UNIT MAIL CLERK INDOCTRINATION TEST (80% or better to pass)


ANSWER KEY
1.  Is DD Form 285 used to appoint mail clerks?
 


a.  True












b.  False

2.  Who appoints unit postal officers?

a. Admin Officer
c.  Sergeant Major




b. Primary Mail Clerk
d.  Commanding Officer











3.  How many copies of DD Form 285 are prepared when appointing mail orderlies?




a. 1
c. 3






b. 2
d. 4










4.  How many copies of DD Form 285 are prepared when appointing mail clerks?




a. 1
c. 3






b. 2
d. 4




5.  Can the unit postal officer pick up mail using their appointment letter?


a.  True











b.  False





6.  Can a mail orderly use their ID card instead of their DD Form 285 for mail pick up if they are recognized by the mail clerk?





a.  Yes




b.  No

7.  What is the first thing you should do if you suspect mail theft?



a.  Call the serving post office
c.  Confront the individual




b.  Call PMO
d.  Inform the unit postal officer












8.  Undeliverable Official Accountable Mail can be retained in the mail room over night?

a. True

b. False


9.  Official incoming mail is not date stamped it is delivered unmarked?



a.  True












b.  False




10.  Can a mail room be shared as a storage place?


a.  True












b.  False

11.  When will the unit mail clerk pick up mail from the serving post office?
 

a. Monday, Wednesday and Friday

b. Daily as scheduled

c. At least two times per week

d. Every 15 days

12.  Can the mail clerk listen to a CD player in the mail room?

a. True

b. False






13.  How often should the unit mail room be inspected by the unit postal/ assistant officer?

a.  Daily/ Randomly
c.  Monthly/ Randomly

b.  Weekly/ Randomly
d.  Quarterly/ Randomly

14.  Who is authorized to sign for official accountable mail from the unit mailroom?

a.  Authorized personnel designated
c.  Mail orderlies

b.  
Any DD Form 285 card holder
d.  All of the above

15.  Who is authorized to sign the letter of authorization to receipt for and open official accountable mail addressed to the commanding officer?  

a. Sergeant Major
c.  Commanding Officer
b. Postal  Officer
d.  All of the above

16.  How many days are mail clerks authorized to hold mail for service members due into their command?

a. Thirty-one days past the EDA
c.  Twenty five days past the EDA 



b. Fifteen days past the EDA.
d.  Until the member checks in.



17.  Official mail addressed to the “commanding officer” can only be delivered to?


a.  Individuals listed on the commanding officer’s Letter of authorization




b.  The command duty officer









c. The section listed on the mail


d.  Mail clerks and mail orderlies

18.  Can mail orderlies make endorsements directly on the mail?


a.  True



b.  False

19.  Mail orderlies can keep mail over night as long as it is locked in their desk?



a.  True



b.  False

20.  How is mail handled for deceased members?


a.  Forward to next of kin quickly so any outstanding bills can be paid




b.  Give it to the commanding officer



c.  Give it to your casualty officer



d.  Return it to the post office after the next of kin has been notified with a mail disposition form.

21.  What do you do for Marines who go TAD in excess of 30 days?


a.  Hold it for until the 45th day



b.  Forward it  



c.  Return it to sender unclaimed


d.  Give it to their section mail orderly to hold

22.  What is a DD Form 1115?


a.  Mail Card
c.  Official Accountable Mail Receipt Log



b.  Mail disposition form
d.  Mail Room No Admittance Form
23.  Mail for Marines on leave will be held in the unit mail room with the appropriate documentation until they return unless other instructions have been received in writing by that individual?



a.  True




 







b.  False

24.   The proper endorsement on the back of the mail for a “Missent” piece of mail is?

a. H&HS, 041208, 5-04, MS

b. NR, 5-04, H&HS, 041208

c. MS, H&HS, 041208, 5-04

d. 5-04, MLNFA, H&HS, 041208

25.  When forwarding a Marines mail to a new command what besides a complete address must be on the mail?


a.  MCC
c.  MOS


b.  EDA
d.  SSN  


26.  What do you do with mail for Marines who are on leave or TAD less than 30 days?


a.  Hold it in the mail room



b.  Deliver it to their mail orderly so they can hold it  



c.  Forward it to the Marine


d.  Return to Sender

27.  What should be used to cross out Bar Codes on mail? 


a.  Grease pencil/ china marker
c. Dark pencil


b.  Black dark marker
d. Red ink

28.  Mail for Marines in the hands of civilian authorities is handled by verifying the individual’s status placing the mail in an official envelope addressed to the person in charge of the facility and a letter of explanation from the command with instructions to return or forward the mail if undeliverable?






a.  True



b.  False




 






29.  What is PS Form 3883 used for?



a.  Delivery of official mail
c.  Delivery of official accountable mail

b.  Mail orderly receipt log
d.  Delivery of ordinary mail

30.  How often is your unit postal officer required to verify delivery of official accountable mail?

​​​​​​​​​
a.  When ever official accountable mail is delivered   
c.  Never (the post office will)


b.  Bi-weekly
                       d.  On a quarterly basis    

31.  The mail clerk assigned to the mail room for that day does not need to sign for the keys on a key control log.

      a.  True



b.  False

32.  What is done with mail that is received damaged?                                                              

a. Return it to the post office


b. Repair the article, sign it and date it

c. Deliver it with a letter stating damaged

d. Throw the package/ letter away

33.  What is done with the duplicate key (s) to the mailroom?   

a. Assign them to both mail clerks

b. They are sealed in an envelope, signed, dated and kept in a safe

c. Kept on your possession in case you lose the original key

d. Kept in the postal officer’s desk for easy access

34.  It is mandatory that the mailroom be secured when the clerk is not present?





a.  True



b.  False









35.  Can mail be transported in your POV as long as your unit postal officer approves it?




a.  True





b.  False  










36.  Who is authorized to enter the mailroom?


a.  Mail Clerks, Unit Postal Officer, Commanding Officer, Executive officer, Postal Inspectors, and supervised working parties.




b.  Mail Clerks / Mail Orderlies, Unit Postal Officer, 1st Sgt and Commanding Officer

c.  Unit Postal Officer, Postal Inspectors, Commanding Officer, and Mail Clerks only


d.  Unit Postal Officer, Commanding Officer, Executive Officer, and  SgtMaj

37.  Who fills out the change of address card when an individual checks out of the mail room?

a.  Individual
c.  Mail orderly


b.  Mail clerk
d.  S-1 officer

38.  What type of transportation can be utilized to transport U.S. mail?

a.  Closed bodied government vehicles


b.  Military pickup truck (if visual contact is maintained)


c.  Hand carried by mail clerk





 



d.  All of the above

39.  How many change of address cards are required to be filled out when a Marine checks in or out of your command? 



a.  1
c.  3







b.  2
d.  None







40.  How long are directory file cards retained for transferred personnel who have been with the command for more than 6 months; ____, and for members who are with the command for less than 6 months ___          _?






  


a.  6 months; 1 year
b.  1 year; 6 months


b.  90 days; 1 year
d.  1 year, 90 days



41.  How often should unit diaries/morning reports be worked?


a.  Weekly
c.  Daily





b.  Monthly
d.  Every 6 months








42.  When forwarding a magazine to an individual overseas where do you attach the new address?

a.  Over the current address



b.  Above the current address


c.  On the back of the magazine



e. Do not forward magazines

43.  Commands planning a deployment must notify the serving post office within a minimum of         ____ days prior to departing?


a.  30 
c.  7


b.  45
d.  60

Answers to Questions 43-47









a.  6 months
d.  2 years after date of cancellation.

b.  1 year
e.  2 years
           c.  2 years from last revocation date          f.  45 days
44.  How long are quarterly mail room inspections retained on file? _e______

45.  How long are unit postal officer appointment letters retained on file? __d__ 

46.  How long are mail orderly receipt logs retained on file? _a___



47.  How long is DD Form 2260 retained on file? _c___




48.  How long are unit diaries/morning reports retained on file?  _a___




49.  What is the first step the mail clerk takes upon returning to the mail room with mail?




a.  Sort mail
 into sections


b.  Deliver all PS Form 3849’s



c.  Back stamp/date mail.


d.  Hold mail call









50.  What should you do if you suspect a mail bomb?

a.  Take package outside


b. Sound the alarm to evacuate
c. Call the post office


d. Shake it

Bonus Question (worth one point):  In what year was the United States Marine Corps established?

1775
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