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Department of the Army

Your unit name
unit address , apo ap 96257



MCDS-PAK-E         
                                    
                                                 16 April 2010
MEMORANDUM FOR RECORD
SUBJECT:  Mailroom Standard Operating Procedure

1.  
REFERENCE.  


a.  Standard Army Mailroom Procedures (STAMP), Theater Army Postal Directorate - Korea, August 1998.  


b.
Department of Defense 4525.6-M Volume II, Department of Defense Postal Manual, February 1987.


c.
(Your unit Mailroom ) FSOP, Appendix 7 (Postal Operations) to Annex E (Personnel) to (Your Unit Mailroom SOP) 98.

2.
PURPOSE.  The purpose of this SOP is to outline the procedures and guidelines for the maintenance and operation of the (your unit mailroom).

3.
SCOPE.  This SOP applies to all units that have mail routed to the mailroom located on the first floor (your unit mailroom)

4.
OBJECTIVE.  The intent of this SOP is to ensure the smooth and uninterrupted delivery of mail to its intended addressees.

5. RESPONSIBILITIES.


a.
COMMANDER.




(1)
Appoint a unit postal officer, alternate postal officer, primary mail clerk, and alternate mail clerk.




(2)
Provide adequate space and equipment necessary for the proper handling and security of the mail.




(3)
Ensure mail clerks and mail orderlies have sufficient time to efficiently perform their mail-handling duties.




(4)
Periodically check mailrooms to ensure they are being maintained in an orderly condition.




(5)
Keep personnel informed of the character of mail service which can be expected in the area concerned.




(6)
Report and take required action on postal offenses and losses IAW Chapter 7 of the DoD Postal Manual 4525.6-M. Vol II.


b.
UNIT POSTAL OFFICER and ALTERNATE.  

(1)  Be a US Citizen if required to handle official accountable and first class mail which may contain classified material.




(2)
Be an officer or noncommissioned officer in the grade of SSG and above, if military.




(3)
Be in the grade of GS-6 or above, if civilian.




(4)
The postal officer is responsible for the overall operation of the mailroom and ensures that assigned personnel receive adequate training to pass the Postal Exam.




(5)
Supervise the operation of the unit mailroom IAW DoD Postal Manual, 4525.6-M, Vol II.




(6)
Develop and issue SOPs to cover:






(a)
Security, including protection of mail and postal effects, access to mailroom work areas, and mail transportation requirements.






(b)
Emergency destruction of mail





(c)
Delivery of mail during field exercises.




(7)    Ensure proper training of mail clerks and mail orderlies.




(8)    Ensure mail is handled in an efficient and timely manner.




(9)    Ensure proper maintenance of mail directory files and mailroom records.




(10)
Ensure compliance and understanding of current postal regulations by mail clerks and mail orderlies.




(11)
Daily verify delivery of all accountable mail by comparing the PS Form 3883s and PS Form 3849s.




(12)
Ensure a completed DD Form 1115 (Mailroom Mail Call Hours) hours of operation, a sample of correct mailing address, and an example of DA Form 3955 for incoming/outgoing personnel, are displayed in a prominent place outside the mailroom entrance.




(13)
Notify the commander immediately of all suspected or known postal offenses and losses.




(14)
Control entry of the mailroom to only those persons authorized by the commander, or by higher command instructions.




(15)
Ensure USPS equipment is used only for its intended purpose.  USPS mailbags shall be used for transporting mail only.  Empty mailbags shall be returned to the Post Office.


c.

UNIT MAIL CLERK (Primary Mail clerk).




(1)

Acts as the Mailroom NCOIC.




(2)

Training/Certification.  The mailroom NCOIC will be trained and certified.  Training is provided via On-the-Job-Training (OJT) at the mailroom.  14 days is the minimum training days required prior to taking the postal certification exam.  Every effort should be made to complete these 14 days consecutively. The postal certification exam is administered by the Yongsan Post Office.  The prerequisite for this exam is a minimum of 14 days of OJT in a mailroom.

(2) Supervises over all assigned personnel.




(4)
Provide mail service and operate the mailroom in accordance with DoD Postal Manual 4525.6-M, Vol II.




(5)
Safeguard mail at all times.




(6)
Maintain an up-to-date mail directory file of all personnel being serviced, “Due-in,” and personnel served that have been transferred during the last 12 months (6 months for personnel who were on temporary duty).




(7)
Perform prompt directory service on all undeliverable mail and return it to  the serving post office as expeditiously as possible, but no later than the following work day after receipt.




(8)
Deliver accountable mail and maintain accountable mail records.




(9)
Correct all discrepancies noted on mailroom inspections as soon as possible.




(10)
Report known or suspected postal offenses to the unit postal officer or commander immediately. 


d.
UNIT MAIL ORDERLIES (Alternate Mailclerk).




(1)
Training/Certification.  All mail clerks will be trained and certified.  Training is provided via On-the-Job-Training (OJT) at the mailroom.  14 days is the minimum training days required prior to taking the postal certification exam.  Every effort should be made to complete these 14 days consecutively. The postal certification exam is administered by the Yongsan Post Office.  The prerequisite for this exam is a minimum of 14 days of OJT in a mailroom.




(2)
Pick up mail at times specified.




(3)
Safeguard mail at all times.




(4)
Deliver personal mail only to the actual addressee and official mail only to individuals authorized by the commander.  Mail orderlies are not authorized to deliver personal accountable mail to addressees.




(5)
All mail should be promptly delivered and all undeliverable mail shall be returned to the unit mailroom for proper endorsements or storage.  If mail is returned to the UMR or post office, give the reason for non-delivery; for example, temporary duty, leave, or absent without leave (AWOL).

6. SECURITY OF MAIL.


a.
Loss of Mail.  Mailclerks and mail orderlies may be held liable for any loss caused by their failure to handle mail properly.  Mail-handling areas and all receptacles for accountable mail shall be locked when responsible individuals are not physically present.


b.
Delivery of Mail.  Mail shall be delivered only to authorized addressees.  Family members who present valid identification cards may pick-up mail, except for restricted delivery items, for their family.  Mail shall not be delayed, intercepted, opened, rifled, or left unattended when not in an authorized secure area.


c.
Overnight Storage.  Unit mailrooms that store official registered mail overnight must have an approved security container or the mailroom must meet the requirements for storing classified material.  Containers shall be secured to fixed foundations to prevent easy removal.


d.
Mailroom Requirements.  Mailrooms must be constructed in such a manner as to provide adequate security for the mail.  Structural requirements are as follows:




(1)
Doors shall be provided with suitable locks, and door hinges shall be mounted inside in such a way to prevent their removal from the outside.




(2)
Windows easily accessible from the outside shall be barred or covered with heavy wire mesh.




(3)
Walls and ceilings shall be constructed of such material as to prevent forcible entry.




(4)
Receptacles, when used, shall be installed in a manner to prevent access to other receptacles or access from a customer service window.


e.
Mailroom Access.




(1)
Personnel authorized by the commander.




(2)
Personnel conducting official business when escorted by unit mail personnel.




(3)
Postal Inspectors.




      (4)
Persons training to become unit mail clerks.  These personnel may observe the mail handling duties and may assist in keeping the directory files ONLY.


f. 
Postal Incidents.




(1)
Lost, stolen, or damaged mail must be notified to the postal officer and the commander immediately.




(2)
Lost or stolen accountable mail.  Every effort will be made to find lost or stolen accountable mail to include a 100% re-inventory of all accountable mail and review of all tracking records.  If negative results arise, the Postal Officer will notify the Yongsan Post Office Postal Officer and CID/MP.  Mail theft within the mailroom is a CID responsibility.  Theft after delivery is an MP responsibility.

7.
CONTROL OF KEYS AND COMBINATIONS.


a.
The unit mail clerk will keep only one key to the mailroom and any locked containers used for storing mail.  These keys must be safeguarded at all times.


b.
Combinations of containers used to store registered mail shall be changed at least annually or each time there is a change of mail clerks, and whenever an actual or suspected compromise occurs.


c.
Each duplicate key and each copy of a combination shall be sealed in its own envelope or PS Form 3977 (Duplicate Key Envelope).  The envelope will be endorsed to show its contents and kept by either the unit commander or the unit postal officer.  Both the person holding the duplicate key and the mail clerk holding the original key will sign across the flap of the sealed envelope.  These duplicate keys or combination shall be strictly accounted for.  New envelopes will be prepared when any signatory ends his or her postal duties.


d.
Duplicate keys are located in the Company safe, Room 213, BLDG 6000.

8.
TRANSPORTING MAIL.


a.
A closed body vehicle equipped with lockable doors shall be used to transport mail to and from mail service activities.  If such a vehicle is unavailable and another type is used, mail clerks and mail orderlies shall ride in the compartment that holds the mail, if practical.  If conditions prohibit personnel from riding in the compartment with the mail, visual contact shall be maintained with the mail at all times.


b.
Privately owned vehicles shall not be used to transport mail.  If an emergency situation occurs, authorization must be requested by the unit commander and approved by the serving postal activity.

9. RECEIPT AND DELIVERY OF MAIL.


a.
Only properly appointed unit mail clerks with a valid DD Form 285 in their possession may pick up or deliver mail at the installation Post Office.


b.
Unit Postal Officers ARE NOT authorized to pick up or handle mail in the absence of the unit mail clerk unless they have performed the following tasks:




(1)
Passed the Postal Clerk Performance Test.




(2)
Possess a DD Form 285 validated by the Installation Postal Officer or designated representative as an alternate mail clerk in addition to being designated as a Unit Postal Officer.


c.
Before receipting for mail at the Postal Office, mail clerks shall ensure any damaged articles are properly endorsed and repaired or rewrapped, if needed.  If damaged articles are received in closed bags, they shall be repaired and endorsed “Received in Damaged Condition,” along with the date of receipt and the identity of the unit repairing the article.


d.
Personal mail shall be delivered to the addressee or through individual receptacles.  Any competent member of the family who has a valid identification (ID) card may be given mail addressed to the family except mail items endorsed Restricted Delivery.  However, the sponsor may state in writing that no member other than the sponsor shall have access to the sponsor's mail.


e.
Mail addressed to unit members by title (ie: Supply Officer, 1SG, etc.) is considered official mail, and shall be delivered as such.


f.
Mail addressed in care of another or addressed to more than one addressee may be delivered to any addressee listed in the address.  All addressees must be authorized APO privileges.


g.
Mail addressed to "Commander of " an individual shall be delivered as official mail to the commander.  Mail addressed to "Commander of " or a receptacle number which does not contain addressees name or unit designation shall be returned to sender endorsed "Insufficient Address."


h.
Undeliverable mail retained overnight shall be dated on the reserve side to show date of receipt.


i.

Mail opened by mistake shall be resealed, endorsed "Opened by Mistake," and signed by the person opening the mail, if possible, and then returned to the postal activity from which received, so it can be forwarded to the correct address.


j.
Customers can control delivery of mail addressed to them by completing PS Form 3801, "Standing Delivery Order"; PS Forms 3849, "Delivery Notice/Reminder/Receipt,"; or by written instructions(DD Form 2258, Temporary Mail Disposition Instructions or a letter).  Customers may only name a person who is authorized MPO privileges by virtue of his or her own status.


k.
Addressees can refuse mail they do not want to receive.  The addressee shall be requested to write on the front of the envelope or wrapper "Refused," and sign and date it.  If the addressee declines to make the endorsement, the mail clerk shall endorse it "refused by Addressee," and date and sign it.


l.
Process mail addressed to unit mail clerks and mail orderlies the same as mail for other members of the unit.  Such mail shall not be opened, stored or disposed of within mail work areas.


m.
All Priority-, first-, fourth-, and third-class mail of single piece rate, annotated that forwarding postage is guaranteed, shall be endorsed with a forwarding address (if one is available) and forwarded to the addressee.  Priority-, third-, and fourth-class mail also shall be endorsed "Change of Address Due to Official Orders."  If the mail has an endorsement that restricts forwarding, it shall be returned to the sender.

10.
DIRECTORY SERVICE.


a.
The mailroom is responsible for the preparation and maintenance of a unit mail directory file on all personnel either assigned or attached to the unit, and for those personnel who departed from the unit during the past year.  In one file, each (DA Form 3955) directory card will be maintained in alphabetical order regardless of rank or status.


b.
The directory file for personnel presently being served shall, as a minimum, contain the name (Last, First, Middle Initial), grade, organization, and mailing address.


c.
Personnel in-processing the unit must prepare two directory cards.  Mail clerks shall distribute directory cards to the following:




(1)
Keep copy for mailroom files.




(2)
Send 1 copy to Yongsan Post Office.


d.
Personnel out-processing the unit must prepare cards in duplicate.  Unit clerks shall furnish copies of directory cards to the locations listed above.


e.

Purge dates.  The purge date is the date (month & year) the locator card will be removed from the directory file.  This date is 12 months from the departure date.  The purge date is annotated in the upper right hand corner of the directory card.  (example: When as individual is no longer served by the same APO, you would count 12 months and write the 13th month in the upper right hand corner.  If the individual was TDY, count 6 months and place the 7th month in the upper right hand corner.)  During the first work week of each month, the directory file shall be screened and all expired cards shall be removed and destroyed.

11.
ACCOUNTABLE MAIL.


a.
Delivery of accountable mail by the Post Office: The APO will deliver accountable mail only to properly validated mail clerk personnel of units which operates the mailroom, or under certain conditions, directly to the addressee.  Delivery of accountable mail by the APO will be accomplished as follows:




(1)
To mail clerks:






(a)
Delivery will be accomplished on PS Form 3883 (Firm Delivery Book).






(b)
Mailroom personnel will visually inspect all accountable mail for verification of correct unit address, damage and/or need of repair prior to its acceptance and will also verify each accountable number to insure it is listed correctly on PS Form 3883.






(c)
Mail clerks will sign for accountable mail on the PS Form 3883 as the AGENT of their unit.  The assumption of custody begins when the duplicate copy of the PS Form 3883 and accountable mail item(s) are received by the mail clerk.




(2)
To the addressee:






(a)
Accountable mail endorsed "Restricted Delivery" will be delivered by the APO to the addressee or authorized agent on PS Form 3849. (Except for official accountable mail, ie: Commander)






(b)
Accountable mail will be covered at all times by chain of receipts, from the time of acceptance from the APO, until final delivery to the addressee or authorized agent or it is returned to the APO.


b.
Accountable mail will be processed by the unit mail clerk in the mailroom in the following manner:




(1)
Unit mail clerks will obtain a receipt (PS Form 3883) for all accountable mail received from the APO.  Accountable mail received by mail clerks as ordinary mail will be returned to the APO for proper accountability.




(2)
Mail clerks will utilize PS Form 3849 to notify addressees of arrival of accountable articles.  This form will be prepared the day the article is received by the unit mail clerk, and delivered with the ordinary mail.




(3)
Accountable mail will be delivered only to the addressee or his/her authorized agent.  Addressee may designate an agent to receipt for their accountable mail by completing a PS Form 3801 (Standing Delivery Order).  PS Form 3801 may be used to authorize individuals to receipt for official accountable mail.  Mail clerks will require positive identification of all personnel prior to delivery.


c.
When PS Form 3801 (Standing Delivery Order) is used, and the authorized agent comes to the mailroom to receipt for the accountable mail, the following procedures will be followed:




(1)
The mail clerk will verify the identity of the agent by verifying his/her ID Card against the PS Form 3801 on file in the mailroom.




(2)
The mail clerk will enter "SEE PS Form 3801" in the right hand margin of the PS Form 3849.




(3)
The mail clerk will return the PS Form 3801 to the unit's file, and deliver the accountable mail to the authorized agent.


d.
When PS Form 3811 (Return Receipt) is attached to accountable mail, the mail clerk is responsible to insure that the addressee or authorized agent completes the receipt.  When completed, the return receipt shall be returned to the APO.


e.
When accountable mail is transferred from mail clerks to other authorized individuals, it shall be listed and signed for on PS Form 3883, "Firm Delivery Book - Registered, Certified, Express and Numbered Insured Mail."


f.
Whenever accountable mail is undeliverable it shall be returned to the APO promptly with an endorsement as outlined in DoD 4525.6-M, Volume II.  Mail clerks shall obtain a receipt (PS Form 3877) showing proper disposition of the article.  After receiving the return bill (PS Form 3877) the unit mail clerk will then place the endorsement "See Bill Dated" in the right hand margin of PS Form 3849 and will complete the reverse of the form.


g.
Retention periods for accountable mail are as follows:

	
	Days held after first notice
	Action Taken
	Days held after second notice
	Action Taken

	EXPRESS
	3
	Issue 2nd Notice
	2
	Return to APO

	REGISTERED
	5
	Issue 2nd Notice
	5
	Return to APO

	INSURED
	5
	Issue 2nd Notice
	10
	Return to APO

	CERTIFIED
	5
	Issue 2nd Notice
	10
	Return to APO



h.
File PS Form 3849 numerically by the last two digits of the identifying article number.  The forms shall be commingled in a single file.  Retain these forms for 2 years.

12.
DISPOSITION OF UNDELIVERABLE MAIL.


a.
Mail that cannot be delivered to the addressee is considered to be undeliverable mail.  This undeliverable mail will be disposed of promptly and properly as defined in DoD Postal Manual 4525.6-M, Volume II, Chapter 6.


b.
Undeliverable mail must be endorsed with the reason for non-delivery or endorsed with the correct forwarding address.  Endorsements shall be made on the front of the mail whenever possible.  The initial forwarding address shall be placed below and to the right of the original address.  Unit mail clerks shall:




(1)
Write omitted elements of the name, if known.




(2)
Draw a single diagonal line through the incorrect lines of the address and bar codes.




(3)
Make endorsements neat and legible, using the minimum space required.




(4)
Back stamp each piece of mail given directory service, to indicate date of receipt.




(5)
If the individual has departed on permanent change of station and mail is being forwarded using a military unit as a forwarding address, include a "due-in date" or projected reporting date.  This is not necessary once the due-in date has past.


c.

Mail addressed for individuals that are due to arrive shall be handled as follows:




(1)
If there is an indication that the individual is due to arrive, hold mail 15 days past the due-in date.  If unclaimed at that time, dispose of it according to its class if there is no further indication that the individual is due to arrive at a later date.




(2)
If there is no indication of a due-in date or the due-in date has past, but you have reason to believe that the individual is due to arrive, that is, the mail is being forwarded, the sender has the same last name, or some other similar reason, hold it for 30 days.




(3)
If the mail is still undeliverable at the end of the hold period, it shall be endorsed "Attempted-Not known" and returned to the APO, if there is no indication that the individual is due to arrive at a later date.




(4)
Screen mail being held for due-in personnel against the directory at least weekly.


d.
The APO shall monitor directory mail being returned by unit mail clerks to ensure that it is endorsed neatly and properly.  If illegible or incorrect endorsements are frequently noted after the unit mail clerk has been briefed on correct directory procedures, the unit commander or postal officer shall be advised.

13.
SECOND CLASS MAIL.


a.
Second class mail that is undeliverable as addressed shall be handled as outlined in Table 6-2.  DoD Postal Manual, Vol II.  The following instructions apply:




(1)
All second class mail for overseas personnel reassigned in an area served by the same postmaster (for example, APO AP 96XXX) or CONUS personnel reassigned in CONUS shall be forwarded for 60 days after the service member's departure.  Mailroom clerk shall endorse this mail "Advise Your Correspondent or Publisher of Your Correct Mailing Address" and "Change of Address Due to Official Orders."




(2)
All second class mail (except newspapers) addressed to personnel who have been reassigned to an area not served by the same postmaster (for example, APO AP 96XXX to CONUS, or CONUS personnel reassigned overseas) shall be forwarded for 60 days following the member's departure.  Mail clerks shall endorse this mail "Change of Address Due to Official Orders" and "Advise your Correspondent or Publisher of Your Correct Mailing Address."  Newspapers and magazines that cannot be forwarded shall be disposed of as outlined in DoD 4525.6-M, Vol II.


b.
Exception: In the Pacific theater of Operations (between APO/FPO 96XXX and APO/FPO Seattle 98XXX MPO's), all second class mail shall be treated as if the MPO is serviced by the same postmaster when forwarding second class mail.  The first copy of undeliverable second class mail that is received shall be handled as follows:




(1)
PS Form 3579, listing the forwarding address and marked "Not Deliverable as Addressed.  Unable to Forward," shall be affixed near the old address.  UMR's serviced by PSC's shall return the publication to the servicing post office for processing.


c.
Prepare record of PS Form 3579.  The name of the publication and date of notification shall be indicated on the directory card, computer file, or log to prevent sending duplicate notification to publishers.

14.
AWOL PERSONNEL.  Hold mail until the individual has been AWOL for 30 days.  After the 30th day endorse mail “Moved, Left No Address” and return to the serving postal activity.

15.
CASUALTY MAIL.  Mail for casualties shall be forwarded under cover by the unit mail clerk to the serving APO.  Mail for casualties shall not be returned to sender or forwarded to next of kin.  Once absolute verification is obtained that next of kin has been notified, serving APO will return to sender with proper endorsements.

16.
MAIL DELIVERY RECEPTACLES.


a.
Assignment of receptacles.




(1)
Receptacles are assigned for the individual’s exclusive use and shall be used for the delivery of mail only.  Receptacles shall not be issued to official and quasi-official activities.




(2)
Do not assign a receptacle to more than one person.  (A sponsor and authorized dependents are considered to be one person).




(3)
When each member of a married couple has MPO privileges in his or her own right by virtue of his or her civilian or military status, each may be assigned a separate receptacle if so desired, even if the couple is assigned to the same location.  However, they shall be encouraged to share a receptacle.




(4)
Assign the receptacle which has been not used for the longest time.




(5)
Record the customer’s name, date of receptacle issue, receptacle combination, and the combination change date on a DD Form 2262 (Receptacle Record).




(6)
Label the rear of each assigned receptacle to identify the receptacle holder and number.  If a dependent living with a sponsor has a different last name, both the sponsor’s and the dependent’s name shall be included on the label.




(7)
The combination or the key shall be given to the receptacle holder using DD Form 2263 (Mailing Address/Combination Notice) and the holder shall be advised to memorize the combination and read the general instructions contained on the form.


b.
Maintenance of receptacles and receptacle record cards.




(1)
Number the receptacles vertically, in rows of nine either left to right or right to left.




(2)
To change a combination, remove the cover plate by withdrawing the two brass screws that hold the plate.  Loosen the screw that holds the tumblers and place the tongue of the washer in a different hole in the hole in the top tumbler.  Replace and tighten the screw.




(3)
Do not make major repair to receptacles.  Facility engineers are responsible for major repairs.




(4)
Routine and preventive maintenance such as lubricating the moving parts, is the responsibility of the mail clerk.




(5)
Spot-check the receptacle windows and doors daily for damage.




(6)
If a receptacle cannot be secured, immediately close it and issue a new receptacle to the holder.




(7)
Separate receptacle record cards shall be maintained for each receptacle.






(a)
Forms for assigned receptacles are filed in numerical order in active file.






(b)
Forms for unassigned receptacles are filed in chronological order by closure date in an inactive file.


c.

Withdrawal of receptacles.




(1)
All mail will be removed from the receptacle and provided directory service.




(2)
Remove the name label and block the receptacle with PS Item 0-53, which is available from the Yongsan Post Office.




(3)
Remove the receptacle record card from the active file and record the date or receptacle closure.




(4)
Change the keylock cylinder or combination within 5 working days of closure and record the key serial number or new combination and date of change on the receptacle record card and file in the appropriate file.


d.
Combination and Keys.




(1)
A key lock cylinder or combination shall be changed any time a key or combination is believed to be compromised and when a receptacle is withdrawn.




(2)
The serial number of the key or the combination, shall be recorded on the receptacle record date.




(3)
Supervisors shall ensure that adequate supply of keylock cylinders are retained where key-type receptacles are installed.  Cylinders may be rotated with other separate nets of receptacles.




(4)
Worn, lost, or broken keys shall be replaced by the activity issuing the receptacles without charge to the members.  At least two duplicate keys shall be retained for each receptacle.  The combination entered on the receptacle record card is the only combination retained.  Duplicate keys and combination shall be kept in a safe place out of customer reach.


e.
Delivery of mail through the receptacles.




(1)
Only matters which bear postage, official postal notices, or other matter authorized by the major command may be placed in mail delivery receptacle.




(2)
Compare the name on the mail with the name label on the receptacle before placing mail in the receptacles.  When the names do not match, route the mail to the directory section for processing.  Mail addressed to "Occupant" or "resident" of a receptacle number shall not be delivered to the receptacle holder.  It shall be returned to the servicing postal activity endorsed "Insufficient Address."




(3)
If the mail is properly addressed to the receptacle number, an individual holder may receive, through the receptacle, mail addressed to the following:






(a)
Sponsor.






(b)
Family member.






(c)
Relatives.





(d)
Other persons residing in the household (whether permanent or temporary).




(4)

When it is necessary to deliver non-accountable articles too large to fit in receptacles, store in a manner that allows easy retrieval.  Use PS Form 3907 (Notice To Call At Window), to notify customers of their mail.  Prepare the form the same day the article is sorted for delivery.




(5)

Use DD Form 2258 to mark receptacles whose holders are temporarily absent for any reason.  Receptacle holders shall sign this form whenever possible to show that the forwarding address or instruction for disposition of mail were provided.  If a change of status is received from a source other than the receptacle holder, note the source on the form.  Mail shall be held for personnel who are temporarily absent unless the addressee requests in writing that mail be forwarded or delivered to an agent.  The agent must be an authorized MPO user.  Mail may be held in the receptacle; however, if the accumulation is such that it will not fit in the receptacle, the overflow shall be bundled together.


f.

Checking assigned receptacles.




(1)
Paragraph 504.1, Chapter 5, DoD Postal Manual 4525.6-M, Vol II, states that mail receptacles (lock-boxes) will be checked at least monthly for mail accumulation, old mail, or nonuse but it does not state how these checks will be accomplished.  To rectify this, the following procedures will be followed:






(a)
Visual checks will be made monthly except during the months of January, April, July and October.  During these months TAPD Form 1-90 dated Mar 90 will be used to perform these checks.






(b)
The procedures outlined in Paragraph 504, Chapter 5, DoD Postal Manual 4525.6-M, Vol II will be followed if a Form 1-90 is still in a lock box after the 15th of the following month, ie: Jan, Apr, Jul or Oct.






(c)
TAPD Form 1-90 is reusable.  Ensure a receptacle to be used by patrons for returning this form is marked and placed in an area easily accessible to the patrons.





(d)
These forms will be used by Postal Service Centers, General Delivery Sections and all mailrooms that have lock boxes.

17.
ADDRESSEE NOT AUTHORIZED APO PRIVILEDGES.  Personnel not authorized MPO privileges are not authorized to receive mail through an authorized user’s receptacle.  If unauthorized users are detected receiving mail through an authorized holder’s receptacle, the holder shall be notified of the infraction and the mail will be returned to the serving postal activity annotated “Address Not Authorized MPO Privileges.”

18.
EVACUATION PLANNING.  Official registered mail shall be given priority in an emergency evacuation actions conducted by MPS elements.  The following priorities are established for use in arranging evacuation, affording protection, and, if necessary, ensuring destruction of mail and postal effects:


a.
Official registered mail.


b.
Directory service cards.


c.

Other accountable mail.


d.
All remaining mail.


e.

All other records, equipment, mail sacks, and furniture.

19.
DAILY GARRISON OPERATIONS.


a.

At 0800, the Brigade Mailroom (BLDG 5491) will be open.  Any redirect mail not complete the previous day will also be processed.


b.
At 0945, primary mail clerk will redirect mail to the Yongsan Main Postal Facility.




(1)

The clerk will check the accountable mail section for any insured, certified, or express mail and return receipt, which he/she will check and sign for on a PS Form 3883.




(2)

The mail clerk will also check the registered mail section for any incoming registered mail and sign for it on a PS Form 3883.




(3)

The mail clerk will then pick up all other incoming letter/package mail, and transport it back to the Brigade mailroom for sorting.




(4)

All remaining accountable mail will be sorted and mail clerks will complete a PS Form 3849 for each. 




(5)

The mail clerk will then sort all remaining letter/packages and place it in appropriate mail receptacles.


c.

1200 – 1300, Tuesday, Wednesday, Friday, Saturday, Brigade mailroom will hold mail call.


d.
1300 – 1700, mail clerks will break down and sort the remaining accountable and regular mail.


e.

1700 – 1800, Monday, Tuesday, Wednesday, Friday, Brigade mailroom will hold mail call (1600 – 1700 on Thursday).


f.

At 1800, mail clerks will remove all trash, sweep the floor, clear and set in an orderly fashion all counter/desktops, and secure all unclaimed mail and secure it in the Brigade’s mail.


g.
Miscellaneous.

(1) Each mail orderly will deliver mail to addressees in a timely manner.  Mail Orderlies will not just “leave” mail on desks/tables or with “co-workers” when addressee is not available, nor will mail orderlies keep such mail in their possession overnight.




      (2)
Only authorized mail clerks/orderlies can receive mail addressed to other individuals unless the addressee designates an agent by filling out a PS Form 3801 or filling out the reverse side of PS Form 3849.




      (3)
If a PS Form 3811 is attached to the accountable mail, the addressee or authorized agent must sign and date the form

20.
WARTIME POSTAL OPERATIONS.


a.
Concept of Operations.  Requirements for wartime postal support are fulfilled by reducing some peacetime services.  There are three primary categories of mail during wartime: Postage Due mail, Military Postal Service mail (MPS), and Free mail, when authorized by the SECDEF.  As additional postal companies arrive in theater, more APO/MAO will be opened based on the combat situation.  If possible, postal services will include the collection, dispatch, receipt, and delivery of personnel letter class mail and high priority official mail with mission essential items.  If postal service is curtailed or suspended, every effort will be made to resume it as soon as the tactical situation permits.


b.
Responsibilities.




(1)
BDE S1 will prepare supporting plans in sufficient detail to ensure minimum service levels are maintained.  Plans should include procedures for:






(a)
Coordinating with 8th PERSCOM for current information on the status of military postal operations, free mailing privileges, embargo procedures on all mailing decisions and location of APO.






(b)
Providing information to subordinate commanders on current status of military postal operations.






(c)
Ensuring subordinate commands establish procedures to conduct unit level postal operations.






(d)
Establishing transportation arrangements to support the amount of mail to be delivered.



         (e)
Ensuring personnel are available to provide postal support to units.






(f)
Establishing the exact mailing address personnel should use for personal and official mail.






(g)
Establishing directory instructions and determining when locator cards are required.






(h)
Establishing routing and disposition instructions, and how and when units will communicate with MPO’s.






(i)
Coordinating through a designated command Postal Officer in the deployment area if financial services are made available.






(j)
Determining postal restrictions, to include mail which will not be allowed into or out of MPO’s.




(k)
Determining the unit level to which mail will be sorted.






(l)
Processing casualty mail which is found in DoD Postal Manual 4525.6-M, Vol, II, paragraph 608.  Careful consideration is required to prevent inadvertent casualty disclosure.






(m)
Providing services to DoD US Contractors and US Civilians in the area of operations which are found in DoD Postal Manual 4525-M, Vol. I, App. A.




(2)
Postal Officer.





(a)
Ensure all directives from BDE and higher are executed with the unit mailroom.






(b)
During exercises, the postal officer will receive the names of all personnel that desire mail and provide delivery of mail to those personnel in the field.  Mail will continue to be delivered as long as transportation and mailroom certified clerks are available to handle and deliver mail. 







(3)
Primary Mail clerk (Mailroom NCOIC).






(a)
Execute the guidance from the postal officer.






(b)
Continue postal operations until further guidance and coordinate mail to be delivered to the field.
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