UNITED STATES MARINE CORPS
MARINE CORPS BASE

QUANTICO, VIRGINIA 22134-5001
MCBO P5112.1

C 013/k
19 Mar 90
5112.1w/_Ch 1, 2, 3 4 17L
From  Commandi ng Gener al
To: Distribution List
Subj: sopP FOR HANDLING US. ML
Ref : (a) DoD 4525.6M, (DoD Postal Manual, Vol | and I1)

(b) DoD 4525.8M, (DoD COfficial Mil Mnual)
(c) OPNAVI NST 5112.6A

(d) Mco P5110.4

(e) MCO 5110.5B

Encl : (1) LOCATOR SHEET

1.  Purpose. To promulgate procedures for postal services,
handling of US. Mil, and operation of unit nailrooms per the
ref erences.

2. Cancel | ati on. MOCDCO  P5112. 1.

3. Information. This Mnual is effective upon receipt.
Directors, COs, oic's, and staff section heads are enjoined to
review all aspects of mail handling procedures under their

cogni zance to ensure conformance with the procedures hereby

del i neat ed.

4, Summary of Revision. This revision contains a substantial
nunmber of changes and should be conpletely reviewed.

5. Recommendati ons. Recommendati ons concerning the SOP for
Handling US. Mil are invited and will be submtted to the
Commandi n CGeneral, Mrine Corps Combat Devel opnent Conmand
(MXCDC) (C 013) via the appropriate chain of conmmand.

6. Certification. Revi eveda ath approved this date.

S

Deputy Commander for Support
DI STRI BUTI O\: P51

copy to: 21, 23



UNITED STATES MARINE CORPS
MARINE CORPS BASE
QUANTICO, VIRGINIA 22134-5001
MCBO P5112.1 Ch 1

c 013/p
15 oct 90

MARI NE_CORPS BASE ORDER P5112.1 Ch 1

From Commanding  Ceneral
To: D stribution List

Subj : SCP FCR HANDLI NG U.S. MAIL
Encl : (1) New page inserts to MXCDOO P5112.1A

1. Purvose. To transmt new page inserts and direct pen changes
to the basic Mnual.

2. Action

a. Renove pages 5-1 and 5-5 of the basic Manual and repl ace
with corresponding pages contained in the enclosure.

b. Paragraph 3003.2, first line, insert "Transferred"
foll owi ng "ox."

c. Paragraph 3003.2c, fifth line, change ""RTS" (return to
sender)" to read "REFUSED. "

d. Add new paragraph 3003.24 as follows:

"d.  Mark out "Quantico, VA 22134" and bar code with bl ack
felt tip pen.”

3. summary of Chanaes

a. ldentifies the correct annotation to make on mail received
for personnel who have been discharged or transferred who have
provided a civilian forwarding address.

b. Requests for express mail will be made in witing and
approved by the Command Adjutant prior to 1430 on the day of
accept ance.

c. The dassified Miterial Control Center is identified as the
Cassified Mterial Screening Point for classified official nail.

4.  Change Notation. Significant changgs in the revised pages for
this Change are denoted by an arrow ( &) synbol .



MBO P5112.1 ch1
15 Oct 90

5. Filina rnstructions. This Change transmittal wll be filed
i mediately following the signature page of the basic Mnual.

6. Certification.  Reviewed and approved this date.

c.”N PASTINO
Deputy Conmander for Support

DI STRI BUTI ON: P51
copy to: 21, 23



UNITED STATES MARINE CORPS
MARINE CORPS BASE
QUANTICO, VIRGINIA 221344001

MCBO P5112.1 Ch 2
c 013/p
31 Jan 94

MARINE CORPS BASE ORDER P5112.1 Ch 2

From Commanding  Genera
To: Distribution List

Subj: SOP FOR HANDLI NG U. S. MAIL
Encl : (1) New page inserts to MCCDCO P5112.1A

1. Purpose. To transmt new page inserts and direct pen changes
to the basic Mnual.

2.  Action-

a. Renove present pages 2-3 through 2-8, 3-3 through 3-6,
5-3, and 5-4 and replace with correspondi ng pages contained in the
encl osure hereto.

bh. Paragraph 5006.2, second |ine, change the word "Oificer" to
read "Chief" and change extension "2399/2153" to read extension
"2822/2100."

c. Paragraph 6001.2, add the following as the last sentence:
*"TBS will have 24 hours to deliver mail.”

d. Paragraph 6002.3, fifth line, after the word "office,"
insert the words "within 24 hours of receipt.”

e. Delete paragraph 6002.4 in its entirety.

3. Summarv_of Chancres

ot a. ldentifies the new street address for the Mlitary Post
i ce.

b. Provides an updated nailing address for the Comand.
c. ldentifies the correct way to address readdressed mail

d. ldentifies the correct mailing address for personnel in the
hands of mlitary authorities.

e. Stipulates that rubber stanp addresses will not be accepted
on all outgoing official mail

4. Chancre Notation. Significant changes contained in the revised
pages for this Change are denoted by an arrow ( W) symbol .



MCBO P5112.1 Ch 2
31 Jan 94

5. FElina Instructions. This Change transmttal will be filed
i medi ately follow ng the signature page of Change 1 to the basic
Manual .

6. Certification Reviewed and approved this date.

M. C._ BUNTON
By direction

DI STRI BUTI ON: P51
copy to: 21, 23



UNITED STATES MARINE CORPS
MARINE CORPS BASE
QUANTICO, VIRGINIA 22134-5001
MCBO P5112.1 Ch 3

c 013/p
6 Jun 94

MARINE CORPS BASE ORDER P5112.1 Ch 3

From: Conmanding GCenera
To: Distribution List

Subj: SOP FOR HANDLING U. S. MAIL
1. Purpose. To direct pen changes to the basic Oder.

2. Action

a. Paragraph 1002.9, second |line, change "monthly" to read
"quarterly."

b. Paragraph 7001.2, second |line, change "month" to read
"quarter."”

c. Paragraph 7001.4, third |line, change “monthly" to read
"quarterly."

d. Paragraph 7001.6, second |ine, change "Monthly" to read
"Quarterly." Delete the next to the |ast sentence ("If the
relnspection . . . ..for that month.")in its entirety.

e. Paragraph 7002.3, third line, change "monthly" to read
"quarterly."

3. Summary of Chancre. MCO 5110.6 requires unit mailroom
inspections to be conducted on a quarterly basis vice nonthly.
This Change inplenents the new policy.

4. Filina Instructions. This Change transmttal will be filed
imediately foll ow ng the signature page of Change 2 to the basic
Manual .

5. Certification. Reviewed and approved this date.

M. C. BUNTON
By direction

DI STRI BUTI O\ P51
copy to: 21, 23



UNITED STATES MARINE CORPS

MARINE CORPS BASE
QUANTICO, VIRGINIA 22134-5001

MCBO P5112.1 Ch 4

B 013
13 JAN 2000
MARI NE CORPS BASE ORDER P5112.1 Ch 4
From Commandi ng  Gener al
To: Distribution List
Subj : SOP FOR HANDLING U S. ML
Encl : (1) New page inserts to MBO P5112.1
1. Pur pose. To transmt new page inserts to the basic Mnual.
2. Action. Renove present pages 7-3 and 7-4, and replace with the
corresponding pages contained in enclosure hereto.
3. Summary of Change
a. Announces quarterly inspections nmail room inspections.
b. Identifies the use of the Automated Inspections Reporting

System Checklist for inspections.
c. ldentifies guidelines for ratings.

4. Change Notati on. Par agraphs denoted by an asterisks (*) synbol
contain changes not previously published.

5. Filing Instructions. File this Change transmttal inmmediately
behind the signature page of Change 3 to the basic Manual.

6. Certification. Revi ewed and approved this date.

e

Chief of Staff

DI STR BUTI ON: | NTERNET



MCBO P5112. 1
19 Mar 90

LOCATOR  SHEET

Subj: SCP FCOR HANDIING U S NAIIL

Locati on:

(Indicate the location(s) of the copy(ies) of this
Manual .)

ENCLOSURE (1)
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RECORD OF CHANGES

Log conpleted change action as indicated.

Change Date of Date Signature of Person
Number Change Entered v Incorporated Change
L |/s0eT T0| 5007 99| Kuthy o (hnutpatie

S/ Janw 9

3/ Jan 39
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G Jan 94
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SOP FOR HANDLING U.S. MAL

CHAPTER 1
RESPONSI BI LI TI ES

1000. COWAND POSTAL COFFICER  Responsible for the detail ed
supervi sion of mail handling procedures per DoD 4525.6M, Vol unes |
and |1, DoD 4525.8, OPNAVINST 5112.6, Mco 5110.4, and Mco 5110.5.
The Command Postal Oficer wll:

1. Miintain liaison with civil and mlitary postal authorities
concerning postal matters affecting this Conmand.

2.  Supervise the adm nistration and operation of the Comrand
Postal System

3. Investigate and take appropriate action concerning all _
confirmed or suspected irregularities in postal and rmail handling
procedur es.

4. Conduct unannounced inspections as prescribed by directives.

5. Prepare and submt reports required by directives.

1001. CFFICAL NAIL NMANAGER (OMM) /MILITARY_POSTAL CLERKS (MPC).
A senior MPC assigned to the MXCDC Post O fice will be designated
the OW and is charged with this responsibility per DoD 4525. 8.

MPC's W |

1. Process all incomng and outgoing nail per DoD 4525.6M, Vol unes
| and Il, DpoD 4525.8, OPNAVINST 5112.6, Mco 5110.4, Mco 5110.5,
and United States Postal Service (USPS) directives.

2. Report all inquiries and clains concerning loss, rifling,
delay, and damage of nail natter to the Postal Oficer.

1002. UNIT COWANDERS OPERATI NG MAI LROOVE. Conply with DoD
4525.6M, Vol ||, DoD 4525.8, COPNAVI NST 5112.6, McO 5110.4, and
Mco 5110.5. Unit Commranders will:

1. Appoint a conmm ssioned, warrant, or noncomm ssioned officer
(E-7 or higher) or poD civilian (GS-7 or higher) to act as Postal
Oficer for the Conmmand.

2. poi nt a conm ssi oned, warrant, or nonconmm ssioned officer
(E-7 or higher) or poD civilian (G5 7 or higher) as OW The
appoi ntment may be additional duty appointrment. It wll Dbe

made in witing and include the appointee's official address and
tel ephone nunber. oMM's will be appointed fromthe adm nistrative
elenent within each activity.

1-3



1002 SCP FOR HANDLING U S, MAIL

3. Appoint mail clerks/orderlies per Dob 4525.6M, Vol |1,
OPNAVINST 5112.6, and this MNanual.

4. Ensure that assignnents of unit postal officers and nail
clerks/orderlies are kept to an absolute mnimum As a guideline,
no assi gnnments of personnel with less than three nonths retain-
ability should be nade.

5. Ensure that mail clerks/orderlies are thoroughly
indoctrinated in their duties and responsibilities prior to
appoi nt ment .

6. Pronulgate a unit mail handling order witten in conpliance
with DoD 4525.6M, Vol |1, DoD 4525.8, OPNAVI NST 5112.6, MCO 5110. 4,
and MCO 5110.5. A copy of the Order will be posted outside of
mai | rooms and on Command bulletin boards.

7. Require all personnel assigned, to check-in and check-out wth
the unit mailroom

8. Require mailroons to maintain a current mail directory file
utilizing NAVMC 10572.PD, Mail Directory File Card.

9. Submt a report of corrective action taken on all discrep-
ancies listed during the Conmand Postal Oficer's nonthly
unannounced  inspection, when such inspection results in an
unsatisfactory rating. The report wll be submtted to the
Commandi ng CGeneral (C 051) no later than 10 working days fromthe
date of inspection, with a copy to the Command Postal O ficer.

10. Ensure that nmilbags are only used to transport nmail, with
excess bags being returned to the serving post office.

11.  Ensure that OPNAV 5110/5, Notice of Change of Address, is
available to individuals and properly utilized per DoD 4525.6M,
Vol I, and OPNAVINST 5112.6.

12. Designate an officer or SNCO other than the unit postal
officer, to inspect the mailroom at |east once per nonth.

13. Requisition and maintain a 30 day supply of the follow ng:
a. DD Form 285 Ml Oderly/derk Appointment Card.

b. CPNAV 5110/5, Change of Address Card (two cards for each
menber assigned on unit rolls).

c. NAVMC 10572-PD, Mail Directory File Card.
d. DD Form 2260, Ml Oderly/derk Appointnent Log.
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1003. UNIT POSTAL CFFICERS. Responsible for the detail ed
supervision of internal mail handling procedures per DoD 4525.6M,
Vol |1, DoD 4525.8, OPNAVINST 5112.6, McCO 5110.4, Mco 5110.5, and
this Manual.

1. Conduct weekly unannounced mailroom i nspections on different
days of the week.

2. NAVMC Form 10487 (Mailroom | nspection Checklist) will be used
to conduct weekly inspections.

3. Maintain control of DD rorm2260 and all blank DD 285 Forns.

The log and blank cards will be secured in a safe or security
container and wll not be naintained in the mailroom DD Form 2260
will be retained for two years fromdate of |ast revocation

4. Serialize all conpleted DD 285 Forns for accountability and
record sequentially on the |ogs.

5. Verify delivery of accountable nmail on PS Form 3850 by
initialing in colum 3 on the date of delivery.

6. Notify the serving post office in witing upon revocation of
aut hori zation of mail orderly/clerks who receipt for mail fromthe
post office.

7. Maintain duplicate mailroom keys in a seal ed envel ope, secured
in a safe or security container.

1004. UNT MAIL CLERKS

1. Be thoroughly famliar wth pob 4525.6M, Vol |1, DoD 4525.8
OPNAVI NST 5112. 6, Mco 5110.4, Mco 5110.5, and this Manual .

2. Miintain a Mail Oderly Call/Receipt Log to include the
following information: Legible signature, DD Form 285 seri al
nquer, date, and tinme mail orderlies received mail fromthe
mai | room

3. Ensure that mail orderlies have their DD Form 285 in their
possession while handling nail

4. Immediately back-stanp all mail upon receipt.

5. Ensure that nail orderlies are not holding mail overnight.

6. Miintain directory files strictly per DoD 4525.6M, Vol |1

7 Return all mail addressed to unauthorized users of the Mlitary

Pbstal Service, mail that is undeliverable wi thout authority to
hold, and mail for which no forwarding address is known, to the
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serving post office as soon as possible, but no |ater than two duty
days after date of receinpt.

8. Report all violations, delays, riflings, danage, or
depredations of the mail to the wunit postal officer imediately.
(See figure 5-1 of DoD 5425.6M, Vol 11.)

9. Advise all personnel assigned that are serviced by USPS to
notify their correspondents of their quarters address for personal
mai | . Only official business nail and mail for Marines assigned to
BEQ's/B0Q's may be received through unit mailroons to prevent
duplication of USPS service.

10. Place endorsements on mail strictly per this Mnual. Do not
allow mail orderlies to wite on mail.

11. Post DD Form 1115, showing nail call hours inmmediately outside
of mail room Hours will correspond with hours shown in unit rmail
handl ing orders.

12 Require all personnel reporting in or departing to fill out
—two OPNAV Forns 5110/5, Notice of ange of Address, one each for
0(\1/ the gaining and | osing post offices.

13.  Review and maintain copies of unit diaries, identifying
personnel who have |joined/ departed the Comand.

1005. MAIL ORDERLIES

1. Effect person to person delivery of mail to addressee, or agent
authorized in witing, only. Do not leave mail unattended (i.e.,
on bunks, desks, in drawers, etc.).

2. Return undeliverable mail to the serving mail room before close
of busi ness. If a Marine is tenporarily absent, let the mail room
hold mail wuntil the Mrine returns.

3. Do not wite on mail.

4.  Report known or suspected postal offenses to the unit postal
officer inmediately.

5. Pick up mail at times specified.

6. Ml orderlies may not handle personal accountable (registered,
certified, nunbered insured) nuail.
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ADM NI STRATI VE AND OPERATI NG PROCEDURES
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SOP FOR HANDLING U.S. MAIL

CHAPTERZ2
ADM NI STRATIVE AND OPERATING PROCEDURES

2000. DESIGNATION OF POSTAL PERSONNEL, The official mail manager
Ig(]\/l\/) and all mlitary postal clerks (Mpc's) will be designated on DD
orm 2260 and appointed on DD Form 285.

2001.

L. ilitar ' This Post Ofice is |located at 401 6th
Avenue (Bldg. 716). Hours of operation are 0730-1630 on weekdays.
2. US Civil Post Ofice. The Quantico Post Cffice is located at
400 5th Avenue, Quantico, and serves the housing areas at MCCDC.

Hours of operation are 0830-1700 on weekdays and 0900-1200 on
Sat ur days.

2002, US MAL OQLECTION BOXES Ml collection boxes are
located in areas designated to provide the best service for
ersonnel and are the only such boxes authorized for use. The
ours of collection are posted on each mail collection box.
Requests for increases or decreases in the nunber of boxes,
changes of location or changes to the hours of collection at
such boxes nust be submtted to the Commanding General (C o013),
describing each desired change with conplete justification. The
Postmaster, Quantico may authorize new nail collection boxes
and/or changes in location for present ones. No Mrine official
business mail may be deposited In these collection boxes.

2003. RECEIPT AND DISPATCH O MAIL

1. Receipt. Mil addressed to MXDC is received daily, Mnday
through Friday at the Quantico Post Office. Once the mail is
sorted it is available to unit mail clerks/orderlies during posted
mai | call hours through the serving unit post office for further
processing and delivery.

2. Dispatch. Al outgoing mail is dispatched twce dailﬁ. Mai |
clerks/orderlies my not accept personal mil for dispatch.
US. Mil collection boxes are provided for this purpose.

2004.  UNAUTHORI ZED _ TRANSACTI ONS

1.  Renoval of postage stanps from nmail prior to delivery to
addressees is prohibited.

2-3
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2005 SOP FOR HANDLING U.S. MAIL

2. No mlitary postal clerk, mail clerk, or orderly may act as

anllagent for any other person to receipt for personal accountable
mai | .

2005. ACCEPTANCE, HANDIING AND TREATMENT CQF NMAIL
1. Inproperly prepared articles wll not be accepted for mailing.

2. The secrecy of the mail is vital. An article is considered to be

mail when in the USPS or mlitary postal channels or when it is
deposited in a locked mailbox or given to a MC

3, Information regarding addresses, postmarks on mail, and records
of registered, insured, and certified mail wll be furnished only to
senders, addressees, or their agents specifically authorized in
witing.

2006. SPECIAL MAIL SERVICES

1. Registered mail shall be handled per United States Postal Service
(USPS) and poD instructions (Mco 5110.4 refers),

2. Were there is evidence of loss, damage, or _tanpermg? with
registered mail, the facts wll be determned |rmed|ateP/ and a
report will be submtted to the Command Postal Officer. f
registered mail contains classified matter, OPNAVINST 5110.1 wll be
conplied wth,

3, Mil matter of no intrinsic value on which postage of the
first-class rate has been paid, my be accepted as certified mil.
This type of service provides for a receipt to the sender and a
record of delivery at the post office of the addressee. Certified
mail is handled and dispatched as ordinary mail and no record is
retained at the dispatching post office.

4. Special delivery and express nail wll not be honored in
the mlitary postal” system but wll be handled as ordinary mail.

5. Third and fourth-class domestic mail may be insured against
loss, rifling, or damage up to $500 with proof of value.

2007.  NONMAI LABLE  MATTER

1. Nonmailable matter includes all matter which is prohibited from

being sent through the mail or which cannot be forwarded to its
destination because of illegible, incorrect, or insufficient address.
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2. Matter which is prohibited includes, but is not [imted to:
a. Intoxicating liquors.
b. Habit-formng and illegal drugs.

~c. Aty mterials which may kill or injure persons or damage the
mai | or other property.

d. Amunition and explosives of all types.
e. Obscene and indecent matter

f.  Contraband itenms.

g. Lotteries, frauds, and libelous mtter

h. Any letters, publications, or other itens containinq) any
matter advocating or wurging treason, insurrection, or forcible
resistance to any law of the US.; or any letter or other natter
containing any threat to take the life of, or inflict bodily harm
upon, the President of the US.

1. Publications which violate US. copyright [aws.

j. Perishable natter, plant quarantines, swtchblade knives, and
conceal able firearns except under special rules, conditions, and
restrictions.

k. US CGovernnent property intended for personal use, except
for those itens that have been sold through authorized agencies of
the Government and are acconpanied by purchase/sales receipts.

3. Wien mailers are in doubt as to whether any matter is nailable,
they should inquire at the serving post office. The burden rests

with the individual mailer to ensure conpliance with the law The
mailer may be held fully liable for introduction of nonnailable
matter info the mils. "To avoid acceptance of nonmailable matter and

ensure conpliance wth postal regulations and laws, the mailer wll Letgenaani

be required to declare the contents of alligafEéIE before acceptance
for _na|||ng. Severe .?enalt|es are provided by law for anyone who
knowi ngly deposits mail or causes to be nmailed or delivered, anything
declared” nonmailable by [aw.

2008. 1INoQUIRIES AND CAI M5

1. Inquiries and claims for mail my be filed at any post office.
If filed at the post office of the addressee, the addressee nust

furnish sufficient information for the proper search of delivery
records or for the initiation of a postal claim for indemity,

B . 5
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2009 SOP FOR HANDLING U.S. MAIL

2. \Wen articles are mailed and addressed for delivery in the
Continental US. (coNus), inquiries or claims for |ost registered,
cg(rjufled, or insured mail may be filed by the sender or
addressee.

3. Wen articles are mailed to or from mlitary post offices outside
CoNUSs, inquiries or clains for lost registered or insured mail may be
filed by the sender after 15 days have elapsed from the date of
miling.. Inquiries or clains for Anerican Post C(ffice (APO)t/Federal
Po.slt. fice (FPO surface mail nust wait 75 days from date o

mai | i ng.

4. Inquiries concerning official registered mail may be accepted
without regard to the time limts specified, if there has been
sufficient time for the article to have been delivered and it was
addressed to another mlitary installation commander.

2009. MAIL PRIVILEGES FOR CONFINED PERSONNEL,  Mail J)rivileges
exterluiled to prisoners wll be per SECNAVINST 1640.9 and DoD 4525.6M,
Vol II.

2010. ARTICIES FOUND |QOSE IN THE MAIL, Cpened nail received
\l% any MPC or mail clerk nust be endorsed "Received Unsealed."

en mil is received damaged, it wll be endorsed "Danaged in
the Postal service.® Such articles wll be securely sealed or
rewapped to prevent loss of contents. After proger endor si ng,
the wappers wll be initialed and forwarded to the addressee.
A rewap log will be maintained listing date of receipt, DD 285
serial nunber of clerk and address of delivery.

2011. WRAPPERS FOUND W THOUT CONTENTS. When wappers of donestic
parcels (except registered), are found separated from contents in the
course of handling and the contents are not identified, the Command
Postal Cfficer will send the address portion of the wapper or
cotnj[alner to the sender wth instructions for initiating appropriate
action.

2012.
addresses are provided:

CPL JON J. MARNE USMC
MR (S1) - HEVERN

2006 HAWKINS AVE
QUANTICO VA 22134-5043

The following sanple nailing
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Address  Format:

1st line - Name of recipient _
2nd line - Conpany, Section, Battalion, and Code

3rd line - MXCDC or Base

4th line = Bldg. number and street

5th line - CGty, state, and zip+4
*A'l addresses including a major comvand nust contain the 2ip+4.
** List your battalion directly above post office, i.e., TBS
Quantico, VA

2013. DIRECTORY SERVICE. The postal directory service is maintained
in order to provide proper disposition of mail  which is received
inproperly or incorrectly addressed (see Chapter 3).

2014. QARD MNAIL
1. Al unclassified correspondence destined for activities aboard

MCDC, or served by the Conmand courier service wll not be entered
into the USPS.

2. Activity heads wll ensure that no US CGovernment messenger
envel opes, “SF-65, are used to transmt US. mil.

3..| Quard mail wll not be processed or intermngled with US
mai | .

4, MOCDC @uard Mail Section is located at 3250 catlin Avenue
(Lejeune Hall, room 106), Quantico, VA 22134-5001

2015, BUSINESS REPLY MAIL

1. Business Reply Mil (BRV) is to be utilized by all Federal
Government departments and agencies.

2. "postage and Fees Paid" indicia envelopes and cards are not
authorized to be used as reply mil. Wenever a return response is
desired, a business reply envelope or card will be used.

3. Business reply envelopes and cards can be obtained through
| ocal  reproduction.

4. For detailed information refer to Mco 5110.4.
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2016.  TRANSPORTATI ON

1. The Director, Facilities Division wll provide tw closed bodied
vehicles to the Command Postal Cificer to neet mail schedules for
collection and delivery of mail.

2. Privately-owned vehicles are not authorized for transporta-
tion of mail, except in energencies when authorized by the Command
Postal  Officer/Chief.

3. Mil guards will be assigned by the Command Postal Cficer,
The mail guard will not leave the vehicle at any time while mail
is aboard the vehicle, except while loading, unloading, or collecting
mail, at which time the vehicle will be kept in sight by the guard.
In case of an accident or mechanical breakdown, the guard will
aa]g_uest the first available person to contact the Command Postal

icer.

2017.  EMERGENCY DESTRUCTION OF U.S. MAIL. Per MCO P5110.4, activity
heads operating nmail roons wll publish plans for emnergency
destruction of US nmail in danger of capture as follows:
1. Sufficient advance warning received:

a. Deliver or dispatch mail on hand.

b. Suspend operations and transport postal effects and supplies
to a safe area.

2. Wen insufficient advance warning is received to permt

carrying out conpletely the provisions of subparagraph 2017.1 and
upon order of the commanding officer or senior officer present,
evacuate or destroy mail and postal effects per the prioritized |ist
contained in pop 4525.6M, Vol 1, Chapter 2.

3, For organizations operating mail roons, priority of energency
di sposition is as follows:

a. Oficial registered mil.

b. Directory service cards.

c. Oher accountable mail.

d. Al remaining mail.

e. Al other records, equipnent, nmail sacks, furniture, etc.

4, Refer to OPNAVINST 5112.6, Chapter 5, subparagraph 505.2 for
additional instructions and reports required.
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CHAPTER 3
RAIL DIRECTCRY SERVICE

3000. _GENERAL. This Chapter contains instructions for devel opi n?
and maintaining a mail directory file and establishes procedures ftor
processing undeliverable-as-addressed mail.

3001. POSTAL DI RECTCRY

1. Each activity with an established nail room will maintain a
mai|l directory file on all personnel served per poD 4525.61, Vol

I, and this Mnual.

2. The directory shall be arranged alphabetically by last nane
in one file regardless of status or rank. Mintain “directory files
per Chapter 5 of DoD 4525.6éM, Vol |I, and the follow ng:

~a. Unit commanders will furnish legible copies of each unit
diary (UD) on a tinmely basis.

bh. Qher sources of information for updating directory files
my be:

1) Copies of orders/rosters.

2) Change of status bulletins.

3) (hange of address cards, CPNAV s5110/5.
4) Copies of |eave papers.

c. Mil clerks wll record the following on the first page of
each UD and other source documents used to update the directory file:

(1) Date of receipt.

’ 2) Date information is recorded on the mail directory file
card.

(3) Initials and DD 285 card number of clerk performng the
updat e.

d.  Mintain ub's and other source documents for SiXx months from
posting date.
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3002. UNDELIVERABLE MAL

1. Ml received that is addressed to the unit, but for which no
record of the addressee exists and no forwarding request has been
made, is undeliverable mail.

2. \Wen no record of the addressee exists in the directory file,
the addressee is not due to report, and the S| (personnel
officer) has no information:

a. Draw a single diagonal line through the incorrect portion
(only) of the address (Note: nane, base, city, and state may be
correct). Do not obliterate the information.  Wndow envel opes need

only an »x» on each side of the wndow corresponding with the line
being deleted.

b. On all no-record and readdressed nail, a grease pencil nust
be used to cover the bar codes, city, and state and Zip Codes.

c. On the reverse side of envelope wite: No Record, Unit,
?gl[\/le' DD 285 card number, and initials. i.e., NR HXBVCBN 851001 #oo01

d. Return all no-record mail to the serving post office as soon
as possible, but not later than two working days after date of
receipt.

3. Ml received that is addressed to another unit aboard the
installation:

a. Do not nmake any marks on the front or address side of
envel ope.

~b. On the back side (as if endorsing a check) print: Mssent,
unit, date, DD 285 card number, and initrals.

c. Return to serving post office by the next duty day.

4. Ml received for personnel who are tenporarily absent and

for whom no forwarding request has been made requires no endorse-
nent. Snply attach a copy of the |eave papers, TAD orders, or slip
of paper with unit diary nunber with inclusive dates and hold until
date of return. Ml for mlltar?/ personnel on liberty for less than
three working days requires no authority to hold.

5. Ml received for mlitary personnel in an unauthorized |eave
status may be held for 30 days or until declared a deserter; no
endorsenent is made on the mail. Attach a form (see figure 3-1)
with UD nunber declaring deserter status and return to the serving
post office.

6. Mil received for deceased personnel wll not be endorsed in any
way, but wll be returned to the serving post office with a
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form (see figure 3-1) attached showing UD nunber and signature of
off!]g!ald (GO xo, Adj, etc.) certifying that the next of kin has been
notified.

3003. READJRE&ED_(_IKRAABD?_W_L Readdressed mail is mail
received for personnel no longer assigned to the Conmand or who

arg, t.%np?ramly absent and a forwarding request has been nade by the
i ndi vi dual .

1. Personnel Reassianed to Another Mlitarv Installation (permanent

a. Draw a single diagonal line through the incorrect portion of
the old address (wndow envelopes »x* on each side of the w ndow).

t bh. Provide any mssing information, i.e., rank, full name, USMC
etc.

. c. Below and to the right of the original address legibly print
in black ink the correct new address and estimated date of arrival.
On rear of envelope wite: no record, unit, date, DD 285 card
number, and initials. Mil addressed to a mlitary command will
include the zip+4.

d. Tie this mail out separately from no-record, mssent, on-base
readdressed mail.

e. Return readdressed nmail to the serving post office as

soon as possible, but no later than two duty days after date of
receipt.

2. Mil Received for Personnel Wo Have Been Discl_aar%ﬁ or
Transferre 0 Have Provided a Quvilian Forwardi na I ess

’ a. Draw a single line through the incorrect portion of the
address ("X" sides of w ndow envelopes) using a grease pencil.

b. Below and to the right of original address legibly print the
conplete/correct new address, source of address change, and DD 285
card number of clerk readdressing the mail.

_ c. If an individual desires mail to be returned to sender
instead of forwarding to new civilian address, and files a change of
address with "return to sender™ in new correct address block, then
endorse/process the same as no record mail, except annotate refused
instead of »n/R"™ (no record) on backside endorsement.

y d. Mirk out mguantico, VA 22134" and bar code with black felt
ip pen.
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3. _Hospitalized, Ml for personnel who are hospitalized for nore
than three working days and to whom delivery can reasonably be
expected shall be readdressed as follows:

Vard Nunber

Nati onal Naval Medical Center
Bet hesda, MD 26814~

UD# ) DD 285#

Vrd  Nunber

Valter Reed Army Medical Center
Washington, DC 20012~

UD# DD 285#

Ward  Nunber .

U S. Dewitt Army Community Hospital
Ft. Belvoir, VA 22060~

UD# DD 285#

Contact the Mrine liaison at mlitary hospitals for ward nunbers.

4, Qorrection Facilitv. Mail for personnel in hands of mlitary
?ultlhontles (ITHW) aboard this Command shall be readdressed as
ol | ows:

3247 ELROD AVE
QUANTI QO VA 22134-5035
UD# DD 285#

ENDCRSEMENTS  SUCH AS garr, OONEINEMENT, ETc., SHALL NOT BE USED.

5. In Hands of Qvilian Authorities (IHca). .Mil .ceceived for
personnel who are incarcerated by civilian authorities and to whom
delivery of mail at the facility can reasonably be expected is
processed in the followng manner:

a. Place all mil in official business envelope (smallest
envelope pOSSible).

b. Include a letter of transmttal requesting that delivery be
effected or return of mail not deliverable.

c. include a business reﬁaly envelope for nmail to be returned in
the event it is not deliverable.

d. Make no endorsenents on the malil,ie.,jai brig, etc.
6. Pledae Mil. Mil received that has a request above or below the

return address stating: "If undeliverable within 10 days
return to"™ or words to that effect nmust be returned to the
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serving post office in anple tinme to conply with the "Pledge",
regardl ess of reason for nondelivery. Make no endorsenents on

the nmail.

7. In the event that any questions arise or clarification is
needed on any directory mail, contact the Command Postal Directory,
building 716, or call extension 3283/3284.
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( HEADI NG)
(Date)

MEMORANDUM
From ,
To: Command Postal Directory, Mrine Corps Conbat Devel oprment

Commmand, Quantico, Virginia 22134-5006
Subj:  RETURNED  UNDELI VERABLE
1. Attached article(s) of mail is(are) returned as undeliverable
or retained for individual listed below due to:
NAVE SSN WRK  SECTION

(Last) (First) (Mddle)
COVMPLETE AND CHECK AS APPROPRI ATE
REASON FOR  RETENTI O\ NONDELT VERY:

UA (Since )
(Date)
DESERTER (UA From to
(Dat e) (Date)

DECEASED (This is to certify that the above named person is
deceased and next of kin have been notified.)

OTHER (Specify reason)

UNT D ARY NUMBER DATED
UONT PCSTAL COFFICER ML CERK
Figure 3-1.--Format for Returned Undeliverable US. Mil.
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CHAPTER 4
POSTAL LOSSES AND OFFENSES

4000.  NOTIFICATION UPON DI SCOVERY.  Upon_ discovery of an
irregularity pertaining to mail, mnail equipment, rail keys, or
postal efféects which are in mlitary custody for transm ssion,
delivery, or use, the following action wll be taken:

1. Any person nmaking such discovery wll immediately inform

the activity head, who will notify the Command Postal Officer.
Personnel should be inforned not "to report suspected violations
to mail clerks or postal clerks as this my forewarn the individual
responsible for the violation and affect any investigation.

2. In the event that a post office or mail room is discovered
unsecured, the person making the discovery shall inmnediately
isolate the area, and permit no one to enter the mmil room until
the arrival of the Conmand Postal COfficer or activity postal

of ficer.
3. In the event investigative assistance is required, the
activity head/ Command Postal COfficer wll initiate action to

obtain assistance from the Special Agent in Charge, Naval
I nvestigative  Service.

4001. SUBM SSION OF DOCUMENTS

1. Activity heads wll ensure that two copies of all pertinent
docunents concerning postal violations and investigations are
imedi ately forwarded to the Commanding General (C 013). Such
docunents “will include correspondence pertaining to the incident,
reports of investigation, final disposition of the case, and when
aPP||cab|e a report of disciplinary action taken against the

of f ender (s).

2. Certain incidents necessitate an immediate nessage report to
___g,\zt;_.(m-so). The Command Postal Officer is responsible for the
MI{P‘S submission Of these and any other reports to higher authority.

3. In addition to punishment under the Udiiform Code of Mlitary

Justice, personnel commtting offenses against the US Mil nay
be subject to prosecution for violation of Title 18, US. Code.
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CHAPTER 5
OFFI CI AL MAIL

5000. QOO5T SAVING MEASURES

1. The Conmand Postal Cificer wll place proper ﬁostage on all
official mil wth the official postage neter. Therefore, all
official mail wll be delivered to the Comvand Post Cfice in the
rear of building 716, for consolidation and mailing.

2. The Consolidated Mil Concentration Center wll consolidate

to the largest extent possible and forward under a single cover

all outgoing official mil destined for a single location addressed
to the "Commanding General/Officer' of that activity. The endorse-
ment “contains nsol i dated Correspondence® will be stanped/printed
on the lower left address side of the containers.

3. Oficial nmail deposited in nail boxes or delivered to civilian
post offices will be returned to the sender.

4. Activity heads utilizing mass mailings wll wuse bulk mailing for
reduced postage rates. Procedures for bulk nailing wll be provided
by the Conmand Postal Cficer on an individual basis to activity
heads requiring this information. Mco P5110.4 refers.

5. Activity heads utilizing bulk mailing wll conplete the
appropriate forns and prepare and deliver this mail to the
Postmaster, Quantico Post Office.

6. The Adg' utant wll open and distribute all incomng official mail
addressed to the Commanding General containing the endorsenent
"Contains Consolidated Correspondence.”

5001. USAGE OF CFFIQAL RAIL

1. Al activity heads wll apply controls on the use of official
mail, including limting the use of special nail services per DoD
4525.6M, Volunmes | and I1.

2. Al official mil nust bear the conplete printed or typed correct
official activity address including zip + 4 in the upper "left-hand
corner.  No rubber stanp addresses wll be accepted. Activity heads,
preferably postal officials, should periodically review their
addressing to ensure actions are conplete/correct in all respects.
Samples of official mail addresses are as follows:
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COMWANDI NG~ GENERAL

D RECTCR, MANPOMER DIVISION (C o01)=*
MCCDC

3250 CATLIN AVE

QUANTICO VA 22134-5001

COWANDI NG OFFI CER
MO HOSVCBN(Admin - ctr) »

QUANTICO VA 22134-5043

. * Place Intra-command code, platoon, work section, as desired
in the parenthesis. This facilitates delivery wthin the organiza-
tion to the lowest echelon.

3. Oficial mail is not authorized for personal use or for
transmtting natter for any purpose other than official Mrine Corps
business. " DeD 4525.8 and Mco P5110.4 refers.

4.  This Command is an official meter station. Al official

business mail is postage paid b%e neter machine, and positive
accountability is maintained. ports of expenditures are
submtted to Cl\/C_quarterly., Cost managenent measures as defined

IO(? Mcg Ps110.4 Wil be strictly adhered to by nembers of this
mand.

5002.  ENDORSEMENTS AND SERVI CES

1. The senders nust specify the type of service desired gfirst
cl ass, prlorllta/, or parcel post) by appropriate endorsenment on
the address side of the article. DoD 4525.6 and Mco 5110.4 give
spetcmc gui delines on classes, services and placement of endorse-
nents.

2. Al personnel addressing official mail wll refer to the

Standard Navy Distribution List, Parts | and Il; List of Mrine
Corps Activities, NAWC 2766, or CPNAVINST 5112.6 for correct and
proper addressing of mmil. Al addresses nust include the

appropriate zip code: For those nmajor command addresses that have
been assigned zip + 4, zip + 4 nust "be used. Mco 5110.5 refers.

3. Al personnel who prepare official mail and those personnel
who actually deliver it to the Adjutant or Command Postal O ficer
for miiling, nust conply with pop 4525.8, CPNAVINST 5112.6, mMco
P5110.4, and Mco 5110.5.
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5003. POSTAGE DUE NAIL ADDRESSED TO U.S. GOVERNMENT AGENCIES. Any
mai | received through United States Postal Service (USPS) channel s
addressed to activity heads of this Conmand with insufficient postage
will be returned to the sender without any attenpt to deliver.

5004. USE O COFFICAL WAIL BY CONTRACTORS AND VENDORS. Na contractor

or vendor for whatever reason, may use official nmail unless so
authorized in their contract.

5005. NEW PROGRAMS INVOVING OFFIC AL MNAIL. There will be no
prograns instituted involving the use of mailing lists, periodic
"mailouts,"™ or other use of official mail wthout prior approval of
CMC (MEP—59) .

MRP-3

5006. EXPRESS MNAI L

1.  The Command Postal Cfficer is responsible for detailed supervision
of express nmail per Mco P5110.4 and wil|:

a.  Control the use of express nmail and ensure that next day
service is an essential requirement to mssion acconplishnment, and not
a conveni ence.

b. Determne if a mssion failure will result if the docunent is
not received the follow ng day.

c. Determne any conpelling circunstances preventing the itens
from being ready in time for normal mail transit. (Staffing/typing
delays are not acceptable.)

d. Ensure that the recipient will be present to accept the
docunent.

e. Examne less expensive or alternate neans of transni ssion.

2. Inquiries for the authorization of express nail can be answered by
the Command Postal Oficer at extension 2399 or 2153.

3. Requests for express nmail wll be made in witing and approved by
the Command Adjutant prior to 1430 on the day of acceptance.

007. CASSIFIED MATERIAL SCREENNG PAONI. The COassified Mterial
control Center (OMC) is the Cassified Mterial Screening Point for
this Conmand.
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CHAPTER 6
ACCOUNTABLE  MAIL

6000. DEFINITION. ~ Accountable mailis defined as registered,

certified nunbered insured mail, and return receipt requested.
Handl e this mail according to instructions contained in DoD
4525.6M, Vol |1 and this Manual.

6001. OFFICAL NAIL

1. Oficial accountable nmail may be handl ed by mail clerks at

the discretion of activity heads. Accountable nail addressed to
the activity head nust be delivered by the mail clerk either to the
activity head or to the agent so designated in witing, in the
format depicted in figure 6-1. A copy of the signed letter will be
posted in the activity mail room Letters that are cancelled or
superseded are kept in the mail roomfor a period of two years from
the date of cancellation.

2. \Wenever it becones necessary for one nail clerk to deliver
official accountable mailto another mail clerk or to return
undel i verabl e of ficial accountable mail back to the serving post
office, the alternate mail clerk or MPC will sign for the

account abl e mail on PS Form to maintain the chain of receipts.
O ficial accountable mail wi ever be retained in nmail roons
over ni ght .

3. Precise instructions "NoT TO OPEN THE PACKAGE" shoul d be given
to those personnel authorized as agents to receipt for, open, and
make di stribution of accountable mail upon discovery of classified
material or when the inner wapper indicates that classified
material is contained. Contact the Cdassified Mterial Control
Oficer or other designated individuals for security matters. The
entire package should be taken immediately to the dassified
Material Control Center, unopened. (MCCDCO P5510.1 refers.)

6002. PERSONAL NAI L

1. The delivery of personal accountable mail wll be nade at
the serving post office of the addressee upon proper identifi-

cation. Ml clerks/orderlies are not authorized to handle
personal accountable mail wth the exception of OCS and TBS. | f
personal accountable nmail is received inadvertently by a mail

clerk, it will be inrediately returned to the MPC at the serving
post office for disposition.
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2.  \Wen personal accountable and express mail has been received

at the serving post office, a conpleted PS Form 3849, Ml Arrival
Notice, will be delivered to the addressee in the sane manner as an
article of first-class mail. The addressee must pick-up the
article at the serving post office listed on the form

3. Wien the PS Form 3849 is undeliverable due to | eave or
tenporary absence of the addressee, a suitable entry will be
made on the reverse side (e.g., "on leave, will return (date)").
The formwi |l then be signed and dated by the mail clerks and
returned to the serving post office. A duplicate notice will be
prepared and delivered to the addressee upon return.

4, When the mail clerk receives a PS Form 3849 nar ked "2nd

Notice", the mail clerk will nake a personal delivery to the
addressee (not to section nmail orderly).
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( HEADI NG)

5112
(Oiginator code)
(Date)

From  Conmanding Oficer, Drector, etc.
To: Individuals by Rank, Nane, SSN, USMC
(Miltiple addressees are proper)

Subj:  AUTHORI ZATI ON TO RECEl PT FOR, CPEN, AND MAKE DI STRI BUTI ON
OF OFFI CI AL ACCOUNTABLE MAI L ADDRESSED TO (CO, DIR, O C
OF ACTIVITY)

Ref : (a) DoD 4525.6M, Vol |1
(b) MXCDCO P5112.1A

1. Per references (a) and (b), you are hereby authorized to
receipt for, open, and nake distribution of Oficial Accountable
Mail addressed to (activity head and address).

2. This letter cancels all previous authorizations.

NAME OF AGENT SAMPLE  SI GNATURE

SIGNATURE OF ACTIMTY HEAD

copy to:
Mai | CLERK

Figure 6-1.-- Format of Letter of Authorization to Receipt
for Oficial Accountable Mail.
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CHAPTER 7

| NSPECTI ONS
7000. PURPCOSE. Postal inspections are conducted per DoD 4525.6,
Volunmes | and Il and MCO 5110.5 to ensure:

1. US governnent property is properly accounted for, protected and
mai nt ai ned.

2. US nmail is properly handl ed.
3. US. Mirine Corps personnel are conplying with regulations

governing the agreenment between the United States Postal Service
(USPS) and DobD.

7001. UNIT MATILROOM | NSPECTI ONS

1. USPS inspectors, upon proper identification, are authorized to
conduct inspections of mlitary postal activities. Al personnel
wll cooperate with USPS inspectors.

2. The Conmmand Postal Oficer, or designated representative, wll
inspect all established nailroons once each quarter. Results of the
inspection will be recorded on the Automated Inspections Reporting
System Checkl i st. A copy will be provided to CO’s. Al reports of
guarterly inspections shall be reviewed and approved by the Conmrand
Postal Oficer.

3. The CO concerned, if available, wll be critiqued on all
i nspections; otherwise, the X0, Adjutant, or unit postal officer wll
be critiqued.

4. COs shall submt a report of corrective action taken on all
findings noted on the Base Postal Oficer's Quarterly Mailroom
I nspection Report when such report reflects an wunsatisfactory rating.

COs wll submt the report of corrective action within 10 working
days after date of receipt of the report to the CG MB (B 013) with a
copy to the Base Postal Oficer. The wunsatisfactory mailroom wll be

rei nspected within 30 days. The CO may request a courtesy inspection
only after the report of corrective action has been received.
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7002. WEEKLY MATILROOM | NSPECTI ONS

1. Oganizational or wunit postal officers shall conduct an
unannounced weekly inspection to ensure conpliance with all pertinent
regul ations and instructions.

2. Additionally, unit postal officers wll inspect section mail
orderlies and mail handling procedures of all activities served by
the mailroom to ensure personnel are thoroughly famliar with their
duties and responsibilities as mail orderlies, and to ensure that
mail is properly protected, delivered and processed at all echelons.

3. Results of weekly mailroom inspections are reported on NAVMC Form
10487, Mailroom Inspection Checklist (Rev. 10-87). Only one legible
handwitten report is required and shall be on file in the mailroom
until the next quarterly mailroom inspection.

4. CGeneral guidelines for assigning rating are as follows:

* a. M ssi on Capabl e. The Command/ Unit possesses the requisite

skills, equipnment, personnel, and understanding to acconplish its
assigned mssion, tasks, and functions; and use these skills,
equi prrent, personnel, and understanding to acconplish its mssion,

tasks, and functions.

* b. NonMission Capable. The Command/ Unit does not possess the
requisite skills, equipnent, personnel, and understanding to
acconplish its assigned mssion, tasks, and functions, and/or does
not use these skills, equipnment, personnel, and understanding to
acconplish its assigned mssion, tasks, and functions.

- c. D screpancy. An error or failure to conply wth guidance,
direction, or action as stated in appropriate and applicable
directi ves.

* d. Tr ends. A single discrepancy which occurs with a frequency
that constitutes 10 percent or nore of the sanple inspected.

* e. Fi ndi ng. A significant problem within the comand which:
- Detracts from the comrand' s readiness.
~ Is a practice that could lead to waste, fraud or abuse.
~ Involves issues to health, norale, or welfare of personnel.
~ Significantly deviates from Marine Corps and/or higher
headquarters policies and procedures.
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