal clerks' accounts when a change of Custodian or
Postal Clerk in Charge occurs, and when directed by competent authority.

c. OQuarterly Report of Audit of Postal Accounts (DD Form 2259).
d. Quarterly Report of Domestic Registexed, Insured, COD Buginess (PS Form 834).

e. Reports of postal losses and offenses in accordance with instructions con-
tained in Chapter 4 of this Manual.

SQ02. MONTHLY MAILROOM INSPECTIONS

1. The Base Postal Officer, or gualified representative, shall inspect all mailrooms
and delivery points within the command at least once each gquarter, The results of
each inspection shall be reported on Mailroom Inspection Check List (NAVMC 10487-¥D}
with a copy being submitted to the commanding officer(s) concerned.
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CHAPTER 6

OPERATION OF THE BASE POSTAL SECTION

6000. OCENERAL. This chapter covers operating procedures of the Base Post Office,
The cperation of the Marine Corps Postal Service conforms with the Postal Laws of the
United States, the Postal Agreement between the Department of Defense and the U. S.
Postal Service, U. S. Postal Service Regulaetions and instructions, and instructions
issued by other competent authorities.

6001, LOCATIONS AND HQURS OF OPERATION OF POST OFFICES, See Appendlx A for the
locations of post offlces and the hours they are open for postal finance operations.

6002, U. §. MAIL COLLECTION BOXES

1. Mail collection boxes are located in areas designed to provide the best service
for personnel of Marine Corps Base, Camp Pendleton., These are the only boxes aunthor-
ized for use of personal mail at Camp Pendleton. Official mail will not be deposited
in U. 5. Mail Collection Boxes. Requests for inereases or decreases in the number,
changes of location, and changes to the hours of collection of such receptacles may be
cubmitted to this headquarters (Base Postal Officer), stating the desired change or
changes and justification,

5. Installation of mail collection receptacles (mail boxes) not authorized by the
Base Postal Officer is prohibited. The U. S. Postal Service will only accept
responsibility for mail deposited in authorized U, S. Mail collection receptacles,

3. Location of collection boxes are listed in the area and unit mail handling orders.
Time of collection is indicated on each box.

6003, UNAUTHORIZED TRANSACTIONS

1. Stamp stock will not be gold on credit.

2. Postal clerks will not conduct or sollcit any business or act as an agent for any
individual or commercial business.

3, Deposits of money or articles will not De accepted for safekeeping.

4. TRemoval of postage stamps from mail matter in transit for any reasen is prohibi-
ted.

5. pPostal clerks will not affix stamps tc an article for a patron gubsequent to

acceptance for mailing. Mailers are responsible for affixing stamps to all mail
matter.

6. Postal clerks are prohibited from handling any funds other than postal funds while
performing postal duties in the designated MOS 0161,

6004. ACCEPTANCE, HANDLING AND TREATMENT OF MAIL

1. The secrecy of the mail is inviolable. Mall is conaidered toc be in U. S. Postal
Service or military postal channels from the time it is deposited in an authorized
military post office, in locked mail depogitories, or is given to a designated postal
clerk or an authorized mail orderly for posting, until it is delivered to the ad-
dressee, or to a representative authorized by the Base Postal Officer in writing.

2. 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
clagsified matter.
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6007, INQUIRIES AND CLAIMS

1. Inguiriles and c¢laims for mail may be filed at any post office. If filed at the
post uvffice of address, the addressee must be able to furnish enough information for a
proper search of delivery records or for the svomission of a claim for insurance,

2. When articles are mailed and addreseed for dJdelivery within the continental United
States, inquiries and claims for lost registered or insured mail may be filed by the
sender when it is learned that the addressce did not receive the article after a
reasonable time, or the sender is unable to obtain any information.

3. When articles are mailed to or from military post offices outside the continental

United States, inquiries or claims for lost registered or insured mail may be filed by
the sender after one month has elapsed from the date of mailing for articles sent via

air mail, or 75 days from the date of mailing for articles sent by surface mail.

4. Inquiries concerning official registercd mail may be accepted without regard to

the time limits specified, if there has been sufficient time for the article to have
been received.

6008. MAIL PRIVILEGES FOR PRISONERS. Mail privileges extended to prisoners shall be
in compliance with the current editlon of the Corrections Manual, SECKAVINST 1640.9,
and as prescribed by the Commanding Officer, Correctional Facility.

6009. 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.

6010. UNSEALED AND DAMAGED MAIL. First-class mall matter received at any post office
unsealed must be stamped or marked with the endorsement "Received Unsealed." When
received in a mutilated or damaged condition, the letter or article will be stamped
with the endorsgement "Received in Damaged Condition.”™ Such articles will be securely
sealed or rewrapped if necessary to prevent loss of contents, After proper endorsing,
such articles will be delivered or forwarded to the addressee.

6011. WRAPPER FQUND WITHOUT CONTENTS. When wrappers of domestic parcels, except
registered, are observed under circumstances indicating separation from contents in
the course of handiing rather than depredation, and the contents are not identified,
the Base Post Office will send the address portion of the wrapper or container to the
sender with instructions for initlating appropriate action.

6012, EVACUATION AND DESTRUCTION PLAN

1. If an emergency requires the evacuation of personnel from Camp Pendleton, all
military post offices will have evacuating personnel £1ill cut "Notification of Change
of Address™ {OPNAV 5110/5} which will be sent to the Base Postal Directory (Bldg.

1674). These "Notification of Change of Address” cards will be used for directorizing
evacuee mall,

2. If practical, the Base Pogtal Directory will remain in operation as long as
possible to receive and direct evacuee mail after the evacuation has taken place.

3. Requests to directorize, divert, or embargo evacuee mail shall be routed to
Military Services Postal Activity (MSPA) via the Commanding General, Marine Corps
Base, Camp Pendleton, CA.

4. Official registered mail shall be given priority in all emergency evacuation
actions. The following pricrities will be used in arranging evacuation, affording
protection, and, if necessary, ensuring the destruction of mail and postal effects in
accordance with Chapter 2 of reference ({(a).

a. Official Registered Mail.
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CHAPTER 7

MAIL ORDERLY SKRVICE

4000. PURPOSE. The purpose of mail orderly s rvice is to provide mail collection and
directory service for military unite which are scrviced by a military post office.
Mail orderly service is considered an official part of the Marine Corps postal service
and comes within the purview of the Department of Defense and the U. §. Postal
Service.

7001. DEFINITION OF MAIL ORDERLY. A mail orderly is a person designated by proper
authority to receive and deliver incoming mail from a serving post office for that
activity. Mail orderlies are normally enlisted personnel, however, officers and
civilian personnel may be designated as mail orderlies, Mail orderlies are not to be
confused with Marine Corps Postal Clerks and are not be classified with the MOS of
0lel.

2002. APPOINTMENT OF MAIL ORDERLIES

1. Organization/Unit Mai]l Orderlies. Commanding officers roequiring mail orderly
service will Appoint no Less than two mail orderlies to operate the activity's
mailroom. The unit mail orderlies will be designated on DD Form 285 (Mail Orderly
Appointment Card}. A duplicate card will be issued and kept on file in the mailroom.
If the mail orderly is authorized to pick up mail from the post office for the
activity, a third card will be igeued and kept on file at the serving post office.
One mail orderly will be designated as the primary mail orderly.

2. Section Mail Ogderlies, Additional mail orderlies will be appointed by the com-
manding officer if desired, to make final delivery of the mail to addressces. There
will be at least two mail orderlies appointed per section to which mail is to be
delivered. Each section mail orderly is to be appointed on DD Form 285. A duplicate
copy of each DD Form 285 is to pbe kept on file in the mailroom for each section mail
orderly appointed.

3., Use of DD FORM 285, All designaeted 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 gserving post office or the activity's mail-
room. Mail for an organization or section will not be given to anyone who does not
present a DD Form 285 designating them &8s a mail orderly authorized to receive mail
for that organization or section. An individual may pick up persenal mail from the

mailroom upon presentation of proper jdentification (e.g. Military ID, Drivers
License).

4. Appointment of Mail orderlies, Appointment of mail orderlies will be by name and
not by job title. All mail oYderlies will be issued DD Form 285's. All issued DD
Form 285's will be serialized to maintain strict accountability. A Mail Orderly
Appointment Log (NAVMC 10594~PD} will be maintained by all organizations, staff
sections and other activities who appeint mail orderlies. Serial numbers of DD Torm
785's will be entered in the Mail Orderly Appointment Loy (see Appendix B).

5. Mail Orxderly Aggointment Logs. Mail Orderly Appointment Logs are to be retained
by the issuing authority for two years from the date of the last revocation recorded.

DD Form 285°'s are to be retained only until revoked at which time they will be
destroyed. It shall be the responsibility of the appointing officer to recover and
destroy DD Form 285's when mail orderlies are relieved of their duties and make the
appropriate entries in the Mail Orderly Appointment Log (sce appendix B). It shall
also be the responsibility of the appointing officer to promptly notify the serving
post office by memo when a mail orderly appointment is revoked. Coples of DD Form
285'g maintained at the serving post office for mail orderlies who receive mail from
that post office will be maintained by the Main Post Office (pldg. 1674) for record
purposes after revocation (see Appendix C for sample meme} .
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f. Letters of authorization designating personnel by name to receipt for official
accountable mail (registered, certified, numbered insured, and express mail) addressed
to the commanding officer. -

g. Maintain a Mail Orderly Receipt Log using MCRCP 5110/1 to maintain delivery
records. Delivery records will be retained for six months.

h. Delivery records for the receipt and delivery of official accountable mail.
USPS Form 3883 (Receipt from the Accountable Mail Firm Delivery Bock maintained by the
serving post office} will be maintained for two years. This form is the receipt from
the serving post office that shows the accountable mail items received from the post
office by authorized mailroom personnel of the activity address on a given day. The
corresponding USPS Form 3850 (Record of Delivery} is a record indicating which unit
mail orderly delivered the accountable items listed on USPS Form 3883, to whom
delivered, and the date of delivery. USPS Form 3850 will also be maintained for two

years. The two year retention period starts from the date of the last delivery
reccrded.

7004. RESPONSIBILITY

1. Organization/unit postal officers are responsible to the commanding officer for
the efficient operation of mail service in the organization. General responsibilities
are outlined in Chapter 3, paragraph G-2 of reference (b} and paragraph 1002.

2. Unit mail orderlies are responsible for, but not limited to, the following duties:

a. Maintain a Mail Orderly Receipt Log using Form MCBCP 5110/1 which will record
the following information concerning the delivery of mail to section mail orderlies:

(1) Date and time mail orderlies receive mail from the mailroom.

{2) Bach time mail is delivered to a section meil orderly, the signature, DD
Form number and time of delivery are to be recorded in the log. (Note: If the unit
mail orderly who operates the mailroom delivera the mail to a section personally but
does not make final delivery to the individual addressees, the information for the
Mail Orderly Receipt Log to whom the mail was delivered is required. If the unit mail
orderly does make delivery to the addressees of a particular section, then the mail
orderly will £ill in the required information and sign the log for that section).

(3) All sections that receive mail from the mailroom will be listed each day.
Even if a section will not be receiving mail that day, it will still be listed, 1If a
section does not have mail to pick up from the mailroom on a given day, then the unit
mail orderly will make the notation "no mail™ in the log to so indicate. This proce-

dure will allow for the proper monitoring of the sections concerning the timely pick
up and delivery of mail.

b. For examples of Mail Orderly Receipt Log entries refer to Appendix D.

7005. SAFEGUARDING THE MAIL

1. Mail orderlies shall treat the mail as inviclable 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:

a. Transporting the mail in a safe and secure manner.

b. Guarding pouches and cther mail in their custody against theft or damage.

c. Promptly and properly delivering or forwarding mail and preventing unnecessary
delay ot the mails.

2. Mail orderlies shall not carry mail in their pockets.

3. When transporting mail in an open bed truck, the mail orderly shall ride in the
bed of the vehicle so that constant surveillance can he maintained on the mail
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3. Official accountable mail may be handled by mail orderlies at the discretion of
commanding or responsible officers {0IC/8 or section heads). This type of mail,
addressed to the commanding officer, may be delivered by the mail orderly to an agent-
of the commanding officer. The authorized agent shall be designated in writing, by
name, and a copy of the signed designation posted in the mailrcom. Letters of author-
jzation must be signed by the commanding officer or responsibie officer only. Use of
"By direction” is not authorized {see Appendix E, sample letter of authorization).

4. when mail orderlies report to the serving post office to receive mail for the
activity they serve, they shall check in with the Registry Section and inquire if
there is any accountable mail on hand for their activity.

5. Mail orderlies will be guided by Chapter 3, paragraph 1l of reference {c), in the
acceptance and recording of accountable mail.

6. 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
(Notice of Mail Arrival or Attempted Delivery) to the mail orderly for each such
article on hand. Arrival notices shall be delivered to the addressee of the
accountable article by the mail orderly in the same manner as letter mail., Address-
ces may then receipt for their accountable mail at the serving post office upon
presentation of the arrival notice and proper identification.

7. wWhen a "Notice of Mall Arrival or Attempted Delivery™ (PS5 Form 3849} is undeliver-
able, suitable notation will be made in the space provided on the form stating the
reason for nondelivery or giving the new forwarding address for the addressee. The
form will then be immediately returned to the serving post office. If the addressee
is on leave or temporarily absent for any reason, the form shall be appropriately
endorsed by the mail orderly (e.g. On leave, due to return ___), signed and dated
by the mail orderly and promptly returned to the serving post office.

8. When unit mail ordexlies exchange custody of official accountable mail, use PS
Form 3850 (Record of Delivery). 1n doing so, a proper chain of receipts will be
maintained.

9. Official accountable mail will not be held overnight in the mailrooms. If offi-
cial 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.

7008. ACCOUNTABLE MAIL RECEIVED BY MISTAKE

1. 1f the mail orderly receives personal accountable mail by mistake, it is to be
returned immediately to the serving post office so that the proper chain of receipts
can be maintained and the accountable item properly delivered to the addressee.
Official accountable mail mistakenly delivered to the wrong unit is to be handled in
the same manner.

2. Under no circumstances will mail orderlies accept receipt of any personal account-
able mail from the serving post office. Personal accountable mail includes regis-~
tered, certified, numbered insured and exprcss mail.

7009. HANDLING OF MAIL RECEIVED IN A DAMAGED CONDITION OR WITHOUT CONTENTS. Upon
delivery of articles that are endorsed TReceived 1n Damaged Gondition® or "Received
without Contents,® the addressee will be so advised as to the location of the post
office where a claim, 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 a claim,
inguiry or complaint.

7010. MAIL RECEIVED BY MISTAKE. Personnel receiving mail not intended for them must
immediately return such mail unopened to the mailroom or the serving post office.
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CHAPTER 8

MAIL DIRECTORY SERVICE

BOO0. ORGANIZATIONS REQUIRED TO MAJNTAIN DIREC'ORY SERVICE

1. Every activity maintaining a mailrcom is required to maintain a complete and
current directory file in accordance with reference (b} and supplemental instructions
received from this or higher hcadgquarters.

2. The Base Post Office will maintain a Master Directory File.

8001. ORGANIZATION OF THE DIRECTORY FILES

1. Mail directory service is required to provide proper disposition of U. 5. Mail
received by the unit mailroom and is undeliverable. This service will be performed by
duly appointed mail orderlies.

2. The mail directory will consist ol Mail Dircctory File Cards (NAVMC 10572} con-
taining the required information for each member of the unit. "Notice of Change of
Mdress" cards (OPNAV 5110/5) may be used to record forwarding information en person-
nel who have been discharged ({except in cases of immediate reenlistment), retired or
released from active duty. Cards will be arranged alphabetically, regardless of rank,
component, location or status in a single file. They will be corrected promptly as
changes occur to reflect changes in status. The directory must include all personnel
of the organization regardless of their physical location.

1. Cards for personnel listed in the directory file will show the last name, first
name, middle initial, social security number and section or department of the actiwvity
to which the individual was assigned.

4. All entries on the file directory cards must be complete and legibly printed,
stamped or typed.

5. Temporary changes in status {(e.g. hospital, temporary duty away from the activity,
unauthorized absence, etc.), together with the date of change will be entered on the
cards, Upon return of the individual to the activity, these notations will be lined
out (not obliterated), initialed and dated.

6. When personnel go on leave, mail will normally be held in the mailroom unless
specifically requested by the addressee to have it forwarded to their leave address.
Personnel who are in an "Excess TAD" status will have their mail forwarded to their
TAD address unless there is insufficient time to ensure delivery or the addressee
specifically requests in writing not to have their mail forwarded. Instructions by
TAD personnel not to have their mail forwarded will be in the form of a memo to be
kept in the mailroom oxr a notation on that individual's file directory card. TAD
personnel not in an "Excess TAD" status will have their mail maintained in the mail~
room unless otherwise requested by the addressee. Instructions concerning the for-
warding of mail by personnel will be accompanied by their authorizing signature.

7. Upon transfer or detachment of individuals, directory file cards will be properly
annotated and retained for 12 months. File directory cards will be destroyed during
the first week of the 13th month.

8. Discard or destroy dates for personnel temporarily attached to the unit (TAD, FAP,
student, etc.) will be calculated on the following basis:

a. Temporary personnel who were attached to the unit for less than six months
will have a discard date recorded on their file directory card that will be during the
first week of the fourth month from the actual date that the person detached from the
unit (e.g. an individual assigned to the unit has their TAD terminated on 16 January
1984, the discard date or destroy date recorded on their file directory card would be
the first week of May 1984).



STAND1NG OPRERATING PROCEDURES FOR POSTAL AFFAIRS 8004

5. All incoming and outgeing personnel will be required by the commanding cfficer of
the activity or unit to physically check in with the serving meilroom. The serving
mailroom is te be included on the check in/check out sheet of the activity ar unit to
ensure compliance.

8004, DISPOSITION OF UNDELIVERABLE MAIL BY THE MAIIL ORDERLIES

1. Mail orderlies who are not assigned to the serving mailrcom (e.g. company oY
section Mail Orderlies) are required to return all undeliverable mail to the serving
mailroom or post office from which received by the close of business that same day.
Under no circumstances will mail orderlies keep the mail overnight. Mail which cannot
be delivered that day but can be delivered at a later date will be retained in the
serving mailroom until delivery can be effected. Mail for personnel for whom there is
no record will be endorsed as such on the backside (nonaddress side) of the envelope
using the letters "NR" along with thc unit and date {e.g. NR HQBN MCB 16 Jan 84).

Mail for personnel with a forwarding address on file will be properly endorsed by
drawing a single diagonal line through the old address {do not obliterate the old -
address), recording the 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 ferwarded to the Base Postal
Directory for further processing and disposition.

2. Mail for dececased and deserter personnel shall not be endorsed in any manner but
=hall he promptly returnced to the serving post office with a "Certificate of Notifi-
cation of Deceased/Deserter" (MCBCP 5110/1) attached Lo the mail indicating the status
ol the individual. Verification by the commanding ofiicer will be obtained before
mail in Lhis category is returned.

3. Mail for personnel who are in an unauthorized absence status shall be retained in
the mailroom for 30 days. After 30 days, mail in this category is to be processed in
the same manner as described in the aforementioned paragraph. If the individual has

not yet been declared a descrter then the block marked "unclaimed” will be checked on
the "pDeceased/Deserter Slip" and the mail returned to the serving post office.

4. Mail for personnel confined at the Camp Pendleton Correctional Facility shall be
readdressed to "Box Alpha, MCB, Camp Pendloton, CA 92055.°

5. Mail for individuals held in "correctional Custody® shall be readdressed to "Box
Charlie, Camp Pendleton, CA 92055."

6. Mail for personnel who are in the hands of civilian authorities (IHCA) will be
forwarded under separate official cover in an official mail envelope to the appropri-
ate official for delivery at the jail, prison, or other institution where the
individual is confined. A letter of transmittal will be enclosed {see Bppendix G)
with the individual's mail. A business reply envelope addressed back to the serving
mailroom will also be enclosed to facilitate the return of the individual's mail in
{he event of release from jail or delivery of the mail is refused.

7. The words ™brig," "confined," "UA," "deserter,” or similar derogatory notatiens
shall not be placed on the cover or used as part of the address on any mail matter.

8. Mail for which a forwarding address is available will be properly endorsed and
iorwarded by the next working day following the date of receipt. The name of the
addressee shall not be written, marked or stamped over, If the name or service number
is not complete, the omitted parts will be furnished if possible to aid later
delivery. Abbreviations shall not be used as part of the forwarding address except
those abbreviations which may normally be uscd in civilian addresses. For example,
"CLNC" will not be used for Camp Lejeune and "PI" would not be used for Parris Island.
Examples ol acceptable abbrevistions weuld be St., Ave,, Blvd., Dr. when used with
ctreet names. Standard two letter abbreviations for states are also acceptable.

Names of cities are never abbreviated.
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CHAPTER 9

COMMAND MATIL CENTER

g000. COMMAND MAIL CENTER. A Command Mail Center will be estab-
lished and maintained at the Main Post Office, Building 1674. The
purpose of the Command Mail Center is to manage the official mail
program and to reduce postage costs in accordance with reference (b).
All routine correspondence or documents intended for entry into the
U.S. Postal Service system must be channeled through the Command
Mail Center for screening and processing {e.g.,correct address and
consolidation to common military addresses).

9001. 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:

1. 0Official mail matter will be placed in individual envelopes and
properly addressed with a correct forwarding address and the return
military address of the unit in accordance with the current edition
of SECNAVINST 5216.5, Department of the Navy Correspondence Manual
(see Appendix H for examples). Only the smallest envelopes necessary
are to be used. Correspondence and documents received in a loose
condition (unenveloped) will not be accepted for mailing.

2. Outgoing official mail will be delivered via established guard-
mail runs or by any other means deemed suitable by local commands
and units. Units that are remote from the Main Post Office may
deliver their official mail to the postal finance unit serving
their area.

3. Outgoing official mail must be received by the Command Mail

Center by no later than 1400 to provide sufficient time to make that
days last outgoing dispatch.

5002. RESPONSIBILITIES OF THE COMMAND MAIL CENTER

1. Screen official mail to determine if mail has been correctly
prepared for entry into tune USPS system. In no case will documents
destined for organizations located aboard Camp Pendleton or served
by the originator's command courier service be entered into the
USPS system.

2. Consolidate outgoing official mail destined to a single military
location using the following procedures:

a. Sort all official mail according to the zip code of the
military activity or address {(e.g.,92709 for Marine Corps Air Station
El Toro, CA ;92710 for Marine Corps Air Station (H), Tustin, CA
and 22134 for Marine Corps Base, Quantico, VA).

w
f
[
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STANDING OPERATING PROCEDURES FOR POSTAI. AFFAIRS

APPEND1X A

LOCATION AND HOURS OF OPERATION OF POSTAL FINANCE FACILITIES

AREA BLDG POST OFFICE DAYS STAMPS AND MONEY
REGISTRY ORDERS
11 MCX U-6, O'SIDE Mon-Fri 0900-1300 0800~-1300
) Compound 1330-1600 1330-150C0
16 1674 MO, Base Post Mon-Fri {Not applicable) ,
Ooffice )
IS00  oFFca !
16 1674 U-1, CamPen Mon~Fri 0800~1&60 68001508
16 1674 MO, O'SIDE WILI, CALL & PARCELS OMLY 0800-1600
21 (DelMar) 21602 U-2, O'SIDE Mon~Fri 0900-1300 0900-1300
1330-1615 1330-1500
PAYDAYS 1330-15060
22 (Chappo) 22106 U~5,0'SIDE Mon-Fri 0%30-1300 0930~-1300
13301615 1330-1500
27 {Wavilosp) H-5 U-1, O'SIDE Mon-Fri 1100-1400 1100-1400
31 (Edson 31604 U~5, CamPen Mon=Fri 1100-1500 1000-1300
Range) PAYDAYS 1100-1600 1000-1500
52 (8an 52528 -2, CamlPen Mon~Thu 0800-1530 08001500
Onofre} Fridays 0800-1430

W\Q;\
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STANDING OPERATING PROCEDURES FOR POSTAL AFFAIRS
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STANDING OPERATING PROCEDURES FOR POSTAL AFFAIRS

APPENDIX C
MEMO OF UNIT WAIL ORDERLY REVOCATION (SAMPLE FORMATY

OEPARTMENT OF THE NAVY
OPMNAV B216/184A (Ror, 881}

riay s e Memorandum

(SAMPLE FORMAT FOR MEMO OF UNTIT MAILL ORDERLY REVOCATION)

DATE:
FROM:  yNIT POSTAL OFFICER
To: BASE POSTAL OFFICER
$UBS  ReVOCATTON OF UNTT MAIl. ORDERLY
1. The Base Post Office is hereby notified rhac (give full name, rank and SSN)
has been revoked as a unit mall orderly.
2. &NM served as a unit mall orderly [rom (date of appointment) to (date of
revocation).
Unit Postal Officer
slgnature
WS Crnvenmanl Pesteng 3 ROTFRINY LT



STANDING OPERATING PROCEDURES FOR POSTAL AFFAIRS
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STANDING OPERATING PROCEDURES FOR POSTAL AFFAIRS

APPENDIX E

LETTER OF AUTHORIZATION TO RECEIPT FOR AND RECEIVE ACCOUTABLE MAIL (EXAMPLES)

ORGANIZATIONAL 1 EADING

5112
DATE

From: Commanding Officer
To: NAME S8N

NAME SSN

NAME SSN

Subj: AUTHORIZATION TC RECEIPT FOR AND OPEN OFFICIAL ACCOUNTABLE MAIL AND OFFICIAL
MAIL AND OFFICIAL MAIL ADDRESSED TC THE COMMANDING OFFICER

Ref: (a) DOD 4525.6M, Postal Manual

1. In accordance with the reference, you are hereby authorized to receipt for
and open official accountable mail addressed to the Commanding Officer, {Unit
name} .

2. Signature specimens:

NAME

NAME

NAME

3. This letter supersedes all previous authorizations.

Commanding Officer
Signature only

NOT BY DIRECTION



STANDING OPERATING PROCEDURES FOR POSTAL AFFAIRS

APPENDIX ¥

FILE DIRECTORY CARDS {EXAMPLES)
{NAVMC 10572)

Sample of a
New Join

Sample of a
TAD
YHOLD MATL"
Situation
Note: Marines [nitial

Sample of a
TAD
'FORWARD MAIL"

Sample of a
"NavHosp Sick"
Situation

Note: Marines Initials

Sample of a

“eAD TERMLINATE"
where TAD assignment
was less than 6 months

Note: TAD greater than
6 months, handle as
Permanent Personnel

o — e U [
BSTRUCTION: Propare in pccardanca wilh OPNAV INBT 8112 1A, para 102
= BIEERRD GATHC00E
M Kisng A f4a9 a c
T
JOINGD FROM UD HO. DATE UHITAAECT ABBGN TO
MCRD  PSC, Col-fAY4 184002 MG
DAQPPED (New duty statlon-Homa address-gis. Show uom!m malling
sudrees ncuding 2IP Coda) \ MT'?DS
BIGNATURE (Mol required If sddrozs was zanscribed tom UD NO.
Unit thary Bntry)
Y CAICK
TEMPORANY STATUB/LOCATION L S e
{TAD, LV, 5%, CONE, [MCA, FAP, sto.} T O L e o it -
\,ﬁh' 150 o e T
MCG Dot YIS
BN: D500-00-C08-0408 Lit: EA [CONTINUED ON REVERZE) ,
IR St = T S v s et - 41 L
INBTAUCTION: Prapars in accosdance with OPNAY INSY 511214, para S102.
— A00,9 DNECAAD DATE/CO0E
, 1A
JOINED FAGHM UD NO. DATE UNIT/BECT ASBIGH TO
JRCRD s eel-84 1800108 1 Haee
DROPPED (Naw duty slallon-Hama addmes-91c. Show gomplete maiding
eddreea Including ZiP Code) nw. r'f:D 1 mmﬁ
SIANATURE (Mot ragulred If nttAtod Wy E
Unit Dlary Entry} DATE B NO.
TOMPORAAY BTATUBLOCATION i) CiEe ) FROM .
{TAD, LY. SK, CONF, IHCA, FAP, olc.) Wotoh #wg | -rees DATE L DATE
T ot} Fwd |l RGP e W] T
aead o 1y s-gal &
Eg.\- SLeL TS qupan]
] ) Py R EESNCTN 22 T TR
gavross  LENPER] qyoniol® |qupuia -
BN: 000-00-008-0408 W): EA {CONTINUED ON REVERSE)
INSTRUCTION: Prepara In socordanca wilh GPHAV INST 511214, para 9102,
TABCARD GATE/CO0R .
AL tadte ules
JCi:N«EB FAOM UNITBICT ASBIGN TO
- oF 2-5 IO -39 1850128 | Base gfxwi 3 month
AOPFED (Mew duty ettlon-Homa sddress-atc. Show complete mattin
addreas including Z1P Gods) v complete meting Service. foruarding of
el 9.5 Mail, The card
‘,2 is discarded
SIGNATUHE (Not re n:.r'y‘ddw wal lranscribed trom DATE un NO. +during the 4th
.0?,2@ } i Wee52] Quf-gy. . week of the 4th
TEMPOAARY STATY QCATION b e mt;_o ':;'g: ‘mohth.
(TAD, LY, 5K, CONF, tHCA, FAP. 01 |ioial pwg |-oves 2 ormerens| i
o Hola) Pard |-+ iy g, ) I ™0 g, )




STANDING OPERATING PROCEDURES FOR POSTAL AFFAIRS

APPENDIX G

SAMPLE LETTER OF TRANSMITTAL

ORGANIZATIONAL HEADING

5112
DATE

From: Commanding Officer
To: Warden and Addregs of Facility

Subj: MAIL FOR PRIVATE JOHN A. MARINE 111 22 3333 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 official business reply envelope.

I. M.. MARINE
By direction



STANDING OPERATING FROCEDURES FOR POSTAL AFFATIRS

APPENDIX U

CORRECT ADDRESS FORMATS (EXAMPLES)

SAMPLE ADDHERS FORMATS

1. FIRST OR PRIMARY LINEIS) c. Hosl netleity

Commuaniles i Chaed Cotmmunding Offices, Neval Hopitel
S Atlantic Tkt Naval B

Norfolk, Ve, 13511 Cherleston, Sauih Camilna 29408
Camnnmling {(1cer Commending OfMcer

Navat An Techwal Services Faeitly Flegt Tralning Center

HHF Robblay Ave Nawal Slatism

Priladaiphis, Pa. 19111 Sun Dicgo, Californin 1136

Mrectar, Navy Keormling

S Navy Kecswtp Arcs &, Orgnnlzastunal desggnation
336 5. Clark Streat

Chicapo, rinals A0605

o Sor, Naval C leations Command
Naval {- leatsons C 4 Heal 1
5827 Columble Pike

Pailey't Crosstoads, Viegiala 13041
7. SECONBARY LINL ORt INFORMATION

(¥ APPLICABLI) Diceetor, Office of Naval Petralaumt
and ON Shals Restrves
u. Attention Nauvy Department

Wathington, D. €. 10340

Chiel al Nival Matenal dMA L S04
Navy Departmont
Waghington, D. C, 20360
3. NEXT-TO-LAST LINE

Commuending (s

At Mealiws! Recards Newlinn a. Sirerd sdilress

Neval Dimpensary

Norfelk, Ya. 235“

Qffizar in Charge

Naval Bloctionle Systems Commend Acthty
Nival Support Aclivity

400 Duuphime Slrevt

Naw Orloans, Lu, 701401

Seott Conrtruction Compay
Altention Mr. Gigorge 1. Black
1500 Main Sireor

Oglesby, 1l 11348

Commanding Officsr
Renlror Wrecking Company Nary Beglonal Finence Canse . .
Alfn M: W 3 Heohee, lreasuree | rd Ave apd 29th §1
4376 Bavtam Lese Brueklyn, New York [1332
Buftlond, Merylind 30083 -
Ballitower Basuty Products, Ine.
Magneha wul Main Steein
b. Huilling neme Sanferd, Flodkda 3271
Cammanding Ofticer .
Navy Recroltng Stadon Wi Sely Brazg

11 Pack Steecl

Anicricsn Building. 10th Floor Otona, Makie 04473

101 Bast Haln Otreet
Richmond. Viiginla B9

Dt. Thaodors Parmcra

¢ ulumbia Malical Buidieg
. 915 19th 85, NW.
. Weshingien, D, €. 20006



STANDING OPERATING PROCEDURES FOR POSTAIL AFFAIRS

APPENDIX 1

CORRECT ADDRESS FORMATS (EXAMPLES)

SAMPLY BNVELGE L

DEPARTMENT OF THE NAVY
OFFICE OF THE CHIRF OF NAVAL OPERATIONS a::’:::a::::::;:':;sv
WABHINQTON, O.€ 1K o118
OPPICIAL Rusiniden
FRHALLY ROm AIATE B, b

Diractur

llaedquartecs, Naval Audit W Lue
2.0, Box 141 Ser i

Falli Chucel, Yirginia 27046

DEPARTMENT OF THE NAVY

POUTAGE AND FEAR FAID
OEPARTHANY OF THE HAVY
TR

CFFICIAL BUSINERS

FAHALTY FOR PHIvATE UeE. 1360 ALRMAIL

Commanding Oft)cer
Naval Hoospltal
Portamouth, Haw Hampshire RTINS

an

% Sy

co’é’iu!s ADDRESS MUST BHOW HERE
$LIEPAGE BF CORTERTS

n:aﬂgqp&!..gsi”bff*




STANDING OPERATING PROCEDURES FOR POSTAL AFFAIRS

APPENDIX I

SAMPLE FORMAT FOR PS FORM 3602 (BULK MAILING)

FON ZONE RATED MAIL USE PS © ORAM 3606

t " rOATAL EERVICE ‘ MAY TR anplege afl pgems by e e 1"””” HO
et 1 gl P o duplivete oo tesared —
STATEMENT OF MAILING | | o | G-63
P ULt tor bnlidatons from el pralpbesit poanbmg 4 N N
! BULK RATES | T bl 166 A Dlfwes” NUMBER U]
v« S oAt mraiie e T “TeaTes  Luga¥i TotncA con |
i - " 1 a TAINERSD
Oceanside, Ca 4d0sy | 940720 | wA _|MA 71 | WA

3 tar Letters. written Frd Cirenlars umid other [ #rd Reiks or waredogs of

wmatier, pott cards, prifted muier 2 pages or e, serds,
ot prosavl discount D Jed Merchamdlse [oss than vre dess i $00
rale 1603

|

NAME AND ADDNHESD ar PEAMIT
e OER nctuids ZIF Code}

L COMMANDAN T 0 F THE
| CtonE MHA-S0)

Lk
ra~y D:C.
‘ %ﬁfﬁ%or&nudt undor 134

TELEPHONS RO

ARING CoRPS

o @

Ob;;,'_;ﬂlzol'

Pagtaye it being pakd By
(Check nric)

]

Pre cancrled

Srame
R q O Wi ! oo stisgle paeee” b“
Pestugre chargeable pere pioe e ’ - ' T

CHECK JIEKE, if mailing is 1ot ehigedic for drcount ard
D modter elects 1o pay the Full rate.

Aumher of gleces
in matling

p nis
ded
.5, P5M
NAME ARD AGOREBE OF INDIVIDUAL OR

110N POH WHICH MAILING 1T PREFARKD
1 ety han prenid holdar)

. TRERORY GRCOUNT IF APTLICABLE R —
0?‘5'7"11&"(0;-\ Mm Itn.\s 'Pﬂpem?::zn NG MiCES ar @:Mounr
P‘ fees ou ,- C”"f/' /6’ .-_h. N§ ?u({f:l qA)M 'V (:\(J‘ho-ﬁ(éniuul Tiaces ) d o.o O
This_Par F st | g0 Quiierrdt  js 4,20

* The signature of @ nonprofit mallar cartiws that 11} The umlina-d_m‘ not vinkate snction 144 57, PuM. and 121 Onty tha mailer's matter 1%

ueiig mailnd; snd (3) This
lagay, ang 141 This malling

ad 10 spocist bulk_muilnq prvilegas,

## not o coogrerative nimhag with other pear
has a0t baen undei takan by the mallar on

1008 G O:gArIFATIoNs 131 afe not wnt

wted to special bulk meiling privl-

bohal? of or progduced tar .mathed porson ur qrganizalien thaet is not an-

T & NO,

1t . I —
FETCRA fURE Of PERMIT HOLOKR QR w2 ENT (HaT printipal dnd agént st Mable Tor g postage defleleney Tacurred) }

MCoIL PosTAcE METER

SCCTON  SIeNS

grs

1255786 |

Wilifal Bntry af fslae, figtitious or froudulant sateme

nir or repredanteiions haraan puniihebls

e 1878 3602 PC by fine up to §10,000 ur Imprisonment up to & years, or both (18 UBC 1001}

GREEW FORM

To be used when the bulk mailing is to be metered for Restage by the Post Office.
1/ Always use G-63
2/ Always write Oceanside, CA 92054
3/ write the date of mailing
4/ Record number of trays(s) (500 pieces = 1 tray)
5/ Always mark block indicated in the example
6/ a) Total % of pieces in the bulk mailing

b} Weight of a single piece

¢} always mark "metered stamps” block
7/ Always use the CMC address indicated in the example
8/ Organization address

g/ a) Enter total number of pleces qualifying for the presort rate (Note: there must

be 200 or more qualifying pieces}. Multiply the total # by the rate and record

the awount. )

1. 5 DIGIT PRESORT RATE (10¢) - for a piece to gualify, it must be part of a
bundle of 10 or more pieces bearing the same 5 digit zilp code. There must
be : tozal of no less than 200 qualifying pieces to use the 5 digit pre-
sort rate.

I-1



STANDING OPERATING PROCEDURES FOR POSTAL AFFAIRS
APPENDIX I

SAMPLE FORMAT POR PS FORM 3602 (DBULK MAILTNG)

FOR ZONE HATED MAIL USE PS "ORM 3805

FLRMIT MO

U S FOSTAL BERVICH MAILFR Complete all items by typewriter, »n o7 indelible pansil

WITH PERMIT IMPRINTS ywpmltmulfrmmmg b Inbeied " HA Oftces

STATEMENT QOF MAILING Prepare In duplicate i ceceiph v draired Check for ipttnacinms from @ G - G, 3

NUMJER OF

Oceggnsideij Ca 52054 ﬁﬂgg?_\l_y@_ VA@D 5. [P

ol nr predutad lor anothar pereon & crgunitation thil 8 not entiiled i spacial Itk mandng peivilegen

“The ugnaturs of & anpcofit maller certiiigs 1hat {1] The malling daws Aot viclals waciion 413 4 NMM -nd-(l-l Dety the melwrs matter {8 baing mmted: and {3} This i ot
cuaperaliva mailing with othar partana of dTganizationsy that arg ngt antitled 16 1pacial bult mailing prminged; snd (41 This maling has a1 besn undartshen by the maiter on bahatf

chlek ArmacanLE ﬂ}':lf.rt;l:;::rvluh' | |j:,"::,“"’:','l"':_".',',';‘{:_';’:'d“,’,';‘ [Yfrd, Mo huniuse loos than  {Jath Librars roie
‘ransienl rafe ’ )
. . Tl Cire catrn und colite s trd » ek y or catulosn ol Lisbifain
o gt gy ST T U"%&* ﬂ;\) l,
1T Fa Fhin t s Hoaie L art Careivr Revats Prosart 4 -
NAME AND AGDHESS OF FLAMIT TALEPHONL NO WEIGHT OF A 3INGLL ACA
ROLBER [Fnctude 21 Codel riect Joz 6 Offices: /VA
| Maduti Cones )
COMMANDANT af THE TEAL IN MATLER NATE CHMARGEABLE TATALCOSTALE
Ccons MHP=E0) B Ttey L FRRP
MHame MA NMA Uegunol VR ¢ls
wASHINGTON 5 O:C 4038 O 1 T GO vy carriria v ed————
13 Uik ot aoseproft under 6200, DMM.® ) PIECE MATE .‘NU PUOC RS mATEFELE becafi ) nres 1
OB AGE
G
A A A D Ly G O YmaraRen R L SuAe 3900 a)| . S N-X-
ttf athes than premit holder) ¢ PO u:;: AAT HO FOUNOGS A ATLIPOUIND PoBY AGH
" FOSTAGE
ORSANMIZATUN MAILING c"*"“@ NA NA NA
Placss oulT Com PLETE.S * :-nu:mT\'/Nazc‘i:l;“ W""{L)n".‘ weoucTion RoST AT
THI& SBCTioON OETAGE 250 $:6 ¢ 1.00
' NET POSTAGE {1 or 2 minus 3} O

SICNATURE OF PEAMIT HOLDEH O AGENT LHadh prinepal andd adent are tinkie Jerr any poafage defictency incurred] JTELEPHONRE m;( ‘l
- - -
Mailer of Ovsanization  Si5ns (19 725-898 &
PB Feem 340 Wiifut Entry of false, fieiftions or froudulent atatemenis or repregeniations hereon punishable
Jan 199% 2 by flae up o §10,000 or imprisonment ug & vears, oe badh {18 USC 1007)

RED FORM
To be used for Bulk Mailings using the permit imprint.
1/ Always use G-63.
2/ Always write Oceanside, CA 92054.
3/ Record date of mailing.
4/ Numbor of tray{s) {500 picces = one trayl.
5/ Use the most applicable of the two blocks indicated in the example.
6/ Always use the CMC address indicated.
7/ Organization address.
B/ Weight of a single piece.

9/ a) Total picces in the bulk mailing.
b} Total ¥ pieces qualifying for elther the 5 DIGIT PRESORT RATE or

200 or more pieces qualifying for the CARRIER ROUTE PRESORT RATE.

the CARRIER
ROUTE PRESOR RATE. Under "Rate Reduction” record 1.7¢ if there is more than

[Refer to

block 9al and 2 of GREEN FORM for description of a qualfying piece for CARRIER
ROUTE PRESORT and 5 DIGIT PRESORT). Multiply the number of gqualfying pieces by

the rate reduction, record thoe total rate reduction. Subtract the total rate

reduction from the previous total postage. Record the new amount in "Net

rostage” block (marked as %c on example) .
10/ Organization signs.

11/ Always use 725-5986.

I-3



STANDING OPERATING PROCEDURES FOR POSTAL AFFAIRS

APPENDIX &

SAMPLE ADDRESS FORMATS FOR CARRIER ROUTE PRLESORT

CARRIER ROUTE PRESORT MUST HAVE
THIS INSCRIPTION AND CARRIER RT 4.
PLACE IT APPROXIMATELY TWO LINES ABOVE THE ADDRESS

N — _ —_—

Bulk Rate Matfl
Postage & Feus Pald
USMC
permit ## G-63 ¢

CARRIER ROUTE PRESORT **CR-5413

Sgt Joe B. Marine
300 Begonia St.
Oceanside, CA 92054

SAMPLE ADDRESS FOR "SATURATION MAILING" TO A BASE HQUSING AREA

Bulk Rate Mail
Postage & Fees Paid
UsMC

Permit # G-63

CARRIER RT #

CARRIER ROUTE PRESORT **CR 5413

QCCUPANT
CR-13 Wirec Mtn/S. Mesa Housing
Oceanside, CA 92054

IDENTIFY
ARE}

HOUSING




