AFZC-IM-R-MS  (1oo)

SUBJECT:  External Standing Operating Procedures (SOP)-Fort Carson Official Mail & Distribution Center (OMDC)


AFZC-IM-R-MS  (1oo)                                                                                      30 November 2001

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  External Standing Operating Procedures (SOP), Fort Carson Official Mail & Distribution Center (OMDC)  

1.  REFERENCES.

      a.  Official Mail Manual, DoD 4525.8-M, 26 December 2001

      b.  Official Mail Management, DoDI 4525.8, 26 December 2001

      c.  Official Mail and Distribution Management, AR 25-51, 30 November 1992

      d.  Domestic Mail Manual (DMM), with USPS Postal Bulletins/Publications

      e.  Standing Operating Procedures (SOP), Fort Carson Official Mail & Distribution Center (OMDC), 30 November 2001

2.  PURPOSE.  To establish policies and procedures to receive, process, dispatch, and deliver incoming and outgoing official mail and distribution at the Official Mail & Distribution Center (OMDC), Fort Carson.

3.  APPLICABILITY.  This SOP applies to all units and activities authorized to use the OMDC, Fort Carson.

4.  MISSION.  To provide an efficient, effective, and economical Official Mail & Distribution Center that is responsive to the needs and objectives of our customers.

5.  RESPONSIBILITIES.  

      a.  It is the responsibility of all units and activities authorized to use this facility to adhere to the prescribed policies, procedures, and regulations governing the disposition of official mail and distribution.  Communication between the units and activities and the OMDC must be a continuous part of that responsibility.

      b.  All Activities, staff elements, and the DoD Components shall appoint Official Mail Managers (OMM).  Assistant Official Mail Managers (AOMM) may be appointed to perform the OMM duties when the OMM is absent.  

      c.  The OMM and AOMM shall:

          (1)   Supervise mail procedures within their organization.

          (2)   Keep the Installation OMM informed on the effectiveness of the Official Mail & Distribution Program and problem areas.

          (3)   Ensure that each individual who prescribes, creates, designs, or prepares official mail for mailing and distribution shall comply with regulations, policies, and procedures.

          (4)   Be sure mail users know when and how to contact their OMM.

          (5)   Supervise mailing practices.

          (6)   Report misuse of official mail to the Installation OMM and Commanders or Directors of alleged violators.

          (7)   Establish controls on postal expenditures to create a cost-effective mail management program.

          (8)   Act as the single point of contact with the Installation OMM.

          (9)   Possess Internet access so they can access the USPS' Home Page.

          (10) Possess an e-mail address so information can be rapidly distributed.

          (11) Become familiar with DoD Instruction 4525.8 (DoD Official Mail Management), DoD 4525.8-M (DoD Official Mail Manual), AR 25-51, (Domestic Mail Manual), OMDC External SOP, etc.  

6.  PROCEDURES.

     a.  OMM Appointments.

          (1)  OMMs shall be appointed in writing and shall include the appointees' official USPS and e-mail addresses and telephone numbers.  Paper or electronic copies of these appointments shall be distributed to the Installation OMM.  

          (2)  Frequent changes of OMMs shall be avoided.  When changes are necessary, enough overlap should be provided so that the new OMM becomes thoroughly familiar with the duties before the old OMM departs.

          (3)  Duty appointment orders do not require renewal if the designating official changes.   

          (4)  All OMMs shall provide a copy of their appointment orders to the Installation OMM prior to their scheduled class date.

The following is an example of the OMM appointment orders:

AFZC-IM  (25)                                                                                                 10 September 2001

MEMORANDUM FOR Installation Official Mail Manager, DOIM, 6151 Specker Ave, Fort Carson, CO 80913-4100

SUBJECT:  Official Mail Manager Duty Appointment

1.  Effective 10 September 2001, the following individual is appointed as the Official Mail Manager for the Directorate of Logistics, 5160 Bennett St, Fort Carson, CO 80913-4003:  

Frank Doe, GS-06, frank.doe@carson.army.mil, phone number: (719)526-4546; DSN 691.

2.  Authority:  DoD Official Mail Manual 4525.8-M.

3.  Purpose:  To perform duties IAW existing directives.

4.  Period:  Until officially relieved or released from appointment.

5.  Special Instructions:  Not applicable.

                                                                             JOHN L. SMITH

                                                                             Directorate of Logistics

DISTRIBUTION:

1 – Individual Concerned

1 – Unit File Copy

1 – Installation Official Mail Manager

     b.  OMM Training/Inspections.

          (1)  Training.  OMMs shall receive training on the following subjects from the Installation OMM within four months after assignment.

          (a)   Key Control.

          (b)   Postal Offenses and Losses.

          (c)   Suspicious Mailings and Shipping Hazardous Material.

          (d)   Private Express Statutes.

          (e)   Authorized Uses of Appropriated Funds.

          (f)   Unauthorized Uses of Appropriated Funds.

          (g)   Special Mail Services.

          (h)   Delivery of Accountable Mail.

          (i)   Outgoing Accountable Mail.

          (j)   Undeliverable or Unclaimed Accountable Official Mail.

          (k)  Preparation of Mail.

          (l)   Cost Saving Methods.

          (m) Classified Material.

          (n)  Packing Classified Material.

          (o)  Search and Seizure.

          (p)  Tracing Mail.

          (q)  Classification of Mail.

          (r)   Distribution List.

          (s)   Mail Control.

          (t)  Casualty Mail.

          (u)  APO/FPO Mailing.

          (v)  Penalties for Private Use of Official Mail.

          (w) USPS Assistance & Replenishing Supplies.

          (2)  Inspections.  Installation staff activities, subordinate activities, and tenant activities on the installation shall be inspected continually during the year using FC Form 1122-E.  A memorandum, signed by the Director of DOIM shall be distributed to all units and activities identifying common deficiencies found during the previous year.  These memoranda shall be filed and made available for review during MACOM and Inspector General inspections and staff assistance visits.

     c.  Qualifications of OMM.

          (1)  OMMs shall be a commissioned, warrant, or noncommissioned Officer (E-6 or higher) or DoD civilian (GS-6 or higher).  This requirement is waived only when the unit or activity concerned has no personnel in the grades specified.

          (2)  Possess a high degree of honesty and be trustworthy.

          (3)  Never have been convicted of crimes involving theft.

          (4)  Not have been previously removed for cause from work in a postal, mail, or other communications activity.

          (5)  Have an Interim Secret clearance or be eligible for a Secret clearance based on having a favorable Entrance National Agency Check (ENTNAC) or National Agency Check (NAC) on file.

          (6)  Since the OMM function is an inherently governmental function it shall not be contracted out.

     d.  Key Control.

          (1)  In the event of lost, misplaced, or stolen keys to the individually assigned postal lock boxes, the unit or activity requiring the replacement key, needs to submit a memorandum signed by their Physical Security Officer or Security Manager, to the OMDC explaining why the key is missing. 

          (2)  Keys shall be inventoried by serial number, semi-annually.  The first semi-annual inventory shall be done on a “show basis,” only.  The second semi-annual inventory shall require reissue of keys.  

          (3)  Customers shall notify the OMDC immediately of any changes in key assignments.

          (4)  The Installation OMM shall be notified immediately when a postal lock box is discovered to have been forced open or tampered with.

     e.  Postal Offenses and Losses.

          (1)  All personnel may be liable for any mail violations caused by improper mail handling procedures.

          (2)  Postal offenses and losses shall be monitored and reported to the Installation OMM, immediately.

     f.  Suspicious Mailings and Shipping Hazardous Material.

          (1)  Suspicious Mailings.

           (a)  The following procedures need to be followed before opening any mail:

           1  Identify a single point of contact, per section, to open mail.

           2  If possible, do not open mail in an area where there are other personnel present.

           3  Have appropriate gloves available for the individual to use.

           4  Screen all suspicious mailings.  If you have any reason to believe a letter or parcel is suspicious, do not take a chance or worry about possible embarrassment if the item turns out to be innocent.  The appearance and placement of a potential threat is limited only by the imagination of the perpetrator.  The following list, compiled by the USPS, includes typical characteristics which postal inspectors have detected over the years and should trigger suspicion.

                  Mailings that:

           a  Are unexpected or from someone unfamiliar to you.

           b  Are addressed to someone no longer in your organization or otherwise outdated.

           c  Have no return address or one that can not be verified as legitimate.

           d  Are of unusual weight, given its size, or lopsided, rigid, or oddly shaped.

           e  Are marked with restrictive endorsements, such as "Personal," "Confidential," "Rush Do Not Delay," or "Fragile Handle with Care."

           f  Have protruding wires, aluminum foil, crystallization on wrapping, powdery or greasy substance, strange odors or stains, makes a buzzing or ticking noise, or a sloshing sound.

           g  Shows a city or state in the postmark that does not match the return address or has no return address.

           h  Have distorted handwriting, or the name and address may be prepared with homemade labels or cut and paste lettering.  Poorly typed addresses.

           i  Have excessive postage.

           j  Appear unprofessionally wrapped with several combinations of tape.

           k  Misspelling of common words.

           (b)  If the mailing is determined to be "suspicious," follow these procedures:

           1  Isolate the suspicious mailing in a pre-designated area.  A single point of contact should handle the mail.  Do not allow others into the area.  If anyone enters, they should stay until instructed to leave by the emergency response personnel.  Do not open, shake, taste, or smell the item.  Double bag the item in clear plastic bags or some other type of container to prevent leakage of contents.  If you do not have any container or the contents has spilled out, do not try to clean up the substance, cover the mailing and contents with anything (i.e., clothing, paper, trash can, etc.).  Do not remove this cover.

           2  All personnel who have touched the suspicious mailing, need to avoid contact with others and remain in the area, unless the room is suspected of being contaminated by aerosolization.  If the room is suspected of being contaminated, all personnel must evacuate the area.  Inform coworkers who have not touched the mailing on what has happened and instruct them to call the addressee of the suspicious mailing.

               If the addressee verifies that he/she is expecting the suspicious mailing, then deliver it without incident.  If the addressee can not be contacted, or refuses the item, or if the item possesses any of the characteristics of a suspicious mailing, ask your coworkers to call 911.

           3  If possible, turn off fans or ventilation units in the area.  Have coworkers evaluate the immediate area, close the door, and section off the area to prevent others from entering.  Shut down the air handling system in the building, if possible.

           4  Ensure that all persons who came in contact with the item, wash their hands thoroughly with soap and water.  Do not use bleach or other disinfectants on your skin.

           5  List all people who were in the room or area, especially those who had actual contact with the item.  Include all contact information and provide the list to responding law enforcement officials for follow-up investigations and advice. 

           6  Place all items worn when in contact with the suspicious mail piece in plastic bags or some other container that can be sealed.  Have them available for law enforcement officials.

           7  As soon as practical, shower with soap and water.  Do not use bleach or other disinfectants on your skin.

           8  If prescribed medication by medical personnel, take it until otherwise instructed or it runs out.

           9  Personnel shall be asked to cooperate by waiting until an appropriate evaluation of the incident has been made by emergency responding personnel.  You shall be given information as soon as it is available.  There may be a decontamination (washing) process performed on personnel exposed and/or the area.  The scene may be photographed and the suspicious mailing taken into custody as evidence.  Statements shall be taken from those involved.  Stay calm and proceed slowly with the above instructions.

           10 Adherence to the aforementioned procedures shall help all agencies involved in these issues maximize the limited resources available.  Relax but remain vigilant.  Any threatened use of biological agents must be treated as though it is real.  If the suspected biological agent is reported as Anthrax, be assured that it is NOT contagious, and that treatment is readily available.

           (2)  Shipping Hazardous Material. 

           (a)  Gasoline, Mogas, and Aviation fuels, if micro fuel samples, can be sent through the mail without hazard certification (Material Safety Data Sheet).  Micro fuel samples may be sent as multiple samples in one envelope not exceeding 1 pint total liquid per package.  Stamp or affix a label stating “Domestic Surface Mail Only,” on the face of the package.  Affix an, “ORM-D,” label to the face of the package.  

           (b)  Diesel Fuel may be accepted for either domestic surface mail (DSM) or air transportation in quantities not exceeding 1 gallon.

           (c)  Model Fuel (for glow plug engines) may be accepted for DSM.

           (d)  Radioactive materials, “wipe test” may be mailable, only “small quantities”.  All envelopes shall be marked, “DO NOT OPEN IN THE MAILROOM,” on the outside of the envelope.  Call the following activities to confirm acceptability and packaging of any questionable samples, prior to shipping, at 570-5361 (USPS) or 1-800-451-8346 (Hazardous Material).

           (e)  Lithium Batteries may be mailed through domestic surface mail (DSM);  wet batteries are Nonmailable (NM).

     g.  Official Mail.  Official mail is all mail in the OMDC system pertaining exclusively to the business of the United States Government.  Official mail is addressed material in the custody of the OMDC before delivery to the customer.  The OMDC shall be used only when it is the least costly transportation method which shall meet the Required Delivery Date (RDD), Security, Accountability, and Private Express Statute requirements.  Official mail ceases to be official when control passes from the OMDC to the addressee. 

          (1)  Private Express Statutes (PES).  The Private Express Statutes (PES) are laws enacted by Congress that gives the U.S. Postal Service the exclusive rights to carry letters for compensation.  Generally, all First-Class Mail and all Standard Mail (A) matter, other than merchandise or other goods delivered to a specific person or place in accordance with a selective delivery plan would be considered a letter.

                  Private carriage of letters without payment of postage is permitted under two conditions:

          (a)  An "Extremely Urgent" letter without regard to the nature of its contents, if the amount paid for private carriage is at least three dollars per letter or twice the applicable First-Class rate, whichever is greater.

          (b)  An "Extremely Urgent" letter whose value or usefulness shall be loss or greatly diminished if the letter is not delivered within a specified delivery time and the letter is in fact delivered within one of these delivery standards:

          1  Letters with a destination less than 50 miles and sent before 12 noon must be delivered within six hours or before the close of the normal business day, whichever is later.

          2  Letters with a destination less than 50 miles and sent after 12 noon must be delivered before 10 am the next business day.

          3  Letters with a destination more than 50 miles must be delivered within 12 hours or by 12 noon the next business day.

          (2)  Authorized Use of Appropriated Fund.  Any questionable items that need to be addressed by the Judge Advocate General, must be submitted on memorandum format through the Director of DOIM.

          (a)  Only for mailings pertaining exclusively to the United States Government.  Such mailings may include official correspondence between activities, Army records, instructional material from Army schools, Army school correspondence course answer sheets when a preprinted courtesy reply envelope has been provided and other items deemed official by the installation commander.

          (b)  By an activity commander for sending invitations to official Army social functions held in behalf of the Army or sponsored in the name of the Army.  The official status of the function shall be clearly stated in the invitation as pertaining exclusively to the business of the United States Government.  Official announcements of official retirement ceremonies may be mailed but may not include an announcement of an associated social event.  Announcements shall not contain any advertisements, endorsements of any products or businesses or revenue-producing functions.

          (c)  By retired members of a DOD component for mailing DA Form 3955 (Change of Address and Directory Card) or PS Form 3575 (USPS Change of Address Order) only when the change of address results from carrying out written military orders.  A copy of the orders must be presented with the card.

          (d)  For bulk mailings of commander’s newsletters, recruitment letters and similar bulletins consisting solely of official information to supported installations and activities. 

          (e)  By contractors and vendors provided it is written in the contract.  Most contractors shall open an account with USPS to receive and send mailings.

          (f)  For DoD Components authorized periodicals as follows:

          1  Distribution mandated by DoD Component regulations or directives.

          2  Individual copies to higher headquarters in the chain of command and other public affairs offices for administrative purposes.

          3  Copies in bulk to subordinate units for distribution to units' members.  Other, less expensive transportation methods shall be used if they can provide the same or faster delivery time than mail. 

          4  Copies are sent to other government agencies and libraries, hospitals or schools to promote the overall Command Public Affairs Program.

          (g)  By non-appropriated fund activities, including the exchange services and the Stars and Stripes, only for official administrative mailings related exclusively to the business of the U.S. Government.

          (h)  When commanders discharge their morale, welfare and recreation (MWR) mission. Commanders may not include revenue-producing information in such mailing.  Social items such as ethnic recipes, birth announcements and bowling league scores are not the exclusive business of the U.S. Government and shall not be mailed through the OMDC.  

          (i)  To mail a consolidated packet containing information regarding the existence of all available MWR activities to personnel eligible to use them, however, the packet shall neither contain information on revenue producing items or events nor violate other parts of 

DoD 4525.8-M.  A revenue producing item or event is one where the recipient or participant pays for all or part of the cost of the service or goods received.  The category of the organization providing the goods or service is immaterial.

          (j)  By prisoners in a non-pay status for personal mail.

          (3) Unauthorized Use of Appropriated Fund.  

          (a)  Mailing matter that is not exclusively U.S. Government business.

          (b)  Non-mailable items, in accordance with USPS, DMM restrictions (i.e., oversized (excess of 108 inches) and overweight (excess of 70 pounds).   

          (c)  Postcards, unless the cards are DoD or DA approved forms.  

          (d)  Personal congratulatory letters from one individual to another in a private capacity. This does not prevent the use of official mail by heads of staff agencies or commanders to fulfill their official morale and esprit de corps obligations to members of their organization. 

For example, congratulatory letters to people selected for advanced schooling, promotions and letters of condolences are authorized.

          (e)  Personal mail, holiday and birthday greetings, retirement announcements, employment applications, resumes and similar materials.

          (f)  Dependent school yearbooks and other unofficial items such as announcements cards, thank you cards and memory albums.

          (g)  Mailings by or for private associations, such as technical and professional organizations, unit associations, wives clubs, Boy Scouts, etc.

          (h)  Mailing matter donated by individuals for donation to other individuals or charitable organizations.

          (i)  Fund drives not officially endorsed by DOD or the Army.

          (j)  Mailing costs associated with payment of Government travel credit card billings.  Travelers are automatically reimbursed for those costs in the part of the per diem that covers incidental expenses.  (NOTE:  Refer personnel with questions about this to www.dtic.mil/perdiem/ and advise them to search on "card billings."

          (k)  Contractors are not authorized usage of appropriated postage funds or the use of OMDC personnel to perform their mail functions, unless there is a contractual obligation for the  Government to do so. 

          (4)  Special Mail Services.

          (a)  Registered.  The most secured service the USPS offers.  It incorporates a system of receipts to monitor mail movement from the point of acceptance to delivery.  Claims shall not be made against the USPS for indemnity on items lost or damaged in the mail.  However, through registered mail, added protection and proof of delivery is offered.  The following are Army-wide authorized uses:

          1  Criminal investigation evidence.

          2  Cash, original vouchers (disbursing and collecting) and voided or cancelled checks.

          3  One-of-a-kind, irreplaceable, sensitive, controlled, rare, or pilferable items and items having a replacement cost in excess of $5,000.  Such items include, but are not limited to, calibration equipment, supply items, historical matter (including film), library materials, original manuscripts and camera-ready mechanical and art work.

          4  Mailable shipments of government-owned firearms.   

          5  Classified documents as required by DoD 5200.1-R and DoD Component Directives.

          6  Final notices to individuals about indebtedness to the Army Emergency Relief Fund.

          7   Other communications and parcels that by law, DoD directive, or Army Regulations must be registered.

          8   Environmental samples.

          9   Notification of radiation exposure.

          10  Mailing former evidence to its owner.

          11  Deceased personnel's personal effects having intrinsic valve being sent to the next of kin.  The value of the items must be declared.  This is necessary for reimbursement in the event of loss or damage.  Indemnity paid for loss or damage of personal effects shall be forwarded to the next of kin.

          12  All actions involving the processing of claims. 

          (b)  Certified.  It provides a receipt to the sender and a record of delivery at the post office of address.  A record is not kept at the OMDC where it is mailed.  It is dispatched, handled, and treated in transit as ordinary mail.  The following are Army-wide authorized uses:

          1   Letters to establishments being declared “off limits.”

          2   Adverse enlisted and officer efficiency reports and other similar actions.

          3   Controlled test material.

          4   Instructional material marked, “For Faculty Use Only.”

          5   Items requiring shipment by Priority Mail when the certified fee is less than the fee for other services that provide proof of delivery.

          6   Official U.S. Passports required by DoD employees for official travel.

          7   Classified documents as required by DoD 5200.1-R and DoD Component Directives.

          8   Equal employment opportunity case material mailed to complaints and their representatives.

          9   Reduction-in-force notices sent to civilian employees on authorized absence.

          10 Final decisions of contracting officer issued under the dispute clause of a Government contract.  

          11 Show cause or cure notices issued under the default clause of a Government contract.

          12 Any other communication for which receipt is essential to create or preserve rights granted to the United States under a Government contract.

          13 Debarment letters.

          14 Delayed entry packets.

          15 Summonses and subpoenas.

          16 Adverse personnel actions for military and civilian personnel.

          17 Illegally held identification cards.

          18 Traffic or driving violations.

          19 Letters of revocation or suspension of installation driving privileges.

          20 Dishonored checks.

          21 Questionnaires to injured persons.

          22 Legal matters.

          a   Records of trial for all Special and General Courts Martial.

          b   Decisions of the Army Court of Military Review.

          c   Any other communication, receipt of which is essential to create or preserve the rights granted to the U.S. Government in connection with criminal proceedings.

          d   Officer elimination cases.

          e   All actions involving the processing of claims.

          (c)  Insured.

          1  Unnumbered insured mail is delivered as ordinary mail and shall not be used.  No exceptions shall be granted.

          2  Numbered insured mail may be used only:

          a  For accountability reasons when proof of delivery is required for valuable administrative or logistical equipment, supplies and printed matter.

          b  To return borrowed library and similar items when required by the non-DoD lender.                      

          (d)  Express Mail.

          1  Express mail and overnight services shall only be used in cases involving loss of life, personal injury, destruction of property and to prevent the possibility of a judicial ruling against the Army.  The Chief of Staff is the final approving authority for any exceptions to the regulation.

          2  Express mail and overnight services shall not be used:

          a  To respond to direct actions or requests for information unless using it is the only way to meet a short suspense.  In the event of a short suspense, call the one who established the suspense and request an extension.  Extensions should be granted when possible.
          b  For the purpose of correcting administrative oversights such as a late suspense when adequate time existed.

          c  On days before weekends or holidays unless the sender has verified someone shall be available to accept it and work on it during the weekend or holiday.  

          3  Express Mail is not available to and from all Military Post Offices (MPO).  Contact the local post office for availability information.

     h.  Delivery of Accountable Official Mail.

         (1)  The OMDC Registry Clerk shall complete a PS Form 3877 for each unit/activity receiving accountable mail.  The OMDC Registry Clerk shall deliver accountable mail to addressees or agents during the courier runs each duty day.  Customers who maintain a postal key box shall be notified that they have accountable mail ready for pick up.  These individuals shall sign the PS Form 3877.  The OMDC Registry Clerk shall check the Standing Delivery Order (PS Form 3801), verifying that the person signing the PS Form 3877 is authorized.  All customers shall receive a copy of the PS Form 3877.

         (2)  When a PS Form 3811 (Return Receipt) is attached to the accountable mail, the OMDC Registry Clerk shall ensure that the addressee or agent signs and dates the Return Receipt.  The receipt shall then be returned to USPS with regular outgoing mail.  

     i.  Outgoing Accountable Official Mail.

         (1)  Certified.  Outgoing certified mail shall be metered, dispatched, and treated in transit as ordinary mail.  This mail does not become accountable until it reaches the destination United States Post Office (USPS).  Certified mail that is received by the OMDC before 1000 shall be dispatched the same-day.  The Certified Mail Receipt (PS Form 3800) shall be placed into the individual's unit/activity mail box for pick up by the official mail orderly.  The PS Form 3800 shall be used for tracing your mail, if required.

         (2)  Registered.  Outgoing registered mail shall be metered, round-date stamped along the taped seams to provide proof of mail integrity, dispatched, and treated as accountable from the point of inception to destination.  Registered mail that is received by the OMDC before 1000 shall be dispatched the same-day.  Customers shall provide their own Firm Delivery Book (PS Form 3877) for registered mail.  The OMDC Registry Clerk shall thoroughly inspection the package for proper packaging prior to acceptance.  The OMDC Registry Clerk shall assist the customer in completing the PS Form 3877.  The completed PS Form 3877 shall be used for tracing your mail, if required.

NOTE:  Customers mailing classified material shall inform the OMDC personnel that they have classified information to mail and its highest classification level.  Anyone handling classified material for mailing must have in their possession a valid DD Form 2501 Courier Card to verify clearance and authorization.  Customers who do not possess a courier card shall have their mailing secured by the OMDC personnel and the customer's Security Manager shall be informed of the incident.  The customer's Security Manager must send an authorized courier to retrieve the material or can properly release the material for mailing.

         (3)  A PS Form 3811, "Return Receipt," or DD Form 2825, "Internal Receipt," may be used for proof of delivery. 

         (a)  The DD Form 2825 shall normally be used between DoD activities instead of PS Form 3811.  When DD Form 2825 is used, the addressee shall immediately verify the contents are all there, sign the original copy, and return the original copy to the sender.  The sending activity shall take follow up action to determine if the item was received, if the DD Form 2825 is not returned within 14 work days from the date of dispatch.  

         (b)  The PS Form 3811 shows the date and to whom the item was delivered and the actual delivery address if it is different from the address used by the sender.  The PS Form 3811 may also be used to restrict an article's delivery to the addressee (or his agent) when proof is necessary that the addressee personally received the item.  A PS Form 3811 may be used only on Express, Registered, and Certified mail when the use of DD Form 2825 is not appropriate.  

     j.  Undeliverable or Unclaimed Accountable Official Mail.  Undeliverable and unclaimed accountable mail, for which the sender has not provided instructions, is held for the following periods, unless the article is refused or the sender has specified that the article be held longer.

         (1)  Express……………5 working days

         (2)  Registered……….10 working days 

         (3)  Certified…………15 working days

         (4)  Insured…………..15 working days

         (5)  Signature Confirmation............15 working days

     k.  Preparation of Mail.

         (1)  Mail Entry.  All official mail entering the OMDC shall be prepared in accordance with DoD 4525.8-M, DMM, and AR 25-51.  OMDC personnel shall refuse to accept mail if not in compliance with regulations, policies, and procedures.  OMDC personnel shall complete a FC Form 1122, Official Mail Quality Control Checklist, identifying the appropriate discrepancies and return the article to the unit or agency with the checklist for corrections.

         (2)  Addressing.  All official mail addresses shall be typed.  Plain computer generated labels are encouraged.  Rubber stamped addresses shall not be used for either return or delivery addresses.  Do not use italic, artistic, or script-like fonts.  Font size may range from 10 - 12 pitch.  Use a single space between lines. 

 All addresses shall be limited from a minimum of three to a maximum of five lines.  All mail bearing an official Federal Government return address shall be delivered.

The following are examples of the return and delivery addresses.

          Return Address.

	NAME OF DOD COMPONENT
	DEPARTMENT OF THE ARMY

	NAME OF DOD ACTIVITY/UNIT
	DIRECTORATE OF INFORMATION MGMT

	ATTENTION LINE
	OFFICIAL MAIL & DISTRIBUTION CENTER

	DELIVERY ADDRESS LINE
	6151 SPECKER AVE  STE 1110  BLDG 1550

	LAST LINE
	FORT CARSON, CO 80913-4100


         Delivery Address.

	NAME OF DoD ACTIVITY
	DIRECTORATE OF INFORMATION MGMT

	ATTENTION LINE
	OFFICIAL MAIL & DISTRIBUTION CENTER

	DELIVERY ADDRESS LINE
	6151 SPECKER AVE  STE 1110  BLDG 1550

	LAST LINE
	FORT CARSON, CO 80913-4100


           (a)  Attention Line.  Mail bearing an attention line or the addressee's name with a job title is considered to be official and shall be delivered.           

           (b)  Delivery Address Line.  This line shall consist of a street address and when appropriate, a secondary unit designator (e.g., suite (STE) or room (RM).  Do not use office symbols.  Use the appropriate secondary unit designators in the delivery address line.

           (c)  Last Line.  This line contains the City, State, and Zip + 4 code.  All return addresses shall use the five digit zip code of 80913 with the assigned + 4 code.  All delivery addresses shall use the ZIP + 4 code, if known.    

           (d)  On U.S. Government IMPAC Credit/Travel Cards, the first line of the delivery address shall be the activity or organization to which you are assigned.  The second line shall be the attention line which contains the section, name of individual, and title.  This shall prevent any delays in receiving your IMPAC Credit/Travel Card.  If possible, have your card sent to your home address.

           (3)  Envelopes and Shipping Containers.

           (a)  Envelopes

           1   Use standard letter-size envelopes for six sheets of paper or less, unless contents warrant otherwise (e.g., certificates, evaluations, pictures, and other items that may not be folded).  Plain envelopes are the preferred packaging to mail outgoing matter.  

           2   Use flat-size envelopes when the content shall be damaged by folding or the thickness of the contents and envelope would exceed 1/4 inch if folded and placed in a letter-size envelope.

           3   White envelope material shall be selected when that choice is available.  When white material is not available, the lightest shade available shall be used. 

           4   Use only black or dark blue ink for printing on envelopes.  The ink shall not be fluorescent or phosphorescent. 

           5   Envelopes with clasps, staples, strings, buttons, or similar securing devices shall not be used as they frequently jam automated mail processing equipment, injure employees, or damage other mail.

           6   Windows in envelopes shall be placed so the longest dimension of the window is parallel to the longest dimension of the envelope.  Items placed in window envelopes shall be prepared so that only the address is visible through the window and shall be large enough so they do not move around in the envelope.

           7   Envelopes, mailing tubes, and other containers shall be only slightly larger than the material being mailed to minimize movement within the envelope or container.  The more the contents can move, the greater the chances for damage to the contents or container.

           8   Envelopes and labels used by a contractor shall bear the return address of the furnishing DoD activity and not that of a private person, concern organization, or contractor.

           9   Ensure addresses are readable, accurate, and complete. 

           10 Envelopes with "Penalty for Private Use, $300," shall not be used; use plain envelopes.

           11 The OMDC shall perform all mail class markings, as necessary.

           (b)  Shipping Containers.

           1  Containers or boxes shall be inexpensive, light-weight, yet strong enough to protect its contents in transit.  Use mailing tubes only when no other container shall protect the item being mailed.  Mailing tubes are heavy, hard to handle, and expensive to buy and mail.

           2  Containers or boxes shall not be wrapped with brown paper or anything else;  only registered mail shall be wrapped with a nontransparent outer wrapping and brown paper tape shall be used to tape the outer wrapping.  Packages shall be wrapped with pressure-sensitive, filament-reinforced tape.  Do not use cellophane or masking tape.  
           3  Containers or boxes shall be large enough for adequate cushioning on all sides of fragile contents.

           (c)  The OMDC does not provide mailing supplies (e.g., shipping containers, tape, envelopes, etc.) to customers.  Customers are responsible for preparing their mailing prior to dispatch by the OMDC. 

     n.  Cost-Saving Methods.           

           (1)  Consider microform or CD-ROM alternatives for mailing publications and other items.  Reduce weight by printing on both sides of the paper, selecting the lightest weight paper, and using all available printing space.  Use computer output formats that make maximum use of available print space to reduce the weight of mailings.

           (2)  Limit use of special services such as registered, certified, and overnight.

           (3)  Prepare items so they qualify for postage discounts when economically feasible.

           (4)  Use post cards whenever possible.  The postage on a post card is significantly less than a letter.

           (5)  Update addresses in mailing lists as changes become known, and at least annually, to remove addressees no longer needing the material being mailed, to minimize delivery delays, and to avoid undeliverable mail that wastes postage and printing costs. 

           (6)  Consolidate mailings to common addresses.

           (7)  Require adequate printing time to allow economical mail service.

           (8)  Be sure that contracts for printing and distribution contain specifications for using the most economical mailing services consistent with the priority of the case.

           (9)  When possible, use fax instead of mail for documents three pages in length or less.  Mail copies of documents that are faxed only when an original signature is required for legal reasons.

           (10) Non-First Class Mail may be combined with First Class Mail, only when

 cost-effective.

           (11) Two or more parcels may be fastened together and mailed as one piece.

     m.  Classified Material.  Information or material that requires protection against unauthorized disclosure in the interest of national security shall be classified in one of the three designations:

           (1)  Top Secret.  The OMDC shall not handle Top Secret information.  Top Secret information may be handled by the Defense Courier Service.

           (2)  Secret.  All Secret information shall be sent by Registered or Express through USPS or FedEx.  OCONUS mailings shall be sent by Registered mail. 

           (3)  Confidential.  All confidential information may be sent by Registered, Express, Certified, or First-Class, with no certification, through the USPS or FedEx.  OCONUS mailings shall be sent by Registered mail.  

     n.  Limitations on Classifying Mail.

           (1)  Classification may not be used to conceal violations of law, inefficiency, or administrative errors, to prevent embarrassment to a person, organization or agency or to restrain competition.

           (2)  References to classified documents that do not reveal classified or used as a basis for classification. 

     o.  Packaging Classified Material.  Material used for packing shall be of such strength and durability as to provide security protection while in transit, prevent items from breaking out of the container and to facilitate the detection of any tampering with the container.  The wrappings shall conceal all classified characteristics.  Brown paper tape shall be used to tape the outer wrapping.  The OMDC personnel shall ensure that the outer taping is properly round-date stamped to facilitate the detection of any tampering.  

          (1)  Preparing the Envelope/Package.

          (a)   Prepare the Inner Envelope.

          1  Place the document into a nontransparent envelope.  

          2  Plainly mark the envelope with the highest classification level of the information it contains; it is best to stamp this marking on both sides of the envelope.

          3  Affix both delivery and return addresses.

          4  Glue seal the envelope.

          (b)  Prepare the Outer Envelope.

          1  Place the inner envelope into a nontransparent outer envelope. 

          2  Affix both delivery and return addresses.    

          3  Glue seal the envelope.  Never place any markings or notations on the outer envelope that would indicate that the contents are classified. 

          4   If the package is going to a one-person facility, the OMDC personnel shall stamp the outer envelope, “TO BE OPENED BY ADDRESSEE ONLY  POSTMASTER – DO NOT FORWARD  IF UNDELIVERABLE TO ADDRESSEE RETURN TO SENDER.”  If the package can be opened by any agent from the receiving facility, the OMDC personnel shall stamp the outer envelope, “POSTMASTER:  Address Correction Requested/Do Not Forward.” 

          (2)  The customer shall prepare and affix to all mailings the PS Form Label 200-A or 

200-B (Registered Mail), PS Form 3800 (Certified Mail), and a PS Form 3811 (Return Receipt).

          (3)  The OMDC personnel receiving the article, shall inspect the article(s) prior to metering, to determine whether the packaging material is suitable for mailing or whether the article should be repackaged or transmitted by other approved means. 

     p.  Search and Seizure.  Official matter may be searched or seized by the Official Mail Manager (OMM) or Assistant Official Mail Manager (AOMM):

          (1)  Outgoing official mail items.

          (a)  Before it is postmarked by a postage meter.

          (b)  Bearing permit imprints before it is placed in a USPS mail box or placed under control of USPS or its representative, whichever occurs first.  

          (2)  Incoming official mail items.  Incoming official mail items may be searched or seized after control passes from USPS or its representative to representatives of the addressee.  Mail that has been inspected, shall be resealed by the OMM and stamped, “Opened by the OMM.” 

          (3)  All Registered mail items requiring search by the OMM shall only be approved by the DOIM, Security Manager.

          (4)  At no time will the inner envelope of classified mail be opened and inspected.

     q.  Tracing Mail.  Customers are responsible for tracing their mail (USPS Express, FedEx, Certified, and Registered).  Express mail can be traced by telephone at 1-800-222-1811.  Tracing certified (PS Form 3800) and registered (PS Form 3877) mail shall require the customer to hand carry their receipt to the USPS.  The mailing must have been in the system for at least 15 days before USPS shall initiate a trace.  To trace FedEx articles, call 1-800-463-3339 or use the internet at: http://www.fedex.com.  If you need further assistance, call the OMDC at extension 526-4546.

     r.  Classification of Mail. 

          (1)  First-Class - up to 13 oz. 

          (2)  Priority – 13.1 oz to 70 lbs.

          (3)  Standard – 8 oz. to 15 lbs.  Printed Matter or Media mail (e.g., Technical Manuals, Publications, Welcome Packets).

          (4)  Overnight Services (FedEx and USPS Express).

          (a)  USPS Express.  A PS Form 11-B (Express Label) shall be completed by the customer and attached to the Express envelope by the OMDC.  All overnight mailings must be submitted to the OMDC before 1130 for same day overnight service.  The USPS cannot deliver to all APO addresses.  

          (b)  FedEx Overnight.  All overnight mailings must be submitted to the OMDC before 1130 for same day overnight service.  The OMDC provides a consolidated FedEx shipment daily, to Alexandria, VA only.  Submit these mailings in a properly addressed plain envelope, flat, or shot-gun envelope (OF 65-B).  The OMDC personnel shall prepare the FedEx labels and package for mailing.  FedEx cannot deliver to APO addresses.   

          (5)  FedEx Ground – up to 70 lbs.

          (6)  Consolidated Mail.  Two or more articles of mail placed in one container for direct mailing to a single installation.  These containers shall be shipped every Friday.  The OMDC should utilize this method when there is a large volume from one installation to another on a routine basis.  This is the most cost-effective method of moving high volume mail.  The consolidated mailing lists shall be reviewed and updated semi-annually to eliminate improper addresses and the names of those addressees no longer desiring to receive materials. 

The following is a list of consolidated mailing addresses the OMDC uses to deliver and receive mail to and from:

	Fort Ben Harrison, IN
	
	

	Alexandria, VA (daily)
	
	

	USAF, CO
	
	

	PAFB, CO
	
	


          (7)  Permit Mailing.  Permit Mailing is used for mailing a minimum of 200 pieces of mail through the General Mail Facility (GMF), Colorado Springs.  The size of your mailing shall not be more than a 1/4 inch thick (no more than seven sheets).  If not enveloped, all mail pieces shall have the fold at the top; secured with mailing seals (one located at the top middle and another located on the right-hand side just below the permit indicia.  Three pages or less must be enveloped.  All pieces must be of the same weight, size, and color.  The customer shall apply the Permit indicia by a self-inking stamp or printed-on (i.e., through DAPS) to all articles in the top right-hand corner with the words, “PRSRT STD US POSTAGE PAID COLO SPRGS CO, PERMIT 441.”  

You can have a combination of any of the following to use permit mailing, provided the total number of pieces being sent is equal to or exceeds 200 pieces.  The Permit indicia shall not be used on return envelopes placed inside your mailings.  You must pay postage for all return envelopes.

          (a)  Permit Mailing Requirements.

          1  If you have 10 or more pieces where all five digits of the ZIP code are the same, then rubber band the articles together.

          2  If only the first three digits are of the ZIP code are the same, then rubber band the articles together.

          3  If you have mixed, out-of-state ZIP codes, then rubber band the articles together.

          4  If you have mixed, in-state ZIP codes of other than 808, 809, and 810, then rubber band the articles together.

          5  ZIP codes with the first three digits 808, 809, and 810 shall not be mixed with each other or any other ZIP codes.  These ZIP codes shall be rubber band separately, by ZIP code.

          6  Rubber bands and instructions for Permit Mailings can be obtained from the OMDC at extension 526-4546.

          7  The customer shall provide a master count sheet; which is a break-down of your mailing.  The number of pieces per ZIP code; total pieces in the mailing; and a point of contact for the mailing.

          (b) OMDC Processing of Permit Mailing.  OMDC personnel shall inspect permit mailing to ensure the appropriate ZIP codes are in the proper bundle(s).  If the articles are not in the proper sequence, then the customer shall make any and all corrections. 

     s.  Hours of Operation.

          (1)  The hours of operation for the OMDC, BLDG 1550, for acceptance of official mail and distribution is from 0730 – 1630 each duty day.  The OMDC is closed for lunch from 

1130-1230.  During training holidays, the OMDC shall be closed at 1530. 

          (2)  Customers shall have access to their mail receptacles from 0730 – 1630, on all duty days.  During training holidays, the mail receptacles shall be accessible until 1530. 

          (3)  The customer mail drop-box shall be emptied daily.  No personal mail shall be processed through the OMDC.

     t.  Distribution List.  All official mail being processed using, Distribution A, B, C must be cross-referenced using FC Reg. 25-32.  The customer must submit changes through the Installation OMM at 526-3029. 

     u.  Mail Control.

          (1)   Customers must check their assigned mail receptacles daily.

          (2)   Undeliverable mail and distribution shall not be deposited in the blue USPS mail drop-boxes.  Official mail shall be properly endorsed and redirected through the OMDC.  Personal mail shall be properly endorsed and redirected through the Directory Section.

          (3)   All mail received before 1000 shall be dispatched the same day.

          (4)   All distribution generated by the Defense Automated Printing Service (DAPS) is picked-up at 0800 daily and dispatched the same day.

          (5)   Customers can not deliver metered mail directly to the USPS or deposit metered mail in a blue USPS mail drop box.

          (6)   The receipt, processing, and dispatching of personal, unofficial, and non-mission related mail is prohibited.  If personal, unofficial, and non-mission related mail is found within the OMDC mail system, it shall be returned to the sender by the Installation Directory Section.  Employees may receive personal mail through the OMDC only during the first 120 days after they join the organization.  This is to allow time to establish a local residence address.

           (7)   Unauthorized use of appropriated funds shall be reported to your OMM.  The OMM shall report it to the commander of the individuals and the Installation OMM for appropriate action.  Unauthorized use of appropriated funds shall be reviewed to determine any appropriate reimbursement of postage costs.  Legal or administrative action shall be taken to obtain reimbursement when appropriate.

           (8)   All official mailings, “Postage Due,” received from the USPS, shall be accepted on a case by case basis.

           (9)   Undeliverable-as-addressed solicitation mail shall be marked, "Undeliverable as Addressed" and returned to the USPS.  Do not attempt to provide a forwarding address.

           (10) Logistical equipment/spare parts listed on the mailing organization's property book must be shipped through the local Installation Transportation Office (ITO) at DOL BLDG 330; at extension 6-6042.

           (11) Unsolicited and unwanted Presorted Standard Mail (A) may be disposed of as the organization desires.  It need not be returned to the USPS.  Only the addressee usually opens this mail but it may be opened by anyone in the organization.  See Classification of Mail. 

     v.  Casualty Mail.  All casualties shall be assigned a Summary Court Officer (SCO).  Call the Casualty Assistance Office at 526-5613/14, prior to shipping the deceased's personal affects.  See Special Mail Services.

     w.  APO Mailing.  If the article weighs 16 ounces or more and meets the restriction requirements, the customer shall complete and sign a PS Form 2976-A (Custom Form).  Place the form inside a PS Form 2976-E document protector.  Attach the PS Form 2976-E document protector to the backside of the mailing if there is insufficient space on the front.   

     x.  Penalties for Private Use of Official Mail.  Under Title 18, U.S. Code, Chapter 31, Section 641;  Individuals converting appropriated funds for their personal use or the use of another person is subject to the following penalties:

           (1)  $10,000 and/or 10 years

           (2)  $100 value or less: $1000 and/or 1 year  

     aa.  USPS Assistance & Replenishing Supplies and Forms.

           (1)  USPS Assistance.  Fort Carson USPS – 570-5453/54

           (2)  Replenishing Supplies and Forms.  The OMDC shall supply the customers with rubber bands for Permit Mailings, FedEx shipping boxes, and all USPS postal forms.

                                                                             ROBERT E. LINK

                                                                             MAJ, SC

                                                                             Director of Information Management
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