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changes. Many portions have boon completaly revised and require the Mamal to be
reviewed in its entirety.

DoD 4525.6-M, "DoD Postal Manual.” Volume I and I1, December 28, 1989, is
hereby canceled.

The provisions of this Manual apply to the Office of the Secretary of Defense, the
Military Departments, the Chairman of the Joint Chiefs of Staf¥, the Combstant
Commands, m;om«awmmaunmgn@g, the

and their Non-Appropristed Fund Activities. The term "Military Services,” as used
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Components that operate and use the MPS. instructions may only be
issued when nocessary to provide for unique requirements within their
commands. mmmm,umymmwmnm
approve Any supplementary instructions before publication. Two copies of any
instructions shall be provided to MPSA.
Forward recommended changes to the Manual through channels to:
Executive Director
i ostal Service Agency
ATTN: MPSA-ZB

2461 Eisenhower Avenue, Suite 814
Alexandria, VA 22331-0006
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Copics of this Manual may be obtained at http://www dtic-mil/whe/directives. All
Department of Defense and Standard Forms prescribed for use, in this manual, are
available on the Internet under Defense Link Publications. The U.S. Postal Service
publications and forms prescribed for use, in this manual, are available on the Internet
under hitp://www.uaps.com or from the local post office.

Recard responsibility for this publication is assigned to the Executive Directar,

Military Poatal Service Agency.

DIANE K. MORALES

Deputy Under Seaetary of Defense
(Logistics and Materiel Readiness)
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DL1.1. DEFINITIONS

DL1.1.1. Activity. Any DoD organization such as headquarters, agency, depot, or
unit.

DL1.1.2. Ancillary Service. Forwarding, return, or address correction service
included withinamail class. Depending on the mail class, these services are preformed
a acharge or at no additional charge, if and when the service is actually rendered.

DL1.1.3. Appropriated Fund Postage. Postage paid for with funds appropriated by
the United States Congress. The postage may be prepaid or penalty postage.

DL1.1.4. Black Box Payments. Payments pertaining to classified projects.

DL1.1.5. Business Reply Mail (BRM). Specially printed postcards, envelopes,
cartons, and labels that may be mailed without postage prepayment. Postage and fees
are collected when the mail is delivered back to the original sender. This domestic
service enables authorized mailers to receive First-Class Mail, without prepaid postage,
back from customers by paying the postage and fee on receipt of the mailpieces.
(Compare with courtesy reply mail, International Business Reply Service, and meter

reply mail.)

DL1.1.6. Certificate of Mailing. A supplemental mail service that provides a
receipt prepared by the mailer as proof of mailing.

DL1.1.7. Certified Mail. Aspecial service that provides the sender with areceipt
a the time of mailing; arecord of delivery is kept at the post office of address. This
type of mail must be sent at the regular First-Class Mail or Priority Mail rate. If sent
as First-Class Mail, it is dispatched and handled in transit as ordinary mail. There are
additional fees for returnreceipt. (Compare with Registered mail.) Arecord is not
kept at the post office whereit is mailed. If lost, it cannot be traced.

DL1.1.8. Commercial Enterprise Publication. DaoD installations or activities
Public Affairs office normally keep personnel informed about what is happening through
installation or activity newspapers. In some cases, the printing and distribution of these
newspapers has been contracted out to commercial enterprises. The latter sell
advertising in the paper to cover the printing and distribution costs.

DL1.1.9. Consolidated Mail. Two or more pieces of mail placed in one container
for direct mailing to one addressee, one installation, or more than one installation
served by the same mail center.

14 DEFINITIONS
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DL1.1.10. Container. A bag, anenvelope, abox, apouch, or similar items that will
hold two or more pieces of mail.

DL1.1.11. Distribution Case. The USPS term for agroup of boxes used to sort
mail by addressee. "Pigeon hole"is another name frequently used for these boxes.

DL1.1.12. Endorsement. A marking on amailpiece that shows handling
instructions, aspecial service, or arequest for an ancillary service.

DL1.1.13. Express Mail. Amail class that provides expedited USPS overnight
delivery service for mailable matter (up to 70 pounds), subject to certain standards. It
Is available in five basic domestic service offerings (Same Day Airport Service, Custom
Designed Service, Post Office to Addressee Service, Post Office to Post Office
Service, and Military Service). Inaddition, Express Mail International Serviceis
available for foreign destinations. Express Mail is aUSPS trademark.

DL1.1.14. First-Class Mail. A mail class that includes all matter wholly or partly
in handwriting or typewriting, all actual and personal correspondence, al bills and
statements of account, and all matter sealed or otherwise closed against inspection.
First-Class Mail comprises three subclasses. Post Cards and Stamped Cards, L etters
and Sealed Parcels, and Priority Mail. Any mailable matter may be sent as First-Class
Mail. First-Class Mail is aUSPStrademark. (NOTE: Its use is mandatory for all
matter wholly or partly in handwriting or typewriting, all actual and personal
correspondence, all bills and statements of account. The Private Express Statutes cover
these items.

DL1.1.15. Hat. The general term for flat-size mail, since the large mail is sorted
without bending.

DL1.1.16. Flat-size Mail. A mail piece that exceeds one of the dimensions for
letter-size mail (11-1/2 inches long, 6-1/8 inches high, 1/4 inch thick), but that does
not exceed the maximum dimension for this mail processing category (15 inches long,
12 inches high, 3/4 inchthick). The dimensions are dlightly different for automation
rate eligibility. It may be unwrapped, paper-wrapped, eeve-wrapped, or enveloped.

DL1.1.17. Indicia. Animprinted designation on amailpiece that denotes postage
payment (for example, apermit imprint in place of apostage stamp or ameter stamp).

DL1.1.18. Insured Mail. Aspecial service to customers who pay afee in advance
to obtain payment in the event that the mail is lost, rifled, or damaged. (See also
collect on delivery, Express Mail, and registered mail.) (NOTE: Insured mail is
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available only on Standard Mail, or mail containing Standard Mail matter sent at the
First-Class or Priority Mail rates. It provides areceipt to the sender and arecord of
delivery at the post office of delivery is kept for numbered insured, but not minimum
fee insured items. Arecord is not kept at the post office where mailed.) Express mail
is automatically insured for $500.00.

DL1.1.19. International Mail. Mail originating in one country and destinating in
another. It is classified as Postal Union Malil (that is, letters and cards (LC) and other
articles (AO), postal parcels, and Express Mail International Service. (NOTE: Mail to
and from MPOs is considered domestic mail, not international mail, as long as the
return address is an MPO or domestic addresses and the delivery address does not
include the name of aforeign city and country.)

DL1.1.20. Letter-size Mail. Amail processing category of mailpieces, including
cards, not exceeding any of the dimensions for letter-size mail (that is, 11-1/2 inches
long, 6-1/8 inches high, 1/4 inch thick). NOTE: It must be at least 5 inches long, 3 1/2
inches high, and 0.007 inches.

DL1.1.21. Library Rate. A Standard Mail subclass for items on loan from or
exchanged between academic institutions, public libraries, museums, and other
authorized organizations. NOTE: Thisis acongressionally subsidized rate. It is not
authorized for use by DoD activities.

DL1.1.22. Marking. A notation on amailpiece showing the mail class or rate.
Generally defined as any notation or endorsement.

DL1.1.23. Merchandise Return Service. A special service that an authorized
company provides acustomer with aspecial mailing tag or label to return a shipment
without postage prepayment. The company pays the return postage. See Business
Reply Mail.

DL1.1.24. Metered Postage. Postage printed by amechanical or electronic
imprinter directly onto the mailpiece or onto gummed tape or labels affixed to the
mailpiece. It may be used on all mail classes except Periodicals.
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DL1.1.25. Military Ordinary Mail (MOM). Official mail sent by Department of
Defense, posted at Periodicals requester publication rate, or Standard Mail postage
rates, which must have faster than sealift transportation service to, from, and between
overseas points, but does not require premium Priority service. It is moved by surface
transportation in the United States and by air on overseas portions of itstrip. It
provides cheaper postage than Priority Mail. Delivery time to any MPO may be almost
asfast as Priority Mail and rarely exceeds 21 days.

DL1.1.26. Military Post Office (MPO). A branch of adesignated USPScivilian
post office, which falls under the jurisdiction of the postmaster of either New Y ork or
San Francisco. It is operated by the Department of Defense to serve military personnel
overseas or aboard ships where the USPS does not operate and amilitary situation
requires the service. It may be either an Army Post Office (APO) that serves the Army
or Air Force or aFleet Post Office (FPO) that serves the Coast Guard, Navy, or Marine
Corps.

DL1.1.27. Mixed Classes of Mail. Two or more classes of mail combined into
one enclosure. Postage for the entire weight is charged at the higher-class rate.

DL1.1.28. Nonconveyable. Any item to be shipped viadiplomatic pouch that
weighs over 40 pounds, or exceeds 62 inches in length and girth combined, or whose
longest dimension exceeds 24 inches.

DL1.1.29. Nonstandard Mail. First-Class mail weighing 1 ounce or less and
Standard Mail (A) weighing 2 ounces or less requires payment of asurcharge if it does
not have astandard aspect ratio of between 1.3 and 2.5. The standard aspect ratio is
determined by dividing the length by the height. The surcharge is also applicable if it
exceeds any of the following: height 6 1/8 inches; length 11 1/2 inches; thickness 1/4
inch.

DL1.1.30. Official Mail. Official matter mailed as penalty mail or with postage
and fees prepaid.

DL1.1.31. Official Matter. Any item belonging to or exclusively pertains to the
business of the U.S. Government.

DL1.1.32. Parcel Air Lift (PAL) Mail. Special postal services for parcels and
Periodicals rate publications mailed to military personnel overseas. It is not authorized
for use on official mail.
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DL1.1.33. Penalty Postage. Penalty postage is paid for after mailing versus
prepaid postage that is paid for when obtained. Forms of penalty postage are
penalty-metered indicia, penalty permit indicia, penalty mail stamps, penalty business
reply and merchandise return indicia

DL1.1.34. Periodicals. Magazines, journas, newspapers, digests, briefs, bulletins,
summaries, and similar items published on arecurring basis.

DL1.1.35. Periodicals Rate. The class of mail for printed periodical publications
including newspapers and requester publications.

DL1.1.36. Permit. Mail with imprinted indiciainstead of astamp or postage meter
imprint showing postage paid by the sender.

DL1.1.37. Postage Stamp. Includes both prepaid postage stamps sold by post
offices and penalty mail stamps.

DL1.1.38. Post Office. A post office operated by the USPS or an MPO.

DL1.1.39. Prepaid Postage. All forms of postage except penalty postage.

DL1.1.40. Priority Mail. First-Class Mail weighing more than 13 ounces.

DL1.1.41. Private Express Statutes. A group of Federal statutes that gives the
USPS the exclusive right, with certain exceptions, to carry letters for others. They are
based on the provision in the U.S. Constitution authorizing Congress to "establish Post
Offices and post roads.”

DL1.1.42. Registered Mail. The most secure service the USPS offers. It
incorporates asystem of receipts to monitor mail movement from the point of
acceptance to delivery.

DL1.1.43. Requester Publications Rate. A part of the Periodicals rate structure
used for periodicals with at least 24 pages, issued regularly four or more times ayear,
circulated free or mainly free, and containing at least 25 percent nonadvertising.

DL1.1.44. Required Delivery Date (RDD). The date mail must reach its addressee.

DL1.1.45. Restricted Delivery. A service wherein mailer may direct delivery only
to the addressee or to an agent of the addressee specifically authorized in writing by the
addressee to receive his or her mail.
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DL1.1.46. Return Receipt. A postal service available only on registered, certified,
or numbered insured mail. USPS Domestic Return Receipt (PS Form 3811) shows to
whom and when mail is delivered and is used only when the mailer must have proof of
delivery or date of delivery.

DL1.1.47. Secondary Unit Designator. Words such as apartment, suite, floor,
room, unit, stop, and department that are followed by anumber. They normally are
placed on the same line as the street address. The secondary designator may be placed
on the line above the street address if the line would be too long when both are shown
on the same line.

DL1.1.48. Self-Mailer. Any mail piece (except parcels) that does not have an
outer cover, wrapping, or envelope in addition to the paper or material on which the
majority of the printing, drawing, or writing being transmitted is placed. Examples are
postcards, or anumber of sheets, folded or unfolded, not necessarily of the same
material.

DL1.1.49. Single Manager (SM). The manager of MPS, designated to be the
Secretary of the Army. Military Postal Service Agency acts as the SM for the Secretary
of the Army.

DL1.1.50. Single Service Manager (SSM). The component command assigned by
the Combatant Commander to be the manager and point of contact (POC) on all postal
issues in the area of responsibility (AOR).

DL1.1.51. Small Volume Mailer. Anactivity with outgoing mail volume that is
too small to justify the cost of leasing and using any type of postage meter.

DL1.1.52. Space Available Mail (SAM). A special postal service for parcels and
publications mailed to military personnel overseas. It is not authorized for use on
official mail.

DL1.1.53. Standard Mail (A). Standard Mail that weighs less than 16 ounces. It
comprises the subclasses of Regular Standard Mail, Nonprofit Standard Mail, Enhanced
Carrier Route Standard Mail, Nonprofit Enhanced Carrier Route Standard Mail, and
Single-Piece Standard Mail. These subclasses include circulars, printed matter,
pamphlets, catalogs, newsletters, direct mail, and merchandise. Standard Mail (A) may
be sent at presorted rates and at automation rates. (NOTE: The Department of Defense
IS not authorized to use the Nonprofit Standard Mail and Nonprofit Enhanced Carrier
Route Standard Mail rates; they are congressionally subsidized.)
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DL1.1.54. Standard Mail (B). Usually Standard Mail that weighs 16 ounces or
more. It comprises four subclasses: Bound Printed Matter, Library Mail, Parcel Post,
and Special Standard Mail. (NOTE: The Department of Defense is not authorized to
use the Library Mail rate; it is acongressionally subsidized rate.)

DL1.1.55. Surcharges. Fees charged in addition to the normal postage on
nonstandard mail.
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Physical Profile Serial Code
Postage Validation Imprinter
Required Déelivery Date

Rapid Delivery Mail

Supreme Allied Commander Europe
Streamline Automated L ogistics
Transmission System

Space Available Mall

Secretary of Defense

Standard Navy Distribution List
Status-of-Forces Agreement
Standard Operating Procedures
Single Manager

Single Service Manager
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Standard NATO Agreements
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Until Further Notice
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Unit Mail Room

United Nations
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U.S. Transportation Command
Weapon System Pouch

Zone Improvement Plan
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Cl. CHAPTER1
GENERAL INFORMATION

Cl1l.1. MILITARY POST OFFICES (MPOs)

C1.1.1. Purpose. The Department of Defense (DoD) Postal Manual, per DoD
Directive 4525.6 (reference (@), prescribes standard procedures and responsibilities
for the administration of the Military Postal Service (MPS). It also provides
instructions for the management and control of postal effects and for the processing,
dispatching, handling, transporting, and delivering of personal and official mail.

C1.1.2. Mission. The mission of the MPSis to provide postal service to the DoD
Components in support of DoD missions.

C1.1.3. Applicability

C1.1.3.1. ThisManuad appliesto all military postal activities. All MPS
activities and Unit Mail Rooms (UMRSs) must maintain access to acurrent copy of this
Manual .

C1.1.3.2. Theinstructions inthis Manua do not apply to processing official
mail in official mail distribution centers. Personal mail entered into official mall
channels must be handled and protected per the policies and procedures in this Manual.

C1.1.4. Terms and Abbreviations. Appendix 1 contains terms and abbreviations
used in this Manud, the United States Postal Service (USPS), and other DoD
postal-related directives or regulatory documents.

C1.1.5. Policy

C1.1.5.1. The MPS operates as an extension of the USPS, consistent with
public law and Federal regulations. Appendix 2 contains the policies and procedures
governing the use of the MPS and is applicable to all DoD Components. The MPS
provides efficient and responsive postal services to authorized personnel and activities
overseas during both normal and contingency operations.

C1.1.5.2. The MPSwill handle mail promptly, efficiently, and economically in
support of the DoD mission.
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C1.1.5.3. Duplication of postal services by the Department of Defense and
USPSin the United States and its territories is not normally authorized. There must not
be an overlap of postal service between elements of the MPS and non-DoD courier or
Department of State (DoS) diplomatic mail or pouch systems. Military Post Offices
(MPOs) will not be authorized for areas serviced by the DoS pouch system, unless the
pouch system is determined to be inadequate. If thisis the case, send arequest for
postal service to the Military Postal Service Agency (MPSA) viaMgor Command
(MACOM) and Military Department Postal Representative.

C1.1.5.4. All classes of mail will be transported per reference (b) and 49
U.S.C. (reference (c)), this Manua, and USPS directives.

C1.1.5.5. Foreign commercial airlines or military airlift (Air Mobility
Command (AMC)), per reference (b), may be used to transport military mail when U.S.
commercial air carriers are unavailable or cannot provide timely delivery. Authority to
use foreign air carriers or military airlift requires the specific approva of the MPSA in
coordination with the USPS. Refer to Chapter 11 for transportation segment
procedures. See section C11.5. for mail routing for mobile or deployed units.

C1.1.5.6. Military Traffic Management Command (MTMC) contracts sealift
and surface transportation requirements.

C1.1.5.7. The Department of Defense pays for the transportation of mall
between the Continental United States (CONUS) gateways and overseas, and inter- and
intra-theater locations. The three Military Departments share the DoD transportation
costs. Fleet Post Office (FPO) mail transportation cost is billed to the Navy. Army or
Air Force Post Office (APO) mail transportation cost is billed to the Army and Air
Force on the basis of their agreement.

C1.1.5.8. U.S. Government Agencies and other organizations authorized the
use of the MPS must reimburse the Department of Defense for transportation costs per
31 U.S.C. 1535 (reference (d)).

C1.1.5.9. Whenever adequate service by scheduled commercial air carriersis
not available command transportation may be used. When there are special
circumstances requiring expedited transportation, overseas commands may transport
military mail.

C1.1.5.10. Classified material transmitted as registered mail transported
among the MPS activities must be transmitted per DoD 5200.1-R (reference (€))
security procedures, and Chapter 11.
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C1.1.5.11. Mail security and accountability must be provided at all times to
prevent theft, damage, and the introduction of contraband and prohibited materials.

C1.1.5.12. USPS correspondence must be mailed with USPSindicia

C1.1.5.13. Requests for exception to policy and procedures outlined in this
Manual, the USPS or other DoD postal regulatory documents must be submitted in
writing through the appropriate command postal operating element to the MPSA.

C1.1.6. Responsibilities

C1.1.6.1. The Deputy Under Secretary of Defense for Logistics shall:

C1.1.6.1.1. Provide broad policy guidance for the operation and use of
the MPS and maintain guidelines concerning use of the MPS by DoD Components, other
Government Agencies, and non-Government organizations.

C1.1.6.1.2. Serve asthe fina authority concerning requests for the
establishment or termination of DoD postal services, including the first opening and last
closure of an MPO in any country.

C1.1.6.1.3. Serve asthe DoD representative for implementation and
administration of agreements with the USPS.

C1.1.6.1.4. Prepare DoD Directives and issue related publications
governing DoD postal services.

C1.1.6.2. The Secretary of the Army, as the designated Single Service
Manager (SSM) of the MPS shall:

C1.1.6.2.1. Establish and maintain the MPSA as ajointly staffed
headquarters (HQ) located in the National Capitol Region and establish other field
activities, when required.

C1.1.6.2.2. Designate ageneral officer (or equivalent civilian grade) to
be the Executive Director, MPSA.

C1.1.6.2.3. Provide legal advice and representation from the Army Legal
Services Agency on postal matters before the Postal Rate Commission, Department of
Transportation (DoT), and other regulatory organizations.
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C1.1.6.3. The Secretaries of the Military Departments shall:

C1.1.6.3.1. Designate aDeputy Director to provide oversight and
management of the day-to-day operation of the MPS.

C1.1.6.3.2. Ensure their components request the establishment of MPOs
per this Manual.

C1.1.6.3.3. Maintain audit, inspection, advisor, and assistance
responsibilities for the MPS activities under their jurisdiction.

C1.1.6.3.4. Ensure postal operating elements provide the MPSA, through
the Joint Military Postal Activity (JIMPA) Atlantic or Pacific, with information to allow
proper mail routing and dispatch instructions when their respective units change
location, activate, deactivate, inactivate, commission, decommission or rotate.

C1.1.6.3.5. Command postal operating elements in the theaters of
operations. The Combatant Commander has designated the responsibility for MPS.
See subparagraph C1.1.6.6., below.

C1.1.6.3.6. Provide recommendations to the Executive Director, MPSA,
concerning policies and procedures to be incorporated by the MPSA in carrying out
postal operations.

C1.1.6.3.7. Issue interna instructions for the control and use of official
mail entered inthe USPS or the MPS.

C1.1.6.3.8. Provide the MPSA with information concerning postal
restrictions or policies affecting the MPS because of unique requirements. Provide
excerpts of the appropriate country-to-country agreements that affect the MPS.

C1.1.6.3.9. Plan, program, budget, and obligate funds for their overseas
military mail transportation requirements, in coordination with the MPSA.

C1.1.6.3.10. Coordinate all contingency and war planning involving MPS
matters with the MPSA.

C1.1.6.3.11. Provide the MPSA with information required to support the
MPSA management information systems, per DoD 8910.1-M (reference (f)).
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C1.1.6.3.12. Assist the MPSA in resolving overlap or duplication of MPS
functions.

C1.1.6.3.13. Establish and operate MPOs for use by all authorized
organizations and personnel on their respective installation(s) overseas. The DoD
Components must be provided postal service on anon-reimbursable basis. MPOs may
be operated at |ocations overseas other than at amilitary installation, or at CONUS
military locations to meet an operational requirement of aMilitary Department.

C1.1.6.3.14. Ensure support services are provided to on-site military
postal activities; i.e., custodial, utilities, real property maintenance, and transportation,
on anon-reimbursable basis. This must include providing additional facilities,
supplemental transportation, and personnel augmentation in support of local postal
activities to eliminate mail backlogs created by emergency or seasonal increases in mail
volume.

C1.1.6.3.15. Provide the required military officer and enlisted personnel
to staff the MPSA, in the grade and occupational specialty specified by the applicable
Service manpower document and with aminimum tour length of 36 months.

C1.1.6.3.16. Eliminate military postal policy and management functions
at departmental HQ levels that duplicate the MPSA's DoD-wide responsibilities to
jointly manage the MPS.

C1.1.6.4. The Executive Director, Military Postal Service Agency shall:

C1.1.6.4.1. Operate the MPS under the direction and control of the
Secretary of the Army.

C1.1.6.4.2. Operate under the policy direction of the Deputy Under
Secretary of Defense for Logistics (DUSD(L)).

C1.1.6.4.3. Act asthe DoD-wide functional director for the MPS, which
includes integrating postal transportation and routing procedures worldwide, and
implementing uniform worldwide postal practices and procedures, when possible. This
includes recommending policy and monitoring all overseas mail transportation costs,
and making recommendations to DUSD(L ), as required, to ensure the proper
administration of the MPS.

C1.1.6.4.4. Act asthe DoD Single Point of Contact (POC) concerning
military postal policy and operational affairs. Maintain direct working relationships
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with USPS, U.S. Customs Service, DoT, and other Departments and Agencies of the
Federal Government .

C1.1.6.4.5. Recommend necessary changes to the USPS Publication 38
(reference (g)).

C1.1.6.4.6. Direct the operation of joint-Military Department staffs who
serve as liaisons to the USPS.

C1.1.6.4.7. Provide technical advice for postal operations of the Military
Departments.

C1.1.6.4.8. Coordinate with the jointly staffed inter-Service postal
school, managed by the U.S. Army Training and Doctrine Command, for training Military
Department postal personnel. This includes reviewing the integrated training
curriculum to ensure the adherence to DoD postal policy and doctrine.

C1.1.6.4.9. Develop procedures aimed at preventing postal offenses.
Develops procedures to supplement the USPS requirements for processing postal
claims and monitors and processes postal claims made against the Military Departments
by the USPS.

C1.1.6.4.10. Approve or disapprove the activation and/or deactivation of
MPOs.

C1.1.6.4.11. Ensure that MPOs for overseas land-based organizations
comply with postal arrangements made with sovereign foreign governments.

C1.1.6.4.12. Maintain direct working relationships with the DoD
Components to enable the MPSA to provide management and technical assistance on
postal matters; and actively monitor worldwide MPS postal transportation and operations.

C1.1.6.4.13. Monitor the responsiveness of the MPS and USPS, their
impact on performance standards, and their ability to take corrective action, as
required. Coordinate the compilation of statistics and perform any necessary analysis.

C1.1.6.4.14. Maintain liaison with the U.S. Transportation Command
(USTRANSCOM) and the DoD transportation operating agencies Military Traffic
Management Command (MTMC), Air Mobility Command (AMC), and the Military
Sealift Command (M SC).
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C1.1.6.4.15. Publish asingle DoD Postal Manua and develop other
technical directives and regulatory documents, as necessary, to be used by al DoD
Components in support of the MPS mission.

C1.1.6.4.16. Maintain liaison with Postal MACOMs within each
Combatant Command to aid in the effective operation of the MPS. Maintain liaison to
investigate and resolve postal problems.

C1.1.6.4.17. Process presidential, congressional, and other
correspondence pertaining to the MPS.

C1.1.6.4.18. Maintain and publish aconsolidated list of military Zone
Improvement Plan (ZIP) Codes.

C1.1.6.4.19. Develop proposed DaD actions in response to proposed rule
making documents, published by any Federal Agency, that have asignificant impact upon
DoD postal matters.

C1.1.6.4.20. Develop, establish, and operate information data systems to
support the mission of the MPSA and the DUSD(L) inits postal oversight role.

C1.1.6.4.21. Coordinate MPS support for contingency operations.

C1.1.6.4.22. Provide budget estimates to the Military Departments and
non-DoD Agencies concerning mail transportation costs.

C1.1.6.5. The Joint Military Postal Activity (Atlantic and Pacific)) shall:

C1.1.6.5.1. Act asasingle POC for the MPSA with the USPS at the
designated airport gateways.

C1.1.6.5.2. Provide information to the USPS and postal activities to allow
proper distribution, dispatch, and transportation of military mail.

C1.1.6.5.3. Publish Military Massing and Labeling Instructions (MMLI).
C1.1.6.5.4. Monitor Financial Adjustment Memorandum (FAM).

C1.1.6.5.5. Provide magor commands and Military Department Postal
Representatives with information on mail processing and irregularities.
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C1.1.6.5.6. Work with USPS management at the gateway concerning
Military Mail Processing and Distribution in their Mail Processing Distribution
Automation Program.

C1.1.6.5.7. Work with USPS management at the gateway concerning
Military Finance and Transportation in their Information System Program.

C1.1.6.5.8. Maintainthe Military ZIP Code database for the automated
dispatch of mail.

C1.1.6.5.9. Assist the U.S. Postal Inspection Service when requested, in
matters relating to the processing, distribution, dispatch, and transportation of military
mail.

C1.1.6.6. The Combatant Commander or Designated Representative shall:

C1.1.6.6.1. Beresponsible for MPS support in areaof command
including:

C1.1.6.6.1.1. Initia opening and the last closing of an MPO in any
country.

C1.1.6.6.1.2. Assigning and transferring operational control of
MPOs to and between Military Component Commands.

C1.1.6.6.1.3. Ensure sharing of resources between the Military
Components to avoid duplication of expenditures and effort, to include providing
military air and surface transportation support to move military mail when tendered by
the USPSor MPS.

C1.1.6.6.1.4. Provide the MPSA with postal and mail management
information per postal regulations and DoD Directive 8320.1 (reference (h)).

C1.1.6.6.2. Forward actions to the MPSA for consideration, as
appropriate, per this Manual.

C1.1.6.7. The Heads of the Military Components shall:

C1.1.6.7.1. Appoint acommand postal representative.

33 CHAPTER 1



DoD 4525.6-M, August 15, 2002

C1.1.6.7.2. Provide resources to perform the MPSmission. Service
should be provided uniformly to all authorized users of the MPS.

C1.1.6.7.3. Review al contracts involving postal operational management.

C1.1.6.7.4. Ensure their postal activities develop comprehensive resource
protection plans to include not only facilities and postal effects, but also postal
personnel under all operating environments.

C1.1.6.7.5. Develop contingency plans for providing postal servicesin
support of command operational plans.

C1.1.6.7.6. Ensure the appropriate authorities inspect and audit postal
functions and activities.

C1.1.6.7.7. Request activation and deactivation of military ZIP Codes.
C1.1.6.7.8. Maintain liaison with host-government postal administrations.

C1.1.6.7.9. Determine mail transportation requirements and coordinate
with the appropriate authorities. See Chapter 11.

C1.1.6.7.10. Maintain liaison with postal officials of alied forces.

C1.1.6.7.11. Ensure postal irregularities and postal offenses are reported
to the appropriate levels.

C1.1.6.7.12. Ensure effective mail directory service.

C1.1.6.7.13. Develop and maintain acustomers' service information
program.

C1.1.6.7.14. Develop procedures for addressing customer complaints,
inquiries, and suggestions.

C1.1.6.7.15. Identify deficiencies in the postal operating systems and take
appropriate corrective action.

C1.1.6.7.16. Make recommendations for improvements in the MPS to
the MPSA.
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C1.1.6.7.17. Coordinate with the IMPASs and provide information to allow
proper mail routing.

C1.1.6.7.18. Review, approve, and disapprove all MPO facility designs and
modifications.

C1.1.6.7.19. Identify, consolidate, and monitor postal equipment and
supply requirements.

C1.1.6.7.20. Provide policy and oversight to non-DoD postal operations
within their areaof command. Maintain Memoranda of Agreement (MOA) between
DoD Component Command and non-DoD units operating the postal facility that
identifies responsibilities, reimburseable funding, and basic support.

C1.1.6.7.21. Provide the following:

C1.1.6.7.21.1. APostal Officer to manage the installation postal and
mail processing operations.

C1.1.6.7.21.2. Adequate postal facilities in accordance with Chapter
13 of this Manual.

C1.1.6.7.21.3. Dedicated telephone circuits, to include analog and
commercial capability, to operate and interface with USPS equipment.

C1.1.6.7.21.4. Authorized postal personnel access to all mail
handling facilities, ramps, and flightline area as well as equipment and transportation
conveyances to conduct surveys and inspections concerning mail movement in
accordance with Installation requirements.

C1.1.6.7.21.5. Additiona facilities and supplemental transportation
to promptly eliminate mail backlogs as the postal activity chief requests. Personnel
augmentation, to include TDY/TAD/FAP personnel and equipment when necessary.
Tasking for support to other Military Departments and Agencies receiving mail support
through amail facility.

C1.1.6.7.21.6. Sufficient vaults, safes and other adequate storage
facilities to safeguard registered mail, postal effects, and other appropriate support to
ensure compliance with the Postal Manua and directives.

35 CHAPTER 1



DoD 4525.6-M, August 15, 2002

C1.1.6.7.21.7. Atrained postal clerk to act as an aternate clerk at
locations where the postal activity operates aone-person MPO.

C1.1.6.7.21.8. Armed guards or armed convoy protection, on request
for vauable mail shipments while in military postal channels withintheir areas. See
Chapter 9.

C1.1.6.7.21.9. Adeguate funding for the postal activity to maintain
acceptable service levels.

C1.1.6.7.21.10. Reviewlocal details and exercise participation to
ensure taskings do not inadvertently curtail postal service and create mail delays.

C1.1.6.8. The Unit Commander shall:

C1.1.6.8.1. Assignaprimary and alternate E-6 or senior or civilian (GS-6
or higher) as the Unit Postal Officer, to supervise the unit mail handling operation.

C1.1.6.8.2. Ensure unit personnel notify the UMR, Community or
Consolidated Mailroom (CMR) or Postal Service Center (PSC) of achange in status
that affects their mail delivery.

C1.1.6.8.3. Notify the local servicing post office as soon as possible
about adeployment and coordinates any required mail routing changes.

C1.1.6.9. The Postal Officer or MPO Supervisor (including
Detachment/Operating L ocation Chiefs/Supervisors, Postmasters or equivaent, and
Postal Officers) shall:

C1.1.6.9.1. Coordinate al public affairs releases that affect postal
matters with Public Affairs Representative before release.

C1.1.6.9.2. Provide security, including protection of mail and postal
effects, access to mail work areas, and mail transportation requirements.

C1.1.6.9.3. Ensure emergency destruction of mail and postal equipment
(overseas only).

C1.1.6.9.4. Déliver mail during field exercises.
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C1.1.6.9.5. Ensure all postal-related correspondence for higher
headquarters is routed through the MACOM Postal Representative.

C1.1.6.9.6. Coordinate with their MACOM Postal Representative before
entering aformal support agreement for postal support.

C1.1.6.9.7. Ensure appropriate personnel maintain directory files and
mailroom records properly and perform directory service.

C1.1.6.9.8. Ensure all personnel understand and comply with current
postal directives.

C1.1.6.9.9. Conduct periodic, unannounced inspections of PSCs, UMRS,
CMRs, and mail handling areas using the checklist in Appendix 2.

C1.1.6.9.10. Ensure aDD Form 1115, "Mail Room Sgn,"is displayed
outside the entrance to PSCs, UMRs, or CMRs showing the times the mail is available.

C.1.1.6.9.11. Ensure asample mail address (personal and official) is
prominently displayed.

C1.1.6.9.12. Notify appropriate command levels immediately of all
suspected or known postal offenses and | osses.

C1.1.6.9.13. Restrict entry to all mail facilities to only authorized
personnel.

C1.1.6.9.14. Ensure the USPS equipment is used only for its intended
purpose.

C1.1.6.9.15. Ensure verification of accountable mail is received and
delivered. See Chapter 3.

C1.1.6.10. The Postal Clerks (PCs) and Unit Mail Clerks (UMCs), as
applicable, shall:

C1.1.6.10.1. Provide mail service and operate the MPO, UMR or CMR
per current regulations.

C1.1.6.10.2. Safeguard the mail at all times.

C1.1.6.10.3. Perform directory service. See Chapter 3.

37 CHAPTER 1



DoD 4525.6-M, August 15, 2002

C1.1.6.10.4. Deliver accountable mail and properly maintain accountable
mail records. See Chapter 3.

C1.1.6.10.5. Correct all discrepancies noted on inspections.

C1.1.6.10.6. Report known or suspected postal offenses to the
appropriate command levels.

C1.1.6.10.7. Pick up mail from the servicing post office.

C1.1.6.11. The Mail Orderlies shall:

C1.1.6.11.1. Pick upthe mail at specified times.
C1.1.6.11.2. Safeguard the mail at all times.

C1.1.6.11.3. Deliver personal mail only to the actua addressee and
official mail (see Chapter 3) only to individuals authorized by the appropriate authority.

C1.1.6.11.4. Return undeliverable mail to the UMR, CMR, or MPO
daily. See Chapter 3. If undeliverable mail cannot be returned, it must be secured in a
designated, securely locked container. If returned to the UMR, CMR, or MPO, follow
the procedures in Chapter 3.

C1.1.6.11.5. Report any known or suspected postal offenses and
irregularities. See Chapter 14.

C1.1.7. Establishing or Opening aMilitary Post Office (MPO)

C1.1.7.1. The Combatant Command Actions for Establishing or Opening a
Military Post Office

C1.1.7.1.1. State whether the building meets the requirements. See
Chapter 13.

C1.1.7.1.2. State the method that shall be used to remit funds to the
USPS.

C1.1.7.1.3. Verify that aquaified, on-site military member shall
supervise the postal operations.
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C1.1.7.2. The MPSA Requirements for Establishing or Opening aMilitary
Post Office (MPO). Arequest to establish an MPO in acountry or on aship, for the
first time, must contain the information in subparagraph C1.1.7.5.1. (as applicable).

C1.1.7.2.1. Egtablishing an MPO

C1.1.7.2.1.1. Include requirements listed in subparagraph C1.1.7.2.

C1.1.7.2.1.2. State the reasons why other means, such as,
international mail or DoS pouch system cannot be used. Include an economic analysis
per DoD Instruction 7041.3 (reference (i)).

C1.1.7.2.1.3. State the number of non-DoD users projected to be
provided service through the MPO.

C1.1.7.2.1.4. Provide one copy of the Status-of-Forces Agreements
(SOFAS) or any other agreements that authorizes the establishment.

C1.1.7.2.2. Opening an MPO

C1.1.7.2.2.1. State that conditions in subparagraph C1.1.7.1. have
been met.

C1.1.7.2.2.2. State the number of military personnel and family
members to be serviced by the MPO and any projected increases or decreases in the
strengths.

C1.1.7.2.2.3. State the number of authorized DoD civilian personnel
and family members to be serviced by the MPO and any projected increases or
decreases in the strengths.

C1.1.7.2.2.4. State the name and location of the installation or
activity.

C1.1.7.2.2.5. State the proposed opening date.

C1.1.7.2.2.6. State the amount of fixed and flexible stamp credit
requested. See Chapter 6.

C1.1.7.2.2.7. State whether Money Order (MO) Service is desired.
See Chapter 8.
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C1.1.7.2.2.8. State the date by which postal supplies are required.
The USPSrequires 60 days to assemble and ship initial supplies. Provide the address
to which the shipment will be made.

C1.1.7.2.2.9. Provide mailinginstructions. Identify the
concentration point (first stop after Aerial Mail Terminal/Fleet Mail Center
(AMT/FMC)) or offload point (airstop).

C1.1.7.2.2.10. State the Unit Identification Code (UIC) (Navy and
Marine Corps only).

C1.1.7.2.2.11. State the PSC, UMR, CMR, Unit Number and Box
Range or Box Ranges, if abroken sequence, as applicable.

C1.1.7.2.2.12. State the number of non-DoD users projected to be
provided service through the MPO.

C1.1.7.2.3. Procedures for Submitting MPO Reguests

C1.1.7.2.3.1. Requests for theinitial establishment of an MPO shall
be submitted through the appropriate Combatant Command. The Combatant Command
shall designate the supporting Military Department and forward establishment
recommendations to the MPSA.

C1.1.7.2.3.2. Requests for opening additiona MPOs will be
submitted directly to MPSA.

C1.1.7.2.3.3. Before submitting requests, non-DoD activities shall
obtain concurrence from their respective HQ, the responsible Combatant Command, and
the designated supporting Military Department. Requesting non-DoD activities must
include astatement in their request that they will assume responsibility for the
following:

C1.1.7.2.3.3.1. To provide qualified manpower to operate the
MPO.

C1.1.7.2.3.3.2. To provide funding for al training, travel
associated with postal inspections, and command visits.

C1.1.7.2.3.3.3. To safeguard mail at all times.
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C1.1.7.2.3.3.4. To operate subject MPO in accordance with this
Manud, USPS and MACOM directives.

C1.1.7.2.3.4. The DoD Component activity requests for the opening
of additional MPOs shall be submitted through their MACOM to the MPSA for
consideration, when the requesting and supporting Military Department are the same.

C1.1.7.2.3.5. Approva authority for establishing the first MPO ina
country rests withthe DUSD(L). These requests shall be routed to the MPSA for
referral to the DUSD(L).

C1.1.7.2.4. MPQO Establishment Procedures

C1.1.7.2.4.1. When the MPO request is approved, the MPSA shall:
C1.1.7.2.4.1.1. AssignaZIP Code.

C1.1.7.2.4.1.2. Provide aPersonal Identification Number (PIN)
and aFederal Standard Requisitioning and Issue Procedure (FEDSTRIP) Account
Number.

C1.1.7.2.4.1.3. Notify the appropriate activities of opening.
C1.1.7.2.4.1.4. Coordinate mail transportation requirements.

C1.1.7.2.4.2. All required equipment, supplies, and personnel shall be
available before the MPO opens. Lead-time for ordering of the USPS equipment and
suppliesis upto 6 to 9 months, and initial supplies require 60 to 90 days.

C1.1.7.2.5. Classification of MPOs. MPOs are classified into three
basic categories: active, inactive and contingency.

C1.1.7.3. Establishing aMail Address Only (MAQ)

C1.1.7.3.1. MAOs are ZIP Codes opened to serve as routing indicators
for mail separation and transportation purposes only. They will have adesignated parent
MPO. MAOswill not be opened to avoid the requirements prescribed for the opening
of anMPO. See subparagraph C1.1.7.2.2.

C1.1.7.3.2. MAO Opening Procedures
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C1.1.7.3.2.1. After reviewing the opening criteria, MACOMs shall
submit requests to the MPSA for approval as soon as possible prior to the proposed
effective date. A request to open an MAO must contain the following information:

C1.1.7.3.2.1.1. Estimate volumes of mail for the ZIP Code.
C1.1.7.3.2.1.2. State the parent MPO.

C1.1.7.3.2.1.3. State the number of military personnel and
family members to be serviced, by Military Department, including projected increases
or decreases in strength.

C1.1.7.3.2.1.4. State the number of authorized civilian personnel
and family members to be serviced, by agency, including projected increases or
decreases in strength.

C1.1.7.3.2.1.5. State the name and location of the installation or
activity.

C1.1.7.3.2.1.6. State the proposed opening date.

C1.1.7.3.2.1.7. State the PSC, UMR or CMR, and Unit Numbers
serviced by the MAOQ.

C1.1.7.3.2.2. If the request is approved, the MPSA will assign aZIP
Code, notify appropriate activities, and coordinate appropriate transportation.

C1.1.7.4. Disestablishing or Closing an MPO or an MAO

C1.1.7.4.1. Postal Officer will initiate request for closure of MPOs and
MAOs to the MACOM who in turn will forward to MPSA, Operations Division.

C1.1.7.4.2. When approvadl is granted, take the following actions:
C1.1.7.4.2.1. The MPSA shall notify appropriate activities.
C1.1.7.4.2.2. The MACOM shall:

C1.1.7.4.2.2.1. Notify the MPSA and the servicing IMPA, by
message or alternate means, as far in advance of the actual closing date as possible.
Notification to the MPSA shall include:
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C1.1.7.4.2.2.1.1. The ZIP Code, Navad Command and ship's
name, when applicable.

C1.1.7.4.2.2.1.2. The closing date.

C1.1.7.4.2.2.1.3. List of all organizations and activities that
used the MPO or MAO as their mailing address.

C1.1.7.4.2.2.1.4. Thedisposition instructions for mail.

C1.1.7.4.2.2.2. Request disposition instructions from the
appropriate IMPA for excess USPS equipment and supplies.

C1.1.7.4.2.2.3. Designate an MPO unit to which active postal
offense case files must be forwarded.

C1.1.7.4.2.3. The MACOM Postal Representative, through the MPO
Supervisor shall:

C1.1.7.4.2.3.1. Provide customers with at |east a 90-day
termination notice.

C1.1.7.4.2.3.2. Transfer active postal offense case files to the
designated MPO.

C1.1.7.4.2.3.3. Refer to appropriate chapters for disposition
instructions for money orders, stamp stock, and meters. Additional instructions for
supplies and equipment can be found in USPS Publication 247 (reference (j)).

C1.1.7.4.2.3.4. Ensure anaudit of accountable postal effects,
including equipment, is performed at the close of business on the last day of operation
or as soon thereafter as practical. Two postal officials appointed for this purpose must
conduct the audit. The custodian of postal effects (COPE) shall not be an auditor, but
must be present during the audit.

C1.1.7.4.2.3.5. Dispose of records. Comply with the
appropriate Military Department, the USPS, and the MPSA disposition instructions, as
applicable.

C1.1.7.4.2.3.6. Coordinate disposition of lockbox nests,
accountable equipment, and records prior to base closure.
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C1.1.7.4.2.3.7. Coordinate new addresses and mail routing
instructions for all units relocating. Coordinate and publicize closure of MPO and
postal service center(s) to coincide with drawdown of personnel. Reduce services 30
days prior to closure.

C1.1.7.4.2.3.8. Submit requests to the MACOM to shortstop or
redirect surface mail at the gateway 90 days prior to base closure. Requests for all
other mail should be made 60 days prior to closure.

C1.1.7.5. Relocation, Reclassification, and Transfer of Operational Control of

MPOs

C1.1.7.5.1. When apermanent land-based M PO changes location, the
MACOM must send amessage, per subparagraph C1.1.7.2.2., to the MPSA and the
servicing IMPA. When the relocation involves achange in the serviced units, such
information must be included in the request.

C1.1.7.5.2. AnMPO may be reclassified as an MAO when mail service
levels no longer warrant MPO status. When this occurs, the MACOM must notify the
MPSA and the servicing IMPA by electronic correspondence with the following
information:

C1.1.7.5.2.1. The ZIP Code.

C1.1.7.5.2.2. Designation of the parent MPO, and who will assume
responsibility for claims, postal offense cases, and records.

C1.1.7.5.2.3. Astatement that the MPO is reclassified as an MAO.
C1.1.7.5.2.4. The date financial operations will cease.

C1.1.7.5.2.5. The newinstructions for the routing of mail, if
applicable.

C1.1.7.5.2.6. Request disposition instructions or explain the
disposition of USPS equipment, supplies, and postal effects, as applicable. (Include the
mailing date and the registry numbers for the articles, if applicable.)

C1.1.7.5.2.7. Comply with appropriate Military Department, USPS,
and MPSA disposition instructions, as applicable, for MOs, stamp stock, and meters.
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C1.1.7.5.3. Whenreclassifying an MAO to MPO status, the MACOM
must submit to MPSA, by message, arequest to open an MPO per subparagraph
Cl.1.7.2.2

C1.1.7.5.4. Uponthe MACOMSs agreement and Military Department's
concurrence, notify the MPSA of any transfer between Military Departments of an MPO
or MAO.

C1.1.7.6. Activation and Deactivation of Contingency M POs

C1.1.7.6.1. When activating a contingency MPO, the Military Component
Command must send amessage to the Combatant Commander and SSM. This message
must be sent as soon as possible in advance of the operation. This message shall
include:

C1.1.7.6.1.1. Arequest to assign acontingency ZIP Code.

C1.1.7.6.1.2. Astatement specifyingif it isanMPO or an MAO. If
the operation is an MAO, provide the ZIP Code of the parent MPO.

C1.1.7.6.1.3. The mail routing instructions.
C1.1.7.6.1.4. Applicable restrictions.
C1.1.7.6.1.5. The proposed opening date.
C1.1.7.6.1.6. The unit(s) involved, if available.

C1.1.7.6.2. The deactivating message from the in-theater designee to the
SSM includes the following:

C1.1.7.6.2.1. The proposed closing date.

C1.1.7.6.2.2. Thedisposition instructions for mail received after the
closing date.

C1.1.7.6.3. The SSM shall verify the data, and coordinates with Combatant
Commander J-1 and forwards to the MPSA for action.

C1.1.7.7. Exercises
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C1.1.7.7.1. When activating an exercise ZIP Code for ascheduled
exercise, the MACOM shall send amessage to the MPSA as soon as possible prior to
the operation. This message shall include all items in subparagraph C1.1.7.6.1., except
it will be anexercise MPO or MAO and need not be coordinated with the SSM.

C1.1.7.7.2. The deactivation messages from the MACOM to the MPSA
contain the information in subparagraph C1.1.7.6.2., except it will be an exercise MPO
or MAQO and need not be coordinated with the SSM.

C1.2. THE POST OFHICES ATMILITARY INSTALLATIONS SERVICED BY THE USPS

C1.2.1. Purpose. This section prescribes procedures for conducting postal
services at DoD installations and activities serviced by the USPS.

C1.2.2. Responsibilities

C1.2.2.1. Postal services at military installations located in areas where the
USPS operates are ajoint responsibility per reference (g).

C1.2.2.2. The Military Departments shall:

C1.2.2.2.1. Develop inspection criteria.

C1.2.2.2.2. Liaison withthe MPSA on DoD postal policy.
C1.2.2.2.3. Develop Military Department training standards.
C1.2.2.2.4. Develop manning authorizations.

C1.2.2.2.5. Develop and maintain MPO pre-pack embarkation sets of
USPS equipment, forms, and supplies for use by active and Reserve units designated to
deploy. Inaddition, develop inspection criteriato spot-check these pre-packs and sets
for readiness.

C1.2.2.2.6. Ensure technical proficiency of personnel in active Military
Department postal units is maintained through unit training programs.

C1.2.2.2.7. Ensure al postal activities are inspected. See Chapter 12.

C1.2.2.3. The MACOM shall:

46 CHAPTER 1



DoD 4525.6-M, August 15, 2002

C1.2.2.3.1. Appoint aDirector of Postal Operations. This appointee
must be an E-9 or above or civilian equivalent.

C1.2.2.3.2. Oversee postal operations.

C1.2.2.3.3. Ensure all subordinate commands provide necessary
resources to perform the postal mission.

C1.2.2.3.4. Ensure DoD personnel and resources are not used to provide
postal service that the USPS s obligated, by law or agreement, to provide.

C1.2.2.4. The Director of Postal Operations for the MACOM shall:

C1.2.2.4.1. Manage al aspects of postal service inthe command or area
of responsibility.

C1.2.2.4.2. Manage and coordinate postal policies and procedures
established by the MPSA and the Military Department, ensuring the MACOM staff and
installation postal officers efficiently perform duties.

C1.2.2.4.3. Submit to the MPSA recommended changes to DoD postal
service policies and procedures.

C1.2.2.4.4. Establish procedures for ordering mail transport equipment
on aquarterly basis.

C1.2.2.5. The lnstallation Commander shall:

C1.2.2.5.1. Appoint aninstallation postal officer.

C1.2.2.5.2. Coordinate with the servicing USPS postmaster to ensure
adequate and continuous postal support. Servicing postmaster's proposals that are not
concurred with by the installation commander shall be referred through command
channels to the MPSA for resolution.

C1.2.2.5.3. Ensure that DoD personnel and resources are not used to do
functions that USPSis obligated to do by law or agreement.

C1.2.2.5.4. Ensure that all personnel in-process and out-process through
their respective servicing postal unit.

C1.2.2.6. TheInstalation Postal Officer shall:
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C1.2.2.6.1. Prepare standard operating procedures (SOPs) to prescribe
uniform secure mail handling procedures.

C1.2.2.6.2. Coordinate al postal functions of the installation or operating
location.

C1.2.2.6.3. Ensure unit postal officer and PSC supervisors are aware of
their duties and responsibilities.

C1.2.2.6.4. Ensuretraining is provided for mail clerks, mail orderlies,
volunteers, and alternates.

C1.2.2.6.5. Arrange mail service for incoming units.

C1.2.2.6.6. Ensure casualty mail for military personnel is properly
handled. See Chapter 3.

C1.2.2.6.7. Maintain acurrent record of installation units and those units
inactivated, redesignated, or permanently departed the previous year, and coordinates
changes with the servicing USPS postmaster.

C1.2.2.6.8. Ensure suspected cases of rifling, theft, destruction, and other
postal offenses are reported. See Chapter 14.

C1.2.2.6.9. Cooperate with U.S. Postal Inspectors regarding complaints,
inquiries, and claims.

C1.2.2.6.10. Conduct PSC, UMR, and CMR inspections.

C1.2.2.6.11. Respond to investigative reports, as necessary.
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C2. CHAPTER 2
MILITARY POSTAL SERVICE (MPS) PLANNING

C2.1. PURPOSE

This Chapter contains the principles and concept of support for Military Postal Service
(MPS) contingency planning. It also provides specific instructions for planning postal
support during mobilization, deployments, domestic mail disruptions, and other
contingency situations requiring standardized planning actions.

C2.2. GENERAL

Conduct postal planning per DoD policy. Planning postal support is an essential
consideration for any military operation. Although the scope and substance of support
will vary, formal specifications of postal support in the planning stage of amilitary
operation are necessary at al levels. Combatant Commands and Component Commands
will ensure the preparation of postal plans for all major contingency, exercise, and
deployment plans. Postal service provides the commander with another
line-of-communication (LOC) that must be highlighted in terms of its impact on
logistical as well as morale support of the force as awhole. When properly
incorporated into the concept of wartime support, postal service provides anincreased
operational readiness (morale) with aminimum of resources. If postal planningis not
incorporated into the joint-planning process, postal support requirements may divert
resources from other support requirements.

C2.3. PRINCIPLES

The following basic principles should be considered when planning and providing postal
support:

C2.3.1. The Combatant Commanders should develop an integrated Operations Plan
(OPLAN) utilizing all Military Department's postal resources. Move and process mail
in the theater of operations in order to reduce duplication of effort.

C2.3.2. The plan should relieve forward deployed postal units of mail processing to
the maximum extent.
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C2.4. MPS CONCEPT OF CONTINGENCY SUPPORT

C2.4.1. The postal appendix to al plans will include assumptions and guidance as
to the levels of postal support expected during the execution of the plan. The stated
levels of service should go into effect upon implementation of the plan. The
Combatant Command shall notify the MPSA of the service levels, imposed theater
restrictions, inbound restrictions desired, and theater Aerial Ports of Embarkation
(APOEs) and Aeria Ports of Debarkation (APODSs) locations.

C2.4.1.1. Appoint asingle manager (SM).

C2.4.1.2. Embargoes. Embargoes will be necessary if the MPS network
cannot accommodate mail entering the system. The MPSA will forward the Combatant
Commander's requests for an embargo to the United States Postal Service (USPS).
Combatant Commanders will initiate overseas embargoes. The MPSA will pass
disposition instructions to the USPS and inform theater postal elements of the action.
A mail embargo may be initiated based on one or more of the following reasons:

C2.4.1.2.1. Transportation availability.
C2.4.1.2.2. Storage space.
C2.4.1.2.3. Tactical situation.
C2.4.1.2.4. Personnel staffing.
C2.4.1.3. Redtrictions. Restrictions may be imposed due to:
C2.4.1.3.1. Transportation availability.
C2.4.1.3.2. Storage space.
C2.4.1.3.3. Personnel staffing.
C2.4.1.3.4. Host country restrictions.

C2.4.1.4. Official Mail. Official mail should not be restricted and will be
airlifted to overseas areas on aspace-required basis.

C2.4.1.5. Personal Mail. Class andweight may restrict personal mail. The
Combatant Commander will submit restrictions for personal mail to the MPSA.
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C2.4.2. The MPS elements will adhere to any international support agreementsin
effect (i.e., North Atlantic Treaty Organization (NATO), Standard NATO Agreements
(STANAGS), bilateral agreements, etc.).

C2.4.3. DoD Directive 4525.6, enclosure 3 (reference (a)), details the
circumstances under which Free Mail (FM) may be authorized. All Combatant
Command postal plans shall provide procedures for requesting FM. Thisis critical
since the implementation of FM is not automatic and requires interagency
coordination. Generally, the Combatant Command will initiate the request for FM to
the MPSA. Requests will include geographic limits for the privilege. The MPSA will
submit the request to the DUSD(L) for Secretary of Defense action. The MPSA will
provide implementing instructions once the privilege is approved.

C2.4.4. Financia services are normally anintegral part of postal operations.
However, when situations dictate (for example, during high-intensity combat operations
or short-term deployments), MPS financial services may be curtailed, suspended, or not
provided at all.

C2.4.5. Postal support of hon-combatant evacuation operations (NEO) shall bein
the OPLAN. Specific procedures and restrictions on NEO mail privileges are in
reference (a).

C2.5. CENSORSHIP

With the exception of the provisions in section C2.17., there is no authority to conduct
mail censorship at any time.

C2.6. DOMESTIC DISRUPTIONS

The MPSis an extension of the USPS. Crises that affect USPS operations will also
have an impact on MPS operations. During times of national emergency, the
Postmaster General may impose certain restrictions on mail processing and delivery
that may adversely affect the MPS. The MPSA will coordinate with the USPS HQ to
ensure operational decisions regarding sortation, disposition, embargo, and restriction
of mail will have the least possible impact onthe MPS. During U.S. domestic
disruptions, the MPSA, will consult with USPS, and coordinate with USPS on any
request for assistance.
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C2.7. PLANNING SPONSIBILITIES

The following is an overview of the postal responsibilities within the Department of
Defense.

C2.7.1. The DUSD(L) will provide policy guidance and direction concerning the
MPS by the DoD Components, other Government Agencies, non-governmental
organizations, and personnel through MPSA.

C2.7.2. The Secretary of the Army is the SM of the MPSfor the Department of
Defense.

C2.7.3. The Executive Director, MPSA, will issue policy and provide guidance and
technical assistance. The Executive Director, MPSA, exercises command and control
of the IMPA andis the single POC with the USPS. The MPSA and IMPA will:

C2.7.3.1. Coordinate with the Federal Aviation Administration (FAA) on any
restrictions that may be imposed requiring the screening of all mail.

C2.7.3.2. Coordinate with the USPSto obtain optimum support for the
Combatant Commander.

C2.7.3.3. Advise the USPSto implement mail embargo procedures as
requested by the Combatant Commander.

C2.7.3.4. Upon request from the Combatant Commander, initiate action to
obtain FM privileges and, if approved, promulgate implementing instructions.

C2.7.3.5. Upon request from the Combatant Commander, coordinate through
DoD Public Affairs Office, in conjunction with the USPS, the level of service that
personnel in the area of responsibility (AOR) will receive, to include Any Service
Member (ASM) Mail.

C2.7.3.6. Coordinate air and surface movement of military mail with the
USPS from the CONUS gateway to the APOES.

C2.7.3.7. Recommend supporting Combatant Command any personnel
augmentation requirements for operation of MPOs.
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C2.7.3.8. Pass mail routing, massing, labeling, and distribution information on
AOR APOs or FPOs from the Combatant Command designated executive agent to the
USPS.

C2.7.3.9. Initiate an on-going and, as needed, public information programin
conjunction with the USPS concerning mail service inthe AOR.

C2.7.3.10. Review Combatant Command's postal plans, provide
recommendations, and coordinate.

C2.7.3.11. Assigncontingency ZIP Codes. See Chapter 1.

C2.7.4. The Combatant Commander controls postal personnel and resources, and
will normally appoint acomponent command as SM and POC on al postal issues in the
AOR. The SM will work in concert with the Combatant Command staff. The
Combatant Command retains functional responsibility for theater postal operations and
may identify certain actions of the SM to be performed by the Combatant Command
designated executive agent.

C2.7.4.1. The Combatant Commander may request FM. The Combatant
Commander will evaluate the justification of FM to ensure compliance with Title 39
U.S.C. (reference (b)). The Combatant Commander then forwards the request to the
MPSA.

C2.7.4.2. The Combatant Commander may request ASM mail. The request
with any desired limitations is forwarded to the MPSA for action. It should not be
requested until all mission-essential personnel, supplies, and equipment have arrived in
theatre and an AOR transportation network is firmly established.

C2.7.5. The SM will implement postal operations throughout the AOR under the
authority of the Combatant Commander and serve as the liaison between the theater of
operations and the MPSA. The SM will:

C2.7.5.1. Establishjoint-MPS policy in theater and assign responsibilities of
the Joint Task Force (JTF) component commands.

C2.7.5.2. Ensure that postal personnel, postal assets, and theater infrastructure
requirements are integrated into the Time Phased Force Deployment List (TPFDL) in
time to support the early flow of mail into theater.
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C2.7.5.3. Coordinate with the JTF-designated executive agent to establish the
start of mail service. Mail service should be initiated as soon as possible, but only
after necessary postal personnel and assets have arrived in theater.

C2.7.5.4. Establish the priority of mail movement from the APOEs and/or
APODs into theater in coordination with the Combatant Commander's priority.

C2.7.5.5. Process exception to user policy requests for support to
international military commands, other U.S. Government Agencies, and
non-governmental organizations and forward to the MPSA. Follow guidelines for
processing these requests per section C2.10.

C2.7.5.6. Reguest the MPSA activate and deactivate contingency ZIP Codes.
C2.7.5.7. Coordinate mail movement within the AOR.
C2.7.5.8. Pass mail routing instructions to the MPS3A.

C2.7.5.9. Develop procedures for handling contaminated mail per USPS
Publication 52 (reference (k)).

C2.7.5.10. Implement and establish mail-screening security procedures when
MPSA advises.

C2.7.6. The Combatant Commands shall implement all postal operations in the
AOR per guidance received through the SM. The designated executive agent will:

C2.7.6.1. Coordinate MPS operations at MPOs, MCAs, AMTs, FMCs, ad
SMTsinthe JTF AOR.

C2.7.6.2. Establish or request additional postal restrictions or embargo
procedures. This may be necessary if excessive mail volume is hampering the flow of
mission essential supplies and equipment into theater.

C2.7.6.3. Specify any restrictions for retrograde mail.

C2.7.6.4. Request FM privileges per references (@) and (b), if not previously
requested.

C2.7.6.5. Request ASM, if not previously requested and desired. Weigh this
decision against available airlift, ground transportation, manning, and postal system
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throughput capability. ASM can have a positive impact on morale, especially for those
Service members who infrequently receive mail; however, it competes with normal mail
movement for limited transportation assets.

C2.7.6.6. ldentify, confirm, and keep current the theater APOEs and Surface
Port of Embarkation (SPOE).

C2.7.6.7. Ensure individua Military Department components develop and
maintain casualty mail procedures and directory services.

C2.7.6.8. Provide MPS Postal Net Alerts, situation reports, and transit time
reports to MPSA, as required.

C2.7.6.9. Appaint, if desired, one of the JTF component commands as
Executive Agent to accomplish the above functions.

C2.7.6.10. Implement and establish mail-screening procedures when MPSA
advises.

C2.7.6.11. Maintain equipment for contingency operations, as required. This
equipment will accompany the initial contingency APO/FPO fixed credit.

C2.8. FREE MAIL (EM)

C2.8.1. FM is authorized under 9 U.S.C. 3401(a) (reference (b)). Originaly
authorized only by the President, the authority was delegated in Executive Order 12556
(reference (1)) to the Secretary of Defense in 1989 to expedite implementation.

C2.8.2. FM islimited by reference (b) to letter mail, sound or video recorded
communications having characteristics of personal correspondence and addressed to a
place within the delivery limits of the USPSor MPS. FM privileges do not apply to
mail delivered by aforeign postal administration.

C2.8.3. The Combatant Commander must request FM for those areas where the
Armed Forces of the United States are engaged in operations of atemporary nature
under arduous conditions or involving armed conflict with ahostile foreign force.
Request is submitted directly to the MPSA.

C2.8.4. MPSA forwards the request with its recommendation to the Secretary of
Defense through the DUSD(L).
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C2.8.5. The DUSD(L) coordinates with the General Counsel, DaD, to confirm that
the request complies with the law. They then consult with the Department of State
(DoS) and the Postmaster General, USPS on the Secretary of Defense's intention to
authorize FM in the arearequested.

C2.8.6. When approved by the Secretary of Defense, the MPSA releases detailed
implementing instructions to the Combatant Commander and USPS.

C2.9. UNITED NATIONS (UN) OPERATIONS

The UN is recognized as aformal postal administration. They have their own frank, as
well as UN stamps, which are honored by the USPS. Postal service during UN
operations is as follows:

C2.9.1. The UN provides FM service from the UN mission areato home countries
for individua military personnel of contingent units. Thisincludes both personal and
official mail that must be franked with the UN impression. The FM service does not
apply from home countries to contingent units.

C2.9.2. All official mail from contingent units is delivered at the UN's expense.

C2.9.3. Only First Class letters and post cards, weighing 10 grams (0.35 ounces)
or less will be accepted as FM from members of acontingent unit. Individua members
are entitled to dispatch up to five free letters per week, including UN aerogrammes that
are provided at the UN's expense. The UN aerogrammes constitute the bulk of personal
correspondence. Issues to contingent units are based on an alocation of five
aerogrammes per person per week. No enclosures are permitted in aerogrammes.

C2.9.4. The UN mission post office is responsible for receiving bundles of FM
franked with the UN impression by contingent units, consolidate it in mailbags, and
dispatch it to postal authorities in the respective home countries. It is not to move
through MPS channels.

C2.9.5 Postal support for U.S. Forces is normally aU.S. responsibility when
significant U.S. Forces are deployed under the auspices of the UN.

C2.9.6. Organic MPS support is usualy established when the United States
initiates military operations unilaterally. MPS support normally continues for U.S.
Forces when U.S. operations are transferred to UN control.
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C2.10. POSTAL SUPPORT FOR COALITION FORCES

C2.10.1. Foreign military units serving with the U.S. Armed Forces, upon the
request of their government, may be authorized to move closed mail to and from their
home country through MPS channels when the international postal infrastructure is
inadequate. This mail must be transported at the requesting country's expense. Mail
for Coalition Forces is subject to the same restrictions as those applied to U.S. Forces,
though additional individua country restrictions may apply.

C2.10.2 Follow these procedures for requesting MPS support for Coalition Forces:

C2.10.2.1. The JTF Commander forwards alist of coalition countries
requesting MPS support to the Combatant Commander.

C2.10.2.2. The Combatant Command evaluates the request in collaboration
with legal counsel and makes appropriate recommendations to the MPSA.

C2.10.2.3. The MPSA coordinates implementation with applicable agencies
(e.g., USPS, Customs) and notifies the Combatant Command upon completion.

C2.10.2.4. The Combatant Command (J-1) contacts the senior U.S. Military
Liaison Officer in each of the coalition countries that have requested M PS support to
ensure each country agrees to pay transportation costs for their military mail. The
coalition country's postal administration must acknowledge they will reimburse the
Department of Defense for all costs related to mail transportation. Billing procedures
will be established prior to implementation.

C2.10.2.5. Upon approva by coalition countries, the Combatant Command will
coordinate start-up dates with the MPSA. The MPSA will verify with the USPS that
coalition governments and the USPS have established billing procedures prior to
establishing start-up date.

C2.10.3. Coalition Forces have options other than requesting M PS support, which
include using their own military postal systems, international mail, direct-air freight, or
their country's diplomatic pouch systems.
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C2.11. PEACETIME DEPLOYMENT AND EXERCISE PLANNING

This section applies to routine deployments and field training exercises, during which
postal services are provided. When preparing plans for routine deployments, the
following guidance applies:

C2.11.1. Whenever U.S. Forces deploy, ensure the MPSis authorized to operate
in the host nation.

C2.11.2. The deploying forces coordinate MPS support with the supporting
command when developing the deployment plans. The supporting command is
responsible for issuing guidance and coordinating M PS support based on its capabilities.

C2.11.3. During deployment planning, the supporting command will select the
most appropriate MPS resources within its authority.

C2.11.4. The servicing IMPA is responsible for providing instructions to the USPS
for routing mail from the CONUS o the deploying force based on theater postal
planning inputs.

C2.11.5. The minimum service for adeploying force is receipt and dispatch of
personal letter mail and official mail.

C2.11.6. Service may be provided to deploying units by:

C2.11.6.1. Using an existing ZIP Code near the location of the deploying
force.

C2.11.6.2. Activating an MPO.

C2.11.6.3. Activating aMail Address Only (MAO) number (to have total mail
separation) at an existing MPO near the location of the deploying force (larger
deployments).

C2.12. COMMAND POST EXERCISE (CPX) PLANNING

C2.12.1. The MPSA and MPS will routinely participate in joint and worldwide
CPXs directed and coordinated by the Joint Chiefs of Staff (JCS).

C2.12.2. The MPSA will staff an exercise response cell during appropriate JCS

exercises when postal scenarios are being evaluated. The response cell will include
exercise controllers to ensure the MPS exercise participation is per exercise directives.
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C2.13. TRANSPORTATION PLANNING

C2.13.1. Transportation planning for mail movement to and from overseas in
peacetime is the responsibility of the MPSA and the servicing IMPA. During the
transition to contingency operations, the MPSA, supporting and supported commands,
USPS, and the USTRANSCOM coordinate mail transportation requirements.

C2.13.2. If the JCSdirects the implementation of amajor OPLAN, commercial
airlift can be placed into Government service viathe Civil Reserve Air Fleet (CRAF),
whichis controlled by the USTRANSCOM and AMC. The activation of CRAF can
impact commercial lift capability at the commercial gateways. However, if these
channels are unavailable, the MPSA will coordinate the routing of mail through military
channels.

C2.13.3. Restrictions and embargoes may limit MPSto air-eligible mail. The
MPSA will initiate action to transfer air-eligible mail to surface modes, or finaly, to an
embargo status.

C2.14. MAIL DISRUPTIONS

When foreign civil actions or natural disaster affect mail movement, the MPSA will
Issue specific instructions for the anticipated situation.

C2.15. EVACUATION PLANNING

Supported commands and their postal units are responsible for NEO plans. The
following procedures and guidance apply:

C2.15.1. Evacuation plans will provide for change of address notification.

C2.15.2 Requests to divert or embargo mail must be routed to the MPSA.

C2.16. EMERGENCY EVACUATION AND DESTRUCTION OF POSTAL EFFECTS

Evacuation and Destruction plans of all units operating amail facility will include
instructions for disposing mail and equipment.

C2.16.1. When sufficient advance warning is received:
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C2.16.1.1. Deliver to addressee or dispatch mail on hand to the nearest postal
facility by the safest and most expeditious means available.

C2.16.1.2. Suspend operations and transport postal effects and supplies to a
safe and secure location.

C2.16.2. Whenthere is insufficient advance warning, emergency destruction of
mail and postal effects will take place in the following order:

C2.16.2.1. Official registered mail.

C2.16.2.2. Directory service information.
C2.16.2.3. Blank postal MO forms.

C2.16.2.4. Currency and coins.

C2.16.2.5. Postage stamps and stamped paper.
C2.16.2.6. Paid MOs and checks on hand.
C2.16.2.7. The MO imprinter.

C2.16.2.8. Other accountable mail.

C2.16.2.9. All remaining mail.

C2.16.2.10. All-purpose date and canceling stamps.
C2.16.2.11. All other records, equipment, mail sacks, and furniture.

C2.16.2.12. When possible the personnel conducting emergency destruction
should ensure there is awitness.

C.2.16.2.13. Personnel conducting emergency destruction will submit list of
items destroyed to the MACOM.

C2.17. ACCEPTANCE, TREATMENT, AND HANDLING OF ENEMY PRISONERS OF
WAR/OTHER DETAINED PERSONNEL (EPW/DP) MAIL

This section addresses general responsibilities pertaining to the EPW/DP mail program.
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C2.17.1. The Geneva Convention designated the International Committee of the
Red Cross (ICRC) to negotiate specific details for handling mail. The United States
designated the DoS as its negotiating representative. MPS would not normally be
involved in this program, but MPS personnel need to be aware of the possibility of
handling mail.

C2.17.2. DoD Directive 2310.1 (reference (m)) designates the Secretary of the
Army as the Executive Agent to administer the EPW/DP program. This Manual does
not charge the MPS with specific responsibilities.

C2.17.3. Inthe event that MPS s tasked to provide support for this program MPSA
will provide instructions detailing MPS required actions.
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C3. CHAPTER 3
PROCESSING, MAKEUP, AND DELIVERY OF MAIL

C3.1. COLLECTION, POSTMARKING, MAKEUP, AND DISPATCH OF MAIL

C3.1.1. Purpose. This Chapter outlines procedures for the processing and makeup
of mail at al military postal activities. Mail must be processed and prepared for
dispatch or delivery per the references and guidance from the appropriate IMPA.

C3.1.2. Generd

C3.1.2.1. The processing and makeup of mail is the first step in the mail
delivery cycle. This phase of operation involves collecting, postmarking, sorting,
pouching, sacking, and traying of mail for dispatch.

C3.1.2.2. References to MPQOs throughout this Chapter include MAO
locations that process mail. All MPQOs shall process mail per this Manual.

C3.1.2.3. The MPO locations should make mail available for customer pickup
6 days aweek when resources are available. Postal activities tendering mail to or
receiving mail from air carriers must operate 7 days aweek when resources are
available.

C3.1.3. Mail Processing

C3.1.3.1. Mail Collection

C3.1.3.1.1. Personal mail is collected from collection boxes by MPO
personnel, or accepted across postal finance windows. Mail deposited for mailing at
MPOs overseas bearing the return address of persons or activities not authorized MPS
privileges must be processed per Chapter 10. Official mail is collected from unit mall
clerks, mail orderlies, or other official mail distribution centers. Mail from collection
boxes must be picked up per local schedules as posted on the boxes. List collection
times on USPS Label 55-C, "Deposit Mail for Collection." Pickup may not be earlier
than posted times and not later than 20 minutes after the scheduled pickup. Collection
times must coincide with dispatch schedules to prevent unnecessary delay of mail.
Place on USPS Label 55 the location of the box used as the last pickup before dispatch.

C3.1.3.1.2. Inaddition to the appropriate collection label, mail collection
boxes must display the USPS Label 55-A, "U.S. Mail Emblem.” See directions on cover
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of label. Optional: whenthe MPO has scheduled box collection after last dispatch time
(i.e., truck dispatchis at 0900, last collection at 1500) the following annotation may be
placed when applicable on lower left half of USPS Label 55, "Mail deposited by (cut-off
time) will be dispatched same day. Mail deposited between (cut-off time) and (end of
day) will be postmarked the same day, but dispatched the following day."

C3.1.3.1.3. Official mail foundin mail collection boxes must be turned
over to the local official mail center and/or site for disposition.

C3.1.3.1.4. Postal activities must provide proper security and
accountability for all keysto collection boxes. Control spare keys and combinations
for collection boxes. Immediately repair or replace faulty locks. Replace locks
immediately if keys are |ost.

C3.1.3.1.5. When picking up mail from collection boxes, postal clerks
must take precautions to safeguard the mail at all times. Anchor or spot-weld
collections boxes to prevent theft.

C3.1.3.1.6. Caollection boxes will be modified when directed by MPSA
per security measures.

C3.1.3.2. Postmarking

C3.1.3.2.1. Lobby and collection box notices showing the last collection
and dispatch time must state that mail deposited after the last collection time will not
be processed or postmarked until the following duty day. Include astatement for
weekend and holiday exceptions. Postmark and cancel mail per USPS "Postal
Operations Manual (POM)" (reference (n)) with the following exceptions:

C3.1.3.2.1.1. All mail and Intra-theater Delivery Service (IDS)
accepted and dispatched from aM PO must be postmarked to show the
acceptance/dispatch date.

C3.1.3.2.1.2. Do not use "AM"or "PM"in any postmarking devices.

C3.1.3.2.1.3. Bulk mailers, such as the Army and Air Force Exchange
Service (AAFES) warehouses, that prepare mail for dispatch on predetermined days,
must postmark the mail on the actual date of dispatch. For example, if ashipment is
being prepared on Tuesday, but the actual dispatchis not scheduled until Friday, the
postmark must reflect Friday's date.
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C3.1.3.2.2. Mail posted at MPOs for direct dispatch to the United States
or other MPOs must bear the postmark number of the dispatching office.

C3.1.3.2.3. Honor requests for philatelic postmarks except when
precluded for security reasons (POM 443, reference (n)).

C3.1.3.2.4. Postmark missent mail on the back to indicate the date of
receipt before being redispatched to the end destination.

C3.1.3.2.5. Process domestic mail discovered with insufficient postage
per USPS "Domestic Mail Manual (DMM)" (reference (0)). Mail bearing an
international address without postage or insufficient postage shall be returned to the
sender per USPS "International Mail Manua (IMM)," part 420 (reference (p)).

C3.1.3.3. Sorting Mail. Sort outgoing mail per references. Determine the
design of sorting cases by the volume of mail generated by the postal activity and
MACOM directives. When letter mail volumes are not sufficient to be trayed follow
subparagraphs C3.1.3.4.1. through C3.1.3.4.3.

C3.1.3.4. Securing Direct Letter and Flat Bundles. Secure letters and flats
before pouching and sacking to ensure they remain intact and maintain their Zip Code
identity during transportation or as per JMPA instructions. The steps outlined below
will assist clerks in preparing letter and flat bundles correctly:

C3.1.3.4.1. Make bundles as large as one hand can hold easily,
approximately 4 inches thick.

C3.1.3.4.2. Secure al letter bundles with rubber bands.

C3.1.3.4.3. Secure flats and magazines with plastic banding or cotton
string, if rubber bands are too small. Place facing slips on top of flat bundles for easy
processing.

C3.1.3.5. Securing Working Bundles Containing Certified and Balloting
Material. Place certified, and balloting materials on top of working letter bundles.
Separate mail by rubber banding and placing the bundle in the front of the tray.

C3.1.4. Mail Makeup. The MPS must ensure mail is sorted, pouched, sacked, and
trayed per Air Mail Center schemes. Each IMPA will disseminate pouching, sacking,
and labeling instructions based upon information received from the serving USPS air
transportation office.
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C3.1.4.1. Tray letter-class mail to the maximum extent possible to avoid
USPS processing delays. Contact serving AMT or Postal MACOM if you cannot tray
retrograde first-class mail. Use PS Tag 6, "First-Class Mail," if pouches are necessary.

C3.1.4.1.1. Bundle directorized mail separately from other mail in the
tray.

C3.1.4.1.2. When mail volume is less than 5 pounds or one-fourth pouch
for intra-theater destinations, dispatching clerks may commingle all classes of mail in
one pouch.

C3.1.4.2. Pouching, Sacking, and Traying Procedures. Eachlocationis
responsible for preparing mail for dispatch. Thefirst step of mail dispatchis correct
pouching or traying. Pouch, sack, or tray all mail by classification and service,
considering priorities, transportation policies, and cost. Dispatching locations will use
plastic inserts in mailbags and flat trays, letter trays are to be enclosed in aplastic
insert. Digpatching locations must follow the references and supporting JIM PA
instructions. Use the following general guidelines when pouching or sacking mail:

C3.1.4.2.1. Digpatch zone-rated (Priority) mail in an orange U.S. MAIL
Priority Pouch and First-Class letter mail inletter trays (half or full).

C3.1.4.2.2. Dispatching agencies must not commingle First-Class or
Priority mail with other classes of mail without prior MPSA approval.

C3.1.4.2.3. Pouch al film mailers not being sent to commercial
processing laboratories and voice tape cassettes separately from air priority zone-rated
(Priority) and First-Class letter mail. When volume does not warrant separate pouching
of voice tape cassettes and film self-mailers, label the pouch, "Mixed States Working,"
and forward to the servicing AMT, MPO, or FMC for consolidation, when appropriate.

C3.1.4.2.4. Unless MACOMs direct otherwise, dispatch items that could
damage mailbags or other mail as outside pieces (OSPs). Do not pouch or sack parcels
that meet the criteriain DMM CO050 (reference (0)) except for those locations that
cannot receive OSPs.

C3.1.4.2.5. Digpatch letter mail being returned to the sender with other
letter mail. Completely cover any barcodes that may be printed on the front and back of
the envelope.
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C3.1.4.2.6. Mail endorsed "Return Service Requested,” "Address Service
Requested,” and "Forward Service Requested" shall be dispatched via Standard "A"Mail.

C3.1.4.2.7. Mail being dispatched under cover routing procedures (see
Chapter 11) shall be double-bagged and slide labeled to the servicing MPS activity.
Outside pieces will not be dispatched under cover routing.

C3.1.4.3. Affixing Tags and L abels to Pouches, Sacks, and Trays. Labdl, tag,
and seal the trays, pouches, and sacks properly. Since slide labels and tags are the only
external identifiers of end destinations for mail contained in the pouch, sack, or tray,
take extreme care to label all mail correctly before manifesting. Follow instructions
for the proper methods of Iabeling and tagging pouches, trays, or sacks for dispatch
provided by the supporting IMPA.

C3.1.4.4. Slide Label Application. Annotate the slide label with the date mail
leaves your facility. Annotate weight on flight tags (if mail is not being processed
through MIDAS) based on mode of dispatch as directed by MACOM Postal
Representative.

C3.1.4.5. Mailbag Equipment and Handling Procedures

C3.1.4.5.1. USPS Transport Equipment. The USPS furnishes transport
equipment for the exclusive use in transporting U.S. mail; therefore, do not use them for
any other purpose. Do not remove plastic Air Contract Transportation (ACT) tags from
pouches. Remove labels from the tags prior to placing pouches with empty equipment.
The MACOM must establish procedures for ordering mail transportation equipment on a
quarterly basis.

C3.1.4.5.1.1. Elbowor Cradle. Empty mailbags carefully after each
use to determine that no mail is left therein and that slide labels have been removed.
Hold the mouth of the bag wide open in good light and examine the whole interior
closely. Do not turn mailbagsinside out. If mail is found in empty equipment,
complete aPS Form 5049, "Mail Found in Supposedly Empty Equipment.” Stamp the
item "Mail Found in Empty Equipment” and deliver it to the patron.

C3.1.4.5.1.2. Return surplus bags frequently to mailbag
depositories. See Chapter 11. Before returning empty mail equipment, servicing
FMCs, AMTSs, military mailbag depositories, MCAs, and MPOs must coordinate with
one another for intra-theater use of the mailbags.
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C3.1.4.5.1.3. Inscribe the gross weight of mail equipment, inkilos
or pounds on slide labels or flight tags of all air transported mailbags. Do not enter the
weight on slide labels when the mailbags are bulk weighed in acontainer and are not
labeled beyond the U.S. gateway.

C3.1.45.1.4. Affix ananti-pilferage seal onall mail pouches/sacks
generated at MPOs that are to be transported by air.

C3.1.4.5.2. Diplomatic Pouch (DP) Service. (Use of the USPS mailbag
equipment flagged as DP is prohibited.) DPs cannot be sent through the MPS.
However, if DPs enter the MPS, do not open them under any circumstances while they
are in postal channels. The postal supervisor should notify the MACOM and the MPSA
and arrange the receipt of the DP through the MPS. The postal supervisor should
coordinate disposition of the DP with the sender.

C3.1.5. Dispatch of Mail Under Special Rules. Hazardous materials (HAZMAT)
may be mailed when they meet USPS criteria outlined in USPS Pubs 52 (reference
(k)). Mark or tag HAZMAT per DMM CO021 (reference (0)) and reference (k). If al
DMM conditions are met, HAZMAT must be dispatched separately from ordinary mail,
when possible. HAZMAT needs agreater dispatch window; coordinate this with the air
carrier.

C3.1.6. Military Post Office (MPQ) Irreqularities

C3.1.6.1. Reporting Errors

C3.1.6.1.1. Report errors in the makeup and dispatch of mail on DD Form
2273, "Irregularities in Makeup and Dispatch of Mall." See Figure C3.F1. Report
USPS errors noted on DD Form 2273, electronically if available, to the servicing IMPA
viathe MACOM. Send DD Forms 2273, which report irregularities between MPOs, to
the appropriate postal representative or postal officer. Report recurring errors by
separate correspondence to the MACOM for resolution and info MPSA.

C3.1.6.1.2. When MPOs report errors on DD Forms 2273, attach slide
labels, facing slips, and AV-8 Label/Tag, "Military and International Dispatching and
Accounting (MIDAYS) Tags" as applicable, to the report. These items assist inisolating
errors and speeding corrective action. Show aconcise explanation of the irregularity in
the "Remarks' section of the DD Form 2273.

C3.1.6.2. Missent Mail. When anoted irregularity involves missent mail, take
the following actions before dispatching:
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C3.1.6.2.1. Postmark all missent letters and flats on the back and endorse
"Missent to MPO " Postmark parcels and publications on the address side.
Cross out old APO/FPO number and all bar codes on front and on the back of
|etters/flats.

C3.1.6.2.2. Postmark all missent pouches on the back of the slide label.

C3.1.6.3. Excessive Transit Time Complaints. The MPS and USPS are
concerned with finding and eliminating the cause of mail delays. To provide a
systematic standard approach in solving mail delay problems, the transit time
measurement systems were developed. Collected datais used to develop mail delivery
standards and compare actual performance with those standards. Use the following
procedures when receiving complaints:

C3.1.6.3.1. When acustomer questions excessive transit times, provide
normal delivery standards and goals established by the transit time measurement
systems. Also, explain any unusua factors that may have affected mail delivery for that
period, such as weather or strikes.

C3.1.6.3.2. If the customer desires to file awritten mail delay complaint,
the customer should provide:

C3.1.6.3.2.1. The post office of origin and proof of mailing date of
the article. The customer should provide this proof to the MPO, using the wrapper
annotated with the date of receipt.

C3.1.6.3.2.2. If the wrapper is not available, attempt to obtain the
postmark date, date of receipt, and mailing office from the original post office.

C3.1.6.3.3. Asingle delayed mailing does not necessarily warrant
Investigation; thus, the activity receiving the complaint must collect arepresentative
sampling of datathat will support amail delay. For this purpose, use pouch slide labels
and postmarks of mail contained in those pouches to support transit information.
Servicing IMPAs will coordinate with gateway mail processing facility personnel to
resolve complaints reported on DD Form 2273.

C3.2. DELIVERY OF MAIL AT MILITARY POST OFFCES, POSTAL SERVICE
CENTERS (PSCs), COMMUNITY OR CONSOLIDATED MAILROOMS (CMRs) AND
UNIT MAILROOMS (UMRYS)
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C3.2.1. Purpose. This section prescribes administrative and operational
procedures for the receipt and delivery of mail a8 MPOs, PSCs, CMRs, and UMRSs.

C3.2.2. General. Collect onddivery (COD) services are not available at MPOs,
PSCs, CMRs, or UMRs. Postage due mail must be delivered as regular mail. Do not
collect the postage due.

C3.2.3. Mail Receipt and Distribution

C3.2.3.1. PSCs, CMRs, and UMRs must receive mail at the times designated
by the servicing postal activity.

C3.2.3.2. Before receipting for mail from the servicing postal activity, mail
clerks and mail orderlies must ensure that any damaged articles are endorsed properly
and rewrapped, if needed. Make every effort to match articles found loose with their
original envelopes or wrappers and return unmatched articles to the servicing post
office. If mail clerks and mail orderlies receive damaged articles in closed bags, repair
such articles and endorse them "Received in damaged condition.” Include the date of
receipt and identify the unit repairing the article in the endorsement.

C3.2.3.3. Endorse unsealed First-Class Mail with "Received Unsedled." Affix
PS Labd 21, "Officialy Sedled,"to the letter and initial it, except as indicated in
reference (0) before delivery.

C3.2.3.4. Mail opened by mistake shall be re-sealed, endorsed "Opened by
Mistake" dated and signed by the person who actually opened the mail piece. The mail
clerk or the mail orderly will then deliver the mail piece if the addressee is attached to
that unit, or return it to the servicing post office for forwarding to the correct address.

C3.2.3.5. Provide priority processing and delivery for balloting material.

C3.2.3.6. Report mail suspected of harmful contents immediately to the
servicing postal activity and bomb disposal unit, Explosive Ordinance Disposal (EOD)
team, or other unit trained in handling such material.

C3.2.3.7. Process mail addressed to postal clerks, unit mail clerks, and mail
orderlies the same as mail for other customers. Do not open, store, or dispose of such
mail in the mail work area

C3.2.4. Definition of Official Mail. Consider mail as official if it includes a
name, rank, duty title, office symbol, or is addressed by title (such as Supply Officer or
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1st Sergeant). Deliver mail addressed to "Commander of" anindividua as official mail
for the commander. Installation commanders may issue additional guidance on
distinguishing between official and personal mail.

C3.2.5. Ddivery of Personal Mail

C3.2.5.1. Do not use DoD personnel and resources to duplicate services that
the USPS, by law or agreement, is obligated to provide. Customers residing in on base
housing (family quarters or barracks) or residing off base where USPS provides delivery
service must receive personal mail at those locations.

C3.2.5.2. Military personnel, their family members, and DoD civilians
traveling under official orders may receive mail through the PSC, CMR, or UMR until a
permanent address has been established.

C3.2.5.3. Deliver mail personally to the addressee or through individual
receptacles. Receptacle delivery procedures are contained in section C3.3. Never
leave mail unprotected.

C3.2.5.4. If any addressee is not authorized MPO privileges, contact the
sponsor and advise that mail for unauthorized MPO users have been received. The
M PO supervisor, after contacting the sponsor, will determine the disposition of the
mail. If determinationis made to return to sender, endorse "Addressee Not Authorized
MPO Privileges' and return to sender.

C3.2.5.5. Before releasing mail, identify the patron. Personal recognition
suffices when delivering non-accountable mail directly to patrons known by the military
postal clerk, postal clerk, mail clerk, or mail orderly. If the addressee is unknown, or
when delivering accountable mail, compare the name on the patron's Identification (ID)
card with the name of the addressee on the article. When UMCs or mail orderlies pick
up mail, check the DD Form 285, "Appointment of Military Postal Clerk, Unit Mall
Clerk or Mail Orderly,"to verify the personis eligible to receive the mail.

C3.2.5.6. Any designated family member with avalid identification card may
receive mail for any family member, except mail reflecting restricted delivery.

C3.2.5.6.1. The sponsor may state in writing that family members cannot
have access to the sponsor's mail. The sponsor cannot, however, control the delivery of
mail addressed specifically to the spouse. It is suggested that M PO personnel
color-code the lockbox name label with amarker/tape indicating lockbox holder's mail
that may only be delivered to the sponsor.
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C3.2.5.6.2. The sponsor may control delivery of minor family member's
mail per DMM D042 (reference (0)).

C3.2.5.6.3. The sponsor remains responsible for making delivery of mail
available to the spouse and family members.

C3.2.5.7. Customers can control the delivery of their mail (including
restricted delivery mail) by completing aPPS Form 3801, "Standing Delivery Order," (see
Figure C3.F2.); PS Form 3849, "Dedlivery Notification/Reminder/Receipt” (see Figure
C3.F3.); DD Form 2258, "Temporary Mail Disposition Instructions’ (see Figure C3.F4.);
or through written instructions. Overseas customers must only designate people
authorized MPO privileges by virtue of their own status to receive their mail. Keep
authorized agents to aminimum. Customers should not use this system for the
convenience of not retrieving their own mail from aPSC, CMR or UMR.

C3.2.5.8. Addressees can refuse mail they do not want to receive under the
provisions described in subparagraph C3.2.5.8.1., below. Request the addressee write
the word "Refused” on the front of the envelope or wrapper, signit, and date it. If the
addressee declines to make the endorsement, the military postal clerk, mail clerk or
mail orderly must write the words "Refused by addressee,” date it, and signit. The mail
clerk will return mail refused by the addressee to the servicing post office for
disposition by its class. Endorse refused and return to sender.

C3.2.5.8.1. Patrons may refuse accountable mail at the time of delivery,
before receipting for the article. Endorse refused and return to sender. Ensure PS
Form 3849 is completed to indicate item was returned.

C3.2.5.8.2. Addressees may refuse non-accountable mail at the time of
delivery, if it is returned unopened. The endorsement "Return Service Requested” on
Standard Mail becomes void when the addressee opens the article. Even when an
attached, but separately sealed invoice is opened, the applicable return postage is void
and the addressee must pay postage to return the article to the sender.

C3.2.6. General Delivery. PSCs, CMRs, and UMRs that deliver mail through
receptacles must use general delivery service for TDY, TAD, and newly assigned
personnel until apermanent resident address is established, and permanently assigned
personnel when receptacles are not available. People entitled to USPS or MPS delivery
are not authorized general delivery service. Before placing mail in general delivery
case, check each piece of mail against directory ensuring the individud is assigned to
the general delivery section. Endorse each piece showing date received. Do not hold
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mail addressed for general delivery more than 30 days unless information is available
indicating the individual is to arrive or otherwise instructed.

C3.2.7. Ddlivery of Accountable Mail (Registered, Numbered Insured, Certified,
and Express Mail Military Service (EMMS)

C3.2.7.1. Theservicing post office must deliver accountable mail to the
addressee, authorized agent or properly appointed postal representative.

C3.2.7.1.1. Use PSForm 3849 for the initial receipt of accountable mail
notification. Prepare the form the day the article is sorted. Deliver the form with the
non-accountable mail.

C3.2.7.1.2. Mark the article with the preparation date on the notice and
store it separately from non-accountable articles.

C3.2.7.1.3. If the article has not been claimed within 5 days, prepare
another PS Form 3849, mark the form to show that it is the final notice, and annotate
the new date on the article. If the mail still has not been called for within 10 days of
the second or final notice, verify the addressee's status with their unit. Annotate
disposition of the mail per information received from the unit.

C3.2.7.1.3.1. Process accountable mail as follows:

C3.2.7.1.3.1.1. If the Express Mail has not been claimed by the
third day, prepare another 3849 (second and final notice) and place the formin the
individuals mail receptacle. If the Express Mail piece has not been called for after five
calendar days from the date of the final notice, annotate disposition of the mail per
information received from the unit.

C3.2.7.1.3.1.2. If the sponsor is on TDY, leave, hospitalized,
etc., annotate the PS Form 3849, "Ddlivery Notification/Reminder/Receipt," and the mail
being held, "HOLD UNTIL (DATE)." Place the form in the mailbox and leave the mail
in the storage location.

C3.2.7.1.3.1.3. If the mail is not picked up on 10 calendar days
after the "HOLD UNTIL (DATE)" and the form is still in the mailbox, contact the unit to
determine the sponsor's status. If the form is not in the mailbox, prepare another PS
Form 3849 and annotate it as "Fina Notice" with original receipt date, storage area, and
current date.
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C3.2.7.1.4. Hold accountable mail for atotal of 15 days, unless
otherwise directed by the sponsor.

C3.2.7.1.5. Prepare aPS Form 3849 for each undeliverable accountable
article.  Show the disposition on the back of the form. Sign and date the form.

C3.2.7.1.6. Store Registered mail inthe Registry Section until delivered.

C3.2.7.1.7. Require customer identification before delivering accountable
mail. Government ID card or U.S. passport identifying the bearer by photograph and
signature is acceptable.

C3.2.7.1.8. The delivery clerk will signtheir first initial and last name in
the "Dédlivered By"block of the PS Form 3849. If the delivery clerk's signature is
illegible, print delivery clerk's name.

C3.2.7.1.9. File PSForm 3849 numerically and annualy by the last two
digits of the identifying article number. Establish aseparate file for Registered mail if
volume warrants it. Retain all forms for 2 years.

C3.2.7.1.10. If aPSForm 3811, "Domestic Return Receipt,"is attached to
accountable mail, the addressee or authorized agent must sign and date it. Check the PS
Form 3811 for areturn address prior to releasing the article. Then return the receipt(s)
promptly to the source on the form.

C3.2.7.2. When personal accountable mail is received at an MPO for delivery
through aPSC, that is not asection of the MPO, the responsible delivery clerk must
prepare a PS form 3849.

C3.2.7.3. When official accountable mail is returned to the MPO after being
signed for by aunit mail clerk, the clerk must return this mail by preparing aPS Form
3883 or 3877.

C3.2.7.4. For returned articles forwarded to other than host base units,
indicate the disposition of the article to include the forwarding address. Larger MPOs
may use aseparate PS Form 3883 book for returned articles, to facilitate processing
claims; this book will be marked "RETURNS." Example: Article 1234567 was
inadvertently delivered to Base Supply. This article was subsequently delivered to
AAFESon bill #86, dated 31 Jan 00.

C3.2.8. Ddlivery of Official Mail
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C3.2.8.1. Officia "Restricted Delivery" mail can be delivered to the addressee
or the addressee's authorized agent.

C3.2.8.2. The MPO must prepare aPS Form 3883. The clerk receipts for and
delivers the mail article.

C3.2.9. Malil Service for Confined Personnel. Process mail for personnel
confined in acorrectional facility per each Military Department's requirements. Return
addresses for confined personnel must show apost office receptacle number, building
number, or other identification that may be applicable. It must not, however, indicate
that the sender is confined. This also applies to mail forwarded to personnel in
confinement.

C3.2.10. Outgoing Mail

C3.2.10.1. The servicing post office must ensure that mail collection boxes
are located conveniently for authorized customers to deposit outgoing mail. These
collection boxes must conform to the FAA and DoD Security Agreement. The MPO
clerks must collect outgoing mail from collection boxes to meet dispatch schedules.
Unit mail clerks and mail orderlies are not allowed access to these boxes. However,
units that are isolated from the servicing postal activity may establish unit drop boxes
for outgoing mail. Inthese cases, unit mail clerks or mail orderlies must collect the
articles and deliver them to the servicing postal activity to meet dispatch schedules.

C3.2.10.2. Return outgoing mail to the sender if it is received without postage
affixed. Mail with no return address and no postage must be sent to the addressee
endorsed "postage due.” If mail does not have postage, areturn address, andis
undeliverable as addressed, it should be treated as "dead’ mail. Endorse outgoing mail,
except international mail received without postage, return address or insufficient
postage, with "Postage Due' and dispatch. International mail with insufficient postage
must be returned to sender for additional postage, unless there is no return address.
International mail without areturn address is not always treated as "dead' mail. Refer to
IMM, Section 420 (reference (p)).

C3.2.11. Intra/lnter-Theater Delivery Service (IDS) (Not Applicable in the United
States

C3.2.11.1. IDSIntroduction and Scope. Under the IDS, MPS provides
postage-free delivery of official, personal, organizational and commercial
correspondence and parcels that do not enter the USPS network within the United
States, its territories, or possessions. To use the IDS, both the sender and addressee
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must be authorized to use the MPS, and in lieu of postage, the block letters "MPS' must
be marked on the envelope or parcel.

C3.2.11.2. IDSPolicy. IDSisasignificant quality of life service. All
authorized users as defined in Volume |, Appendix A, are authorized to use IDSto send
correspondence and parcels, at no cost to the sender, as long as it will not enter the
USPS system. Restrictions on use as defined in Volume I, Appendix A, apply to IDS
with additional restrictions as delineated in this Chapter. All size and weight
restrictions applicable to mail apply to IDS. The theater Commander in Chief (CINC)
may publish detailed IDS procedures and restrictions. These procedures cannot expand
use beyond those authorized in Volume I, Appendix A and must be submitted to MPSA
for concurrence. When published acopy of these procedures will be provided to all
CINCs that have MPS operations.

C3.2.11.3. IDS Correspondence and Parcels Are Not Mail. IDS
correspondence or parcels are not to be referred to as "mail" or "parcel post,” nor
associated with any USPS accountable mail systems or services. Correspondence or
parcels cannot be sent to any non-military address.

C3.2.11.4. Same Requirements as Mail

C3.2.11.4.1. All IDS correspondence and parcels must meet all
requirements for mail, other than postage, including complete delivery and return
addresses. Always include the grade, full name, unit name, PSC/CM R/unit number,
lock-box number (if applicable), and MPO number. Inlieu of astamp, "MPS'must be
written in the upper right hand corner of the item. Commercia and private
organizations must use their organizational return address.

C3.2.11.4.2. Any envelope or container acceptable for U.S. mail is also
acceptable for IDS. Envelopes and containers will be sealed.

C3.2.11.4.3. Mail markings (those designating rate, class, handling,
content, or special services) are not permitted. Any previous marking on an
envel ope/container to be reused must be completely obliterated. Paper, tape or heavy
marking pen must be used to completely cover all previous markings.
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C3.2.11.5. Military Exchanges. Military exchanges, including Army and Air
Force Exchange Service (AAFES), Navy Exchange Service Command, and Marine Corps
Exchange System, as authorized users of the MPS, may use IDSfor direct-to-individual
customer merchandise shipments. IDSwill not be used for shipments to either
re-stock or transfer goods between exchange activities, auto parts stores, book stores,
etc.

C3.2.11.5.1. Military Exchange use of IDSfor delivery of military
clothing items is authorized only between intra-theater Military Clothing and Sales
Stores.

C3.2.11.5.2. Military exchanges will have sole responsibility for lost or
damaged exchange items that are moved through the IDS.

C3.2.11.6. IDSRestrictions

C3.2.11.6.1. Sending or receiving items through the IDSto advertise
home businesses, to sell merchandise, or to conduct business or for commercial
purposes is prohibited. This resale prohibition applies whether sale is to authorized
MPS users or not, and regardless of the beneficiary of the proceeds; i.e., charitable
organizations or non-appropriated welfare fund activities.

C3.2.11.6.2. To prevent overburdening the MPS system, flyers, notices,
announcements, advertisements, etc., for on base personnel and activities will not be
sent IDS.

C3.2.11.6.3. Private and commercia organizations are limited to the
same restrictions as banking facilities and credit unions.

C3.2.11.6.4. Commercial advertisements will not be sent by IDS except
for commercial advertising enclosed with operational announcements, billings, or
statements.

C3.2.11.6.5. IDSmay not be used for the purpose of restocking
distribution facilities.

C3.2.11.6.6. Use of IDSfor transport of personal property in connection
with PCS/TDY moves, is prohibited, with the exception of uniforms and personal gear
required to perform official duties at next duty station.
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C3.2.11.6.7. Special USPS services (e.g., insurance, registry, etc.) are not
authorized with personal use IDS. Patrons must pay postage and fees for these
services. Official mail may utilize registered/certified mail accountable procedures for
tracking purposes only.

C3.2.11.7. Prohibited Matter in IDS (Contents). Any material that is
prohibited from being mailed is likewise prohibited from being accepted in the IDS.
This includes matter that is illegal (drugs, pornography, weapons), as well as hazardous
materials.

C3.2.11.8. Provide directory service promptly for undeliverable IDSitems.
Do not forward these items if the addressee has been transferred to CONUS or an MPO
that would require the item to transit the USPS mail system. All IDSitems that cannot
be forwarded or returned shall be forwarded to the MACOM Dead L etter Office that has
been established specifically to handle these items. Do not send undeliverable IDSto
USPS Military Recovery Centers (MRCs).

C3.2.11.9. Audits andinspections required in Chapter 12, shall include
operation of IDS.

C3.3. MAIL DELIVERY RECEPTACLES

C3.3.1. Purpose. This section provides the procedures for the issuance,
maintenance, and withdrawal of mail delivery receptacles and guidance for mail delivery
through the receptacles.

C3.3.2. General. Personnel acting as USPS agents are bound by law to follow the
USPSregulations. Provisions of this part cannot be waived or supplemented if related
to mail delivery.

C3.3.3. Assgnment of Receptacles

C3.3.3.1. Inoverseas areas, assign receptacles for the sponsor's exclusive use
and the delivery of matter. (See paragraph C3.3.7.) Do not issue receptacles to
official or quasi-official activities, except as noted. (See subparagraph C3.3.3.2.) Do
not charge for receptacles.

C3.3.3.2. Inthe United States, only assign receptacles to customers who do
not have mail delivery from the USPS at their quarters address. Installation and
separate operating location commanders may grant exceptions to this policy for those
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customers whom, because of their assignment, receive professional papers, journals, and
other job-related materials. Exceptions may also be granted if the customers' duties
prohibit receipt of daily mail at their quarters. These exceptions include, but are not
limited to, medical doctors, dentists, veterinarians, lawyers, chaplains, single members
of alert crews who reside off base, and public hedlth officials. Certain offices that
receive privileged mail on aregular basis also may be assigned areceptacle. These
include the Inspector General, Military Department investigative agencies, chaplains, the
command surgeon, and the staff judge advocate. Receptacles cannot be used to conduct
private business under any circumstances.

C3.3.3.3. Do not assign areceptacle to more than one person. Consider a
sponsor and authorized family members as one person.

C3.3.3.4. When each member of amarried couple has MPO privileges by their
military or civilian status, each may be assigned a separate receptacle even if the couple
IS assigned to the same location. However, they must be encouraged to share a
receptacle.

C3.3.3.5. Rows of receptacles may be closed out if this simplifies casing the
mail and the receptacles are not needed. Normally, rows of receptacles are closed out
by attrition, rather than reassigning new boxes.

C3.3.3.6. Assign areceptacle that has been unused the longest, unless a
section or row of receptacles is being closed.

C3.3.3.7. Record the sponsor's name, date of receptacle issue, receptacle
combination, and the combination change date on aDD Form 2262, "Receptacle
Record." See Figure C3.F5. If the sponsor initiates aPS Form 3801, annotate the DD
Form 2262. Thiswill aidin canceling the PS Form 3801 upon reassignment. An
automated version of the DD Form 2262 data may be maintained in alocal computer
database if the datais protected under the conditions of the Privacy Act.

C3.3.3.8. Labd the rear of each assigned receptacle with the sponsor's name.
If afamily member living with asponsor has adifferent last name, both the sponsor's
and the family member's name must be on the label.

C3.3.3.9. Inoverseas areas, receptacle numbers issued to retirees or restricted
services sponsors must contain the prefix or suffix "R" The "R'prefix or suffix must be
part of the address. Retirees must comply with local host-nation customs restrictions
and requirements for mail received through an MPO. When retirees are not authorized
MPO privileges or reside in the United States, they are not issued receptacles.
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C3.3.3.9.1. U.S military retirees authorized to receive mail must
complete astatement acknowledging understanding of their limited M PO privileges.

C3.3.3.9.2. The serving MPO will file this statement at the MPO files.

C3.3.3.10. Give the combination to the sponsor on DD Form 2263, "Mailing
Address’'Combination Notice." See Figure C3.F6. Advise the sponsor to memorize
the combination and read the general instructions on the form.

C3.3.3.11. Anadvance receptacle box may be issued under the Sponsorship
Program if the incoming sponsor makes aformal request and sufficient receptacles are
available for issue. Do not assign the box earlier than 90 days prior to the first day of
the reporting month.  Tag the receptacle with DD Form 2258. Annotate the form with
the name, unit, and telephone number of aPOC. Show the due date and draw ared
diagond line across the face of the form to indicate that the sponsor is due to arrive.
If the sponsor's assignment is canceled, reissue the receptacle. The combination does
not have to be changed if the combination was never given to the sponsor.

C3.3.3.11.1. Issues mail receptacles only at the MPOs of assignment as
indicated on PCS orders or housing areaassignment if access receptacles are available.

C3.3.3.11.2. When extenuating circumstances exist, the MPO may
approve exceptions. The patron must furnish aletter of justification to the MPO stating
the circumstances.

C3.3.3.12. Do not give the combination to anyone other than the sponsor or
authorized family members who have been designated as having access. Use this
procedure at PSCs, CMRs, and UMRs in the United States for sponsors residing in
dormitories or quarters not serviced by the USPS. Provide general delivery service for
those members not expected to reside in dormitories or quarters (i.e., married, senior
non-commissioned officers and officers), until apermanent quarters addressis
established. Mail service may continue for areasonable period, not exceeding 90 days,
after the residence is established.

C3.3.4. Maintenance of Receptacles and Receptacle Record Cards

C3.3.4.1. If possible number receptacles vertically, in rows of nine (for
example, 1 through 9 and 11 through 19) either left to right or right to left, per Figure
C3.F7.
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C3.3.4.2. When installing receptacles, coordinate the new numbers with the
servicing postal activity. Make every effort to avoid duplicating receptacle numbers at
facilities serviced at the same MPO or MAO.

C3.3.4.3. Do not make major repairs to receptacles. Facility engineers are
responsible for repairs.

C3.3.4.4. When combination or keylock wheels become difficult to turn,
lubricate them by placing asmall quantity of powdered or flaked graphite on the moving
parts of the lock.

C3.3.4.5. Spot-check the receptacle windows and doors daily for damage.

C3.3.4.6. If areceptacle cannot be secured and if it cannot be repaired within a
reasonable time, close it and issue another receptacle to the sponsor.

C3.3.4.7. Use Plexiglas windows when possible.

C3.3.4.8. Retain aseparate DD Form 2262 for each receptacle, or separate
data entries when computerized.

C3.3.4.8.1. File forms for assigned receptacles numerically in an active
file.

C3.3.4.8.2. Fileforms for unassigned receptacles chronologically by
closure date in aninactive file.

C3.3.4.8.3. Fileforms for unassigned receptacles, being closed out,
numericaly in afile marked "Do Not Issue."

C3.3.5. Checking Assigned Receptacles

C3.3.5.1. Check each assigned receptacle at least monthly for excessive mall
accumulation, old mail, or non-use. If mail is accumulating in areceptacle andaDD
Form 2258 has not been filled out, contact the sponsor or the sponsor's commander to
determine the individua's status.

C3.3.5.2. If the sponsor is temporarily or permanently absent, prepare aDD
Form 2258 indicating this status. |f the status is received from asource other than the
sponsor (i.e., unit commander, 1st Sergeant, etc.), enter the name and phone number of
this source inthe "Specia Instructions’ block. Hold the mail until the sponsor provides
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instructions. Annotate the mail directory card and forward or dispose of the mail
accordingly.

C3.3.5.3. If the sponsor does not have acommander or unit and mail is
unclaimed after 30 days, return the mail to the sender endorsed "Unclaimed.” Close the
receptacle, annotate the directory card and all mail received after that point "Moved -
Left no Address," andreturn it to the sender. Do not reissue areceptacle to the former
sponsor unless proof of MPO privilege status is established. Once reestablished, if the
sponsor continually fails to claim mail from the receptacle, close the receptacle and
provide the mail through general delivery. When providing general delivery service,
advise the individua that the mail must be returned to the sender as "Unclamed”if it is
not picked up within 30 days of receipt at the servicing postal activity.

C3.3.6. Keys and Combinations

C3.3.6.1. Change the keylock cylinder or combination any time akey or
combination is believed to be compromised, and when areceptacle is withdrawn.

C3.3.6.2. Record the serial number of the key or the combination on the DD
Form 2262.

C3.3.6.3. Supervisors must ensure that an adequate supply of keylock
cylinders is retained, where key-type receptacles are installed. Cylinders may be
rotated with other separate nests of receptacles; however, do not use acylinder removed
from anest of receptacles, inthe same nest again for at least 3 months.

C3.3.6.4. Activities issuing the receptacle must replace worn, lost, or broken
keys to the receptacle without charge to the customers. Retain at least two duplicate
keys for each receptacle. The combination entered on the DD Form 2262 is the only
combination retained. Keep duplicate keys and combinations in asafe place out of
patrons reach.

C3.3.7. Ddivery of Mail through the Receptacles

C3.3.7.1. Only place matter bearing postage, official postal notices, or other
matter authorized by the MPSA or the MACOM in mail delivery receptacles. Items
presented to the PSC must be properly addressed and presorted for delivery in
receptacle sequence.

C3.3.7.2. Compare the name on the mail with the name label on the receptacle
before placing the mail inthe receptacle. When names do not match, route the mail to
the Directory Section for processing. Do not deliver mail addressed to "Occupant” or
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"Resdent" of areceptacle number. Endorse it with "Insufficient Address’ and return the
mail to the servicing post office for proper handling. Mail addressed to "Commander
of*anindividua must be delivered as official mail to the commander. Mail addressed
to "Commander of areceptacle number,"that does not contain an addressee name or unit
designation, must be endorsed with "Insufficient Address' and returned to the sender (per
official mail procedures).

C3.3.7.3. When delivering non-accountable articles that are too large to fit in
areceptacle, store them for easy retrieval. See Figure C3.F8. Use PS Form 3907,
"Post Office Box Mail Pickup Notice," to notify customers of this mail. Prepare the
form the same day the article is sorted for delivery. Enter the storage area, receptacle
number, date, and last name of the addressee on the form. Inorder to conserve forms,
clerks may laminate them. Line through previous entries before reusing the forms.
Postal activities may use substitute forms or alternate means to notify customers of
oversized mail. Postal activities may also overprint the form with customer service
hours, etc.

C3.3.7.4. Use DD Form 2258 for marking receptacles of sponsors who are
temporarily absent for any reason. Sponsors must sign this form, when possible, to
show that the forwarding address or instruction for disposition of mail was provided. If
achange of statusis received from asource other than the sponsor, note the source on
the form. Mail must be held for sponsors who are absent temporarily. The sponsor
may request in writing that the mail be forwarded or delivered to anagent. The agent
must be an authorized MPO user. If the mail accumulates and will not fit in the
receptacle, bundle the overflow together for handling. See subparagraph C3.3.7.3.

C3.3.7.5. Handle mail for customers who are in confinement, AWOL, or
casualties per this Chapter, as applicable. Use DD Form 2258 to mark the receptacle,
indicating the sponsor's status until the receptacle is closed or the sponsor's status
changes.

C3.3.7.6. Place mail in receptacles in the following order: First-Class and
Priority; Periodicals (magazines and newspapers); and, Standard B; and Standard A.

C3.3.8. Withdrawal of Receptacles

C3.3.8.1. Remove al mail from the receptacle and route it to the Directory
Section.

C3.3.8.2. Remove the name label and block the rear of the receptacle with PS
Item O0-53A, "Closures, Lockbox, Number 1" or other suitable device.
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C3.3.8.3. Remove the DD Form 2262 from the active file and record the date
of the receptacle closure.

C3.3.8.4. Change the keylock cylinder or combination and record the key
serial number or new combination and the date of the change on the DD Form 2262.

C3.4. DIRECTORY MAIL SERVICE

C3.4.1. Purpose. This section prescribes procedures for developing and
maintaining postal directory files and processing undeliverable as addressed mail.

C3.4.2. Generd

C3.4.2.1. All postal activities providing mail delivery services to authorized
patrons must maintain adirectory file for personnel receiving mail through their
facility. Thefile must include al personnel serviced including those on TDY or TAD,
scheduled to arrive, and permanently departed. The directory must not be used as apost
or base locator. Inaddition, postal activities must not release address information to
anyone without the sponsor's authorization, except as specified in Chapter 10.
Commanders may establish areaor central directories, and MPOs will normally maintain
postal directory cards for personnel who are serviced through an MAO or subordinate
UMR.

C3.4.2.2. The Official Mail Manager must properly process al undeliverable
as addressed official mail. The Official Mail Manager experiencing recurring problems
with official mailers not using correct mailing addresses should report the problem to
the MACOM Official Mail Manager. If problems are not resolved with the command,
forward them to the Military Department's Official Mail Manager for resolution.

C3.4.2.3. Postal activities must honor DoD Agency's requests for separate
address correction service and must not honor non-DoD agency's requests. Postal
activities must return all fees received with requests for service to the sender. Inthe
case of non-DoD agencies, provide acover letter explaining this service is not available
a MPOs, PSCs, CMRs, or UMRs. "On piece’ requests for address correction must be
treated per Tables C3.T1. through C3.T6.

C3.4.3. Postal Directory

C3.4.3.1. Postal activities must arrange the directory aphabetically, by last
name, in one file, regardless of status or rank.

83 CHAPTER 3



DoD 4525.6-M, August 15, 2002

C3.4.3.2. Postal directory information for personnel currently serviced must
contain, as aminimum, their name (last, first, and middle initial), grade, organization, and
mailing address (PSC, receptacle number, and unit). Annotate the directory card with
the entitled-to-service family member's first name and middle initial, and, when
differing from the sponsor, the last name.

C3.4.3.3. Additionally, if asponsor has family members with adifferent last
name, prepare and file aseparate card for that family member. The postal activity must
cross-reference this card with the sponsor's card and maintain it in anidentical manner.
Follow this procedure for personnel who have aname change.

C3.4.3.4. Postal directory information for departed personnel must include
the date departed, purge date, forwarding address, and a projected reporting (arrival)
date. Departing personnel must not provide a separation or transfer point as a
forwarding address, except U.S. Army soldiers who do not have adirect assignment and
are assigned to an overseas replacement activity. Forward their mail to the appropriate
casual mail directory.

C3.4.3.5. When the postal activity no longer services the sponsor, code the
directory card for destruction in 12 months. For example, if asponsor departs in July
1998, code the directory file for destruction in August 1999. If asponsor was a
student or patient for 6 months or less and was temporarily assigned as a projected gain,
code the directory card for destruction in 6 months, upon cancellation of the
assignment. For example, if the sponsor has aMay departure, code the card for
destruction in December.

C3.4.3.6. During the first workweek of each month, the postal activity must
screen the directory file and remove and destroy all expired cards.

C3.4.3.7. The postal activity may use computer listings or electronic storage
instead of cardfiles. The postal activity must follow the previously prescribed
procedures, except computerized database directories, with search-by-name capacity, do
not need to be filed alphabetically. The postal activity must post changes daily. |If
computers are used for directory service, datamust be backed up on aregular basis.
Recommend weekly backup.

C3.4.3.8. Postal Directories may not be used as aMilitary Department locator
per DMM F010.3.0 (reference (0)).

C3.4.4. Mail Not Entitled to Directory Service. Postal activities receiving
First-Class mail from one mailer in quantities of 20 or more ssimply to obtain directory
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service must return the mail to the sender endorsed "Insufficient Address”” The address
Is insufficient or wrong if it contains an obvious incorrect or identical receptacle
number. Postal activities receiving mail from mailers who continuously mail quantities
of less than 20 letters ssmply to circumvent this paragraph, must follow the same
procedures. This does not apply to official mail. If there are recurring problems with
official mailers, report them through the MACOM to the Military Department's official
mail manager for resolution.

C3.4.5. Directory Mail

C3.4.5.1. Directory Mail. Mail that is undeliverable as addressed, because of
anincomplete or incorrect mailing address.

C3.4.5.2. The Directory Clerks shall:

C3.4.5.2.1. Write in omitted elements of the name, if known.
C3.4.5.2.2. Directorize and deliver EMM S immediately.

C3.4.5.2.3. Directorize First-Class/priority mail within 24 hours of
receipt.

C3.4.5.2.4. Directorize mail received on weekends or holiday no later
than the next duty day.

C3.4.5.2.5. Completely cover any barcode that may be printed on the
front of the envelope.

C3.4.5.2.6. Make endorsements neat and legible, using the minimum
space required. Use rubber stamps or gummed labels, if available, for endorsements.

C3.4.5.2.7. Place endorsements on the front of mail, when possible. Put
the initial forwarding address below and to the right of the original address. After using
al available space on the front of the mail, write "Ove™ on the front and place additional
endorsements on the back. Do not write, stamp, or cover the name of the addressee.

C3.4.5.2.8. Include an"arriva date'if the sponsor departed on permanent
change of station (PCS) and mail is being forwarded using amilitary unit as the
forwarding address.

C3.4.5.2.9. Date-stamp the back of each piece of mail receiving directory
service to indicate the date of receipt. If directory mail is not processed on the date of
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receipt, annotate the date forwarded or returned to the sender. If processing alarge
volume of directory mail, postmark it on the reverse side of the address by machine
instead of manually back stamping. If the computerized directory database annotates the
date directory service was provided on the gummed label, date stamping on the back of
the piece of mail is not required.

C3.4.5.3. MPO. The MPO personnel must monitor directory mail being
returned by unit mail clerks to ensure neat and proper endorsement. After briefing the
unit mail clerk on correct directory procedures, notify the unit commander or postal
officer if illegible or incorrect endorsements occur frequently. Unit mail clerks must
return processed directory mail to the servicing postal activity separately from
uncanceled mail.

C3.4.5.4. Postal Activities. Postal activities must provide priority directory
service for mail addressed for "Genera Délivery.” Endorse each piece showing the
date received. Do not hold mail addressed for general delivery more than 30 days
unless information indicates the person is due to arrive. See subparagraph C3.4.6.4.

C3.4.6. Processing Instructions for Undeliverable as Addressed Mail

C3.4.6.1. Postal activities must forward al single-rate Priority, First-Class,
Express, Standard Mail, and Package Services, that is annotated with either "Address
Service Requested” or "Forwarding Service Requested,” as applicable. For Standard Mall
and Package Service, endorse it with aforwarding address and forward to the addressee.
Also endorse Priority, Standard Mail and Package Services with "Change of Address
Due to Official Orders.” If the mail has an endorsement that restricts forwarding,
returnit to the sender. Do not forward mail for military retirees unless the retiree
requests termination of MPO privileges.

C3.4.6.2. PSForm 3579 can be completed for the first copy of aperiodical
(newspaper) received after anindividua's departure, and for copies received after the
60-day forwarding period has expired. The following additional instructions apply:

C3.4.6.2.1. Postal activities must forward all Periodical Mail for 60 days
upon the sponsor's departure.  Directory clerks must endorse this mail, "Advise Y our
Correspondent or Publisher of Your Correct Mailing Address," and, "Change of Address
Due to Official Orders."

C3.4.6.2.2. Postal activities must follow these procedures when handling
the first copy of undeliverable Periodical Mail:
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C3.4.6.2.2.1. Complete PS Form 3579, "Unddiverable Standard (A)
and (B) and Special Standard Mail (B)" listing the forwarding address and marked "Not
Deliverable as Addressed - Unable to Forward." See Figure C3.F9. The PSCs, CMRs
and UMRs serviced directly by the USPS must return the publication to the servicing
post office for processing. List the new address as close to the old address on the
periodical.

C3.4.6.2.2.2. At MPQOs, detach the portion of the publication,
wrapper, or envelope containing the old address and mail it with the completed PS Form
3579, in aUSPS envel ope, to the sender, with postage due for each form, at least
weekly. More than one form may be mailed to the same addressee in one envelope;
however, the postage due must be rated per form.

C3.4.6.2.2.2.1. Mail PS Forms 3579 for Periodical matter,
published in overseas areas and mailed at an MPO, to the home office of the publication
inthe United States.

C3.4.6.2.2.2.2. Forward Non-U.S. magazines (published in a
foreign country) received for reassigned personnel for aperiod of 60 days upon the
sponsor's departure. Directory clerks must endorse this mail, "Change of Address Due
to Official Orders," and, "Advise Y our Correspondent or Publisher of Your Correct
Mailing Address."

C3.4.6.2.2.2.3. Prepare arecord of PSForm 3579. Put the
name of the publication and date of notification on the directory card, computer file, or
log to prevent sending duplicate notifications to publishers.

C3.4.6.2.2.2.4. The MPOs must dispose of publications
received after the expiration of the 60-day forwarding period. After notification to the
publishers (see subparagraph C3.4.6.2.), the postal activity may distribute the
publications to military hospitals, chaplains, dormitories, recreation services, turn them
over to the nearest DoD property disposal office as salvage paper, or treat them as
waste. Remove address labels before releasing them. The PSCs, CMRs and UMRs
serviced directly by USPS must return such publications to the servicing post office.
Endorse them with, "Forwarding Period Expired - Undeliverable as Addressed.”

C3.4.6.3. Postal activities must hold mail for Service members who are
AWOL for 30 days. The clerk must wait until the member is officially declared a
deserter, at that point the clerk must:

87 CHAPTER 3



DoD 4525.6-M, August 15, 2002

C3.4.6.3.1. Endorse First-Class, Priority and Standard Mail, "Moved, L eft
No Address," and return it to the sender. Do not mark this type of mail as "Change of
Address Due to Official Orders."

C3.4.6.3.2. Prepare aPS Form 3579 for each Periodical publication.
Endorse the form "Moved, Left No Address," and forward it, with the address label, to
the publisher, or return the publication with the PS Form 3579 affixed, to the servicing
post office. See subparagraph C3.4.6.2.

C3.4.6.4. Handling Standard Mail. (See Tables C3.T3., C3.T4., and C3.T5))

C3.4.6.4.1. If there are return receipts, leave the receipts attached to the
article.

C3.4.6.4.2. Showthe reason for nondelivery on the return receipt, then
initial and postmark the card.

C3.4.6.5. Clerks who handle mail addressed for sponsors due to arrive must:

C3.4.6.5.1. Hold the mail for 15 days past the anticipated arrival date. |f
mail is unclaimed at that time, determine the sponsor's status by contacting the gaining
unit or the military or civilian personnel office, and make disposition of the mall
accordingly. If there is no status change, return the mail to sender endorsed "Attempted
- Not Known."

C3.4.6.5.2. If there is no indication of adue in date, but there is reason to
believe the individual is due to arrive, for example, the mail is being forwarded, the
sender has the same last name, or some other similar reason, hold the mail for 30
days. If the mail is still unclaimed at that time, attempt to determine the sponsor's
status through the appropriate channels and dispose of the mail accordingly. If mail is
still undeliverable, returniit to the sender endorsed "Attempted - Not Known."

C3.4.6.5.3. Screen mail being held for personnel against the directory, at
least weekly.

C3.4.6.6. MPOs must not hold mail, received from unit mail clerks endorsed
"Attempted - Not Known," unless their records indicate the sponsor is due to arrive. If
the addressee is due to arrive, clerks must endorse the mail with the arrival date and
return it to the appropriate UMR or CMR.
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C3.4.6.7. Military Post Offices must follow these procedures for mail that
cannot be delivered, forwarded, returned to sender, or mail that becomes "deed"for any
reason.

C3.4.6.7.1. MPOs must forward all Express, First-Class (including
stamped cards and postcards), and Standard Mail, which cannot be forwarded or returned,
to the accountable postmaster's Mail Recovery Center for disposition per POM 692
(reference (n)). Complete aPS Form 3849 showing the disposition of accountable
mail.

C3.4.6.7.2. Handle Periodical Mail. See subparagraph C3.4.6.2.
C3.4.6.7.3. Handle Standard Mail per Tables C3.T3., C3.T4., and C3.T5.

C3.4.6.7.4. The UMRs or CMRs serviced by MPOs and PSCs in the
United States must return all such mail to the servicing post office endorsed "No
Record."

C3.4.6.8. Postal activities must return mail to the sender if it is addressed to
personnel or elements at overseas locations that are not authorized MPO privileges
(including mail addressed in care of an authorized user). Endorse the mail, "Addressee
Not Authorized MPO Privileges." If the mail is addressed in care of an authorized
sponsor, notify the sponsor prior to returning it to sender.

C3.4.6.9. Postal activities must provide voting and balloting material directory
service immediately. |If the material is undeliverable, and aforwarding address is not
known, annotate the reason for nondelivery on the material and return it to the sender.
Do not hold this type of mail for personnel due to arrive, unless they are due within 30
days of receiving the material. Tie or tray all returned or forwarded balloting material
ontop of letter bundles or infront of atray.

C3.4.6.10. Postal activities must follow these procedures when disposing of
undeliverable catalogs:

C3.4.6.10.1. If overseas, remove and destroy the wrapper, label, or both.
(This also applies to catalogs bearing the endorsement "Return Service Requested.”)
Then give the catalog to any authorized patron or place it in the MPO lobby for patron
use.

C3.4.6.10.2. The Postmaster has discretion to decide disposition of
undeliverable catalogs.
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C3.4.6.11. Postal activities must release undeliverable income tax packages
that cannot be delivered by the postal activity of address to the local staff office
responsible for distributing tax packages. Remove al address labels before releasing
the packages. Postal bulletins pertaining to non-release of income tax packages do not
apply to overseas MPOs.

C3.4.6.12. Postal activities must dispose of perishable items that carry a
Required Delivery Date (RDD) and cannot be forwarded or returned before spoiling as
waste. Also dispose of any perishables obvioudy spoiled upon receipt. Always destroy
perishables in the presence of awitness. Notify the sender and addressee viacommand
letter concerning the disposal and retain acopy of the notification in the office files.

C3.4.7. Mall for Units Returned to the United States and Inactivated Units. (This
does not apply to contingency MPOSs.)

C3.4.7.1. Responsible commanders must notify the servicing JIMPA of dates
to discontinue dispatching mail and the forwarding addresses of the units returning to
the United States.

C3.4.7.2. Postal activities must provide directory service at the MPO of
address for personal mail received after departure or inactivation of the unit.

C3.4.7.3. Postal activities must forward official mail, personal parcels, and
First-Class mail, for personnel who departed with the unit. When volume warrants,
make up the mail into direct ties, bag it without individual readdressing, and label it for
direct mailing to the unit. Each parcel must be readdressed to preclude Customs from
reintroducing it back into the system and the mail being sent to the mailing address.

C3.4.7.4. Postal activities must readdress accountable mail individually to the
servicing post office at the unit's new installation.

C3.4.7.5. Postal activities must dispose of Periodical Mail and Standard
printed matter. See subparagraphs C3.4.6.2. and C3.4.6.4.

C3.4.8. Mail Directory Service for Decommissioned Ships and Disestablished
Stations

C3.4.8.1. The administrative commander for ships or the installation
commander for any shore-based MPO must designate an activity to do directory service
for adecommissioned or disestablished activity. Directory service must be done by the
designated activity for a60-day period after the decommissioning or disestablishment.

90 CHAPTER 3



DoD 4525.6-M, August 15, 2002

During that time, forward personal mail, and open and screen official mail for necessary
action or other disposition. Return mail, received after the 60-day mail directory
service expires, to the sender after endorsing it "Decommissioned/Disestablished.”

C3.4.8.2. Postal activities must not forward unopened official mail, addressed
to aU.S. ship, to the newtitle of that ship when it has been stricken from the Standard
Navy Distribution List (SNDL) and transferred to aforeign government or to merchant
marine service. (NOTE: Personnel currently assigned as clerks, mail orderlies, or
other duties involving the receipt and delivery of unopened mail, must not be assigned
duties involving the opening and screening of official mail.)

C3.4.8.3. Commanding officers of ships and activities being decommissioned
or disestablished must furnish the designated postal activity with acomplete directory of
al personnel, showing the new duty station, or, in the case of those separated from the
Military Department, the forwarding address furnished by the member. The designated
activity must destroy this directory information upon completion of the 60-day directory
service.

C3.4.8.4. The decommissioned or disestablished, ship or unit must inform the
mail routing authority or postmaster of the date desired for routing the mail to the unit
that will provide directory service for the decommissioned or disestablished, ship or
unit.

C3.4.9. Handling Mail for Casualties (Deceased, Missing, Captured, and
Hospitalized)

C3.4.9.1. Verification. Under no circumstances is mail for casualties
returned to sender or forwarded to next of kin until absolute verification is obtained that
the next of kin has been notified. Postal activities can obtain this information from the
summary court officer (USAF), casualty mail section (USA and USMC), or command
element (USN). Hold the mail aslong as necessary to prevent inadvertent disclosure
of the casualty. Once the appropriate Military Department officially notifies the next
of kin, return the mail to the sender or forward it to the next of kin with an authorized
endorsement. See subparagraph C3.4.9.2.6. Deliver jointly addressed mail, as
addressed by the sender, when one of the addressees can receive it at the place of
address. Postal activities may deliver, to the executor or administrator, jointly
addressed mail not deliverable at the place of address, as well as other mail addressed
to the deceased. Such mail is then considered delivered to the addressee and is subject
to the disposition of the executor or administrator. (Exception: Return Federal
Government checks to the sender.)
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C3.4.9.2. Casudty Endorsement. The servicing postal activity or Casuaty
Mail Section must endorse mail for casualties. See subparagraph C3.4.9.2.6. If the
UMR or CMR endorses the mail, the mail clerk must returnit to the MPO. Overseas
MPOs receiving such mail must check it as follows:

C3.4.9.2.1. Ensure the format of the endorsement is correct, and
back-stamp each article to indicate the date forwarded.

C3.4.9.2.2. If the mail is endorsed to aspecific hospital, utilizing ward
number when known will ensure clerks send it as direct ties, bag if warranted, and
dispatch directly to the hospital.

C3.4.9.2.3. If the mail is endorsed "Search" send it to the Casuaty Mail
Section for verification, if not found, return it to the sender.

C3.4.9.2.4. Casudty Mail Sections. Casuaty Mail Sections must
maintain directory cards on personnel reported as deceased, missing, captured, or
injured. Casualty Mail Sections must obtain information, required for maintaining these
cards, from any source available for keeping them accurate and current.

C3.4.9.2.5. Hospital Mail Sections. Hospital Mail Sections must
maintain directory cards on all admitted patients and evacuees per paragraph C3.4.3.

C3.4.9.2.6. Casudty Endorsements. The authorized endorsements for
casualty are:

C3.4.9.2.6.1. "Deceased." The sponsor died and the appropriate
Military Department officially notified the next of kin.

C3.4.9.2.6.2. "Search." The sponsor's status is unknown and the
postal activity is forwarding the mail to the MPO or Casuaty Mail Section.

C3.4.9.2.6.3. "Patient." The sponsor is inthe hospital and the postal
activity knows which hospital (also include the current hospital address).

C3.4.9.2.6.4. "Hospital Search." The medica channels are
evacuating the sponsor to an unknown hospital. (Forward this mail to a Casualty Mail
Section.)

C3.4.9.2.6.5. Endorsements such as "Missng," "Killed in Action," or
"Wounded'is not to be placed on casuaty mail.
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C3.5. PROCESSING OF BALLOTING MATERIAL

The right to vote is one of our most important rights as U.S. Citizens. Your customers
are making sacrifices to preserve this right. Every individual must be given the
opportunity to vote. Personnel shall be sensitive to the timely processing of all voting
material. Processing of absentee ballots must be given specia attention. Not only
must absentee ballots be legibly postmarked, they must be processed in atimely
manner. The handling of balloting material is addressed in subparagraphs C3.1.3.5.,
C3.2.3.5. and paragraph C10.4.9. of this Manual.
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Table C3.T1. Treatment of Undeliverable as Addressed Express Mail, First-Class Mail
Including Postcards and Priority Mail
RULE | MAILER ENDORSEMENT | MILITARY POSTAL DIRECTORY SERVICED BY THE MPS SHALL:

1 NO ENDORSEMENT Forward.

2 ADDRESS CORRECTION o ) ) o ) )
REQUESTED (For Priority Mail: When forwarding Prioritv Mail, Endorse with

3 FORWARDING SERVICE CHANGE OF ADDRESS DUE TO OFFICIAL ORDERS")
REQUESTED If a forwarding address is unknown return to sender endorsed

"ATTEMPTED NOT-KNOWN."

4 RETURN SERVICE Return to sender with new address or reason for nondelivery.
REQUESTED

5 CHANGE SERVICE Do not forward or return. Destroy and dispose of this piece.
REQUESTED

Table C3.T2. ITreatment of Undeliverable as Addressed Periodicals

RULE | MAILER MILITARY POSTAL DIRECTORY SERVICED BY THE MPS SHALL.:
ENDORSEMENT
1 NO Forward all Periodicals for a period of 60 days (for newspapers, see 'Note'

ENDORSEMENT [ below.) Endorse each copy"CHANGE OF ADDRESS DUE TO OFFICIAL
ORDERS" and "ADVISE YOUR CORRESPONDENT OR PUBLISHER OF
YOUR CORRERCT MAILING ADDRESS."

After 60 days, or if a forwarding address is unknown, attach a completed PS
Form 3579 to the portion of the wrapper, cover, or envelope and place in an
USPS envelope and address to the publisher. Compute the postage for
each form enclosed.

NOTE: Newspapers are forwarded for personnel reassigned in an area
served bythe same postmaster for 60 days. For example: APO AE 09xxxto
APO AE 09xxx, APO AP 9xxxxto APO AP 9xxxx, or CONUS to CONUS.

If newspapers are received for individuals assigned to area not served bythe
same postmaster (for example, APO AE 09xxxto CONUS or APO AE 09xxx to
APO AP 9xxxx). Theywill not be forwarded. Theywill be treated as waste.
Attach a completed PS Form 3579 to the portion of the wrapper or cover and
place in an USPS envelope and address to the publisher. Compute the
postage for each form enclosed.

2 ADDRESS FORWARD FOR FIRST 60 DAYS. AFTER 60 DAYS OR IF UNDELIVERABLE;
SERVICE RETURNED PIECE WITH NEW ADDRESS OR REASON FOR NONDELIVERY
REQUESTED AND POSTAGE DUE.
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Table C3.T3. TIreatment of Undeliverable as Addressed Standard Mail/Bulk Parcel Return Service

(BPRS)
RULE | MAILER ENDORSEMENT | MILITARY POSTAL DIRECTORY SERVICED BY THE MPS SHALL:
1 NO ENDORSEMENT DO NOT forward or return. Destroy and dispose of this piece.
2 CHANGE SERVICE
REQUESTED
3 ADDRESS SERVICE Forward and endorse "CHANGE OF ADDRESS DUE TO OFFICIAL
REQUESTED ORDERS." Ifundeliverable; return to sender with reason for nondelivery
4 FORWARDING SERVICE | @nd "POSTAGE DUE.”
REQUESTED
5 RETURN SERVICE Return the piece to sender with new address or reason for nondelivery
REQUESTED and "POSTAGE DUE."

Table C3.T4. Treatment of Undeliverable as Addressed Single-Piece Rate Standard Mail (A)

RULE | MAILER MILITARY POSTAL DIRECTORY SERVICED BY THE MPS SHALL:
ENDORSEMENT
NO ENDORSEMENT | Forward. Endorse mail with "CHANGE OF ADDRESS DUE TO OFFICIAL
2 ADDRESS SERVICE | ORDERS". Ifundeliverable; return to sender with reason for nondelivery
REQUESTED and "POSTAGE DUE." Return the piece to sender with new address or
3 FORWARDING reason for nondelivery and POSTAGE DUE.
SERVICE
REQUESTED
4 RETURN SERVICE
REQUESTED
5 CHANGE SERVICE Do not forward or return. Destroy and dispose of this piece.
REQUESTED
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Table C3.T5. Treatment of Undeliverable as Addressed Standard Mail (B)

RULE | MAILER ENDORSEMENT MILITARY POSTAL DIRECTORY SERVICED BY THE MPS
SHALL:
1 NO ENDORSEMENT Forward. Endorse mail with "CHANGE OF ADDRESS
REQUESTED

If a forwarding address is unknown, return the piece to

3 Egzx%REDéNUiQQBTIEEEEURN sender endorsed "UNDELIVERABLE AS ADDRESSED"
and "POSTAGE DUE," but do not compute the postage.
4 FORWARDING AND RETURN

POSTAGE GUARANTEED, ADDRESS
CORRECTION REQUESTED

5 DO NOT FORWARD, ADDRESS Return the piece to sender endorsed "UNDELIVERABLE
CORRECTION REQUESTED, AS ADDRESSED" and "POSTAGE DUE," but do not
RETURN POSTAGE GUARANTEED compute the postage.

6 DO NOT FORWARD Endorse each piece as "UNDELIVERABLE AS

ADDRESSED," and forward to the appropriate Malil
Recovery Center for disposition.
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RULE | IF THE MAIL IS: THEN ENDORSE MAIL: AND:
1 Missent Missent to (include your unit/MPO Forward to
number) Addressee
2 Opened by mistake Opened by Mistake. (If possible Forward to
have the person who opened the Addressee
mail sign their name next to the
endorsement.)
3 Balloting material Proper Endorsement See
subparagraph
C3.4.6.9.
4 Addressed illegibly Illegible Return to Sender
5 Addressed to a receptacle number not | No Such Number Return to Sender
assigned the MPO, and correct number
is not known.
6 Fails to bear a receptacle number or Insufficient Address Return to Sender
unit designation, and correct address
is not known.
7 Refused byaddressee "Refused" or "Refused by Addressee" | Return to Sender
8 Abandoned. (General Delivery not Unclaimed Return to Sender
called for in 30 days/Receptacle mail
not called for [see subparagraph
C3.3.5.3]
9 "Undeliverable as Addressed." "Undeliverable as Addressed" and Return to Sender
Standard Mail bearing the "Postage Due"
endorsement, "Return Postage
Guaranteed"
10 Addressed to, "Commander of" a Insufficient Address Return to Sender

receptacle number, but does not
contain the addressee's name or unit
designation.
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Figure C3.F1. DD Form 2273

IRREGULARITIES IN MAKEUP AND DISPATCH OF MAIL
For use of this form see DOD 4525.6M

PATE & r, Mo, Day)

V9 (Use complete address)

JA%T PERSONNEL COMMAND

FROW (Use complete address)D 1. s&atch Clerk

510 Co

D MISSING

SUDELABEL (4rrach)

>0 _AE 09081 . APO AE 09102
MAIL DISPATCHING ACTMITY (Dyjsnatch from) - DATE OF DISPATCH | MAIL CLASSIFICATION |No. SUU0E LABELS:
¢ ispa3t Bgﬁ AG Co (¥r. Mo. Day) NO. FACING SUPS D
APO AE 09173 99 (05 13 FCM . . |aracken: [s}ile]
[ POUCHSACK  (Astach slide label) ) FACING SUP ¢ gnsach with slide label)
D wrona Tvee [ unservicesLe m IMPROPERLY SEALED D MISSING D INCORRECT D
LETTERTIES (dwach slide label & facing slip) (Attach slide label)
[ eroken [ ioose Clorecrsnormace | [lmssiva [ ncorrect
m D IMPROPERLY PREPARED CO (AM slide Iabel) Dupﬁopem_y PREPARED
Cmssing Ol mcomrecr [ meropenty prepareo | [[]M1SSING  [T]INCORRECT  [™] ATereD

[RACROUTED INCORRECTLY (Attach slide label & FadngSlg‘u}

[ wcomrect [ Jaireren CJieren s D PARCEL (S)

[ REMARKS (Explain each irregularity to include any discovered that are not mentioned above)

One pouch containing first class mail was sealed
with twine instead of the air mail seal.

TYPED/PRINTED NAME OF REPORTING OFFICIAL PAY GRADE [ SIGNATURE
(Last, First, M) Taylor , James E7 ﬂam 74%1
DD FORM 2273 *U.8, Government Prining Ofice:  1582-360-9795925
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Fgure C3.F2. PS Form 3801

Name and Address of Firm or Individual (Include Apt./Suite No./
Armed Forces Exchange :

urope

onn

By (Signature and title of person sigringorder
John O, Thomas, M&

Telephone

/FEES No. DSN 235-1234

R,

The above named individual hereby authorizes representatives whose signatures appear below to receive unrestricted
Certified, insured, ¢.0.d., express mail,
the user is notified in writing, and assumes all responsibility for loss, riffling, or damage of said mail after proper delivery. All previous
are hereby revoked. SPECIAL INSTRUCTIONS: Where RESTRICTED DELIVERY MAIL is to be included, the statement
authorization is extended to include RESTRICTED DELIVERY MAIL must be entered on the delivery order by the parson

This notation is to be made on the part of the form for signatures of authorized agent. NOTE: Unknown signatures must ba identified.

and special delivery mail addressed to or in care of the above named firm or individual until

SIGNATURE OFi%éER%ERIFYING CUSTOMER'S SIGNATURE

DATE
12 Oct 99

SIGNATURES OF AUTHORIZED AGENTS -

William Post

Wellcame Poot

Charles Burton

Cliartes Bunton

Andrew Brown

Hnchew Browan

To Include

“RESTRICTED DELIVERY MAIL"

PS Form 3801, April 1975

STANDING DELIVERY ORDER

U.8.G.P.O.: 1975-650-493/2404
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d

UNITED STATES

POSTAL SERVICE

Sorry We Missed You!
We Re-Deliver For You!

ltem ) Post Office (see reverse)
isat: W APQO AE 09081

We Re Deliver or you

can pick up, see back

Article

No. |RI11819/5131717109) | | |
Today’s Sender’s John Bames

Date 17 Oct 99 Name

>

1 IF CHECKED, YOU MUST BE PRESENT AT TIME OF DELIVERY TO SIGN FOR ITEM.
' i Article Requiring O THIS IS YOUR
adell
% Letter DX ¢ ey ey | O Posiage Due FINAL NOTICE
O Large envelope unless you call to hold | T COD Article will be returned to
magazine, catalog, etc. at post office) | O Customs sender on:
O Parcel O Certified Amount Due: $
O Deli Restricted 0 Insured Addressee Name
elivery Restricte : : .
Addresses 10 ® Registered (Prin)  Walter Bleiler
O Return Receipt Address
O Parishable ltem " Merchandise for 1st Perscom (Postal-OPS)
o ) a I(qlecorded Deilivery APO AE 09081
nternational ) Received By
O Special Delivery X Watter Bleiler
Delivered Date Customer: Describe any Visible
owma 17 0CT 99 Damage

PS Form 3849, April 1994

Delivery Notice/Reminder/Receipt
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Figure C3.F4. DD form2258

TEMPORARY MAIL DISPOSITION
INSTRUCTIONS

NAME (Last, First, Mi) (Pnnt} RECEPTACLE NUMBERW
KING, JOE P 001

~STATUS
ADV ASG X| eave CONFINED
DY HOSPITAL AWOL
EFFECTIVE DATES TO FWD OR HOLD MAIL (¥r, Mo, Day)
991010 99 12 01
FROM: TO:
FORWARD ALL MAIL { X HoLb AL MAIL
FORWARD ONLY
LETTERS PARCELS | | NEwsPapErsMaG
PAYCHECK(S) OTHER {Useg Spec Inst)
COMPLETE FORWARDING ADDRESS:
ON LEAVE STATESIDE HOLD
ALL MAIL UNTIL MY RETURN.

" [SPECIAL INSTRUCTIONS:

SIGNATURE OF RECEPTACLE HOLDER: | DATE (Y1, Mo, Day)

FOR ADVANCE RECEPTACLE
ASGN,

LIST NAME OF SPONSOR AND
DUTY PHONE IN THE SPECIAL
INSTRUCTIONS BLOCK

DD FORM 2258 -U'S. GOVERNMVENT PAINTING OFFICE 1942 380979 / 320
82 san
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Figure C3.F5. DD Form 2262

DoD 4525.6-M, August 15, 2002

PS FORM 3801 DATA RECEPTACLE NUMBER
RECEPTACLE RECORD B onfiLE O noronrre 001
DATE ISSUED RECEPTACLE DATE CLOSED DATE COMB
NAME OF RECEPTAGLE HOLDER fiast, first, Mf) 7. mo, day) COMBINATION 1. 10, ) CHANGED
KING, JOE P 123 990929

991001

DD BFZUJ:n 2062 REPLACES AF FORM 1862 WHICH WILL BE USED.

102

CHAPTER 3



Figure C3.F6. DD Form 2263

MAILING ADDRESS/COMBINATION NOTICE

1. Your Complete Mailing Address |s:
PSC 810 BOX 001
FPO AE 09610-0001

2. General Instructions:
a. Check your receptacle daily.

b. Notify all correspondents and publishers of your
correct mailing address.

¢. Do not allow unauthorized personnel overseas
to raceive mail thraugh yvour receptacle.

d. Do not placs or store items in the receptacie;
it is issued only 80 you can receive mail placed
there. :

€. Promptly advise your local facility of any
temporary or permanent change In status, i.e.,
leave, TDY, TAD, regssigrment, etc.

f. Any component member of your family who has
a valid ID card may be given the receptacle
combination or any mail addressed to the family
except rastricted delivery mail. However, you may
state in writing that no member other than
yourself is authorized access to the receptacie
combination or mail placed therein.

(To avoid compromise of your combination, memorize and
destray this portion.)

3. Your Combinationis: 1 2 3
4. How to Open:

a. Turn dial indicator lefiisight thres times and stop
at 1 :

b. Tumn dialdeft/right pass firat combination number
andstopat: 2

c. Turn dial lefitight stopping at: 3

d. Turn latch key-el/right to open.

DD FORM 2263  REPLACES AF FORM 1852 WHICH

82JAN WILL BE USED. .
*us

CE: 1082
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Figure C3.F7. Rear View of Mall Receptacles

[Number receptacles vertically, in
rows of nine (for example, 1 through
9, and 11 through 19) either left to

right or right to left.

1 Lewis A
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Figure C3.F8. Receptacle Storage for Easy Retrieva

A-288-25

B-103-24

B SHELF

C-1105-24
C-1815-25

C-410-24 C-1210-24

.C SHELF

D-318-26

D-220-24

D-1055-25

D-19-24

0D SHELF
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Fgure C3.F9. PS Form 3579

Undeliverable Standard Mail (A) and (B) and
Special Standard Mail (B)
Moved - Left - No such number No such street
1o address
Attempied ——  Unclaimed Refused
not known
Tosufficient —  Not Deliverabls as Addressed -
Address x_ Unable to Forward
Imitials . Date Route No.
- AWB
Moved 1o the Following New Address:
Mumber. Street. Api./Suite No.
PSC 810 Box 001
city NO
FPO CHANGE
State and ZIP +4 Code NG
AE 09610-0001 ' CHANGE
PS Form 3579, Janusry 1997 Date
United States Postal Service 59 OCT 23 :
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C4. CHAPTER 4
MILITARY POSTAL SERVICE (MPS) INFORMATION SYSTEMS

C4.1. SOURCES OF INFORMATION AND INSTRUCTIONS

C4.1.1. Purpose. Section C4.1. of this chapter provides guidance on the sources
of information each type of postal activity must maintain, and includes abrief
description of required publications.

C4.1.2. General. Procurement and maintenance of postal publications and related
materials are essential to the mission accomplishment of the MPS.

C4.1.3. Publication Reguirements for Military Post Offices

C4.1.3.1. Publications. Maintain copies of publications and visual aids
according to the current version of the MACOM Postal Publications and IRT Update
memorandum. |If postal activities have reliable access to electronic copies of the
required publications vialnternet or CD-ROM, paper copies of the publications are not
required.

C4.1.3.1.1. USPS"Domestic Mail Manua (DMM)." The DMM
(reference (0)) is the primary USPS manual used in post office operations. It contains
regulations of direct interest to mailers such as postage rates, mail classification, and
mail preparation requirements.

C4.1.3.1.2. USPS"International Mail Manua (IMM)." The IMM
(reference (p)) contains regulations, classification, and other requirements for mailing
between the United States and other countries.

C4.1.3.1.3. USPS"Postal Operations Manua (POM)." The POM
(reference (n)) contains the internal operations procedures for post offices. It includes
retail services, mail processing, transportation, delivery services, and fleet management.

C4.1.3.1.4. USPS"Adminigrative Support Manual (ASM)." The ASM
(reference (q)) contains information pertaining to postal organization, inspection
service, directives and forms management, Government relations, facilities and
eguipment, and support services.
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C4.1.3.1.5. USPS Postal Bulletin (PB). The PB (reference (r)) contains
instructions and information relating to postal service. This semi-monthly publication
announces interim changes to references (n) through (p), respectively.

C4.1.3.1.6. USPS Publication 4, "Import Animal and Plant Products
through Overseas Military Post Offices." Publication 4 (reference (s)) contains
information on products that may or may not be imported into the United States.

C4.1.3.1.7. USPS Publication 52, "Acceptance of Hazardous, Restricted,
or Perishable Matter." Publication 52 (reference (k)) contains information on
acceptance procedures for hazardous, restricted, and perishable materials for mailing.

C4.1.3.1.8. USPS Publication 65A, "National ZIP Code and Post Office
Directory.” Publication 65A (reference (t)) contains the most current ZIP Code
number for any postal address in the United States, overseas Army and Air Force Post
Office (APO), and Fleet Post Office (FPO).

C4.1.3.1.9. USPS Publication 223, "USPS Directives and Forms Catalog.”
Publication 223 (reference (u)) lists all of the USPS forms and directives.

C4.1.3.1.10. USPS Publication 247, "USPS Material Equipment and
Supply Catalog.” Publication 247 (reference (j)) contains alist of postal supply items.

C4.1.3.1.11. USPS Publication 514, "USPS Military Express Mail
Handbook." Publication 514 (reference (v)) contains procedural guidelines for
accepting, processing, dispatching, and delivering military express mail.

C4.1.3.1.12. USPS Transportation Handbook Series T-7, "Distribution,
Dispatching, and Transporting Military Mail by Air." Handbook Series T-7 (reference
(w)) contains information for processing, dispatching, handling, and transporting military
mail to and from the United States and between military postal activities overseas. This
reference is used by any activity that dispatches mail directly to air carriers or AMC.

C4.1.3.1.13. USPS Handbook PO 502, "Container Methods" (reference

(x))-

C4.1.3.2. Posters. The following minimum USPS posters are maintained at
military postal activities:

C4.1.3.2.1. USPS Poster 51, "International Rates and Fees' (optional for
those not providing financial services) (reference (y)).
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C4.1.3.2.2. USPS Poster 74, "Packaging Pointers' (reference (z)).

C4.1.3.2.3. USPS Poster 76, "Some Things Were Never Meant to be
Mailed" (reference (aq)).

C4.1.3.2.4. USPS Poster 113A, "Examine Empty Equipment” (reference
(ab)).

C4.1.3.2.5. USPS Poster 114A, "ldentify Defective Sack and Pouch™
(reference (ac)).

C4.1.3.2.6. USPS Poster 123, "Domestic Postage Rates and Fees'
(optional for those not providing financial services) (reference (ad)).

C4.1.3.3. DaD Publications and Automated Listings. The following minimum
DoD Publications and Automated Listings are maintained at military post offices.

C4.1.3.3.1. DoD 4525.6-M, "DoD Postal Manual." This Manual contains
policies and procedures issued by the MPSA for the administration and operation of the
MPS.

C4.1.3.3.2. "Military Post Office Location List (MPOLL)." The MPOLL
(reference (ae)) contains alisting of all MPO numbers.

C4.1.3.3.3. "Military Post Office Mail Distribution Scheme
(MPOMDS)." The MPOMDS (reference (af)) contains anumerical and alphabetical
listing of all authorized units.

C4.1.3.3.4. DaD 4500.32-R, "Military Standard Transportation and
Movement Procedures (MILSTAMP)." The MILSTAMP (reference (ag)) contains
policies and procedures required to manage and control the movement of mail through
the DoD transportation system. It will be maintained by any activity that dispatches or
receives mail from any transportation network.

C4.1.3.3.5. "Official Airline Guide (OAG)." The OAG (reference (ah))
contains acomplete listing of airline schedules for flights to and from the United States
and between overseas locations.  Thisis aprivately printed publication and will be
maintained by any activity, as deemed necessary by the MACOM that dispatches or
receives mail from acommercial airline.
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C4.1.3.3.6. "Military Origin Destination Information System (MODIS)
User's Manual." Those locations on MODIS (reference (ai)) will maintain acopy of the
Manual.

C4.1.4. Procurement Procedures

C4.1.4.1. Current DoD postal publications are available through distribution
channels from each Military Department's publication distribution center. Procure DoD
publications per each Military Department's publication distribution system
requirements.

C4.1.4.2. Requisition USPS publications, forms, and posters per USPS
Publication 223 (reference (u)).

C4.1.4.3. MPOLL and MPOMDS (references (ae) and (af)) are provided
quarterly.

C4.1.4.4. Obtain privately printed publications (such as reference (ah)) through
command funds or local procurement channels.

C4.2. MANAGEMENT INFORMATION SYSTEMS (MIS)

C4.2.1. Purpose. This section describes MIS developed to support the MPS,
including the definitions and uses for component systems.

C4.2.2. General. The MISis designed to provide timely and useful information
derived from data generated through the MPS functions of transporting mail and
operating MPOs.

C4.2.3. DataCollection Requirements. MPS managers at al levels must follow
data collection requirements and procedures contained in this part.

C4.2.4. Reporting Requirements for Automated Accounting System and Mail
Movement Reimbursements. The following data collection systems are used by MPSA
for measuring and monitoring volume and associated costs for reimbursement of mail
movement.

C4.2.4.1. Military Automated Mail Accounting System (MAMAS). MAMAS
is designed to provide the volume and transportation costs of mail moving between the
U.S. gateway cities and overseas locations, and among overseas locations. It provides
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segment volumes and associated transportation costs for mail moved by U.S. or foreign
commercial air carriers, MSC, and AMC.

C4.2.4.2. Mail Movement Reimbursement System (MMRS) for Non-DoD
Agencies. Thisdatais designed to calculate the Non-DoD cost for MPS usage.
Non-DoD Agencies are billed annually with appropriate disbursements made to each of
the Military Departments.

C4.2.5. Postal Commerce Report. The Department of Defense is congressionally
mandated to report international payments and recei pts to appropriate U.S. Government
statistical agencies. The Office of Management and Budget (OMB) Directive #19
(reference (g))) establishes this reporting requirement for al international transactions
for inclusioninthe U.S. International Accounts. MPSA complies with this policy by
preparing and forwarding the Commerce Report to the Department of Commerce
Bureau of Economic Anaysis. Each MACOM will consolidate datareceived from their
MPO/MAOQO's reports, review it for accurancy and completeness, and mail it to the MPSA
not later than 15 working days after the end of the regporting quarter. Datareported on
the Postal Commerce Report will consist of the following:

C4.2.5.1. APO/FPO Number.

C4.2.5.2. Geographical Location.
C4.2.5.3. Vdue of Meter Sales.

C4.2.5.4. Vdue of Stamp Sales.

C4.2.5.5. Vdue of Money Order Sales.
C4.2.5.6. Vaue of Money Orders Cashed.

C4.2.6. Trandt Time Information Systems. USPS and the Department of Defense
for measuring and monitoring military mail movement use the following data collection
systems:

C4.2.6.1. Origin Destination Information System (ODIS). The ODISis a
USPS system by which mail volume, service analysis, and other mail characteristics data
are collected, developed, and presented in avariety of reports to postal management.
The ODIStesters, USPS employees, collect information by sampling live mail at
delivery units. Tests are conducted every day of the year at randomly selected units.
The dataiis processed and formatted into reports that basically reflect the overall
performance of mail delivery.
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C4.2.6.2. Military and International Dispatch and Accountability System
(MIDAS). The MIDASIis aUSPS automated processing and billing system for military
and international airmail. The MIDAS process generates abar-coded flight tag for the
mail container, reflecting the weight, origin, destination, and dispatch date of the
container. The MIDAS,

C4.2.6.2.1. Assesses air carrier performance.

C4.2.6.2.2. Provides amanagement information database that monitors,
tracks, and researches billing processes and inquiries.

C4.2.6.2.3. Maintains an up-to-date schedule of overseas outbound
carriers.

C4.2.6.2.4. Generates documents associated with outbound military and
international mail.

C4.2.6.3. Military Origin Destination Information System (MODIS). The
MODIS comprehensively measures the transit time of U.S.-origin mail sent to U.S.
military post offices overseas. USPS, in cooperation with the MPSA, developed the
MODIS. It is designed as acost-effective, labor-saving method of combining data
available from two USPS information systems. Additional datais obtained by scanning
labels at selected MPOs. The MODIS uses ascanner combined with ahand-held
computer to collect dataon adaily basis a overseas M POs.

C4.2.6.4. Standard Military Postal System (STAMPS). The STAMPSis an
MPSA interactive management information system. This system provides data
management for MAMAS, MPOMDS, and MPOLL.
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C5. CHAPTERS
SELECTION AND DESIGNATION OF MILITARY POST OFFICE (MPO) PERSONNEL

C5.1. PURPOSE

This Chapter provides procedural guidance and policy for the selection, designation, and
termination of MPO personnel, including instructions on the direct hire of U.S. and
Local National civilians for overseas MPOs.

C5.2. BACKGROUND

Title 39, U.S.C. (reference (b)) requires that Armed Forces personnel be designated to
perform postal duties. To satisfy this requirement, all personnel working in apostal
activity must be designated as aMilitary Postal Clerk (MPC), Custodian of Postal
Effects (COPE), Postal Finance Officer (PFO), or Postal Officers. Anon-site military
person shall supervise each MPO.

C5.3. QUALIFICATION, SELECTION, AND ASSIGNMENT OF POSTAL PERSONNEL

C5.3.1. Personal Attributes. Personnel who perform postal duties must be loyal,
trustworthy, and honest. By agreement between the USPS and the Department of
Defense, personnel of questionable integrity may not be assigned to duties in MPOs,
mailrooms, mail terminals, or other postal facilities.

C5.3.2. Qudlifications. Personnel designated as MPCs, COPES, or PFOs must
meet the following qualifications:

C5.3.2.1. They must have no record of:
C5.3.2.1.1. Conviction of acrime involving theft or moral turpitude.
C5.3.2.1.2. Disciplinary actions reflecting unfavorably upon their integrity.

C5.3.2.1.3. History of psychiatric disorder, alcoholism, or drug abuse,
unless amedical evaluation determines the condition no longer exists.

C5.3.2.2. They must possess high moral standards.

C5.3.2.3. They must be financially responsible.
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C5.3.2.4. They must have or obtain avalid driver's license.

C5.3.2.5. They must not have been previoudy relieved from military postal
duties for cause or criminal convictions.

C5.3.2.6. Military personnel must be U.S. citizens and have afavorable
Entrance National Agency Check (ENTNAC), or National Agency Check (NAC) onfile
if required to handle, process, or delivery registered mail. Civilian personnel must
meet this requirement if they are required to handle official registered mail.

C5.3.2.7. They cannot have permanent physical restrictions prohibiting duty
involving prolonged standing, walking, or lifting of weights upto 70 pounds.

C5.3.2.8. They must have aphysical profile serial code (PULHES) of at |east
211221.

C5.4. DESIGNATION PROCEDURES

C5.4.1. Designation of PCs, MPCs, COPES, and PFOs. Responsible commanders
with Uniform Code of Military Justice (UCMJ) (reference (ak)) authority must
designate MPCs, COPEs, and PFOs per section C5.3. Commanders may authorize
Postal Officersto sign DD Form 285, "Appointment of Military Postal Clerk, Unit Mail
Clerk or Mail Orderly," and DD Form 2257, " Designation/Termination
MPC-FPC-COPE-PFO." Designated personnel must be informed of their
responsibilities, obligations, and liabilities in handling postal funds and mail. PS Form
8139, "Your Role in Protecting the U.S. Mall,"is required for al personnel handling
mail. The original PS Form 8139 remains in MPO files.

C5.4.1.1. Designation. Document the designation on DD Form 2257,
"Designation/Termination MPC-FPC-COPE-PFO." See Figure C5.F1. A change from
one designation to another, such as from MPC to COPE, requires redesignation. If
designated personnel are not located at the same place as the responsible commander,
the designation may be completed administratively through the mail. The designee must
sign the acknowledgment and forward the DD Form 2257 to the commander for
approval and signature. The DD Form 2257 must be completed and additional copies
made for distribution per subparagraphs C5.4.1.4. and C5.4.1.5. Additional copies and
distribution instructions may be issued by MACOMs. Postal personnel performing
staff functions who do not handle postal funds or mail do not require aDD Form
2257. Augmentees must have "Augmentee’ typed next to the designation on the DD
Form 2257.
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C5.4.1.2. Designee. Each designee must be issued asingle DD Form 285,
"Appointment of Military Postal Clerk, Unit Mail Clerk, or Mail Orderly" (see Figure
C5.F2.), identifying them as an MPS member. The responsible commander signs the
form, and copies are distributed per subparagraphs C5.4.1.4. and C5.4.1.5. For
additional U.S. Navy (USN) and U.S. Marine Corps (USMC) requirements, see paragraph
C5.4.2. The DD Form 285 must be postmarked in Block 10 with the all-purpose date
stamp (APDS) from the MPO where the individual is assigned. The responsible
commander signs the DD Form 285 for subordinate personnel. The "Mail Authorized
to Receive' block on the Local National's DD Form 285 must contain: "EXCEPT
OFFICIAL REGS'to preclude their unauthorized receipt of Registered mail. InBlock 6
of DD Form 285 type "Augmentee," if applicable.

C5.4.1.3. An Augmentee (detailed or volunteer) is any individua, military or
civilian, who assists an MPO in the processing of mail. Augmentees may be designated
on DD Forms 2257 and/or 285. Annotate the top of "Appointee”’ block as "Augmentee.”
Augmentees will not be issued financial accounts or be permitted to handle funds. See
subparagraph C5.4.1.4. for distribution of DD forms.

C5.4.1.4. Distribution of DD Forms 2257 and 285 for MPCs

C5.4.1.4.1. Filethe original DD Forms 2257 and 285 in the postal
activity (USA, USAF, Local Nationals and augmentees). (USN and USMC see paragraph
C5.4.2)

C5.4.1.4.2. Give acopy of the DD Form 285 to the individua. (All
Military Departments, Local Nationals and augmentees.)

C5.4.1.5. Distribution of DD Forms 2257 and 285 for COPEs and PFOs. (All
Military Departments.) (Local Nationals cannot be COPESs or PFOs.)

C5.4.1.5.1. Filethe original inthe postal activity.
C5.4.1.5.2. Give acopy of DD Form 285 to the individual.

C5.4.1.5.3. Give acopy to the source of accountable paper (DD Form
2257 only).

C5.4.2. Designation of USN and USMC Personnel. The USN and USMC postal
designations must be retained and carried forward for each reenlistment and must remain
in effect during the Service member's entire period of continuous active duty unless
otherwise revoked. However, DD Form 285 must be issued by the command to which
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the member is assigned and must be revoked when the Service member is reassigned to
anew duty station. USN and USMC personnel meeting all career field requirements
must have their postal designations documented as follows:

C5.4.2.1. USN. APage 13 entry must be made to show the designee,
designating official, and effective date.

C5.4.2.2. The Page 13 entry and the original copy of DD Form 2257 must be
filed in the Service member's field service record.

C5.4.3. Designation of Temporary COPEs and PFOs.

C5.4.3.1. Fixed Credits. If the COPE is temporarily absent (greater than 5
consecutive working days, but less than 31 total days), designate another qualified
person, by issuance of DD Form 2257, as atemporary COPE. See Figure C5.F3.
Complete sufficient copies of the DD Form 2257 for distribution per subparagraph
C5.4.1.5. Exchange the PS Form 3369, "Consigned Credit Receipt" (see Figure
C5.F4.), for stamps and funds, DD Form 885, "Money Order Control Record"” (see
Figure C5.F5.), for MOs, and PS Form 1590, "Supplies and Equipment Receipt" (see
Figure C5.F6.), between the two members. Retain the original PS Form 2257
temporary designation in the activity's file.  When the COPE returns, terminate the
temporary designation and repeat the exchange of the PS Forms 3369 and 1590, and DD
Form 885.

C5.4.3.2. Hexible Credits. If the COPE or PFO is absent from 3 to 5
consecutive days, forward amessage to the appropriate JMPA to notify the accountable
postmaster that no requisitions or remittances will be forwarded during the specified
time frame. If the absence is greater than 5 consecutive workdays, designate anew
COPE or PFO.

C5.5. SPECIAL DESIGNATION OF MPO PERSONNEL IN AREASWHERE USPS
OPERATES

C5.5.1. The COPEs, MPCs, and PCs may be selected and designated to operate
postal finance units at U.S. land-based postal activities and other areas where the USPS
operates. The following procedures and limitations apply:

C5.5.1.1. Submit requests to operate amilitary postal unit in writing to the
MPSA for further coordination with the USPS.

C5.5.1.2. The purpose of the request must be one or more of the following:
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C5.5.1.2.1. Augmenting the USPSfor short periods when unusual
circumstances prevail and USPS cannot provide adequate service.

C5.5.1.2.2. Assisting in providing postal operations involving maneuvers
and field exercises inisolated |ocations where the USPS cannot provide adequate
service.

C5.5.1.2.3. On-the-job training (OJT) for personnel assigned to military
postal units subject to deployment.

C5.5.2. Approvd to operate military training postal units in areas where the USPS
operates is necessary for eachinstallation. Authority, once granted, remains effective
indefinitely at the installation, provided:

C5.5.2.1. Theinstallation retains the mission to train military postal personnel.

C5.5.2.2. Personnel selected for such training are qualified members of the
military postal activities.

C5.5.3. ACOPE is designated per section C5.4. when postal financial transactions
are conducted.

C5.6. TERMINATING DESIGNATIONS

C5.6.1. The responsible commander must terminate individual designations using
the original designating DD Form 2257 for the following reasons:

C5.6.1.1. Achange from one designation to another, such as from MPC to
COPE (USA, USMC, and USAF only) or from COPE to PFO.

C5.6.1.2. Reassignment to anew duty location, if the ZIP Code changes (USA
and USAF).

C5.6.1.3. Reassignment to duties other than postal.
C5.6.1.4. Termination of enlisted military service.
C5.6.1.5. Conviction of acrime such as theft, or an offense of moral turpitude.

C5.6.1.6. Disciplinary actions reflecting unfavorably upon their integrity.
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C5.6.1.7. Relief from postal duties for cause; e.g., loss of postal effects
through fraud or intent to defraud, negligence, mismanagement, or other serious
irregularities.

C5.6.2. The responsible commander may terminate designations for the following
reasons:

C5.6.2.1. Consistent overages or shortages in account audits.

C5.6.2.2. Failure by the member to show required progress in training
programs established by each Military Department.

C5.6.3. Procedures and authority for, and distribution of, termination actions must
be per paragraph C5.6.1. and section C5.4. Retain the MPO copy inthe MPO files for
2 years from the termination date; then destroy it. Withdraw and destroy the member's
DD Form 285 immediately.

C5.6.4. Military or civilian personnel who are relieved for reasons provided in
subparagraphs C5.6.1.5. and C5.6.1.6. must not be considered eligible for further postal
assignments or positions.

C5.6.5. Postal personnel who are relieved for cause will not perform duties after
the effective date of the revocation.

C5.6.6. If it becomes necessary to terminate a COPE and no qualified replacement
isimmediately available to continue operation of the post office, the responsible
commander must appoint aresponsible individual to assume custody of the postal
effects and funds. In addition, operations must be suspended until adesignated
replacement COPE in position. If possible, the COPE being relieved must be provided
receipts to document the transfer.
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Figure C5.F1. DD Form 2257

DESIGNATION/TERMINATION DPC-COPE-PFO

TO: (Use complete address) FROM: (Use complete address)
Frank D. Smith Commanding Officer
PSC 817 BOX 26 ] PSC 817 BOX 26

FPO AE 09610-0026 FPO AE 09610-0026

DESIGNATION
THE INDIVIDUAL NAMED BELOW IS DESIGNATED:

X | MILITARY POSTAL CLERK (MILITARY)
POSTAL FINANCE CLERK (CIVILIAN)
POSTAL FINANCE OFFICER

CUSTODIAN OF POSTAL EFFECTS

INAME: (Last, first, Ml) (Typed or printed) PAY GRADE: BRANCH OF

SMITH, FRANK D E-5 SERVICE: ygn

ACTIVITY FOR WHICH DESIGNATED: All Military Post Office

I acknowledge my designation as shown above, and shall faithfully discharge the duties associated with

this designation. |also agree to obey all laws and regulations established by the United States Postal
Service and the Department of Defense.

Trank D. Swmith 99 10 25

Signature of Desighatee

Date: (Yr., Mo., Day)

James B. Poot

Postal Officer

TYPED/PRINTED NAME OF DESIGNATING |PAY GRADE |SIGNATURE;
OFFICIAL: {Last, First, MI)

POST, JAMES R. 0-6 DUTY TITLE

TERMINATION

THE ABOVE DESIGNATION IS TERMINATED EFFECTIVE (¥r, Mo, Day):
REASON FOR TERMINATION (EXPLAIN IN DETAIL):

TYPED/PRINTED NAME OF TERMINATING PAY GRADE |SIGNATURE:
OFFICIAL; (Last, First, MI) )
DUTY TITLE:
DD FORM 2257, JAN 82 Repisices AF FOI 1948, Aug 76, which is obsolete, S/N 0102-LF-002-2570
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DD Form 285

APPOINTMENT OF MILITARY POSTAL CLERK,

UNIT MAIL CLERK OR MAIL ORDERLY
(See Instuctions on Reverse)

1. DATE EFFECTIVE 2. DATE REVOKED

1 Oct 99

3. NAME OF APPOINTEE  (Last, First Middle Initial)
BROWN, LARRY L.

4. RANK OR GRADE 5. SERVICE NUMBER/SSAN

PC1 423-47-6581

6. TITLE OF APPOINTEE

Military Postal Clerk

7. ORGANIZATION/ACTIVITY
NAVY SUPPORT ACTIVITY

8. APO, NPO, OR CONUS INSTALLATION
FPO AE 09610-0026

SIGNATURE OF APPOINTING OFFICIAL

= Poost

e —
9. MAIL AUTHORIZED TO RECEIVE 10. THIS FORM Wﬁll’ﬂ% THE SERV-
(Check and Initial) ING AGENGY'S RARURFOSE DRTING STAMP
PRIOR TOLL CEH/ING MAIL. E CASE OF
PERSONAL 4 OFFICIAL  (Except accountable) THE NA l\_/ﬁ UNI Y BE BY
LLB O IMPRESJORIOH THEYEF OFFICIACSHAL.
PERSONAL (Except accountablef OFFICIAL POUCHES ONLY
] |
OFFICIAL 4/ D
x_ 28 - O 4r 09
SGNATURE OF APPONTRE—

Browa

Lary L.

DD R 285

PREVIOUS EDITION IS OBSOLETE.
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Figure C5.F3. DD Form 2257

DESIGNATION/TERMINATION DPC-COPE-PFO

TO: (Use complete address) FROM: (Use complete
address)
Larry L. Brown Commanding Officer
PSC 817 BOX 26 PSC 817 BOX 26
FPO AE 09610-0026 FPO AE 09610-0026
DESIGNATION

1 Oct thru 21 Oct 1999.

THE INDIVIDUAL NAMED BELOW IS DESIGNATED: = MILITARY POSTAL CLERK (MILITARY)
Temporary COPE for the period POSTAL FINANCE CLERK (CIVILIAN)
porary P || POSTAL FINANCE OFFICER

CUSTODIAN OF POSTAL EFFECTS

INAME: (Last, first, M) (Typed or printed)
Brown, Larry L.

PAY GRADE:  |BRANCH OF
E-6 SERVICE: USN

ACTIVITY FOR WHICH DESIGNATED:

Service and the Department of Defense.

Larmy L. Broawn

Signature of Designatee

FPO AE 09610-0026

I acknowledge my designation as shown above, and shall faithfully discharge the duties associated with
this designation. | also agree to obey all laws and regulations established by the United States Postal

99 10 25
Date: (Yr., Mo., Day)

TYPED/PRINTED NAME OF DESIGNATING | PAY GRADE _ |SIGNATURE.
OFFICIAL: (Last, First, M) S Jamee B, Poct
POST, JAMES R. 0-6 DUTYTLE postal Officer
TERMINATION

THE ABOVE DESIGNATION [S TERMINATED EFFECTIVE (Yr, Mo, Day):
REASON FOR TERMINATION (EXPLAIN IN DETAIL):

TYPED/PRINTED NAME OF TERMINATING
OFFICIAL: (Last, First, Mi)

PAY GRADE

SIGNATURE:

DUTY TITLE: -

DD FORM 2257, JAN 82

Replaces AF Form 1948, Aug 76, which is obsolete.

S/N 0102-LF-002-2570
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Fgure C5.F4. PS Form 3369

Location of Credit

Name | arry L.Brown FPO AE 09610-0026
(Check One) Credit
Stamp Credit Amount. 50,000 |OO
O cash Credit Max Aifhorized 12,500/00
Issued by (Signature) Date

| will faithfully account to the U.S. Postal Service for the consigned credit amount shown above or modified by
transactions recorded on my Daily Financial Reports. | have read the following statements and have been
advised of the priorities of protection to be given funds and accountable paper in Part 434.2-434 4, Fiscal
Handbook, F-1, and Parts 213 and 220, Fiscal Handbook, F-50. Employees and contractors will be held
responsible for losses of stamps and funds from stamp credits resulting from failure to give the best
availabie protection during and after post office hours in accordance with Part 430, Fiscal Handbook, F-1.
Withdrawal of official funds for personal use, whether temporary or permanent, may subject employees or
contractors to removal from office, cancellation of contract, and criminal prosecution for violation of Title 18,
Section 641 or 1711, U.S.Code ’

-
'gnature.lmq L. Grown " 4 oct 9o

PS Form 3369, May 1987 CONSIGNED CREDIT RECEIPT

122 CHAPTER 5



DoD 4525.6-M, August 15, 2002

Fgure C5.F5. DD Form 885

o BLANK M.O. FORMS RECEIVED BY RECEIVED FROM
MONEY ORDER CONTROL RECORD [XT 00 e 09057 o
SERIAL NUMBERS (Inciusive) 1 \ NO. OF BLANK FORMS RECEIVED DATE RECEIVED REGISTRY NO. SIGNATUSE OF CUSTODIAN
8513440000 " 8013440999 | 1000 6 Jan 99 R 123456789 |  DnidZ_Jorvis
MONEY ORDER ISSUED TO MILITARY POSTAL CLERKS
SERAL SUMPERS (nouene) 282080 Fwaned U N NO: OF TOMS | S TS | CUSiomANS
8013440000 8013440099 Bk D, Smish 14 Jan 99 100 900 -”Z[
8013440060 8013440099 R oM 940 Y74
8013440060 | 8013440299 Bk D, Frith 15 Jan 99 240 700 2z
8013440281 | 8013440299 Hecoived from MO 719 2Ly
8013440281 8013440499 Bk D Sraich” 16 Jan 99 219 500 2Z7
8013440500 8013440699 | Unit1RegNo.R390071784 | 16 Jan 99 200 300 2y
8013440453 | 8013440499 Rocalved from MO 347 Y74
8013440453 | 8013440499 Bk D Swich 19Jan 99 47 300 27y
8013440700 | 8013440799 Bk D, Soith” 19 Jan 99 100 200 2z
8013440800 | 8013440999 | Lery/ Lrown 19 Jan 99 200 Tangy of 27y
8013440800 8013440899 | unit 2 Reg No. R390071786 19 Jan 99 100 100 zz5
8013440900 | 8013440999 | ynit3 Reg No. R390071789 19 Jan 99 100 0 8
8013440755 | 8013440799 Received fom MO 45 5
8013440755 8013440799 | Hunk D Fmish 20 Jan 99 45 0 5
I LAST ENTRY Ui i s i i i i i
1Use separate form for each series received.

FORM
DEC 55

DD .

885

REPLACES POD FORM 6347 WHICH IS OBSOLETE.
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Fgure C5.F6. PS Form 1590

U. S. Postal Service

Date
Supplies and Equipment Receipt 10CT 99
FROM: Post Office, State and ZIP+4 Section of Unit
COPE, FPO AE 09610-0026
Requested By(/ndividual or Title, Consignment Completed By Work Order/Route Sheet Number
Larry L. Brown, PC1
Shipment Made By
TO: Hand to Hand
Custodian Of Postal Effects ° ; Originaif::zg;‘(‘g;m o
FPO AE 09610-0026 2, Duplicate to mechanic. '
3. Triplicate to personnel folder.
Custody Receipt
Approved: This form may be used as an
Foreman, MPE Date intra-office custody receipt.
Quantity Item Number Property Code Number Description Recorded Cost
Scale, Beam 100-pound capacity
2 0854 A4119.01 Ser No. 0505522A-52, 05 055 22A-95
Machine canceling, Class ode
2 3601 A4521.01 M. Ser No. 959939 . 9538843
_ Imprinter, Money Order. Ser No.
S 0-7400 A-4521.01 55426, 55912, 55633, 55934, 55439
Postage Meter, Head. Ser No.
3 07407 A4654.07 3351832, 3351833, 3351834
Postage Meter, Base.
3 0-7408 A-4654.09 Ser No. 4290, 8902, 7956
Y T HINO T HING EQLLOWSIITTTTITTHTT T i
Loan Period Date Signed | Received in good condition? X] ves [ ] Mo If NO, explain on reverse:
(Number of Days) | 23 Feb 99

Received By(Signature)
Lawy L Brown
Larry L. Brown, PC1, COPE

Final salary or expense checks will not be released until
all property for which employee is financially responsible
for has been returned or satisfactorily accounted for.

Date Returned

*U.S GPO:1991-0-282-406 43310

PS Form 1590, May 1991
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C6. CHAPTERG
POSTAGE STOCK

C6.1. PURPOSE

This Chapter prescribes the policy and procedures for the procurement, sale, and
accountability of postage stamps and stamped paper.

C6.2. GENERAL
The following is general information concerning postage stock:

C6.2.1. Stamp Stock. Stamp stock is advanced by either afixed or flexible credit
account from the accountable postmaster or Postal Finance Officer (PFO). The USPS
accountable postmasters advance stock to PFOs on aflexible credit basis. (See section
C6.4.) Accountable postmasters and PFOs may advance stock on afixed credit (see
section C6.3.) to acustodian of postal effects (COPE). PFOs and COPES/Finance
Supervisors receiving stock directly from an accountable postmaster must order stock
from their respective source of supply (APOs 09X XX and 34X XX, NY, Postmaster; and
96X XX, SF, Postmaster). Asageneral guide for establishing a PFO account or
COPE/Finance Supervisors account issued by an accountable postmaster, calculate a
minimum of $25 per sponsor served plus 50 percent. Initia establishment of aPFO
account or COPE/Finance Supervisors account extended from an accountable
postmaster must be routed through the MACOM for approva of credit limit. The PFO
must notify the MACOM of all issued accounts with ZIP Code, custodian, and amount.

C6.2.2. Remittances. Throughout this Chapter, the term "remittances' refers to a
method of payment.

C6.2.2.1. Belowis aList of Methods for Remitting Funds:
C6.2.2.1.1. Check issued by arecognized check-issuing activity.
C6.2.2.1.2. No-fee postal MO. See Chapter 8.

C6.2.2.1.3. Non-postal MO.

C6.2.2.1.4. Paid USPSMO.
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C6.2.2.1.5. Traveler's Checks. See paragraph C6.2.7.

C6.2.2.1.6. Personal Checks. See paragraph C6.2.6.

C6.2.2.1.7. Cash (if checks and MOs are not available).

C6.2.2.1.8. International Reply Coupon (IRC). See paragraph C6.2.9.
C6.2.2.1.9. Redemption's and Exchanges. See paragraph C6.2.8.
C6.2.2.1.10. Electronic Funds Transfer.

C6.2.2.2. Submit all remittances viaElectronic transmission or using
registered USPSindiciamail (if Electronic transmission or Registered mail is not
available remit by certified mail with return receipt). Inorder to identify the remitting
post office, postmark remittance checks legibly on the reverse side per banking
Instructions.

C6.2.2.3. Do not send remittances containing cash to any USPS activity. See
Chapter 8. Cash can only be remitted by those locations unable to obtain acheck or
MO. Submit cash or pad USPS MO using Registered USPSindiciamail. All cash
remittances must be witnessed; file copies must include the printed name and signature
of the witness. Double wrap the remittances, and tape |oose coins to paper or
cardboard. Mark the inner envelope with the amount of cash enclosed and with "OPEN
IN THE PRESENCE OF AWITNESS." Retain acopy of PSForm 17, "Stamp
Requisition," in the MPO files until the signed copy, accompanied by the filled
requisition, is returned. Verify inthe presence of awitness that the returned stock is
correct, file the returned PS Form 17 in MPO files, and destroy the suspense copy.

C6.2.3. Requisitions. Throughout this Chapter the term "requisition” refers to the
method for replenishing stamp stock.

C6.2.3.1. Requisition stamp stock using PS Form 17. See paragraph C6.3.2.
for fixed credit and paragraph C6.4.10. for flexible credit.

C6.2.3.2. Submit requisitions from MPOs serviced directly by aUSPS
accountable postmaster. See Table C6.T1.

C6.2.4. Witnesses. The term "witness' refers to anindividual who serves as a
verification source for actions pertaining to postage stock, money orders and meter
accounts. Postal activities that are permanently operated by one clerk will make prior
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arrangements with their responsible postal officer or commander, or their local unit to
provide awitness. The responsible commander or postal officer can give permission
for the use of "no witness available' (NWA) on acase-by-case basis when apostal
activity has an unusual occurrence that does not alow for awitness. This approval must
be in writing.

C6.2.5. Determining Amount of Initial M PO Credit

C6.2.5.1. Trangt times between the MPO and the source of supply.
C6.2.5.1.1. Availahility of apostage meter machine.

C6.2.5.1.2. Fluctuations in population serviced, such as mobile units and
temporary duties (TDYs and TADS).

C6.2.5.1.3. At-seaoperations.

C6.2.5.2. If ameter is not available, establish aminimum credit of $5,000 for
the COPE/Finance Supervisor. This amount must provide stamp stock of various
denominations. Asmaller amount may be authorized if determined appropriate by the
responsible commander.

C6.2.5.3. Holiday Stock. Each year during the September - October time
frame, USPS announces availability and sale dates of holiday stamps in the Postal
Bulletins (PBs). PFOs and COPES/Finance Supervisor may order available holiday
stock from their servicing accountable postmaster or PFO.

C6.2.5.3.1. PFOs must establish policy regarding the issue of holiday
stock for the MPOs they serve.

C6.2.5.3.2. If afixed credit needs to be increased to accommodate
additiona holiday stock, submit the request to the source of supply. Submit the
request as soon as the PB announcement or direction from the PFO is received. See
subparagraph C6.3.3.3. and paragraph C6.4.3. Decrease the credit to the normal stock
level before the 31st of January each year.

C6.2.6. Acceptance of Personal Checks. If check cashingis authorized by the
individua Military Departments, and implemented by the MACOM, clerks may accept
personal checks for the purchase of al postal services except MOs. The MACOM
postal representative will request the regional AAFES or NEX offices to send them the
bad check register automatically through distribution.
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C6.2.6.1. Check Limits. The MACOMSs should establish minimum limits for
check acceptance at their postal activities. The MACOMs must ensure postal activities
display this information at their finance windows. The amount of the check must not
exceed the amount of the purchase. DO NOT ACCEPT SECOND PARTY CHECKS,

C6.2.6.2. Payable. Make checks payable to the "Accountable Postmaster."

C6.2.6.3. Sponsor's Information. Clerks are responsible to ensure the
following information about the sponsor is recorded on the front of the check.
Sponsor's:

C6.2.6.3.1. Name.

C6.2.6.3.2. Rank.

C6.2.6.3.3. Organization.

C6.2.6.3.4. Mailing Address.

C6.2.6.3.5. Duty Phone.

C6.2.6.3.6. Home phone, if not active duty.

C6.2.6.4. Clerks may be held pecuniarily liable for the value of the check if
they fail to do so.

C6.2.6.5. Personal Check Procedures. Prior to accepting parcels or selling
postage, the PC must ask the patron if they are paying by check. If the purchaseis to be
made by check, the clerk must ask the patron for identification (ID). The PC checks the
SSN on the ID against the bad check registers. If the patron's SSN is not on the
register, the clerk may accept the personal check. Individuas, who do not have a
Government ID card and are on DoD official orders, may present aU.S. passport for
ID. Enter the passport number on the reverse side of the check. The clerk accepting
checks must endorse the reverse side of the check in the appropriate area, with:

C6.2.6.5.1. The following words: "For deposit only to the account of
(list either Postmaster, NY, or Postmaster, SF)."

C6.2.6.5.2. The account number of the accountable postmaster.

C6.2.6.5.3. Animprint from the all-purpose date stamp (APDS).
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C6.2.6.5.4. The clerk's initials near the APDS impression.

C6.2.6.6. Submission and Accounting for Personal Checks

C6.2.6.6.1. At the end of the business day, the clerk will transfer all
checks to the COPE. Clerks will use personal checks to account for postage meter
salesfirst. If checks exceed the amount required for meter sales, the clerk will list the
excess checks on PS Form 17 to requisition postage stock from the COPE.

C6.2.6.6.2. The COPE will prepare acalculator tape or IRT-generated
electronic tape listing all personal checks. The COPE must stamp the top of the list
with the APDS and initidl it.

C6.2.6.6.3. The COPEs serviced by the Postmaster, NY, must use
personal checks to account (to the maximum extent) for postage meter sales. Include
these checks in the daily postage meter remittance. If the total dollar amount of
personal checks exceeds the total of the meter remittance, the COPE must retain only
that amount that exceeds the meter remittance and submit these checks with the next
day's meter remittance. Submit the following items viaregistered USPSindicia (if
Registered mail is not available remit by certified mail with return receipt) to the
accountable postmaster:

C6.2.6.6.3.1. PS Form 3602-PO, "Postage Collected Through Post
Office Meter."

C6.2.6.6.3.2. Calculator tape listing or IRT-generated el ectronic tape.
C6.2.6.6.3.3. Copy of bank deposit dlip.

C6.2.6.6.4. The COPEs and PFOs serviced by the Postmaster, SF, must
forward the following items:

C6.2.6.6.4.1. PS Form 3602-PO.
C6.2.6.6.4.2. Personal checks.
C6.2.6.6.4.3. Traveer's checks.

C6.2.6.6.4.4. U.S. Treasury and Military Banking Facility (MBF)
checks.
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C6.2.6.6.4.5. Calculator tape or IRT-generated electronic tape
listing. Thetotal value of PS Form 3602-PO, persona checks, and traveler's checks,
must be included in the amount reflected in the Account Indicator Code (AIC) 752,
Cash Remitted, on PS Form 1412-A, "Daily Financial Report."

C6.2.7. Acceptance of Traveler's Checks. If the individual Branch of Service
authorizes the cashing of traveler's checks, clerks may accept traveler's checks issued by
established American firms or banks in payment for all postal charges and services as
long as sufficient funds are available to provide change to the patron. If funds are not
available, advise the patron to cash it at an Open Mess (officer/noncommissioned
officers club), military exchange, or MBF, or to return at alater time when funds may
be available.

C6.2.7.1. Acceptance. Follow these procedures to accept traveler's checks:

C6.2.7.1.1. The vdue of the traveler's check may not be more than 50
percent of the total purchase.

C6.2.7.1.2. Accepting clerk must ensure:
C6.2.7.1.2.1. The patronis authorized MPO services.

C6.2.7.1.2.2. The patron makes traveler's checks payable to
"Disbursing Officer, U.S. Postal Service."

C6.2.7.1.2.3. The patron's SSN or, for authorized personnel without
ID cards, the U.S. passport number, is entered on the front side of the check.

C6.2.7.1.2.4. Thereverse side of the check is endorsed "For Deposit
to Disbursing Officer, U.S. Postal Service" Clerks must stamp the check with the
APDSandinitial next to the stamp.

C6.2.7.2. Processing. Process traveler's checks as follows:
C6.2.7.2.1. At the end of the business day clerks will:

C6.2.7.2.1.1. Use traveler's checks to the maximum extent possible
to account for MO sales.

C6.2.7.2.1.2. Use any remaining traveler's checks to account for
meter sales or to requisition postage stock from the COPE.
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C6.2.7.2.1.3. Second-party traveler checks will not be accepted.

C6.2.8. Redemption and Exchanging Stock. When returning stock for redemption
and exchange, prepare four copies of PSForm 17. Place two copies of PSForm 17 in
an envelope and attach to the outside of the package containing the return stock.
Forward one copy of PS Form 17, covering the returned stock, by First-Class USPS
indiciamail or official mail to the source for accountable stock. Retain one copy in
the MPO file pending receipt of the exchange stock. Submit requisitions for
replenishment of stock separately from requisitions for redemption and exchange.
Redemption Stock is returned to the Accountable Paper Depository on the schedule
prescribed by the Accountable Postmaster.

C6.2.9. Check "return stock" block on PS Form 17, list IRCs by vaue (see Figure
C6.F1.), and forward per Table C6.T1.

C6.3. FIXED CREDITS

C6.3.1. Administration

C6.3.1.1. Administer fixed credits per USPS directives as supplemented by
this Chapter and instructions by the responsible commander.

C6.3.1.2. The responsible commander must authorize, in writing, window
clerks to retain fixed credits in excess of $1,000.

C6.3.1.3. When conditions do not alow the COPE/Finance Supervisor to
properly protect postal effects, such as shipboard operations, the responsible
commander will designate, inwriting, areserve custodian. Insuch cases, the COPE
must prepare aPS Form 3369, "Consigned Credit Receipt,” in duplicate to reflect the
amount of fixed credit to be transferred to the reserve custodian. Indicate "Reserve
Custodian” next to "Stamp Credit" block. The responsible commander, based on stock
required to conduct day-to-day operations, must decide the amount of credit the COPE
will retain. The reserve custodian must sign both copies of the PS Form 3369, retain a
copy, and return the original to the COPE as areceipt. When this procedure is
necessary, the portion of the account retained by the COPE must be considered as a
working fixed credit. (See subparagraph C6.3.6.1.5.) However, aseparate PS Form
3369 is not required. Audits must be performed at |east once monthly and more often
as needed. See Chapter 12.
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C6.3.1.4. When aCOPE or clerk is relieved of an account, the full amount of
fixed credit must be produced in stock, funds, evidence of requisitions in transit, or
receipts for funds and stock extended. Audit the account and submit any overages from
the COPE or clerk stock. Restitution of shortages must be made at the time of the
audit. Upon closure of acontingency MPO, send the following to the servicing PFO or
COPE: DD Forms 2257 terminating the COPE designation, DD Forms 885, 2259, PS
Forms 3295 and 3368.

C6.3.1.5. Clerks must be temporarily relieved of their accounts if projected
absence is more than 5-consecutive workdays, but |ess than 31 total consecutive days.
The COPE must audit the account and retainit. The COPE will return their fixed credit
receipt (PS Form 3369). If temporary, after the clerk receives the fixed credit back for
the same amount turned in, PS Form 3369 will be returned to the COPE. The COPE
must also retain any overage within tolerance limits and reissue it to the clerk upon
return. Always receipt for the action when taking or returning accounts, whether
temporarily or permanently. Any shortage requires restitution at the time of the audit.
If immediate restitution is not made, see Chapter 14.

C6.3.2. General Guidelines for Requisitioning and Replenishing Stock

C6.3.2.1. Requisition stamp stock on PS Form 17 and begin with number "1"
each newfiscal year (FY) (i.e., 1-97, 2-97). Navd activities must include their office
ID and MPO number at the top of the PSForm 17. Requisitions from ships must show
the ship's name.

C6.3.2.2. The COPE or clerks may not replenish their stock from other than
the primary source of supply, except in an emergency, or unless the ship is deployed.

C6.3.2.3. When payment is by check or MO, the COPE or clerk annotates the
PS Form 17 with the serial number and the vdue. If cashis the method of payment, list
the denominations and amounts.

C6.3.2.4. Prepare the PS Form 17 in the presence of awitness who must sign
the MPO's copy. Open returned requisitions and verify contents in the presence of a
witness. When the requisitionis for establishment or increase of afixed credit, resolve
any discrepancies before signing the enclosed PS Form 3369. |f acommand has a
reserve custodian, the reserve custodian will act as the witness for all stamp
requisitions.

C6.3.2.5. If there is anerror inthe returned requisition, bring it to the
attention of the source of supply immediately and resolve it. |f ashortage exists that
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cannot be adjusted immediately through coordination with the source of supply, an
Investigation must be conducted. See Chapter 14.

C6.3.2.6. If the requisition is not received within the normal transit time,
notify the source of supply. Inthe case of the PFO, notify the source of supply through
the servicing IMPA. If the source of supply acknowledges shipment of the requisition,
but it is not received after areasonable transit time, request initiation of tracer actions.

C6.3.2.7. The COPEs will requisition new stock listed in the PBs after
coordinating with their servicing PFO. The PBs periodically announces new stock,
indicating an effective date of sale. When requisitioning these items, use aseparate PS
Form 17 for stock of each different effective date.

C6.3.2.8. COPEs, and clerks must requisition every 7 days or when cash on
hand exceeds 25 percent of account value. Clerks who do not use their account during
agiven week (i.e., backup clerk, leave, TAD, TDY, on quarters, etc.) do not requisition
every 7 days.

C6.3.3. Procedures Between the COPE and Accountable Postmaster

C6.3.3.1. Initial Fixed Credit. Submit initial request through MPSA. This
request should include the amount of the fixed credit as determined by the responsible
commander. In addition:

C6.3.3.1.1. Submit two copies of PS Form 17 inthe amount requested in
the initial request letter and one copy of DD Form 2257, "Designation/Termination
MPC-FPC-COPE-PFO." See Chapter 5.

C6.3.3.1.2. After acknowledging the fixed credit and filling the stock
request, the accountable postmaster will initial and forward two copies of the PS Form
3369 to the COPE. The COPE must verify receipt of the correct stock, sign the PS
Form 3369, return the origina form to the accountable postmaster (see Table C6.T1.)
and file the duplicate in the MPO file. The COPE must resolve any discrepancies
before signing the PS Form 3369.

C6.3.3.1.3. Transfer an established fixed credit to anew COPE. The
outgoing and incoming COPES must perform the audit unless supplemented by service
audit. If areserve custodian maintains aportion of the stock, they must also participate
in the audit.

C6.3.3.2. Replenishing Stock. Submit requisitions. See paragraph C6.3.2.
Prepare an origina requisition and three copies. Send the original and one copy with
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the remittance to the source of accountable paper. One copy is forwarded to the
accountable postmaster's account office. SeeTtable C6.T1. Retain one copy at the
MPO in asuspense file until the signed copy accompanying the filled requisitionis
returned. Verify the stock is correct and file the returned PS Form 17 in MPO files.
Destroy the suspense copy.

C6.3.3.3. Increasing or Decreasing Fixed Credits

C6.3.3.3.1. Submit all requests inletter format to the MACOM for
concurrence. MACOM will send all approved request to the Postmaster. All request
for increases or decreases must be in multiples of $500.

C6.3.3.3.2. Increases (see reference (p)). Aletter requesting the
increase should state the new fixed credit amount, the reason for the increase, and the
date additiona stock is needed.

C6.3.3.3.2.1. Three copies of PS Form 17 listing the quantities and
denominations of credit. Forward the original and one copy to the accountable
postmaster. Retain one copy in the suspense file.

C6.3.3.3.2.2. Three copies of PS Form 3369. Form should reflect
the new fixed credit. Forward two copies to the accountable postmaster who signs and
returns both copies with the increase. Retain one copy in the suspense file.

C6.3.3.3.3. Uponreceipt of the increase or decrease, the COPE verifies
that it is correct, signs the PS Form 3369, returns the original to the accountable
postmaster, and files the duplicate in the MPO files. Resolve any discrepancies before
signing the PS Form 3369.

C6.3.3.3.4. Decreases. When the request is to decrease the fixed credit,
make checks payable to Postmaster, NY, or Postmaster, SF. See Table C6.T1. When
returning stock for areduction in fixed credit, prepare three copies of PS Form 17,
listing the stock returned. Forward the original and one copy of the PS Form 17 with
the returned stock by registered USPSindiciamail to the address listed in Table C6.T1.
Retain one copy of the PS Form 17 and registry receipt in the MPO files pending
receipt of PS Form 3369 and PS Form 17 for the new fixed credit from the accountable
postmaster. Unless circumstances require otherwise, do not remit accountable paper
to reduce afixed credit.

C6.3.4. Procedures Between the COPE and PFO
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C6.3.4.1. Edtablishing aFixed Credit. Establish afixed credit per section
C6.3. except exchange the correspondence between the COPE and the servicing PFO.

C6.3.4.2. Increasing and Decreasing Fixed Credits

C6.3.4.2.1. The COPEs must request increases and decreases from the
servicing PFO. The requirement to increase or decrease in recommended multiples of
$500 does not apply.

C6.3.4.2.2. Increase and decrease fixed credits. See subparagraph
C6.3.3.3.3,, except that all correspondence must be between the COPE and servicing
PFO. The PFO must provide instructions on how to return stock.

C6.3.5. Procedures Between MPCs and COPEs

C6.3.5.1. Edtablishing Fixed Credits

C6.3.5.1.1. Toextendinitial fixed credits to designated MPC or PCs the
COPE:

C6.3.5.1.1.1. Prepares two copies of PS Form 3369 in the amount
of the fixed credit and stamps them with the APDS.

C6.3.5.1.1.2. Prepares two copies of PS Form 17, and indicates the
amounts and denominations of stock issued.

C6.3.5.1.1.3. Extends fixed credits in the amount shown on the PS
Form 3369.

C6.3.5.1.1.4. Obtains the signature of the clerk on PS Forms 17 and
33609.

C6.3.5.1.1.5. Prepares an account folder for each clerk with extended
fixed credit, and uses these folders to file al documentation pertaining to the account.

C6.3.5.1.2. The MPCs and PCs must physically count all stamps, stamped
papers, and funds before receipting for fixed credits on PS Forms 17 and 3369.

C6.3.5.1.3. The COPE must keep the original PS Forms 3369 and 17; the
clerk must retain the duplicates.
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C6.3.5.1.4. Although the COPE must administer al fixed credits, it is
permissible to issue another person afixed credit to be used to replenish the stock of
clerks conducting window business. Refer to this credit as a"filler stock.” Do not use
this fixed credit for daily window sales. If it is necessary for the person with the filler
stock to conduct window business, the COPE must issue aseparate account for that
purpose.

C6.3.5.1.5. The COPEs may issue themselves a separate fixed credit
when necessary to conduct window business. Maintain an account folder and handle this
account as any other extended fixed credit, except that it only needs auditing when the
master COPE account is audited. See Chapter 12. At one-person MPOs serviced by a
PFO, aseparate account is not needed to conduct window business. Establish asingle
(COPE or window) account with atolerance limit based on the total fixed credit account.

C6.3.5.2. Replenishing Stock

C6.3.5.2.1. At the close of any business day when cash on hand (including
IRCs) exceeds 25 percent of the extended credit, clerks must requisition to replenish
the stamp stock on aseparate PS Form 17.

C6.3.5.2.2. Analternate method of replenishment used to reduce
workload is to issue fixed credit accounts to primary window clerks in an amount up to
one month's expected sales. The responsible commander must approve any extended
credit in excess of $1,000. See subparagraph C6.3.1.2. At the close of business each
day, the clerk must prepare PS Form 1096, "Cash Receipt," in duplicate and submit all
funds that exceed the authorized $50 change fund. See subparagraph C6.3.5.2.3. For
example, at the end of abusiness day aclerk has $400.00 in cash; the clerk must prepare
aPS Form 1096 for $350.00 or more and retain the balance as achange fund. The
COPE or filler stock custodian must receipt for the funds, return the original PS Form
1096 to the clerk, and retain the duplicate

C6.3.5.2.3. Clerks are authorized to retain up to $50 of their fixed credit
in cash as achange fund. When sources of change are not readily available, window
clerks may be authorized to retain a$100 change fund. Change funds are not included
as aportion of the 25 percent restriction.
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C6.3.5.2.4. When practical, the clerk remitting the requisition must
hand-carry it to the COPE. When hand-carrying requisitions, complete themin
duplicate. The COPE must retain the original and the clerk must retain the copy. A
witness is not required to signthe PS Form 17 if the requisition is filled when the
receiving clerk is physicaly present.

C6.3.5.2.5. When mailing the requisitions, prepare them in triplicate.
The clerk must retain the third copy until receipt of the filled requisitions. Forward the
original and acopy to the COPE, who will return the copy with the filled requisition.
Endorse the inner envelope containing the requisition in the lower left corner, with, "To
Be Opened By the COPE In the Presence of aWitness." Dispatch the requisitions by
registered USPSindiciamail.

C6.3.5.2.6. When damaged stamp stock is returned, itemize remittances
on the PS Form 3238 and check "returned stock.” If mailing the damaged stock, a
witness must verify al entries.

C6.3.5.3. Increasing and Decreasing Fixed Credits. Increase or decrease fixed
credits extended by a COPE as necessary.

C6.3.5.3.1. Increases. When anincrease is necessary, the clerk must
prepare two copies of PS Form 17 indicating the amounts and denominations of stock
needed to increase the credit. The COPE must prepare anew PS Form 3369 in
duplicate, showing the total amount of the new fixed credit, extend the increase, and
obtain the signature of the clerk on PS Forms 17 and 3369. After verifying that the
issued stock is correct, the clerk must sign the PS Forms 17 and 3369. The COPE
must retain the originals and give the duplicates, along with the previous original PS
Form 3369 indicating the prior extended credit, to the clerk. The responsible
commander must approve any extended credit in excess of $1,000. See subparagraph
C6.3.1.2.

C6.3.5.3.2. Decreases. When adecrease is necessary, prepare anew PS
Form 3369 in duplicate, showing the total amount of the newfixed credit. Prepare PS
Form 1096 in the amount of the decrease (cash, check, or MO), and submit to the
COPE. The COPE must verify that the amount is correct, sign for the funds on PS
Form 1096, sign the PS Form 3369, retain the origina PS Form 3369, and return the
duplicate to the clerk. The COPE must also return the PS Form 3369 to the clerk that
was on file for the clerk's previous credit.

C6.3.6. Receiving and Filling Reguisitions by PFOs and COPES
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C6.3.6.1. When aPFO or COPE receives stamp requisitions, they open the
requisition in the presence of awitness and verify the contents to determine if the
requisition and remittance are equal. After verifying and filling the requisition, the PFO
or COPE must make appropriate entries on PS Form 3958, "Daily Record of Stamps,
Stamped Paper, and Non-postal Stamps on Hand." See Figure C6.F2. The PFO or
COPE, and witness must sign and date the PS Form 17. The PFO or COPE must retain a
copy of the PSForm 17 and, if mailing the filled requisition, enter the registered
number used in the appropriate section. The PFO, or COPE, must sign, date, and enter
the registered number on the duplicate copy, and enclose it inthe requisition. Securely
pack the stock and transmit it by registered USPSindiciamail. Attach the registry
receipt to the original PS Form 17 as proof of dispatch andfile. When using PS Form
3877, "Firm Mailing Book for Accountable Mail," reflect the registered number under
which the requisition is dispatched in the appropriate space of PSForm 17. Maintain
PS Form 3958 on all stock used to fill requisitions and bulk sales. One-person
locations do not need to use PS Form 3958.

C6.3.6.2. If anerror inthe remittance is made, immediately bring it to the
attention of the originator of the requisition and resolve it.

C6.3.6.3. The PFO, or COPE/Finance Supervisor, must open stock received
from accountable postmasters in the presence of awitness. They must verify that the
stock received agrees with the items requisitioned and those listed as shipped on the
duplicate PSForm 17. If no discrepancies are noted, file the duplicate copy and
destroy the suspense copy. If ashortage in the shipment occurs, notify the source of
supply and the responsible commander. Notify the source of supply by letter. State
the circumstances and request replacement of the short items. Enclose acopy of the
PS Form 17 and have the person who witnessed the opening of the requisition endorse
the letter. Retain the wrapper or shipping case in which the requisition was received
until the matter is adjusted. Record the actual amount of stock received on PS Form
3958. Receiving units can assume sealed packages of stamps are correct. Only count
them with awitness, when seal is broken.

C6.3.6.4. If alater shortage is discovered (such as abook of stamps missing
upon opening a sealed container), submit aletter per subparagraph C6.3.6.3. Also,
postmark the container with the APDS and return it as an enclosure to the letter. Do
not adjust the PS Form 3958. A copy of the letter relating to the shortage will satisfy
audit purposes.

C6.4. FLEXIBLE CREDITS
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C6.4.1. Administration. The PFOs and COPES/Finance Supervisors must
administer flexible credits under the same general guidelines established for fixed
credits. The primary differences are in the methods of establishment and requisitioning
procedures. The flexible accounting system provides more latitude in stamp
requisitioning because funds are not submitted with requisitions to obtain stamps and
stamped paper. This system reduces the PFOs and COPES/Finance Supervisors
accountability for stamps and stamped paper, based on stamp sal es remittances, and
increases their accountability upon receipt of stamp requisitions.

C6.4.2. Establishment

C6.4.2.1. The PFO and COPE/Finance Supervisor must submit the following
documentation to the ACCOUNTABLE POSTMASTER, with the letter-requesting
establishment of the MPO.

C6.4.2.1.1. Three copies of PS Form 17, in the amount requested in the
letter.

C6.4.2.1.2. One copy of DD Form 2257, designating the accountable PFO
or COPE/Finance Supervisor. (See Chapter 5.)

C6.4.2.2. The accountable postmaster will forward the following for
administering the flexible account, upon receipt of information and documentation. See
subparagraph C6.4.2.1.

C6.4.2.2.1. Stock in the requested amount of flexible credit.

C6.4.2.2.2. Two copies of the PS Form 3369, which the designated PFO
or COPE/Finance Supervisor will sign and validate with the APDS.

C6.4.2.2.3. APSForm 1412-A-A for Flexible Account Units that do not
transmit financial datato the accountable postmaster.

C6.4.2.2.4. Bank deposit dlips that reflect the account code used to
conduct transactions with the accountable postmaster.

C6.4.2.2.5. APSForm 3602-PO if the MPO received authorization for
using apostage meter. (See Chapter 7.)

C6.4.2.3. Uponreceiving the initial flexible credit and after verification in the
presence of awitness, the custodian must complete the provided PS Form 1412-A.
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Submit the original PS Form 1412-A and two signed copies of PS Form 3369 to the
accountable postmaster. See Table C6.T1. Type the entries on PS Form 1412-A-A.
The accountable postmaster will validate PS Form 3369 and return the duplicate copy to
the PFO/COPE/Finance Supervisor.

C6.4.3. Increasing or Decreasing Flexible Accounts. Flexible credits increase or
decrease automatically through receipt of requisitions and submission of remittance,
without any other action. However, when asignificant increase or decrease is required,
submit aletter of justification to the accountable postmaster. See Table C6.T1.
Normally, asignificant increase or decrease in the number of patrons serviced or a
significant change in Registered mail transit time would cause this.

C6.4.3.1. The PFO or COPE requests anincrease in the flexible credit amount
from the accountable postmaster or postal office responsible for the postal unit. The
request is in letter format stating the amount desired and the reason for the request.

L etters requesting increases must reflect the date additional stock is needed. Enclose
three copies of PS Form 17, listing the quantities and denominations of stock desired to
make up the increase of credit.

C6.4.3.2. Decreasing the flexible credit may occur by submitting remittances
and not ordering replacement stock or ordering lesser amounts of replacement stock.
Only full sheets of stamps, boxes of books, or envelopes may be returned to the
accountable postmaster. See Table C6.T1. Make every effort to sell excess stock to
other MPOs, but if stock must be returned, coordinate the entire process with the
serving Postmaster and the IMPA.

C6.4.4. Change of PFO or COPE

C6.4.4.1. When the PFO (or COPE) changes, the incoming and outgoing PFO
(or COPE) must conduct ajoint audit prior to the incoming PFO (or COPE) assuming
the duties. A change of COPEs does not require anew PS Form 3369 for credits
extended to clerks.

C6.4.4.2. Upon completion of the audit, the incoming PFO or COPE must
prepare DD Form 2257, and PS Forms 3369 and 1590, " Supplies and Equipment
Receipt.” Forward one copy of DD Form 2257 and two copies of PS Forms 3369 and
1590 to the accountable postmaster (see Table C6.T1.) with acopy of the completed
audit and PS Form 1412-A, whichiis the last report for the outgoing PFO or COPE.
Show the amount indicated on the PS Form 3369 as "Stamp Credit Amount” on the first
PS Form 1412-A submitted by the new PFO or COPE as the "Opening Balance" AIC 840.
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C6.4.4.3. Handle temporary absences of the PFO or COPE per subparagraph
C6.3.1.5.

C6.4.5. Numbering Seguence

C6.4.5.1. For units operating on "fixed credit account,” number PS Forms 17
and 1412 consecutively, beginning with number "1"each new FY. Place this number in
the upper right corner of the PS Form 1412-A and in the finance block of PS Form 17.
When you have achange of custody, these numbers continue in sequence and do not
start over at "1."

C6.4.5.2. Bank deposit slips must reflect the same number as the PS Form
1412-A that identifies the funds being remitted. Place the number in the upper right
corner of the deposit dlip.

C6.4.6. Account Indicator Code. The AICs (see Figure C6.F3.) identify the funds
entered on PS Form 1412-A. Identify all financial entries on PS Form 1412-A with an
AIC.

C6.4.7. Bank Deposit Sips. The slips are coded individually to denote each
flexible account. Obtain the bank deposit slips by submitting aletter to the accountable
postmaster. (See Table C6.T1.) Indicate the code assigned to the PFO or COPE
account inthe letter. The code is not interchangeable with other PFO or COPE
accounts. Use only pre-printed bank deposit slips to submit remittances.

C6.4.8. Bank Deposits

C6.4.8.1. Prepare bank deposit slips intriplicate and PS Form 1412-A-Ain
duplicate, submitting remittances and documentation every second working day when
flexible. Anexception may be requested from the Accountable Postmaster in writing.

If approved, maintain on file at the MPO for audit and inspection purposes. For COPEs
located where there is no disbursing officer or check-issuing facility, submit
remittances as approved by the accountable postmaster. Send original of the checklist
with all check amounts, the original of bank deposit slip, and the remittance to the bank.

C6.4.8.2. Forward one copy of the deposit slip with the original PS Form
1412-A to the accountable postmaster. See Table C6.T1.

C6.4.8.3. Retain one copy of the deposit slip with the duplicate copy of PS

Form 1412-A inthe PFO or COPE files. The copy of the deposit slip must reflect the
check or MO number and the date forwarded.
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C6.4.9. Carry-over of Funds. The COPEs located where there is no disbursing
officer or check-issuing facility, but situated near an agent officer, must make
arrangements to convert cashinto U.S. Treasury checks in the amount that the agent
officer is permitted to issue. Carry forward the remaining amount as "Cash Retained
Today," Code 753, and identify it on the next report as "Cash Retained Previous Report,”
Code 353, on PS Form 1412-A.

C6.4.10. Requisitions

C6.4.10.1. To obtain stock, prepare PS Form 17 in quadruplicate and submit
per Table C6.T1. Submit regular requisitions once amonth.

C6.4.10.1.1. The PFOs or COPEs serviced by Postmaster, NY, must
forward the original and one copy to the Accountable Paper Depository, and one copy to
the Military Auditing Unit. Thisinstruction is done when aunit is on aflexible credit
without using the Unisys l1I.

C6.4.10.1.2. The PFOs or COPEs serviced by Postmaster, SF, must
forward the original and two copies of the form to the Accountable Paper Depository.

C6.4.10.2. Retainacopy of the PSForm 17 inthe PFO or COPE files,
pending receipt of the filled requisition.

C6.4.10.3. Do not submit funds for stock requisitioned.

C6.4.10.4. Upon receipt of the filled requisitions, verify, with awitness, the
quantity of stock received and record the vaue of the stamps and stamped paper in AIC
841 on PS Form 1412-A. Forward the original PS Form 1412-A to the address shown
in Table C6.T1. and retain the duplicate in the PFO or COPE files. |If asubsequent
shortage is discovered (such as abook of stamps missing upon opening asealed
container), follow procedures in subparagraphs C6.3.6.3. and C6.3.6.4. Do not make an
adjustment on PS Form 1412-A, as the letter explaining the discrepancy will suffice for
audit purposes.

C6.4.10.5. The PFOs or COPES may request automatic distribution of
commemorative stamps by submitting aletter to the appropriate Accountable Paper
Depository, stating the quantity desired on arecurring basis. The PFOs (or COPES)
aternatively may order specific commemorative stamps by submitting a separate PS
Form 17. The PFO or COPE must enter the value of commemorative stamps received
in AIC 841 on PS Form 1412-A.
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C6.4.11. Redeemed or Damaged Stock. Return redeemed or damaged stock to the
servicing Accountable Paper Depository by preparing PS Form 3238 in quadruplicate
immediately. Forward the redeemed or damaged stock with the original and one copy
of PSForm 3238 by registered USPSindiciamail. Place the PS Forms 3238 inan
envelope and attach the envelope to the outside of the package containing the returned
stock. Forward one copy of the PS Form 3238 to the accountable postmaster at the
address outlined in Table C6.T1. and retain one copy in the PFO or COPE files. Check
the "Return Stock™ block and list each stamp item individually, by value, on the form.
Enter the value of the stamp items on PS Form 1412-A in the AIC column as "848."
Requisition replacement stamps or stamped paper. See reference (p).

C6.4.12. International Reply Coupons (IRCs). Upon receipt of IRCs, the PFO or
COPE remitting to accountable postmaster enters the vaue in the "Received" column of
aPSForm 3295 and Line 5 of PS Form 3958, "Main Stock (or Unit Reserve Stock)
Transaction Record." Return IRCs to the accountable postmaster's Accountable Paper
Depository by preparing PS Form 17 in quadruplicate and forwarding the IRCs with the
original and one copy of PS Form 17 by registered USPSindiciamail. Place the PS
Forms 17 and the coupons in an envelope. Endorse the outside of the envelope "IRC"in
the lower left corner. If the quantity of IRCsis too large to fit in an envelope, place
them in apackage, place only the PS Forms 17 in the envelope and attach it to the
outside of the package containing the IRCs. Forward one copy of the PS Form 17 with
the PS Form 1412-A that reflects the return to the accountable postmaster to the
addressin Table C6.T1. Retain one copy inthe PFO (or COPE) files. Check the
"Return Stock™ block on PS Form 17 and list the IRCs by value. Submit U.S.-issued
IRCs on aPS Form 17 separate from that used for foreign-issued IRCs to the
accountable postmaster at the address in Table C6.T1. Annotate the PS Form 17,
"Flexible Credit - Do Not Return Stock." Enter the amount of IRCs sent in the "Issued"
column of PS Form 3295, Line 9 of PS Form 3958, and enter in the AIC column of PS
Form 1412-A, "848." See Figure C6.F3.

C6.4.13. Shortages. When ashortage in an account occurs and the responsible
person does not make restitution, see Chapter C14 and prepare PS Form 1412-A. See
Figure C6.F4. Fill out PS Form 1412-A as follows:

C6.4.13.1. Enter under "Disbursement” Section the words, "Flexible Account
Shortage," "AlIC 767," the amount of the shortage and the name and grade of the person
responsible for the shortage.

C6.4.13.2. Under AIC 090 enter the total postal sales (to include the
shortage).
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C6.4.13.3. Thetotal dollar amount under AIC 852 should be equal to the total
shownin AIC 090.

C6.4.14. Overages

C6.4.14.1. Report overages discovered during audits of flexible accounts of
PFOs and COPEs on the unit 1412. The COPEs with fixed credit accounts or PCs that
are over the allowable tolerance limits for fixed credit accounts extended by a PFO or
COPE/Finance Supervisor flexible account (see Chapter 12), must report the overage
on PSForm 1412-A. Enter on the left side of the form, AIC "057," and the amount.
See Figure C6.F5. Submit such overages on the next PS Form 1412-A after the
overage has been detected. Attach aletter to the PS Form 1412-A reflecting the name
and grade of each person from whom an overage was collected and the amount of each
overage.

C6.4.14.2. If anoverage is submitted in error, submit aletter requesting a
refund to the address shownin Table C6.T1. Theletter must provide justification for
the request. It must relate the request for the refund to aprevious overage. Do not
enter the amount requested in AIC "750" until the accountable postmaster instructs the
action on PS Form 1412-A.

C6.4.14.3. Identify funds submitted as restitution for previous shortages on PS
Form 1412-A under the AIC column as 367. See Figure C6.F5. Enclose aletter
reflecting the name and grade of each person for whom the restitution is to be credited.

C6.4.15. Postage Meters. Chapter 7 contains general guidelines pertaining to
procurement and use of postage meters. The major difference is in the submission of
funds when the COPE has aflexible credit andis serviced through the accountable
postmaster. Inthat instance, the following applies:

C6.4.15.1. Submit the amount of funds derived from the use of USPS postage
meters operated at MPOs at the same interval and as apart of the remittance of postage
sales. Submit the original PS Form 3602-PO and any unused meter tapes with the
original of PS Form 3533, "Application and VVoucher for Refund of Postage and Fees,"
when applicable, to the accountable postmaster as part of the documentation submitted
with the PS Form 1412-A. Onthe PS Form 1412-A, enter "110"in the AlIC column and
the total amount of meter sales, the total amount of unused tapes, or the amount
claimed when aletter is submitted because tapes are not available in the "Amount"
column. See Chapter 7. Enter AIC 536 on the disbursement side of the PS Form
1412-Ato reflect the dollar amount claimed on PS Form 3533. The PS Forms 3533
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completed by patrons for refunds, including those for official mail and DoD contractor
meters, are not repeated on PS Forms 1412. For processing patron refund see Chapter
10.

C6.4.15.2. To prepare PS Form 1412-A, enter:

C6.4.15.2.1. Under the "Receipt" section in the "Description” column of
PS Form 1412-A, on the first blank line, the words "Postage Meters."

C6.4.15.2.2. The number "110"in the AIC column.

C6.4.15.2.3. Thetotal amount of all funds derived from the use of
postage meters at the MPO in the "Amount" column.

C6.4.15.3. Reflect shortages in postage meter funds in the "Receipt” section
of PSForm 1412-A, entering "761"in the AIC column in the same manner as shortages
in the flexible credit, except that the words "Postage Meter Shortage' and the postage
meter number are reflected in the blank spaces provided.

C6.4.16. DoD Contractor Postage Meters. Chapter 7 contains general guidelines
for administration of these postage meters. Remittance of funds derived from setting
DoD contractor postage meters under the flexible accounting system must be
accomplished as follows:

C6.4.16.1. Submit the funds derived from setting the DoD contractor postage
meter with the next remittance on PS Form 1412-A.

C6.4.16.2. Submit aduplicate copy of the PS Form 3603, "Receipt for
Postage Meter Settings,” to the accountable postmaster as apart of the documentation
submitted with PS Form 1412-A. Prepare PS Form 1412-A as follows:

C6.4.16.2.1. Under the "Receipt" section in the "Description” column, in a
blank space, enter "Customer Postage Meters."

C6.4.16.2.2. Under the AIC column, enter the code "111."

C6.4.16.2.3. Under the "Amount” column, enter the exact amount of funds
set on the meter.

C6.4.16.2.4. Addthe amount of the check covering funds placed on the
postage meter to the total amount entered on the bank deposit dlip.
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C6.4.17. Local Purchase of Supplies and Repair of Equipment. USPS funds
generated from the sale of stamp stock may be used for the local purchase of certain
supplies and for payment for repairs to postal equipment. (See USPS Publication 247,
"USPS Material Equipment and Supply Catalog" (reference (j)).) The COPEs and PFOs
authorized by the MACOM postal representative to expend funds for this purpose must
obtain apaid receipt with the vendor's signature. Items that are out of stock or not
available through USPS supply sources or military supply channels may be procured
locally. Only items required to sustain an operation or mail service may be bought
using these funds. Maintain accountability as follows:

C6.4.17.1. Procedures for Postmaster, San Francisco. Funds expended for
local purchases from Flexible Accounts issued by Postmaster, San Francisco must be
submitted on PS Form 7381 (requisition for supplies, services or equipment) prior to
the purchase. The 7381 is to be forwarded to JM PA-Pacific for review and submission
to the San Francisco Accounting Office for signature. The signed 7381 will be
returned to the COPE/PFO. The COPE/PFO will enter the purchase on PS Form
1412-A-A and attach acopy of the receipt for the item purchased and acopy of the
signed 7381. Forward the package to the Accounting Office - San Francisco.

C6.4.17.2. Procedures for Postmaster, New York. Requests to expend funds
for local purchases from Flexible Accounts issued by Postmaster, New Y ork must be
submitted on PS Form 7381 (requisition for supplies, services or equipment) prior to
the purchase. The 7381 with justification will be forwarded to JIMPA-Atlantic for
review and submission to the New Y ork District Finance Manager for approval. The
approved PS Form 7381 will be returned to the COPE/PFO and the local purchase
completed. The COPE/PFO will enter the purchase on PS Form 1412-A and attach a
copy of the receipt for the item purchased and a copy of the approved PS Form 7381.
The COPE/PFO will forward the package to the Accounting Office - New Y ork.

C6.4.17.3. The COPEs and PFOs having flexible accounts with an accountable
postmaster must report local purchases of supplies and payments for equipment repair
on the next submission of PS Form 1412-A. The original copy of the paid receipt must
accompany the PS Form 1412-A. Attach aduplicate copy of the receipt to the file copy
of the PS Form 1412-A.

C6.4.17.3.1. Local Supply Purchases. Submit your local supply
information under the "Disbursements’ section of PS Form 1412-A. Inablank space
under the "Description™ column, enter "Postal Supplies.” Under the AIC column, enter
"B546." The "Amount” column must reflect the total amount of all paid receipts
submitted.
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C6.4.17.3.2. Equipment Repairs. Submit your equipment repair
information under the "Disbursements’ section of PS Form 1412-A. Inablank space
under the "Description™ column, enter "Maintenance Services." Under the AIC column,
enter "583." The "Amount" column must reflect the total amount of all paid receipts
submitted.

C6.4.17.4. The COPEs with fixed credits extended by aservicing PFO must
submit the original and aduplicate copy of the signed paid receipt obtained from the
vendor with the next submission of PSForm 17. Use the receipt to document and
account for the funds expended that do not need to cover the entire amount of the
requisition. For example, arequisition for $200 could be accompanied by a$50 receipt
and a$150 check. Athird copy of the paid receipt must be filed with the MPO copy of
the PSForm 17. Upon receipt of the requisition, the PFO accounts for the expended
funds. See subparagraph C6.4.17.1.

C6.4.17.5. The COPEs with fixed credits extended by an accountable
postmaster may not submit supply and repair receipts directly to accountable postmaster
using PSForm 17. These COPES must submit the PS Form 17 to an appropriate PFO,
who in-turn submits, receipts for credit to accountable postmaster using the PS Form
1412-A. The COPE must seek approva from the MACOM prior to purchasing supplies
or repairs.

C6.4.17.6. The COPEs and PFOs submitting vendor receipts to an accountable
postmaster must retain arecord of the Foreign Currency Exchange Rate at the time of
payment to the vendor. This does not apply for billing invoices prepared for payment in
U.S. dollars.

C6.4.18. U.S. Customs Caoallections. Customs duties are in Chapter 10. The
COPEs and PFOs with flexible credits must account for funds derived from the
collection of U.S. Customs duties on PS Form 1412-A. Submit this form, with the
original CF Form 3419-A, "Mail Entry-Customs," to the accountable postmaster. Make
sure to add the amount of funds collected for U.S. Customs duties to the total amount
entered on the bank deposit dlip. Fill out PS Form 1412-A as follows:

C6.4.18.1. Under the "Receipt” section, in the "Description” column enter
"Custom Collection" in ablank space.

C6.4.18.2. Under the AIC column, enter the code "054."

C6.4.18.3. Under the "Amount" column, enter the exact amount of funds
collected for U.S. Customs duties.
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C6.4.18.4. Unit operating the Unisys I1l, will enter the amount collected in
AIC"054."

C6.4.19. Stamp Vending Machines (SVM) for MPOs

C6.4.19.1. Responsibilities. Each activity chief will follow the provisions of
this Manual and conduct periodic checks to ensure compliance.

C6.4.19.2. Procedures

C6.4.19.2.1. Location. Install SYMsinlobbies of MPOs and outlying
units (in PSCs) or in customer service facilities secure enough for postal operations
(i.e., clubs, AMC terminals, billeting offices, and other secure areas).

C6.4.19.2.2. Issuing Fixed Credits. The COPE issues the MPC or PC
responsible for the SYM afixed credit on PS Form 3369. Place the PO number,
followed by the serial number of the applicable SYM and its location on the PS Form
3369. Console SVMs may be issued as one account on PS Form 3369. The COPE
will audit SVM accounts at least monthly.

C6.4.19.2.3. Audits

C6.4.19.2.3.1. The COPE will be audited at least quarterly. During
inspections or staff assistance visits, the team will audit selected SVYMs. Follow parent
MACOM audit procedures for the model SYM used. Record the audits on PS Form
3368, "Stamp Credit Examination Record," and on PS Form 3294, "Cash and Stamp Stock
Count and Summary" for each SVM account audited. Enter the serial number of the
applicable SYM in the "Remarks' section of the PS Form 3294. Console SVMs can be
audited as one account versus three separate accounts when issued on one PS Form
3369. SVMsdigital counters may be used to conduct audits.

C6.4.19.2.3.2. If anoverage is discovered during an audit, the COPE
should hold the overage for 5 workdays before remitting to the PFO or accountable
postmaster. This procedure alows customers who may be due arefund time to request
reimbursement. If acustomer requests arefund, annotate the PS Form 3294 as such,
and subtract the amount from the total overage amount. If an overage exists after 5
workdays see subparagraph C6.4.19.2.7.

C6.4.19.2.3.3. If ashortage is discovered during an audit see
reference (p).
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C6.4.19.2.4. Requisitioning Stamp Stock. Replenish stock by submitting
aseparate requisition on PS Form 17 for each SYM. This will allow tracking of
business conducted by each SYM. List the applicable SVM serial number in the
registered number block.

C6.4.19.2.5. Account Folder. Prepare an account folder for each fixed
and flexible credit. Use these folders to file all documentation pertaining to the
account. See subparagraph C6.3.5.1.

C6.4.19.2.6. Tolerance. Thereis atolerance of $20.00.

C6.4.19.2.7. Submitting Reports of Shortages and Overages. If the
COPE is supported by a PFO, the COPE will submit all shortages and overages to the
PFO, who, in turn, will submit them with the PS Form 1412-A to the accountable
postmaster. If the accountable postmaster supports the COPE, then the shortages and
overages must be submitted on PS Form 1412-A to the accountable postmaster.

C6.4.19.2.7.1. Report shortages upto $49.99 in the "Disbursements’
section of PSForm 1412-A. Type "Vending Machine Shortages' in the "Description”
column and "621" in the AIC column. Submit aletter of explanation for the shortages
with the amount, name of employee, serial number, and location of the SVYM, and
include acompleted PS Form 17. Check the "Return Stock™ block of the PS Form 17
and list the shortage letter as areference and the amount of shortage inthe SYM. The
" Scheduled Order" block of the PS Form 17 must be checked and list replacement stock
egual to the shortage inthe SYM. Use this procedure to return foreign coins. Send
the coins and list of the vaue of the coins by registered USPSindiciamail. The PFO
uses the PS Form 17 to forward stamp stock to replace the SYM shortage. Units that
are operating the Unisys Il will enter the shortage amount into the MISC AIC"621".
This Amount will be recorded on the Unit 1412 and transmitted with the next electronic
transmission to the accountable postmaster.

C6.4.19.2.7.2. Report overages of any amount on PS Form 1412-Ain
the "Receipt” section. Type "Vending Machine Overage,” in the "Description™ column and
enter "175"in the AIC column. Submit aletter of explanation for the overage including
the amount, name of the employee, and location of the SVM.

C6.4.19.2.7.3. Report shortages of $50 or more in the
"Disbursements’ section of PS Form 1412-A. Type "Vending Machine Shortages' in the
"Description” column and "761" in the AIC column. Submit aletter of explanation for
the shortage including the amount, name of employee, serial number, and location of the
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SVM, and include acompleted PS Form 17. Check the "Return Stock" block of the PS
Form 17 and list the shortage letter as areference and the amount of shortage inthe
SVM. Check the "Scheduled Order" block of the PS Form 17 and list replacement stock
egual to the shortage inthe SYM. Use this procedure for returning foreign coins.

Send the coins and alist with the value of the coins by registered USPS indicia mail.
The PFO uses the PS Form 17 to forward the stamp stock to replace the SVM shortage.

C6.4.19.2.7.4. If the loss was the result of theft, embezzlement, etc.,
on the part of the employee, report the shortage to the MPSA (see Chapter 14), and
also inform the MACOM.

C6.4.19.2.8. Refunds. If acustomer deposits money in an SVM, but does
not receive change, stamps, or return of the deposited money, arefundis due to the
customer as soon as possible. Obtain areceipt from the customer on PS Form 1096.
Indicate on the PS Form 1096 the malfunction, SVYM location, and serial number, and
amount of the refund. Anaudit of the fixed credit is not required. The supervisor
must approve refunds exceeding $2.00.

C6.4.19.3. Maintenance and Repair

C6.4.19.3.1. Do not attempt any self-repairs. Immediately contact your
PFO for assistance.

C6.4.19.3.2. Ensure the posting of proper publicity or signs to indicate
the SVM is "Out of Service," and provide the location of another SVM or window where
stamp purchases are available.

C6.4.19.3.3. Contact your servicing IMPA for disposition instructions.

C6.4.20. Reporting sales from Stamp Vending Machines. Complete the Vending
Equipment Sales and Service Daily Activity Log report each USPS accounting period as
prescribed by the serving IMPA. A copy of the report is provided in Figure C6.F6.

C6.5. CARE AND PROTECTION OF STOCK AND FUNDS

C6.5.1. Protection. Give stock and funds the best protection possible against loss
or theft. The stock and funds in the possession of each person must be kept separate
from that held by other persons. The person to whom the stock is assigned is the only
person alowed access to that stock except personnel conducting audits and
inspections. See Chapter 12. Do not use USPS funds for personal use. Do not
commingle funds from individua fixed credits with any other funds, unless authorized
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by the MACOM. See Chapter 8. For purposes of this Manual, consider stock and
postage meter funds as belonging to the same credit. There is no separating of funds
for Units that are operating the Unisys Il that are transmitting data via Electronic means.

C6.5.2. Security. Provide safes, lockable counter drawers, and cash boxes to
clerks to ensure security of stock and funds at all times. Do not store personal
property in safes or containers used for postage stock or funds. Place duplicate keys,
or copies of combinations of containers and safes used to store stocks or funds
overnight, in PS Form 3977, "Duplicate Key Inventory (Envelope).” Handle sealed
envelopes per Chapter 10. Check envelopes during audits of the COPE and during
MPO inspections for evidence of tampering. Only the person whose name appears on
the front of the envelope must receipt for the envelope. Lock counter drawers when
not in use and keep funds out of reach of customers. Clerks can ensure proper
protection of funds and stock by storing them in asafe or vault during their absence
from the post office. When asafe or vault is not available to individual clerks, comply
with procedures in Chapter 10. Clerks having custody of funds can be held liable for
their loss when these instructions are not adhered to.

C6.5.3. Change Safe or Lock Combinations:

C6.5.3.1. Whenthe safe or lock is initially received.
C6.5.3.2. Because of compromise of the combination.

C6.5.3.3. When aPFO, COPE, MPC, or PC with knowledge of combinations
transfers out of the activity or is relieved of credit.

C6.5.3.4. Annualy.

C6.6. SALE OF STOCK

C6.6.1. Stock. Sell stock for cash, personal checks, traveler's checks, or in
exchange for IRCs. Exchange IRCs for postage per IMM (reference (p)). Stock and
meter funds need not be separated during the business day. U.S. Treasury checks may
not be cashed using stock and meter funds. Do not sell stock on credit.

C6.6.1.1. Non-Appropriated Fund (NAF). NAF activities may use checks
drawn on U.S. banking facilities to purchase stamps. Submit checks from NAF
activities to the PFO or accountable postmaster as appropriate with other remittance
when requisitioning stamp stock.
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C6.6.1.2. Private Associations. Private associations (Boy Scouts, Girl Scouts,
and other locally authorized clubs and organizations) may use checks drawnon U.S.
banking facilities to purchase stamp stock, if they are authorized to use the MPS and
approval to accept checks from that activity is granted by the appropriate MACOM.

C6.6.2. Stamped Envelopes. Sale of stamped envelopes must be at retail value,
except when purchased in multiples of 500 at discount prices. Compute discounts per
DMM R000.1.0 (reference (0)). Report discount sales with PS Form 3220, "Claim For
Stamped Envelope Discount.” Adjust credit for selling envelopes at discount prices by
listing discount sales on PS Form 3220. The COPEs with fixed credits must submit a
copy of PS Form 3220 with PS Form 17 for the remittance. The COPE must retain a
suspense copy of PS Form 3220 until receipt of the credit from the source of supply.

C6.6.3. Funds Handling. Clerks may not act as agents for any person or firm, and
they must not handle funds other than for meter, postal MO, or stock accounts.
However, MPOs |located within the customs territory of the United States, including
ships afloat, must handle U.S. Customs funds. See Chapter 10.

C6.6.4. Affixing Stamps. Clerks must not affix stamps to an article after accepting
it for mailing; mailers must personally affix postage stamps to al mail matter. Postage
must be affixed to mail per reference (0), P022. When using an address label on a
parcel, the postage will overlap the upper right corner of the label. Give patrons as few
stamps as necessary to complete the transaction. The accepting clerk must cancel
stamps on parcels in full view of the mailer immediately upon acceptance.

C6.6.5. Non-Postal Stamps. The MPOs may not handle non-postal stamps (for
example, Migratory Bird Stamps).

C6.6.6. Foreign Stamps. The MPOs cannot sell stamps issued by foreign postal
administrations.

C6.6.7. Commemoratives. The MPOs must make commemorative stamps
available. Sale dates are announced in the USPS PB (reference (r)). Do not place
these stamps on sale before those dates.

C6.7. DAMAGED STOCK

C6.7.1. Redemption. Patrons may redeem damaged stock per reference (0), PO14.
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C6.7.2. Return. Return damaged stamp stock to the source from which received
immediately. The MPOs with fixed credits issued by an accountable postmaster must

follow the procedures in subparagraph C6.3.5.2.6. Those MPOs maintaining flexible

credits issued by accountable postmasters must comply with paragraph C6.4.11.

C6.8. CASHING POSTAL MONEY ORDERS (MOs)

Postal MOs may be cashed from available funds. The clerk must see identification.
See Chapter 8. If the MACOM does not authorize the commingling of funds. See
Chapter 8, exchange paid MOs for cash from the MO account, when the funds are

available.

Table C6.T1. Addresses Used for Accountable Postmaster Procedures (Not Serviced by a PFO)

Postmaster, NY with NY post:

RULE | IF YOU ARE: THEN SUBMIT PAPERWORK TO:
1 Establishing, increasing, or decreasing an Military Auditing Unit
account or changing the PFO/COPE General Accounting Office, Room 3110

New York, NY 10199-9511

2 Submitting a requisition (see notes 1 and 2) | Control Desk
General Accounting Office, Room 3110
New York, NY 10199-9511

3 Returning stock or IRCs (see notes 1 and 2) | Postmaster

Accountable Paper Depository, Room 3129
New York, NY 10199-9615

Postmaster, San Francisco with SF post:

RULE | IF YOU ARE: THEN SUBMIT PAPERWORK TO:
4 Changing the PFO/COPE. Military Auditing Unit
General Accounting Office
1300 Evans Avenue, Box 882166
San Francisco, CA 94188-2166
5 Submitting a requisition or establishing, Postmaster
increasing, or decreasing an account. Accountable Paper Depository, P & DC
(see note 3) 1300 Evans Avenue, Room 104, Box881210
San Francisco, CA 94188-1210
6 Returning stock or IRCs. (see note 3) Postmaster

Accountable Paper Depository, P & DC
1300 Evans Avenue, Room 104, Box881210
San Francisco, CA 94188-1210

Note 1. Submit one copy of all transactions to the address listed in Rule 1.

Note 2. Submit all requisitions containing Treasury, Travelers, MBF checks or "No-Fee" MOs by registered
USPS indicia mail.

Note 3. Submit one copy of all transactions to the address listed in Rule 4.
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Figure C6.F1. PSForm17

—W UNITED STATES Lo Postmark
BBl 7557Ar servicE - Stamp Requisition
Finance No, UnitiD Name of Post Office, Station, or Branch
35.5825| o088 NAS London
Telephone No. city State  |5-Digit ZIP Code

_D§1S . _2_3 _4 v l. 2_ 3_4_ F PO AE Q 9 6.1.0_ Date Stock Ordered

Signature of Submittgr Prepare an ORIGINAL and ONE COPY of this form. Submit on the ORIGINAL, Keep the COPY for your |
records.
‘4‘ h PRINT all information except signatures. Typing is not necessary
Signature o Orders cannol be pracessed without the FINANCT: NO. (and UNIT 1., where applicable).
Shipper k z. w Enter one item per line. Use a second form if necessary,

ADD UP the Value column and enter in the Total Value Ordered box.
DATI: STAMP the upper right corver on the day stock is oedered
Signature of PRSI (BN COMEr o ¥ Sck 18 ¢

‘l Note: When an item is aut of stock, a similar item of the same denomynatien. if availabic. will be subsituted unicss
Witness - m You indicate otherwise by placing an "X” in the Do Not Substitute block.

Type of Requisition
(Check one)

[ 1 - scheduled order O 2 - crerk order [ 3 - emergency order ] ¢ - zeturn stock

]

Sheet of Stamps (100-$.32 gtamps)
Stamp Booklet (20-$.32 stamps)
Coil of Stamps (100-$.32 stamps)
150 157 50 | IRC ($1.05)

Flexible Credit
Do Not Return Stock

$.20 Cut Postal Cards

No. 6 3/4 Plain Stamped Envelope

No. 10 Plain Stamped Envelope

No. 6 3/4 Window Stamped Envelope

0|jo(o|0j0|0|jo|o|o|o|ojojo|o(ojo|o|jojow|0|jo|o|o

No. 10 Window Stamped Envelope

PS Form 17, June 1995
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Fgure C6.F2. PS Form 3295

U8 Postat Service 1. valye of Stamps per Book or | 2. \ﬁ‘lue of Envelopes per 3. Denomina. |2, Nem NO.
DALY RECORD OF STAMPS, STAMPED PAPER 3 Col ousand fion
AND NONPOSTAL STAMPS ON HAND 5 Desamion £

ﬁ m‘a\;’.em&?e\uﬁr;"a%\ item number. Complete heading by tiling in the description, denomina IRC $1.05

Date Quantity Balance Date Quant ty Bajance
1921 Recaived Issued Quartity Value 8 Recsived issued Quantity Value

n 2 3 Lni} 5) ® @ ® ® {10
5 Sep 150 150 157 so
Qct 150

PS Form 3285, March 1985
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Fgure C6.F3. Sample of PS Form 1412-A: Depicting Return of Stock

Form 1412-A, Dally Financlal Report
#l
1538 (From—wough) Food Coupon Inventory (Face value)
i 5 3603 (From—through) $ Dollar Amount
e 3844 (From—thvough) Opening Baiance =
E i g 3602-PO (Numbers used today) | |Paceived (+) 31
gs Namber of ATPs Transacted !
Subtotsl P 524
Destription $Doliar Amount  © flesusd () a8
GOD Funds 050
206 Class Adv. Dep. 081 Closing Baiance a0
§ g Parrrit Lmpint Adv. [ A
J: a Postage DUWBRM Adv., 053 Opening Balance ! 40,004 00
E fa 3 Custome Colections [ [snmpe Receivea 1
Misceilaneous Trust 081 Subtotal Masl 40 ,00Q 00
I Stamped Envelops Discount (-) | 848
% g Stock Retumed (~) 48 15 Q0
oo 3 Total Trust Funds ) 080
des.l.. %0 bas1| 39,842 50
Bird Stamp Sales on Soten (D00 + M1+ 0N2 4 004+ | 43
\gmuwrmmsm pos Closing Baiance w]| 39 84 0
E Packaging Product Sales 088
8 COD Funde WD 40
] § Postaga Dus W/D 43
K Value 100 H
nU.4 | Domestic
Money Fes 101 g
A o T [Vaie 102 %
g natona) [~ g
= a0 103 Yotal Trust Furcds Wi | 430
-5 3 Post Ofice 11e Refunds, Postage, and Fuss 538
U -E Mater
5 Postage Cusiomer 1 Local Transportation [~}
g On-Site Fees "2
F12  |rostageue 14 Poatal Supplies—PO P
d% . Cusiodial Buldng Suppies and
s 5 ¢ Box Rants "8 |G Bk sa3
5 9 ‘g S | Miscaranacus Non-Postal 1 Fes Offset No Fes Monsy Order | 588
gé Chwnge of Adoress Information Fess | 120 P roncansous Nor- | gz
& 5 | Miscetanaous Buspanss Clearsd ast |Miscetanecus Susponse 781
g%
o8
Jae
g E Cash Remitted (Advance) 51
HEs Cash Romitied (Firwi) =
O £ 5| cash Rotainod trom Privicus Report | 389 Cath Retained Today ™
3 ¥ 8 5 [cesh nequirea b | {cash Accounted For S
PS Form 1412-A, January 1995 Daily Financial Report

156 CHAPTER 6



DoD 4525.6-M, August 15, 2002

Figure C6.F4. Sample of PS Form 1412-A: Depicting PV1 Sales and a Shortage

Form 1412-A, Daily Financlal Report
1538 (From—#uough)
§ Samtfwmw Description Cad
o S 3844 (From—through) Opsning Baisnce 20
. § f 3602-P0 (Numbers used today) Rucolved (+) o
= Number of ATPs Transacied
L | Subtetal Pl o
Desoription Code] 8 Daliar Amoumt | flesued (=) a5
COD Funas )
2nd Class Adv. Dep. os1 Closing Balence ]
wn Pormil bmprint Adv.
§§ i Postaga Duw/BAM Adv, [ Opening Baance se| 39 847 50
Em ; Custorrs Collections o84 Stamps Recsived 4t
_‘“ Macelansous Trost 061 Subtotal M| 39 g4d 59
E Slamped Envelope Discount (-} | 848
g £ Stock Astumed () ™
tal (j Yotal Trust Funds P oo
Postage Salse wo 426175 [Subtot Mesti 39 849 50
| 8ira Stamp Sales . o I sdnam:&num»ouq P [.2 75
m Hmmnsm o2 | [ciosing Befancs wl 39 41
g Paciaging Product Salss 093
O : COD Funds Wi -
U"Eéb g Postage Dus WD ™
Ua Vake 100
[a T} Domestic
2 Money Fos 104 g
et er [Vate 102 !
nalonal 1y e 108 Fotal Truat Funds win ] 400
Past Ofice 10 Refunds, Postage, and Fyee 2
,,:'::;_ Cuslomar 1 Loeal Traruporialion %
On-Site Fees 12 :
Posiags Duo 114 j | Postal Supplies—PO [ ]
: | Box Rents s ! w&m-w [y
Miscellanaous Non-Postal 126 Fee Offsst No Fee Monay Order | 586
£ [Change of Address informalion Fees | 120 Pl Miscahanaous Non-— | g2
Miscelanscus Suspense Cleared 361 Miscellansous Suspanzo 781 .
PVI SALES Q9% 835]12|phortage /67 261 75
PCC Redmon
Cash Remitted (Advance) ™
Cash Rerriad (Fea) ™| 1,235 12°
22| Cash Retained from Previous Aeport | 383 Cash Retsined Today T3
Cash Reguired Pfxo] 1,261 187 [coahaccountsarer — Pplaco |1, 261 | 87
2-A, January 1008 Daily Financial Report
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Fgure C6.F5. Sample of PS Form 1412-A: Depicting an Overage and Adjusment for Previous
Shortage in Credit

orm 1412-A, Dally Financial Repo
1538 (From—tvough) |
. 5 smm_mw Descsiption 3 Gollar Amount
3544 (From——srough) Opening Bance =o
o § ! 1380220 (Numbers utad foday) Racelved (+) o
pl of ATPs
T o
Deasription $ Dollr Amount ' {uaausd () asg
COD Funde ™) ;
2nd Class Aov. Dep. o081 Closing Baiance e
n Pormit Imprint Adv. ™)
ioo i Postage DUNBAM AV, [ Opening Balanca w[39 415] 75
s Gustorns Golleoions o84 Stamps Meosived s
E"" g Mecsianeous Truet 081 39 415175
3 ! Overage 057 14 ] 25| |stwmped Emeiope Disocunt (-} | 840
g 8100k Retumed () [
& i \'ﬁ Yotal Trust Punds | 33
NS frommee s wl] 30 Mw1(39,415[75
Bird Stamp Sales o N-: :o.Ioo‘zﬂllt» P 300 00
. \\‘m*m - Cioaie Buanee w[39,115(75
& Packaging Product Seles [
O g [co0 tunmwo ™
g Velue 100
Noney Fee 101 {
of A] O e vane 102 'i
2 ol | ree 109 otal Trumt Fumde wio | 400
b Post Offios 110 Ratunds, Posiags, and Fass s3s
A Porie [Customer 1 Local Traneporiaton 538
E-.I On-Site Fees "2
ol & [Postage Dus 114 Postl Supples—PO ses
= EE Box Rents s [Gomcte) Buta and |pay
273 £ |Misoeanecus Nor-Postal 128 Fea Offast No Fas Monay Order | 38
E |Changs of Adcvess Informaion Fees | 129 W'M 24
E 5 | Miscellanecus Suspense Oleared a1 Miscelianeous Suspense 761
#§/Ad] Prev Shregedoq  26]75
o S g(PVI Sales 109 925177
Sas
N 2 E Cash Ramited (Advance) 781
HE3 Cash Rarited () ™| 1,266]77
O%'g' Cash Ratained trom Previous Report - | 383 Cash Retained Todsy T8
8 9| 2 Elcunnenuins Plao] 1 564 77 [comnacceunsearer Ploe] 1.2
P8 Form 1412-A, January 1995 Dally Financial Report
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Figure C6.F6. Sample of PS Form 8130: Vending Equipment Sales and Service Daily Adtivity Log

Vending Equipment Sales and Service

UNITED STATES
POSTAL SERVICE

Location tnformation

oY
09498-0016

Daily Activity Log
(See Instructions on Reverse)
Servicing Employes Information

PSC 802 BOX 16

Comaarcn N

20001

011-44-171-514-4150

COMNAVACT UK LONDON M
SRR
PSC 802 BOX 16

FPO AE

DSSPC Tech

FPO AE 084989-0016

'p..

08486-0016

Machina Sarin 3:

0395-10451 Model Code:

308

PCM 1825 B

s Serviee Data Towos Jo1r1 Jor20 Jovr2s |

0 |0 |60

& Office

80

45 |30 |45

o, Jorvice

4. Ovestiona

o. Revenus

1. Transactions

PCM 1

AP Totate

$330.00

Model NamerType.

b, Office

. Service

d, Overtime

o Revarwe

1. Transactions

§ Out-ol-Service

PS Form 8130, May 1989
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C7. CHAPTERY
POSTAGE METERS

C7.1. MILITARY POST OFFICE (MPO) POSTAGE METERS

C7.1.1. Purpose. This section, in conjunction with the USPS "Domestic Mail
Manud (DMM)," PO30 (reference (0)), establishes policies and procedures for
conducting postage meter operations at MPOs. Specific instructions are provided for
the procurement, disposition, control, and operation of postage meters, including
remittance of funds and reports to the USPS.

C7.1.2. Generd

C7.1.2.1. Postage meters are furnished to MPOs primarily to provide ameans
of selling larger denominations of postage instead of stamps. Imprints made on
gummed tape by postage meters or printed directly on article are placed on articles
being mailed as evidence of postage and fees payment. A postage meter consists of a
head and abase that are used together. The meter head prints the vaue of postage on a
special tape designed for this purpose. The base operates the meter head. See Figure
C7.F1. for meter base components and Figure C7.F2. for meter head components.

C7.1.2.2. AnMPO canrequest postage meters if parcel mail volume
warrants. Postage meters and dies shall be procured through the USPS Publication 247
(reference (j)). Postage meter equipment is assigned to aspecific post office or
finance unit; do not transfer it to another post office without the approval of the
accountable postmaster viathe IMPA. Repair or exchange malfunctioning meters per
reference (j). Do not turn in functioning meters to the accountable postmaster without
prior approva from the IMPA, since another activity (possibly another Military Service)
may need them. Activities wishing to turnin excess functioning meters shall send a
message to the servicing IMPA to request disposition instructions.

C7.1.2.3. The PFO and COPE uses either PS Form 3602-PO, "Postage
Collected Through Post Office Meter," or IRT generated PS Form PS Form 1412 to
report meter sales to the accountable postmaster. PS Form 3602-PO isissuedina
book/100 3-part triplicate sets numbered consecutively. Requisition these forms
through normal postal supply channels. Use a separate book for each meter assigned to
MPOs. If aform set is spoiled in any manner, mark all three copies with "Void" and
forward the original to the accountable postmaster. Retain the duplicate copy, in the
book, and destroy the triplicate copy.
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C7.1.3. Custody of Meters

C7.1.3.1. The designated COPE at activities with postage meter equipment is
responsible for maintenance and properly securing meters, meter setting keys, meter
tools, operating lever keys, manufacturer's meter seals, sealing presses, and PS Forms
3602-PO.

C7.1.3.2. Two keys for unlocking the operating lever of the meter baseis
furnished with each meter. Make one key available to the operating clerk during each
business day. The COPE shall retain the other key in asealed envelope (PS Form 3977)
"Duplicate Key Inventory Envelope," bearing the signatures of the COPE and the MPO
supervisor. Write the meter number, which the key belongs to on the outside of the
envelope.

C7.1.3.3. When not in use, meter heads, keys, seals, and tools shall be
properly secured. Meter heads should be packed in their equipment cases when not in
use.

C7.1.3.4. Primary and alternate meter custodians should be designated in
writing by responsible commanders. Inremote locations, or in one-station MPOs, a
commissioned, warrant, or non-commissioned officer may be designated as meter
custodian. Designated meter custodians shall follow the operating instructions and
accounting procedures for COPEs per this Chapter; they are not authorized to set or
operate meters. See subparagraph C7.1.8.1.

C7.1.3.5. When away from their stations during short absences, meter
operators are responsible for locking the meters and securing the keys. Ininstances
where the clerks are relieved (i.e., lunch), meters may be transferred to the relief clerk
using the following procedures:

C7.1.3.5.1. Write the ascending and descending register readings on the
reverse of the triplicate copy of PS Form 3602-PO and have both clerks verify and
initial it. Therelieved clerk will maintain the initialed triplicate copy with the account.

C7.1.3.5.2. Therelieved clerk shall obtain aPS Form 1096, "Cash
Receipt," for any cash that may be turned over to the relief clerk for making change.
"Change funds' are to be limited to $50.00.

C7.1.3.5.3. Whenthe relieved clerk returns, note and verify the register
readings in the same manner. Subtract the ascending and descending meter readings to
determine the amount of meter sales for which the relief clerk is responsible.
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C7.1.3.5.4. Therelief clerk shall turn over all funds received from meter
sales during operation and any change fund to the relieved clerk.

C7.1.3.5.5. Therelief clerk shall obtain areceipt on PS Form 1096 for
any cash turned over to the relieved clerk. Retain this until after the day's meter
business is verified and remitted.

C7.1.3.6. Meter operators are responsible for all postage printed while the
meter isintheir custody.

C7.1.3.7. Disposition of meters and associated records is per DMM P030
(reference (0)).

C7.1.4. Issuing Meters for Business

C7.1.4.1. The COPE or meter custodian shall:

C7.1.4.1.1. Enter the unit, meter manufacturer, meter number, date, and
the beginning ascending and descending register readings on the PS Form 3602-PO.
Ensure copies are legible. If errors are made, void all copies, and start with the very
next set.

C7.1.4.1.2. Verify the entries on the PS Form 3602-PO with the clerk
accepting the meter and change the date on the postage meter die. The COPE initials
the PS Form 3602-PO form set on the "Supervisor”line.

C7.1.4.1.3. Release the meter head and operating lever-locking key to the
meter operator.

C7.1.4.2. The meter operator accepting the meter head shall:

C7.1.4.2.1. Verify the entries on the PS Form 3602-PO with the readings
of the beginning ascending and descending meter registers.

C7.1.4.2.2. Initid the PS Form 3602-PO on the "Meter Operator” line of
the form set.

C7.1.4.2.3. Retainthe triplicate copy of the PS Form 3602-PO. The
original and duplicate copies of the PS Form 3602-PO remain in the booklet.
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C7.1.4.2.4. Before opening for business, the meter operator will issue a
zero tape to verify the date and legibility of the print. Affix tape to the triplicate copy
of PS Form 3602-PO.

C7.1.5. Meter Operations

C7.1.5.1. Meter is primary source for postage.

C7.1.5.2. Clerks must affix the meter tape to parcels or letters in the
presence of the patron at the time of the transaction.

C7.1.5.3. Spoiled or unused meter tapes are disposed of in accordance with
DMM, P014.3.0 (reference (0)).

C7.1.6. Close-out of Dally Meter Business

C7.1.6.1. Atthe close of the business day, the meter operator shall:

C7.1.6.1.1. Returnthe meter head, the operating lever-locking key, funds
for postage sold during the business day and the unused/spoiled meter tapes to the
COPE or meter custodian.

C7.1.6.1.2. Verify the COPE's entries on PS Form 3602-PO against the
ending ascending and descending meter register readings.

C7.1.6.1.3. Sign and print name the PS Form 3602-PO on the "Meter
Operator" line.

C7.1.6.2. The COPE or meter custodian shall:

C7.1.6.2.1. Reinsert the meter operator's (triplicate) copy of the PS
Form 3602-PO into book. Record the ending ascending and descending meter readings
on the PS Form 3602-PO for that day. Tota both columns (they both should balance).
All cash, checks, and unused meter tapes totalling daily meter business will be turned in.

C7.1.6.2.2. The Cope will verify and total all entries made on the PS
Form 3602-PO and sign on the "Supervisor” line.
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C7.1.6.2.3. Prepare aPS Form 1096, in duplicate, for al funds received
from the meter operator. Give the origina PS Form 1096 and the completed triplicate
copy of the PS Form 3602-PO to the meter operator. Ensure the formis signed and
legible.

C7.1.7. Remittance of Funds

C7.1.7.1. The COPE should remit postage meter check to the accountable
postmaster by registered (if registered mail is not available remit by certified with
return receipt) USPSindiciamail on adaily basis. See Chapter 6 for flexible credit
submissions. The remittance check should be accompanied by the original PS Forms
3602-PO, the original of any voided PS Forms 3602-PO, persona checks, and the
unused meter tapes. A letter stating the circumstances shall be submitted with any tapes
not printed due to amalfunctioning meter.

C7.1.7.2. Use U.S. Treasury checks, military banking facility checks, personal
checks, electronic funds transfer or no-fee MOs for the purpose of remitting postage
meter funds to USPS. Never send cash to the USPS without prior approva by the
MPSA. Checks and no-fee MOs shall be payable to the accountable postmaster.

C7.1.7.2.1. The COPEs with flexible credits shall submit PS Form
3602-PO and PS Form 1412-B, "Daily Financial Report” together.

C7.1.7.2.2. See Chapter 6 for remittance submission procedures if the
flexible credit is issued by an accountable postmaster.

C7.1.8. Setting MPO Postage Meters

C7.1.8.1. Only the COPE is authorized to set the meter. The COPE shall set
the meter at least once every 6 months or whenever the "Descending' register becomes
less than $100 on abusiness day, whichever occurs sooner. Postage meters descending
registers are normally set between $5,000.00 - $10,000.00 depending on previous sales
and/or size of population served (meters can be set as high as $99,999.99).
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C7.1.8.2. To lessen the possibility of error inthe amount of postage expended
and reported, set the meter at the beginning of the business day, before completion of
the top portion of PS Form 3602-PO and issuance to the meter operator. See Figure
C7.F3. If necessary, the COPE may set the meter during the workday, but should avoid
this whenever possible. See Figure C7.F4. Setting the meter during the day can be
avoided by COPEs closely monitoring the descending register balances. The
procedures for setting the meter are explained in the instruction book furnished by the
accountable postmaster at the time the meter was issued to the MPO.

C7.1.8.3. Refer to DMM P0O30 (reference (0)) for further information
concerning the operation and maintenance of postage meters.

C7.1.9. Repair of Defective Postage M eters and Bases. Contact the MACOM
supply manager for repairs.

C7.2. COMMERCIAL POSTAGE METERS

C7.2.1. Generd

C7.2.1.1. Leasing of Commercial Postage Meters. Overseas DoD activities,
al other Federal Agencies, and other properly authorized activities may lease postage
meters, by agreement with the USPS, from authorized meter manufacturers in the United
States. Prior to the delivery of apostage meter to the servicing MPO, the manufacturer
will provide written notice to the servicing MPO stating the manufacturer will perform
an on-site inspection of the meter annually. The following manufacturers are presently
authorized to lease meters to USPS customers:

C7.2.1.1.1. Francotyp-Postalia, INC.
1980 University Lane
Lide, IL 60532-2152

C7.2.1.1.2. Friden Neopost
30955 Huntwood Ave.
Hayward, CA 94544-7005

C7.2.1.1.3. Pitney Bowes, INC.
1 Elmcroft Road
Stamford, CT 06926-0700
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C7.2.1.1.4. ASCOM Hasler Mailing System, INC.
19 Forest Parkway
Shelton, CT 06484-0903

C7.2.1.2. Licensing aCommercial Postage Meter. Overseas DoD activities
and other authorized Federal Agencies shall obtain ameter license from the accountable
postmaster to use commercial postage meters and to have the meter set at an MPO.
Activities shall submit PS Form 3601-A to obtain the required license. More than one
meter may be assigned to one license a agiven ZIP Code location. MPOs are not
authorized to issue licenses, but shall maintain asupply of PS Forms 3601-A on hand
should they be required by alocal activity. MPOs that receive completed PS Forms
3601-A will mail them immediately to the accountable postmaster for action.

C7.2.1.2.1. Activities serviced by Postmaster, New Y ork:
U.S. Postal Service
Office of Mail Requirements
ATTN: Meter Section
JAF Building, Room 3220
New York, NY 10199-9651

C7.2.1.2.2. Activities serviced by Postmaster, San Francisco:
U.S. Postal Service
Office of Mail Requirements
ATTN: Meter Section
1300 Evans Ave,, Room 303
San Francisco, CA 94188-9651

C7.2.1.3. Issuance. Upon issuance of alicense, the accountable postmaster
will furnish copies of the license to the licensee, the MPO where the meter is to be set,
and the USPSHQ. Upon receipt of the issued license from the accountable postmaster,
the licensee will furnish acopy, along with the covering purchase order, to the
manufacturer who will then provide the meter. The manufacturer will notify, in writing,
the licensee, the MPO, and the accountable postmaster when the meter is shipped.

C7.2.1.4. Records. The COPEs and PFOs shall maintain PS Forms 3610 for
all commercial postage meters leased to activities they service. They shall also provide
aquarterly report to the accountable postmaster, containing the location and serial
number of each meter. Attach acopy of the PS Form 3610, with aline drawn below the
last setting and the total dollar amount of settings for the appropriate quarter to the
guarterly report.
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C7.2.15. Transfer of Commercial Postage Meters

C7.2.1.5.1. Commercial postage meters may be transferred to another
MPO APO/FPO location under the same license only if they are to be used by the same
activity to which the license was issued. The activity shall notify, by letter, the
accountable postmaster, both the gaining and losing MPOs, and the meter manufacturer
prior to moving the meter.

C7.2.1.5.1.1. When notified in writing that ameter currently being
set by the MPO is moving to another MPO under the same license, the COPE currently
resetting the meter shall:

C7.2.1.5.1.1.1. Notify the using activity to present the meter for
examination. When presented, without checking the meter out of service, annotate the
original PS Form 3610 being maintained by the setting MPO with the register readings
at the time of transfer and the address of the MPO that will make future settings. Draw
ahorizontal line under the last entry, and retain the PS Form 3610 for 2 years. Send a
copy of the PS Form 3610 to the accountable postmaster.

C7.2.1.5.1.1.2. Prepare anew PS Form 3610 with the license
number, name of activity, and control totals, and send it viaUSPSindiciamail to the
MPO that will make future settings. The new PS Form 3610 shall have one entry
identifying the MPO that previously reset the meter prior to transfer.

C7.2.1.5.1.2. Do not transfer meters between licensees.

C7.2.1.6. Cancellation or Revocation of aMeter License. Alicense to
operate acommercial postage meter may be canceled at the request of the activity
licensed or revoked by action initiated by the USPS.

C7.2.1.6.1. When an activity requests to cancel ameter license, the
COPE and PFO shall:

C7.2.1.6.1.1. Veify that all meters being operated under that license
have been checked out of service.

C7.2.1.6.1.2. Prepare PSForm 3604 infour copies. Sendthe
original to the appropriate address in subparagraph C7.2.1.2. and the second copy to the
appropriate address in paragraph C7.2.6. Give the activity the third copy and retain the
fourth copy for the MPO files.

167 CHAPTER 7



DoD 4525.6-M, August 15, 2002

C7.2.1.7. When advised of action by the USPSto revoke alicense for cause
per DMM P030 (reference (0)), the MPO supervisor shall contact the MACOM postal
HQ for guidance.

C7.2.1.8. Repairs to Postage Meters. The manufacturer's meter repair
facilities in the United States shall perform all repairs.

C7.2.1.9. Loss, Theft, Capture, Destruction or Misplacement of Commercial
Postage Meters. Activities shall report any occurrences of loss, theft, capture,
destruction, or misplacement of commercial meters to their servicing MPO. The
COPE and PFO immediately notifies the accountable postmaster (who notifies the
Inspector-in-Charge), MACOM postal HQ, and the manufacturer's U.S. HQ.

C7.2.1.10. Checking Commercia Postage Meters In and Out of Service

C7.2.1.10.1. Ameter shall be checked into service only a the MPO
authorized to set it. When presented for the initial setting, the descending register shall
be "0"or to the lock out descending balance.

C7.2.1.10.2. Whenthe use of ameter is terminated for any reason,
including replacement, the meter shall immediately be checked out of service at the
appropriate MPO and immediately returned to the manufacturer in the United States by
registered USPS indiciamail.

C7.2.1.10.3. If financia transactions at an MPO are discontinued, all
commercial meters licensed for operation at that MPO shall be checked out of service.

C7.2.1.11. Payment for Postage. All postage set on commercial meters by
MPOs shall be paid for viacash, U.S. Treasury check, or bank draft at the time the
postage meter is set. The use of advance deposit trust accounts is strictly prohibited.

C7.2.2. Initia Setting and Resetting of aM eter

C7.2.2.1. Initia Setting of aMeter. The manufacturer will ship the meter to
the servicing MPO. When ameter is received from amanufacturer to be initialy set,
the accompanying documentation will identify the activity to which the meter is to be
delivered. Upon receipt the COPE and PFO shall:

C7.2.2.1.1. Veify that the identified activity has avaid meter license, the
postmark die in the meter identifies the correct ZIP Code, and the descending registers
read "0'or to the lock out descending balance.
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C7.2.2.1.2. Examine the meter per DMM P030 (reference (0)). If
discrepancies are not found, notify the activity the meter has arrived and request cash,
U.S. Treasury check, or abank draft for the initial setting.

C7.2.2.1.3. When the activity presents the cash or check, set the meter
for the amount of postage purchased per the manufacturer's instructions and complete
PS Form 3603. Use separate receipt pads for commercial and penalty postage meters.
A separate PS Form 3603-receipt padis not required for each commercial meter being
set under the same license; however, the MPO shall maintain aseparate pad of PS
Forms 3603 for each activity licensed at the MPO. Check the box provided on PS Form
3603 to indicate the first setting for the meter.

C7.2.2.1.4. Complete PS Form 3610. Ensure the meter license number
is entered on this form and maintain the form in the MPO files.

C7.2.2.1.5. Give the activity representative the original PS Form 3603.
Forward the second copy to the appropriate accountable postmaster. (See paragraph
C7.2.6.) Retain the third copy in the receipt pad.

C7.2.2.1.6. Provide the activity representative with PS Form 3602-A.
Tell the activity representative to maintain the record pad on adaily basis and present it
to the PFO and COPE at the time of each subsequent setting. Also tell the activity to
retain the meter record pads for 1 year after the final entry is made.

C7.2.2.2. Subsequent Setting of Meters. When an activity representative
presents ameter for resetting, the PFO and COPE shall follow these procedures:

C7.2.2.2.1. Retrieve the PS Form 3610 that matches the meter serial
number of the meter to be set from the MPO files.

C7.2.2.2.2. Set the meter for the amount of postage purchased per the
manufacturer's setting instructions and complete PS Form 3603. Ensure the meter
registers equa the control total. If not, follow the procedures in DMM P030
(reference (0)). Do not check the box on PS Form 3603 indicating first setting.

C7.2.2.2.3. Complete the PS Form 3610 to reflect the amount of postage
purchased.
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C7.2.2.2.4. Give the activity representative the original PS Form 3603.
Forward the second copy with other financial documents and daily financial reports to
the appropriate accountable postmaster (see paragraph C7.2.6.) and retain the third copy
in the receipt pad.

C7.2.3. Refunding Spoiled Postage M eter Tape Postage

C7.2.3.1. Claim. Claim credit for spoiled commercial postage meter postage
per DMM P014.3.0 (reference (0)).

C7.2.3.2. Process. When presented with spoiled commercial meter postage,
the COPE:

C7.2.3.2.1. When serviced by aPostal Finance Officer, shall:

C7.2.3.2.1.1. Complete PS Form 3533 in triplicate and refund the
appropriate amount with ano-fee MO made payable to the licensee. Use funds from
the COPE's fixed credit account to purchase the no-fee MO. Forward the original and
duplicate copy of the PS Form 3533, along with the spoiled meter postage, to the
servicing PFO as part of the payment for the stamps.

C7.2.3.2.1.2. The PFO will remit the orginal PS Form 3533 to the
accountable postmaster on PS Form PS Form 1412-B, AIC 536 (Refund of Postage and
Fees).

C7.2.3.2.2. When serviced directly by the Postmaster, New Y ork, or San
Francisco, follow instructions per subparagraph C7.3.3.2.1., except submit the original
PS Form 3533 with the spoiled meter postage to the accountable postmaster as part of
the payment for the next stamp requisition submitted.

C7.2.4. Transfer of Funds and Postage from One Meter to Another

C7.2.4.1. Transferring Funds. When an activity requests to transfer
commercial postage meter funds from one meter to another, transfer per subparagraph
C7.2.4.2. Theseinstructions do not apply to meters checked out of service dueto a
question of accurate registration (i.e., the control total of the register readings of the
meter exceeds the control total of the meter on the PS Form 3610, or it is determined
the meter is malfunctioning). The accountable postmaster shall make the refund in
these instances.

C7.2.4.2. Transferring Postage
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C7.2.4.2.1. If the activity wishes to transfer the remaining postage to
another meter aready in service with the same activity, the COPE shall annotate and
maintain, at the MPO, the original PS Form 3610 for the meter being discontinued.
Annotate the PS Form 3610 with the MPO, the register reading at the time of transfer,
and the serial number of the license number of the meter to which the postage is being
transferred. Draw asingle horizontal line under the last entry.

C7.2.4.2.2. The PFO and COPE shall add the amount of the postage being
transferred into the meter already in service and enter the amount of the transferred
postage on the original PS Form 3610 being maintained for the second meter. Annotate
on the next unused line, "The postage was transferred from meter serial number
license number "

C7.2.4.2.3. If anactivity wishes to transfer postage from one meter to
another without checking the first meter out of service, follow procedures. See
subparagraphs C7.2.4.2.1. and C7.2.4.2.2. It is not necessary to advise the accountable
postmaster of the postage transfer, but appropriate entries shall be made on the PS
Form 3610.

C7.2.4.3. Discontinued Meters. When the use of ameter is discontinued and
the activity does not desire to transfer the remaining postage to another active meter, or
areplacement meter, complete PS Form 3533 to obtain arefund.

C7.2.5. CheckingaMeter Out of Service. Activities shall bring apostage meter to
the MPO where it is normally set whenever the meter's mechanism becomes defective.
The COPE will then check the meter out of service. Activities may also bringin meters
and check them out of service if they no longer desire to use them. Activities should
notify the meter manufacturer of this action. The MPO shall send the checked out
meter to the manufacturer by registered USPSindiciamail; do not return it to the
activity.

C7.25.1. CancelingaMeter. A meter will be checked out when the using
activity no longer needs the meter or when the meter is getting replaced due to a
guestion of accurate registration, mechanical defect, maintenance rotation, or other
reasons. Within the MPS, the following procedures shall be used if the activity wants
the remaining postage on the meter refunded, instead of transferring it to another meter
in service with the same activity. (Transfer postage to another meter per subparagraph
C7.2.4.2.) When canceling ameter the PFO and COPE shall:

C7.2.5.1.1. Complete PS Form 3533.
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C7.2.5.1.2. Verify the control total against the control total entered on
the PS Form 3610 for the meter.

C7.25.1.2.1. If the total readings (control total) of the ascending and
descending registers are equa to the control total recorded on the PS Form 3610 for
the meter, the COPE shall:

C7.2.5.1.2.1.1. Advisethe activity that the accountable
postmaster will make the refund.

C7.2.5.1.2.1.2. Record the register readings for the meter on PS
Form 3610. Indicate on the form the reason for the check out, and the disposition of
the meter. Draw ahorizontal line under the entry. Retain the PS Form 3610 for 2
years.

C7.2.5.1.2.1.3. Reset the descending register of the postage
meter to "0'or as close as possible to "0."

C7.2.5.1.2.1.4. Enter "0'or the lock out descending balance on
the PS Form 3533 as the final reading for the descending register.

C7.25.1.2.1.5. Enter the reason for check out on PS Form
3533. See Figure C7.F5.

C7.25.1.2.1.6. Forward the completed PS Form 3533 to the
appropriate accountable postmaster for the refund. See paragraph C7.2.6.

C7.25.1.2.2. If the control total of the meter register readingsis
not equal to the control total of the meter recorded on the PS Form 3610 for the meter,
or the meter mechanism is believed to be malfunctioning, the COPE shall advise the
activity representative and the meter manufacturer's home office, that the accountable
postmaster will determine the amount of the refund due, if any. The COPE shall also:

C7.25.1.2.2.1. Tdl the activity representative to retain the PS
Form 3602-A for 2 years.

C7.2.5.1.2.2.2. Record the register readings for the meter on
the PS Form 3610. Indicate on the form the disposition of the meter. Drawa
horizontal line under this entry. Retain the PS Form 3610 for 2 years.
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C7.25.1.2.2.3. Reset the descending register of the meter to "0"
or as close to "0'as the register can be set.

C7.25.1.2.2.4. Enter "0'or the lock out descending balance as
the fina reading for the descending register on the PS Form 3533.

C7.25.1.2.2.5. Enter the reason for the check out on the PS
Form 3533.

C7.25.1.2.2.6. Provide acopy of the detailed statement to the
manufacturer per DMM PO30 (reference (0)) to the accountable postmaster accounting
unit explaining why the meter failed to function properly, and provide arecommendation
for the appropriate postage adjustment. Also provide the meter manufacturer acopy of
the activity's PS Form 3602-A, acopy of the most recent PS Form 3603, and a copy of
PS Form 3610 maintained for the meter in question.

C7.2.5.1.2.2.7. Forward the completed PS Form 3533 with a
letter to the appropriate accountable postmaster (see paragraph C7.2.6.) stating that the
meter manufacturer has been asked to forward the statement required by DMM P0O30
(reference (0)), immediately.

C7.2.5.2. Replacing aMeter

C7.2.5.2.1. Check out the old meter (see paragraph C7.2.5.), and process
arefund request for any postage remaining on the meter at the time of check out. See
subparagraph C7.2.5.1.1.

C7.2.5.2.2. Check inthe replacement meter. See subparagraphs C7.2.2.1
through C7.2.2.1.4.

C7.25.3. Returning Meters. MPOs shall return meters, which have been
checked out of service, to the meter manufacturer to an address the manufacturer
specifies by registered USPSindiciamail. Attach the mailer's copy of the PS Form
3806 to the PS Form 3610 pertaining to the meter being returned to the manufacturer.

C7.2.6. Returning Meter Transactions. Submit all documentation pertaining to
commercial postage meter transactions to:
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C7.2.6.1. Activities Serviced by Postmaster, New Y ork
Military Auditing Unit
General Accounting Office
J. A. Farley Building, Room 3110
New York, NY 10199-9531

C7.2.6.2. Activities serviced by Postmaster, San Francisco
General Accounting Office
1300 Evans Ave,,
P.O. Box 886000
San Francisco, CA 94188-6000

C7.3. POSTAGE VALIDATION IMPRINTERS (PV1)

C7.3.1. Purpose. This section establishes policies and procedures for conducting
postage validation imprinter operations at MPOs. Specific instructions are provided
for the procurement, disposition, control, and operation of postage vaidation imprinters
including remittance of funds.

C7.3.2. Generd

C7.3.2.1. The Postage Vadidation Imprinter (PV1) is used to print
USPS-approved thermal, self-adhesive postage labels, barcode labels, postage barcode
labels and POSTNET barcode labels. These postage labels may contain ZIP Code,
destination ZIP Code, PVI serial number, Clerk 1D, current date, POSTNET barcode, and
USPS postage charges. The PVI connects to the USPS Intergrated Terminal (IRT), and
Is controlled by the IRT system. Connect the PVI/IRT interface cable to Port 4 on the
back of the IRT.

C7.3.2.2. The PVI records information in both the ascending electronic
accumulation register (EAR) and the tranaction counter register (TC). The EAR
records the total value of all labels produced since the PVI was put into service. The
TCrecords the total number of transactions since the PVI was put into service.

C7.3.2.3. The PVI works only withan IRT. Since the IRT and the PVI are
connected, the postage amount is transferred automatically from the IRT to the PVI.
The automatic transfer eliminates any possibility of entering one amount in the IRT and
different amount inthe PVI. Mail bearing PVI labels should not be placed in collection
boxes.
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C7.3.2.4. The supervisor shall control blank rolls of PVI labels. Labels
should be kept in aclimate-controlled areato avoid damaging from excess heat or
humidity. All PVIs assigned to MPOs will be entered onto the Supervisor's Disk.

C7.3.3. PVI and Clerk Accountability

C7.3.3.1. Atanytimeit is possible for aClerk Disk to accept entries to AIC
110, Post Office Meter or AIC 109, Postage Validation Imprinter but not both at the
same time. The AIC used depends on whether there is aPVI attached to the IRT. One
difference between AIC 109 and AIC 110 is that the error correct function cannot be
used with AIC 109 on the Clerk Disk. For disposition of discrepancies (i.e.,
spoiled/misprinted labels, jammed labels, no label printed, etc.). See subparagraph
C7.34.4.

C7.3.3.2. Eachtime the IRT is "booted," the IRT checks to see whether there is
aPVI attached and makes the decision whether to use AIC 109 or AIC 110. If the clerk
switches during the day from working with aPVI to working with a postage meter, there
will be datarecorded in both AICs 109 and 110 on the clerk's 1412.

C7.3.3.3. If aPVI shall be removed from service for any reason after the day's
business has begun, START OF DAY shall be pressed and the IRT turned off. This
procedure will dways be followed before removing PVIs.

C7.3.4. Conducting the Day's Business

C7.3.4.1. Veify that your PVI is on, then turn on the IRT, if the PVI is
operational one blank label will eject from the PVI. After removing the label, press the
mode button three times then press paper feed. Five labels will dispense from the PVI
(Label #1 is ablank; #2 is used for letters; #3 is used for parcels; #4 is used for flats;
and #5 is for future use). Check the information on the labels for accuracy (i.e., EAR,
TC, Post Office, Clerk #, and Clerk's Name). Place the second, third or fourth label on
the reverse side of the Start of Day Tagpe. Once al information is verified and PVI and
IRT numbers match, business can be conducted. The information is also very important
In instances where there may be power outages, disk crashes, etc.

C7.3.4.2. Thereis no needto transfer paperwork between clerks for relief
purposes. |If aclerk needs to be relieved during the day, they will do so by pressing the
Start of Day button and removing their disk. Therelief clerk can thenlog on using their
assigned disk and password then continue conducting business. (Reminder: clerks shall
always press start of day when leaving their IRT areato protect their accountability.)
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C7.3.4.3. PVl is primary source for postage. Clerks shall affix the PVI labels
to parcels or letter in the presence of the patron at the time of the transaction.

C7.3.4.4. Unused/Damaged PVI Labels

C7.3.4.4.1. Spoiled PVI Labels are labels that cannot be used for
postage. Some reasons for spoiled labels are due to clerk error, equipment
malfunction, customer changing their