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COULD THIS BE
YOUR UNIT
MAILROOM?
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OVERVIEW

1. Qualifications of the Unit
Mailroom Personnel

2. Responsibilities of your Unit
Mailroom Personnel

3. Unit Mailroom Operations

4. Preserving Mail Security and
Consequences

5. Questions
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QUALIFICATIONS
OF UNIT
MAILROOM
PERSONNEL
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Qualifications

" of Unit Mail Personnel

Unit Postal Officers/Alternates Will:
Be a U.S. citizen

Be a SSG and above - (Civilians)GS-6 and
above

Appointed in writing by Commander and must
attend Postal Briefing given by the MPO

If involved in actual mail handling duties, will
be appointed on a DD Form 285 as well
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Qualifications
xei, of Unit Mail Personnel .

\‘)4\‘ 4

\ Ly

Unit Mail Clerks, Alternates and Mail Orderlies will:

 Be U.S. Citizens (if required to handle official
registered mail which may contain classified material.)

« Have a favorable Entrance National Agency Check
(ENTNAC)/ National Agency Check (NAC)

« Have never been relieved for cause from Postal Duties
« Have no record of the following:

- Conviction by court —martial under the Uniform Code
of Military Justice (UCMJ)

- Punishment under UCMJ Article 15 within the last 12
months for a postal related offense.
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Qualifications
of Unit Mail Personnel

- Civil convictions other than minor traffic violations

- Have no unfavorable conduct that casts doubt on a person’s
honesty, possess high moral standards and military bearing

- Have no history of psychiatric disorder, alcoholism, or use of
hallucinogens, narcotics or habit-forming drugs, unless prescribed
by a physician, be financially responsible

- Be a high school graduate or the equivalent, have a physical
profile of at least 211221

If Civilian:
- Must meet all requirements established by the Office of
Personnel Management (OPM).

- Unit mail orderlies under no circumstance will receive any
personal accountable mail from unit mail clerks.
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Qualifications

of Unit Mail Personnel

Unit Mail Personnel Training

« Unit Postal Officers : Will be briefed by the Main
APO Servicing Postal Officer or Mailroom Inspector
concerning their duties and responsibilities within a
week of the Unit Postal Officer being designated.

« Before the briefing is conducted the APO must
ensure that a copy of the appointment orders are on
file or provided the day of the briefing.

« Ifinvolved in actual mail handling duties, will be
appointed on a DD Form 285 after passing the
written examination.
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Qualifications
of Unit Mail Personnel

Unit Mail Personnel Training

« Unit Mail Clerks: Before entering into mail
handling duties, all selected personnel will be
instructed in the proper performance of their duties
during a 14 day OJT within the unit. Personnel in
training will NEVER be left alone in the unit
mailroom nor represent the unit mail clerk in any
way.

« Unit Mail Orderlies: Will be trained by Unit
Postal Officers or the Unit Mail Clerks. Unit Mail
orderlies will be given a class that emphasizes the
importance of postal service, individual
responsibility, and the serious consequences of
negligence of duty.
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Qualifications

" of Unit Mail Personnel

“REMINDER”

“Mail orderlies are not authorized
to deliver personal accountable
mall to the addressee”

“Foreign nationals appointed as
mail orderlies are not allowed to
handle official registered mail
under any circumstances...”
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Qualifications
of Unit Mail Personnel

Designation of Unit Mail Clerks,
Mail Orderlies and Unit Postal Officers

 Memos required for unit mailroom
personnel are:

- On-the-Job Training (OJT) for unit mailroom
personnel

- Appointment of Unit Postal Officer(s)

- Unit Mailroom Access Roster

Note: The Unit Commander’s signature is required
for the Unit Postal Officer’s designation MEMO.
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Qualifications
of Unit Mail Personnel

(Example of OJT Memorandum)

APAJ-GH-AP 15 January 20XX

MEMORANDUM FOR Commander, 19" AG Postal, Unit # 15440, ATTN: Postal
Inspector, APO AP 96205-5440.

SUBJECT: On the Job Training (OJT) for Mail Personnel
1. References: AR 600-8-3, Chapter 2-8.

2. During the period indicated below, the following individual will be allowed in the Unit
Mailroom for OJT to become a qualified mail clerk for this unit.

NAME SSN oJT

SPC Thorpe, Donald J. 000-00-0000 Unit Mail Clerk

3. Inaccordance with the above reference, persons training to become unit mail
clerks may only observe the mail handling duties and may assist in maintaining
the directory files.

4. The point of contact for this action is (Unit Postal Officer).

SIGNATURE BLOCK
RANK, BRANCH
POSITION

NOTE:

'—

Personnel training to become unit mail clerks will OJT for a minimum of 14 working days prior
to taking the mail clerk test. The above example will be used for personnel while in a training

status.
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Qualifications
of Unit Mail Personnel

(Example of Appointment of Unit Postal Officers)

EAPC-M 15 January 20XX
MEMORANDUM FOR SEE DISTRIBUTION
SUBJECT: Appointment of Unit Postal Officer

1. Effective date the following individuals are appointed
as Unit Postal Officer/Alternate Postal Officer:

CPT Slater, Snoop E., 000-00-0000, Unit Postal Officer, DEROS

SSG Chenault, Cynthia M., 000-00-0000, Alternate Postal Officer, DEROS

N

. Authority: DoD Postal Manual 4525.6-M, Chapter 15.

w

. Purpose: To perform duties as required in cited regulation.

4. Period: Until officially relieved from this appointment.

o

Special Instructions: This appointment supersedes all previous appointments of Unit
Postal Officer(s).

6. The point of contact for this action is the undersigned at 724-xxxx.

JOHN SWARTZ
CPT, IN
Commanding

DISTRIBUTION:

1 — Appointed Individual

1 — Unit Mailroom Files
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Qualifications
of Unit Mail Personnel

(Example of Unit Mailroom Access Memorandum)

EAPC-M 15 January 20XX
MEMORANDUM FOR SEE DISTRIBUTION
SUBJECT: Access to 1st Signal Bn Unit Mailroom

1. Effective the date of this memorandum, the following individuals are authorized access to
the 1st Signal Bn Unit Mailroom.

RANK NAME TITLE DEROS

SPC Thorpe, Donald J. Primary Mail Clerk 1 JUN 08
SPC Smith, John M. Alt Mail Clerk 1 JUN 08
PFC Lerned, Bob D. OJT Mail Clerk 1 JUN 08
SFC Chenault, Cynthia M. Alt Postal Officer 1 JUN 08

2. Those personnel conducting official business (i.e. First Sergeant, Commander, OJT
personnel) will be escorted at all times by the unit mail personnel.

3. Maintenance personnel and work details will be allowed access only when escorted or under
constant surveillance by unit mailroom personnel. The only individuals authorized
unaccompanied access are the unit mail clerks. The access memorandum will be

posted on the front side of the access door.

4. The point of contact for this action is the undersigned at 724--XXXX.

JOHN SWARTZ
CPT, IN
Commanding

DISTRIBUTION:

1 — Appointed Individual

1 — Unit Mailroom Files

1 — MPO Mailroom Inspector
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Qualifications
of Unit Mail Personnel

(Appointment of Military Postal Clerk,
Unit Mail Clerk or Mail Orderly)

(Control and Maintenance of DD FORM 285)

1. DD Form 285 cards for Unit Mail Clerks will be validated by the servicing
military post office. The servicing military post office validating official will enter
their initials and stamp block 10 of DD Form 285 with the APDS (all purpose date
stamp).

2. DD Form 285 for Mail Orderlies will be validated by Unit Postal Officers by
entering their initials and date in block 10 of DD Form 285. Mail Orderlies that are
authorized to pick up mail from the servicing military post office will be validate
by the servicing military post office. The servicing military post office validating
official will enter their initials and stamp block 10 of DD Form 285 with the APD
(all purpose date stamp).

3. DD Form 285 will be completed in triplicate and distributed as follows:
a. The mail clerk or mail orderly.
b. The unit mailroom files.
c. The servicing military post office.

Only those DD Forms 285 for Mail Orderlies authorized to receive mail at the
servicing military post office will be maintained at the servicing military post office.

4. Mail service personnel will present their DD Form 285 at all times when picking
up accountable and non-accountable mail.
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Qualifications
of Unit Mail Personnel

(Examples of DD Form 285)
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Qualifications ?
of Unit Mail Personnel

(RELIEF OF APPOINTED PERSONNEL)

When appointed personnel are relieved, the DD Form 285
issued to the individual will be retrieved and destroyed by the
appointing authority. The appointing authority will notify the
servicing military post office in writing of the revocation.

If the reason for relief is postal related ensure that the reason is
stated on the termination letter and that the individual is not
appointed to handle mail in the future. The appointing authority
will draw a single diagonal line across the unit's copy of DD
Form 285 with the word "VOID" written on the line. The
revocation date will be placed in Block #2. Attach the voided
DD Form 285 card to the revocation memorandum and retain
in an inactive file for 2 years after revocation date.
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Qualifications =
of Unit Mail Personnel

(Example of Termination/Revocation Memorandum)

EAPC-M 15 January 20XX
MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Termination of Unit Postal Officer/Alternate Unit Postal
Officer, Unit Mail Clerk/Orderly or Alternate Unit Mail Clerk/Orderly

1. Effective date the following individuals)
is/are terminated as Unit Postal Officer/Alternate Unit Postal Officer, Unit
Mail Clerk/Orderly or Alternate Unit Mail Clerk/Orderly:

CPT Slater, Snoop E., 000-00-0000, Unit Postal Officer

SSG Chenault, Cynthia M., 000-00-0000, Alternate Postal Officer
SPC Thorpe, Donald J., 000-00-0000, Unit Mail Clerk

SPC Doe, John A., 000-00-0000, Unit Mail Orderly

2. Authority: DoD Postal Manual 4525.6-M, C15.7.1.

3. State reason for termination. If reason is postal related ensure that the individual
is not reappointed as a postal officer, mail clerk/mail orderly.

4. The point of contact for this action is the undersigned at 724-xxxx.

JOHN SWARTZ
CPT, IN
Commanding

DISTRIBUTION:

1 — Appointed Individual

1 — Unit Mailroom Files

1 — MPO Mailroom Inspector
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Qualifications

of Unit Mail Personnel
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RESPONSIBILITIES
OF

UNIT MAILROOM
PERSONNEL
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Responsibilities =
of Unit Mail Personnel ;

Unit Commanders will:

* Provide adequate space and equipment necessary
for the proper handling and security of the mail

* Ensure postal officers, mail clerks and orderlies have
sufficient time to efficiently perform their mail-handling
duties.

» Periodically check mailroom to ensure it is being
maintained in an orderly condition.

* Report and take required action on postal offenses
and losses IAW Chapter 14 of the DOD Postal
Manual 4525.6-M.
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Responsibilities ?
of Unit Mail Personnel

Unit Postal Officers will:

« Ensure mail is picked up at the times specified by the
MPO and is handled in an efficient and timely manner.

« Develop SOP’s to cover mail security, emergency
destruction of mail, and delivery of mail during field
exercises (FTXs)

» Supervise operations of unit mailroom IAW DoD
4525.6-M, C1.6.9, C15.1-C15.13 and AR 600-8-3

« Verify daily that all accountable mail has been
delivered by comparing the PS Form 3883s and PS
Form 3849s.
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Responsibilities .
of Unit Mail Personnel
Unit Mail Clerks, Alternates and Mail
Orderlies will:

 Deliver mail and. maintain accurate records for
accountable mail

 Correct all discrepancies noted on mailroom
inspections expeditiously

* Report known or suspected postal offenses to the unit
postal officer or commander immediately

« Pick up mail at times specified by the MPO

« Deliver mail only to the actual addressee or
authorized designee
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Responsibilities ‘;>
of Unit Mail Personnel

Unit Mail Clerks, Alternates and Mail
Orderlies will:

* Provide mail service and operate the mailroom |IAW
DOD Postal Manual 4525.6-M and AR 600-8-3.

« Safeguards mail at all times.

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

* Perform “PROMPT” directory service on all
undeliverable mail using the Electronic Postal
Directory and return it to the servicing military post
office (MPO) NLT the following workday after receipt
of the mail.
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UNIT
MAILROOM
OPERATIONS
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Unit Mailroom Operations .

(CONTROL OF KEYS AND COMBINATIONS)

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

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

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

NW\

\ )\

UNITED STATES N
POSTAL SERVICE Duplicate Key Inventory -
Employsa Name (Print Lasl, Fiaf, & Mi) : _ " structions . ;
L AOROE Doatses I Sea Saction 362, Handbook -1,
Opeealing Link™ _ Post Office Accounthy Procedures :
SET SIRAL S | Ahar the cuplkcats ke arm encosad and tha Kap b sealed, boi you Jhe
’ Hecapiacle No. [No.Keys|  Sorial No., | of g -%%.m %hm ﬂ::n ™ ﬁ:‘: o o
' Cash Drawer sreshipe. Afix 2 ! posiank acen both ervelopa
- e s i, -Ghv0 i and aratops 40 the opywoprich
g & dsf / AEFATS wmmmmtump;m .
] Stamp Cabinot (64 ke nacasary For you bo whtidri kers ssmporsily, open Tie orslops
1 Bale Compatmant - b P el
' the
: i It aceogs ko ona oF your lecked mosplackes ki nedsssany while you are
. 7] Abwarh from dhty, the wil from
i eeignated Witnese Name (Prng) hﬂ Wmﬂm mmﬂﬂl thin
| Mﬁmmwm%mnn “w;"m-'
! Designated Winesa kame (Prin} . :ﬂ poary it
. mlplﬁ:m oartiy w.mwmmmumn
PS Form 3977, Aprli 1088 _ A

(Example of PS Form 3977)
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Unit Mailroom Operations .

(TRANSPORTING MAIL)

1. A closed body vehicle equipped with lockable

doors will be used to transport mail to and from
mail service activities. If such a vehicle is
unavailable and another type is used, unit mail
clerks or unit mail orderlies must ride in the
compartment that holds the mail, if practical. If
there are conditions that prohibit personnel from
riding in the compartment with the mail, visual
contact of the mail will be maintained at all times.

2. Privately owned venhicles will not be used to
transport mail. If an emergency situation occurs,
authorization must be requested by the unit
commander and approved by the servicing postal
activity.
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Unit Mailroom Operations .

(RECEIPT AND DELIVERY OF MAIL)

1. Only properly appointed unit mail clerks with a
valid DD Form 285 in their possession may pick
ulpf.or deliver mail at the servicing military post
office.

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

a. Passed the Postal Clerk Performance Test.

b. Possess a DD Form 285 validated by the
Installation Postal Officer or designated
representative as an alternate mail clerk in
%%gition to being designated as a Unit Postal

icer.
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\@j, Unit Mailroom Operations .

(RECEIPT AND DELIVERY OF MAIL)

3. Before receipting for mail at the servicing military post
office, mail clerks will ensure any damaged mail is
properly endorsed and repaired or rewrapped, prior to
departing post office. If damaged articles are
received in closed bags, they will be repaired and
endorsed “Received in Damaged Condition,” along
with the date of receipt and the identity of the unit
repairing the article.

4. Unit drop boxes, purchase of stamps, or Money
orders for units geographically isolated from a
servicing postal IAW DoD 4525.6M, C3.2.10.1 and
C15.9 must be approved. Unit commanders may
request authorization from the Installation Postal
Officer or Civilian Postal Officer Supervisor for these
services.
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Unit Mailroom Operations .

(RECEIPT AND DELIVERY OF MAIL)

5. Personal mail will be delivered to the addressee or
through individual receptacles. Receptacle delivery
procedures are contained in paragraph (T). Any
competent member of the family who has a valid
identification (ID) card may be given accountable and
non-accountable mail addressed to the family except
mail items endorsed “Restricted Delivery”. However,
the sponsor may state in writing that no members
other than the sponsor will have access to the
sponsor’s mail.

6. Mail addressed to unit members by title (i.e.,
Commander, 1SG, Supply SGT, etc) is considered
official mail, and will be delivered as such.
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b
Unit Mailroom Operations

(RECEIPT AND DELIVERY OF MAIL)

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

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

9. All mail will be date stamped on the reverse side to
show date of receipt

10. Mail opened by mistake will be resealed,
endorsed “Opened by Mistake,” and S|gned by the
person opening the mail, if pOSSIb|e and then
returned to the servicing military post office from
wdh(ijch received, so it can be forwarded to the correct
address
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>
(RECEIPT AND DELIVERY OF MAIL)

11. Customers can control delivery of accountable and non-
accountable mail addressed to them by completing PS
Form 3801, “Standing Delivery Order” (FIGURE 9 & 10 in
Part Il, Accountable Mail); PS Form 3849, “Delivery
Notice / Reminder / Receipt,” (FIGURE 3 thru 8 in Part I,
Accountable Mail); or by written instructions on a DD Form
2258, “Temporary Mail Disposition Instructions” (FIGURE
78 thru 80, Part I, Mailroom Operations), or a letter
(letters must be signed by the addressee in the presence of
the mail clerk and will be kept on file until withdrawal by the
addressee) . Customers may only name a person who is
authorized MPO privileges by virtue of his or her own status.
Customers may not use the PS Form 3801 for the
convenience of not retrieving their own mail from the unit
mailroom.

12. Addressees can refuse mail they do not want to receive.
Non-accountable mail can be refused at the time of delivery
or after delivery, if it is returned unopened. Accountable
mail can only be refused at the time of delivery, before
patron signs for the article. The addressee will be
requested to write on the front of the envelope or wrapper
“Refused,” and sign and date it. If the addressee declines
to make the endorsement, the mail clerk or mail orderly will
endorse it “Refused by Addressee,” then date and sign it



http://images.google.com/imgres?imgurl=http://www.union.arizona.edu/retail/usps/usps_logo.gif&imgrefurl=http://transfossil.blogspot.com/2007/01/contrast.html&h=130&w=200&sz=2&hl=en&start=1&tbnid=tMKnV64QiJI2FM:&tbnh=68&tbnw=104&prev=/images%3Fq%3Dusps%2Bsymbol%26gbv%3D2%26svnum%3D10%26hl%3Den%26sa%3DG

b
Unit Mailroom Operations

(RECEIPT AND DELIVERY OF MAIL)

13. Mail missent to your unit mailroom will be endorsed
“Missent” to include your unit address, the date
and the mail clerks initials.

14. First-class mail received unsealed will be endorsed

“Received Unsealed”. Affix PS Label 21, “Officially
Sealed” (if available) to the letter and initial it before

delivery.

15. Mail addressed to unit mail clerks and mail orderlies will
be processed the same as mail for other members of the
unit. Such mail will not be opened, stored or
disposed of within mail work areas.
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&>¢ Unit Mailroom Operations
(RECEIPT AND DELIVERY OF MAIL)

Yavette M. Chenault
| 234 Chocolate Drive Stamp

I Lawton., Ok 73501

S5G John L. Lerned
121 Evac

Box 156, Unit 15279
APO AP 96205-5279
Received in Damaged
Condition at 121 Evac

18 Jan 04 JMC

FIGURE 9 (*Received In Damaged Condition™)

Stamp

I Yoayette WL Chenault
: i 234 Chocolate Drive
| Lawton. OK 73501

Comrmander
' HHC 8" PERSCOM
| Unit 5316
APO AP 96205-5316

FIGURE 10 (Example of unit official mail)

Yovelie M, Chenault
1 234 Chocolate Drive Stamp

oo, (kL 735010

Conmunander of
Box # 3910

APO AP 96205
Insufficient Address

18 Jan 04 JMC

FIGURE 11 (Insufficient Address)
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-

18 Jan 04

FIGURE 12 (Date stamp on reverse side of letter mail)

Yovette M, Chenault
1234 Chocolate Dirive Stamp
Lawton., OK 73501

556G John L. Lerned

HHC. 8" PERSCOM
Box 156, Unit 15279
! APO AP 96205-5279

Opened by Mistake
Signature of person
who opened mail

18 Jan 04

S e —_

FIGURE 13 (“Opened by Mistake™)

Yovette M, Chenault
| 234 Chocolate Drive : Stamp

Luwion, Ok 73501

S50 Benford
HHC, 8" PERSCOM

Box 444, Unit 15316 Refused
APO AP 96205-5279 Signature of Addressee
18 Jan 04

-

FIGURE 14 (“Refused by Addressee™ and endorsed by addressec)
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S ge~¢ Unit Mailroom Operations

(RECEIPT AND DELIVERY OF MAIL)

[ Waerme M, Chenault
| 1234 Chocolate Drive Stamp
Ploavwton, Ok 73501

585G Benford
HHC, 8" PERSCOM
Box 444, Unit 15279
APO AP 96205-5279 Refused by Addressee
18 Jan 04
o Mail Clerk Signature |

FIGURE 15 (*Refused by Addressee™ and no endorsement by addressee)

Yoveite M, Chenault
I 234 { Thocolate Drive Stamp

Lawiton, (3K 73501

S5 John L. Learned
121 Fvac MMissent To:
Box 156, Unit 15279 HHC, 8" PERSCOM
APO AP 96205-5279 APO AP 96205-53106
Date:
) Mail Clerk Initials:

FIGURE 16 (Missent to your unit address)

Yovene M. Chenault
| 234 Chocolate Drnive Stamp
| svwton. Ok 73501

S55G John L. Leamed
121 Ewvac
Box156, Linit 1527
APO AP 96205-5279 Received Unsealed
Date:
] Mail Clerk Initials:

FIGURE 17 (First-class mail received unsealed)


http://images.google.com/imgres?imgurl=http://www.union.arizona.edu/retail/usps/usps_logo.gif&imgrefurl=http://transfossil.blogspot.com/2007/01/contrast.html&h=130&w=200&sz=2&hl=en&start=1&tbnid=tMKnV64QiJI2FM:&tbnh=68&tbnw=104&prev=/images%3Fq%3Dusps%2Bsymbol%26gbv%3D2%26svnum%3D10%26hl%3Den%26sa%3DG

b
Unit Mailroom Operations

(DIRECTORY SERVICE)

1. Each unit mailroom is responsible for the preparation
and maintenance of a unit mail directory file on all
personnel either assigned or attached to the unit, and for
those personnel who departed from the unit during the past
year.

2. ACTIVE (DA FORM 3955) DIRECTORY CARDS:
Personnel in-processing the unit must prepare two directory
cards. Unit mail clerks will maintain one copy for unit
mailroom files and take one copy to the servicing military
post office directory clerk.

3. The active directory cards for personnel presently being
served will, as a minimum, contain the name (Last, First,
Middle Initial), grade, SSN, organization, and mailing
address (FIGURE 19). Annotate family members first
names, middle initials, (and last names when different from
the sponsor’s) in the “Remarks” section on the directory
card. Enter “NFM” in the “Remarks” section to indicate
there are no family members (FIGURE 20). If a sponsor
has family members with a different last name, prepare and
file separate card for that family member. The unit mail
clerk must cross-reference this card with the sponsor’s card
and maintain it in an identical manner. Follow this
procedure for personnel who have a name change (i.e. dual
military) (FIGURE 21).

4. When a service member is reported absent without
leave (AWOL), the unit mail clerk will annotate “AWOL —
and effective date” in the Remarks block (FIGURE 22).
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b
Unit Mailroom Operations

(DIRECTORY SERVICE)

5. Active directory cards will be maintained in alphabetical
order regardless of rank or status (FIGURE 18). Some
names such as Browne and Brown, or Stevens and
Stevenson will match letter for letter up to the end of the
shorter name. In such cases, the name with the fewer
letters is filed first; thus, Brown precedes Browne, and
Stevens before Stevenson. If the last names are exactly
alike, use first names and possibly middle initials in
determining the order of file.

6. INACTIVE (DA FORM 3955) DIRECTORY CARDS:
Personnel departing the unit must complete the directory
card on file at the unit mailroom and one additional directory
card (FIGURE 23). The unit address annotated in “New
Organization” block will be lined out and re-entered in “Old
Mailing Address” block. Unit mail clerks will maintain one
copy for the unit mailroom files and take one copy to the
servicing military post office directory clerk.

7. If a service member has departed the unit and did not
complete a directory card, the unit mail clerk will complete
the card for the service member. (FIGURE 24).
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b
Unit Mailroom Operations

(DIRECTORY SERVICE)

8. Service members who are AWOL for 30 days and
have been officially declared a deserter will have an
inactive card completed by the unit mail clerk. Enter
“Moved, Left No Address” in the New Mailing
Address block (FIGURE 22).

9. PURGE DATES: The purge date is the date
(month & year) the DA Form 3955 will be removed
from the directory file. The purge date is annotated in
the upper right hand corner of the directory card.
(Example: when an individual is no longer served by
the unit mailroom, you will count 12 months and write
the 13th month in the upper right hand corner. If the
individual is TDY, count 6 months and place the 7th
month in the upper right hand corner. During the first
work week of each month, the directory file will be
screened and all expired cards will be removed and
destroyed.
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Unit Mailroom Operations
(DIRECTORY SERVICE)

G00-8-32 Postal Directories
PA Sys: AODGSTAPC and
ACODIDAFPE

ACTIVE o
PIF after departure of the individual

FIGURE 18 (Example of file for Active E)_A Form 3955 Cards)

*Note: DA Form 3955 cards will be kept on file for 12 months and destroyed the following month
after departure of the sponsor or family members. Inactive files labels for Postal directories
containing DA Form 3955 cards will look as follows:

600-8-3e Postal Directories REC TYPE: K
PA Sys: AOO065TAPC and

AOOO1DAPE
INACTIVE

DESTROY 12 MONTHS AFTER THE DEPARTURE MONTH OF
THE INDIVIDUAL
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Unit Mailroom Operations
(DIRECTORY SERVICE)

1 Whitaker, Judy 4. E~4 1 000-00-0000
PRINT NAME fLast. First, M) GRADE SSN PURGE DATA
NEW ORGANIZATION (Campicts Desigraton) ' BOX MUMBER
8th PERSCOM, Box 288, Unit 15316, APO AP 96205 280

UATA REQUIRED BY THE PRIVACY ACT OF 1574, AUTHORITY: Title 33 USC and DOOPestat Servige Agreamanl. 2
Fel, 59, PRINCIPAL PURPOSE: To route ang fnrward (Tirectory) inzil. ROUTINE WSES: Used by Arty military and eswillan
paizoneet 1 mal fuactions and address ingares Data are inspecled By commanders, postal olliears, and military and
ciailian inspRciors DISCLOSURE: vountary. Hownver tailureg to provide the requested inkermiation eould result in delayfin-
ability to orward mail.

OLD MALING ADOFESS fingiuge S0X No | if any, dud NEVY MAILING ADDRESS finclude 2P Godel
b ziP Goue
DATE DEPARTED LD 0AG. DATE DHE NFW OFG

CUARIERSOFT POST ADDHES AEMARKS ' l
Dependents:
Ann M. Whitaker (Wife)
) S o Bill S. Whitaker (Sen) i
CONSENT: K Bils) i' [ 1 30 NOT CONSEST TN P DEPBATING, COMPLETE DELOW (TERS)

RELEAZE THE ABOVE HOME ADORESS HEADQUARTERS ISSLENG DROERS
05 85%M 10 "HEHD FARTIES,

SIGHATUPE o ) DHTE ORDER NUMBER ) ' ORDER DATE o
Gorch (WA Tal v IR ,
DA FOn 3955 FOITION OF 1 AUG 78 MAY BE LSFT
| FEB 7B CHANGE OF ADDRESS AND DIRECTORY CARD
Far use of 7us furei, $ea AR BS-1 and FE-7%: the proponcn: agency is TAGEEN,

FIGURE 19 (Example of DA Form 3955 - Incoming Personnel)
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ae—¢ Unit Mailroom Operations
(DIRECTORY SERVICE)

Redstune, Fred D. | B4 {DDD—ﬂﬁ:DDDD

PAINT NF-":I.!E jLerst, Firgt, M) . GRADE s S5H . PLURGE DATA
NEW QRGANIZATION (Gamplela Dasignanon) 80X MUMBER
Sth PERSCOM, Box 312, Unit 15316, APO AP 96205 3132

DATA REGUIAED BY THE PAIVACY ACT OF 1974, AUTHOMTY: Tile 39 USC and DOO/Postal Service Agreemenl, 2
Fob. 59. PRINCIFPAL PURPOSE: To route and foreard (Direclaey) marl. RDUTINE USES: Usad by Army millary and avilian
parsannal in mait lynclipns and address inquires. Data ard mspactad by commanders. prsial offleers, and military aod
civilian inspoctors DISCLOSUAE: Voelunkary, Howeved, failura 10 aravide (he requestad informallon could resull in detay!ln-
ability to forward mail,

b MAILING ANDRESS finnfude HOX Mo, of amy, 8md HEW MAILING ADDRESS (inchads ZIF Cofa)
ELE N
OATE DEPARITED QLD DRG. DATE DUE NEW DRG:
QUARTEASICEF FOST ADDRESS AEMARKS
NI

- . ;
consenT: K] 100 [ 100 NOT CONSENT 10 (1F DEPARTING, COMPLETE BELOW HEMS)

AELEASE THE ABOVE HOME ADORESS HEADDUARTERS ISSUING ORLERS
fJH S5 TO THIAD FARTIES.

SIGHATUNE "DATE DRDER NUMOEN CRDER DATE
,«i}mrg’ < /gwéﬁa'é STt 04
FORM 3955 EOITICH OF 1 &G 75 MAY BE UGED.
DA { FE2 70 CHANGE OF ADDRESS ANOD DIRECTORY GARD

For use nf Hus form, see ATTE §5-1 and 65-75: the proponent agency is TAGCEN.

FIGURE 20 (Example of DA Form 3955 — no family members “NFM”)
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'—

ae—¢ Unit Mailroom Operations
(DIRECTORY SERVICE)

Spunky, David T, E-5 | 0060-00-000
FAIMT NAME (Lagt, Firsz, 4] GRADE | 55N PURGE DATA
HEW DRGAMIZATION (Compdmte Dosignation) B HUMBEF

8th PERSCOM, PBex 28, Unit 13316, APO AP 96205 28

GATA RECLHRER BY THE PRIYACY ACT OF 1974, AUTHORITY: Title 39 LIZC and OO0Posial Sarvce Agreemanl, 2
Eel B8 PRINCIFAL FUREQSE: Tn reuts and forward [Ciretory) mail, ROUTINE USES: Used by Army military and civilign
peisannel in mail lungtieng ard address inquites DalA Arg inspected by commanders, pastal aflicera, and military and
Livilian ingnechors. MECLOSURE: Yelumary, Howevar, failure 1o provide the raguasted inforratron could rasull in delayhn-
aniily to foreard mal.

LD MAILING ADIDAESS {Inctyge BOX Mo & any, R MEW MAILWMG ADDRESS finciude S Coday
Zif Code)

DATEF DEPARIED OLD ORG: DATE DUE MEW (4G,

DUARTERSIDEF POST ADDNFSS REMARKS

Dependents;:
Jesstica P. Spunky (Wife)
— 7 | Sam J. Brown {Son)

consenT: JA 100 [] 1 DO NOT CONSENT T0 (iF DEPARTING. COMPLETE BELUW HTEMS)

RELEASE I'HE ABOWF HOHAE ADDRESS Hl;:-ADDUAFlTEFIS- ISSLIHGG ORDERS
R 55K TO THIRD PARTIES.

SIGNATIRE ' ) ) [ DATE " |CADEA NUMBER " DADER DATE
pa . /] i . 1
Canid Knonhy o Adk0S
DA FORM 39 EDITION OF 1 AUG 78 MAY BE USED
1FEQ 70 CHANGE OF ADDAESS AND MIRECTORY CARD

Tar psa Al hiz e, see AR's G5-1 and 83.70; the propoaasnt 3gency iz THAGCEM.

FIGURE 21 — (Example of DA Form 3955 — Sponsor Cross Reference)
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"Ii-

ae—¢ Unit Mailroom Operations
(DIRECTORY SERVICE)

BRrown, Sam J. Civ 1o 3-00-0000
PAT NAME (T ast, Firsi, Wi} _ GRADE | §8N PURGE DATA
HEW ORGAHIZATION (Completa Designation; BOX NUMBER
arh PERSCOM, Box 28, Unil 15316, APO AP 96205 28

DATA REGUIRED BY THE PRIVACY ACT OF 1974, AUTHORITY: Titke 29 USG and DOD/Poslal Sarvice Agresmenl, 2
Fon 50 PRINCIPAL PURPOSE: To route and borward (Direciary) mail. RDUTIME USES: llsed by Army military and cvikan
gorzennel nonail funclions and addrasa inquires. Dala are inspacted by commandees. poslal offfcers, and mulitary and
civilign nspuctors. DISCLOSURE: Yolunlary. However. lailura 1 provide the requested information coubd resuit in delaya-
ality 13 “orsarg mail

DLD MAILING ADCAESS finclude S0 Mo, if ardy, and HEW MAILING ADQRESS finghede ZIP Cooe)
ZWF Loge)

CATE CEPARTED CLD ONG DATE DUE NFW CAG:

OUARTERSIOEF POST ADNIRESS REMAKIKS

(Cruoss—-Reference}
Sponsor: Spunky, David T.

S

| ru‘; O o N'DT CONSENT TG (i DEPARTING, COMPLE TE BELOW ITEMS)

COMSENT:! . ..
BLLEASE THE ABOYLE HOME ADSRESS HEADDUARTERS ISSUIMG ORDEARS
OR GSN TO THIRD PAR LS,
SIGMATURE ' | DATE "' { OROEA NUMEER ORDER OATE
. ] . !
SEL sl ATEL OF St el s Led L ,
DA FORM 3955 EDITIGN O 1 AU 78 MAY BT USED
| FER 72 CHANGE OF AODRESS AND DIRECTORY CARD

Far Lap ol this e, see AFUS 65-1 a0 6575, the propanent agandy is TAGCEN.

FIGURE 21 — (Example of DA Form 3955 — Dependent Cross Reference)
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Unit Mailroom Operations

'—

(DIRECTORY SERVICE)

Smith, Bill J. E-3  |000-00-0000 |[O&°0L
FRINT NAF.;IE fLast, First, J'I:d'.l’ﬂn GRAADE . H55H PURAE CATA
HEW QRGANIZATION (Cotniera Dasignation) BOX NUMBER

. 1 L) 1 . 3 3 5

DATA REQUIRED BY THE PRIVADY ACT OF 1974. AUTHORITY: Titlg 29 USC and DOMMFostal Service Agraarent, 2
Fab. 58, PAINCIPAL PURPORSE: To route and forsard [Dirgclary} msl. AOUTINE USES: . Usad by Army military and. ehvilian

personnat in mall lungtions and address inquires, Dala are inspected by commanders, paslal allizers, and miilary

and

civilign inspectarg. DISCLOSURE: Voluntary, Howavar, lailure 1o provide Lha requesied information coukd result o detaydin-

abilily 1o lorward mail,

QLD MAILING ADDRESS faclude BOX MNo., f sy, and
Z1P Codle)

Bth PERSCOM

Box 335, Unit 15316
AP AP 90205-5316

[ o

MEW MAILING ADDRESS {inciuge JIF Cods)

Moved, Leflt No Address

DATE DEPARTED OLD ORG: 9 Aup 0!

DATE DLUIE MEW QRAG:

GUARTERS/OFF POST ADDRESE

—
[

- e ————

REMARKS
NFM
AWOL - 9 Aag 01

U‘Jr
coNsSENT: B 100 [] 1 DO HOT CONSENT TQ
RELEASE THE ABCIVE HOGME ADDRESS
OR 55N TO THIRD PARTIES.

HEADQUARTEAS 1S5UINA OADERS

SIGNATURE

e DATE CRDER NUMBER OADER DATE -
Bild 4 nied, |2 074n a1
D CEQRM 5 5 EDITION OF 1 AUG 78 MAY RE USED,
A | FEB 78 39 GHANGE OF ADDRESS AND DIRECTORY GARD

For uze ol (his lorm, ses AR BS-1 and B5-75; the propananl agency is TAGCEN,

FIGURE 22 — (Example of DA Form 3955 — AWOL over 30 days
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o182 Unit Mailroom Operations

'—

(DIRECTORY SERVICE)

o

Whitaker, Judy A. E-4 |000-00-0000 |TYA 0,2

PRINT MAME (Lasl, Firsl, M) GRADE | 33N PURGE DATA

HEW ORGAMNIZATION (Comiofete Dasngralion) BOX MUMBER
; 3 ; 289G

OATA AEMNRED BY THE PRIVACT ACT OF 1974, AUTHORITY: Tile 39 LSG and DODVPasial Sarvvdce Agragmanl, 2
Feb. 53 PRINCIFAL PURMOSE: To rowia And forward (Directory) mail, FRGUTIKNE USES: Uesad by Army mifllary and civliian
rerannael in mail funclicns and addresa inquirks. Dele Ara ina{m:iﬁdﬁy commanders, postal offlcars, and miltary and

-}

civilign ingpactars, DISCLOSURE: Yolumlary. Howevear, {ailbre & proee

ability e Parward miail.

tha raguasiad informalion could rasedl o delawn-

?:II:DCF?EIUNG ADDRESS (foctuda BOX o.. i any, and MEW MAILING ADDRESS (include ZIP Coxel

) .
8th PERSCOM . HHEC 1st Infanitry Division
Box 289, ifnit 15316 Ft Riley, K5 66442
APO AP 96205-5316

NATF DFMARTED LR ORG: 15 May 1 _ DATE DUE NFW ORT: 15 Jun Q1 ]

CUARTERSAONF FOST ADLRESS

T_Jﬂ'u"

REMARKS

Nependents: :
Ann M. -Whitaker (Wife)
Bill 5. Whitaker (Son}

WA
consent: K 100
HE{ EASE THE AROVE HOMF ADDRESS
OR SEH TO THIND PAATIES.

O | oo MOT CONSENT TO

fiF DEPARTING, DOMPLETE BELOW ITEMS)

SIGHATURE E DATE

Lesls. B0 A, My VMY AL

HEAQGUARTERS ISSINMNG (RUERS

B QT SrETH A58

OADER MLIMBER ORDER DATE

LSl E L8742 a4

DA”, o™ 3955

1 FEB 72

FOITION OF 1 ALIG 78 MAY RE LISET.

CHANGE QOF ADQRESS AND DIHECTUH‘I’ CARO

For use of |hia torm, see AR's f5-1 and 65-75. the praponent agency s TAGCEM.

FIGURE 23 (Example of DA Form 3955 — Outgoing Personnel)
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Unit Mailroom Operations
(DIRECTORY SERVICE)

T el

DeE Toun L 1 § 23 PP
FURGE BATA

PRINT MAKE {Lasl, Farst, i} _lGAADE 55N
HEW ORGANIZATION Compole D Q‘Jlaimj BOX HUKMOERA
ﬁ:g P - = : I 1 o =
3 [ L ;_{ L u-i"w- J”I-W._ -"Irn?\-j
DATA REGUNRED AY THE PRIVACY ACT OF 1974, AUTHCRITY: Tuhp 39 LUSG and DODWPastal Elﬂ.rlf_li Apreamanl, 2
Fot. 58, PRINCIPAL PURPOSE: To roane and fonvard (Dieciory) mad, BOUTIMNE USES: Used by Army mlnlaly and giahan
parsaniel in mail knotons and addess inguites. Cala an inspoetod by commandars, postl olficoss, and msltitasy and

civikan inspecios, DISCLOSUNE: Vokedary. Howreor, ledime 19 prowide iho roquested infgemeton ooeld o oull |'| thes|iyran -
abildy bo lorvsrd il

OLD SAILING ADDAESS (feclutle EOE N, § any. and BEW BAAILING ADDHESS (fnclude ZIP Codo)
2 Code,

} - s B
P Presrom HHC ST InFaadk o Divisren
J!.;':lx i ? r'.'ru'_r;-’.la e A £ Bree ¥, _..;fﬁ.": & o #1607
g AP Ghles-53¢

BATE DEPARTED OLD cusu:a .-'”;' ayefF ‘ DT ul.u HEYY oRG: JE TUAN g7 ;

=..-an1§|= FD!:H ADDRESS ﬂc?-'-"'-Fll.
t\ﬁn’.l\ telrer J'I.fﬁe-’ EL Tpels s rPhd -'¢.£. S e

Ohange of Adidresy cdeer, Shidh el ‘f;‘
CaEaT T refegse of AT aﬂhfr,,:.

. - T DEPARTING, COMPLETE LOW ITERS
copsenT: L opo U 1 DO NOT CONSENT TO LE HELO o

AELEASE THE ABOVE HOME ADDRESS HEADOUARTERS I55UING DRIERS

0F 554 TO THIFD FARTIES. B DET, Hidve iy
SIGEATURE (T OO s “El[gate | OADER NUMBEA T GAGER DATE

|' v 1 R
At Ly 1 K fofor 2 temeYed | fe- 2 | Zoxib oz
ILf;T; — 3@%!; ERATION OF 1 ALES Y1 MAY OF USED
A 1 eER T ek CHAMNGE OF ADDRESS AND DIRECTONY Cant

Eg2 ysn ol g Inenn, soe AR E00-ES I progmmm) aipehcy 8 OR3P EH

FIGURE 24 — (Example of DA Form 3955 — Prepared by unit mail
clerk for soldier who departed without filling card out.)
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(ELECTRONIC DIRECTORY SERVICE)

1. Postal Directory is a web based application that allows you
to manage, search and print address information. By being
web based Postal Directory is available from any computer
by simply accessing the Soldier Management System (SMS)
at https://sms.korea.army.mil/ and logging on using your
AKO user id and password.

a. Postal Directory is a module of the SMS. Every postal

clerk, unit mailroom clerk, and S1 will have access to the

postal locator ensuring that addresses are updated quicker

gg%/%ntually eliminating the single point of entry for DA
ata.

NOTE: The Postal Operations Division will notify all
Military Post Offices when to stop using the DA 3955.

Every authorized user has the ability to update address
information. By providing enhanced search and printing
capabilities the Postal Directory helps ensure that the mail
gets to the right address.

b. The Postal Directory also allows labels to be printed by
UIC, MOS, and zip code. The more you use Postal
Directory the more you understand its capabilities. The
Postal Directory is not just for soldiers; address information
for all branches of the Armed Forces and civilians in the
Theater will be maintained. As personnel in-process and
out-process they have the option to update their information
online. The goal of Postal Directory is to provide the most
accurate address information possible. By doing so it
empowers both organizations and individuals.
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https://sms.korea.army.mil/

b
Unit Mailroom Operations

(ELECTRONIC DIRECTORY SERVICE)

2. System requirements for the Postal Directory:

- Computer — running Microsoft Windows 2000 or XP

- Network Access — connected to a network able to
access the Internet

- Laser Printer (recommended)

- Web Browser — Microsoft Internet Explorer is
recommended, but there is no reason that Netscape
or some other browser will not work.

- Microsoft Word - is required for printing the labels

- Sheet Labels — Postal Directory is designed to work
with Avery 5161 and 5162 labels

- AKO User ID — If you do not have an AKO account
or do not know your password go to
https://www.us.army.mil
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https://www.us.army.mil/

b
Unit Mailroom Operations

(ELECTRONIC DIRECTORY SERVICE)

NOTE: For Korean employees, Contractors, Air Force, Navy
and Marine personnel to receive an AKO account they
must be sponsored by a member of the APO, or anyone
with an existing AKO account.

a. The Korean employee will need to make up a SSN
with 9 numbers in order for an SMS account to be created for
them (suggest 999-last 5 digits of Korean Service
Number). Contractors will enter their SSN.

b. Korean employee/contractor goes to AKO website
(with sponsor there as guide), click on register for AKO.

c. Go to "Create Guest Account" and follow the prompts
from there. Enter SSN in the block even though required it
will be tied to their SMS account.
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b
Unit Mailroom Operations

(ELECTRONIC DIRECTORY SERVICE)

d. Sponsor will receive an email from AKO prompting

them to approve the request. (Sponsor Management
can be found under "My Workspace" on AKO page).

e. Person should be able to logon within 24

hours. If you are assigned as a unit mail clerk and

do not have an SMS account contact the servicing
MPO to obtain an account.
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\»@/ Unit Mailroom Operations

(DISPOSITION OF UNDELIVERABLE MAIL)

1. Mail that cannot be delivered to the
addressee is considered to be undeliverable
mail. This undeliverable mail will be
disposed of promptly and properly as
defined in DoD Postal Manual 4525.6-M,
Chapter 3 and AR 600-8-3 Chapter 4.
Screen all undeliverable mail against the unit
daily status report or alpha roster before
conducting directory service. Unit mail
clerks can obtain a copy of the unit daily
status report or alpha roster from the S-1
section. Maintain this report under Army
Record Keeping Information Management
System (ARIMS formerly known as MARKS)

file # 600-8-3d.
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b
Unit Mailroom Operations

(DISPOSITION OF UNDELIVERABLE MAIL)

2. Undeliverable mail must be endorsed with the

reason for non-delivery or endorsed with the correct
forwarding address (FIGURE 25-34). Endorsements
will be made on the front of the mail whenever
possible. The initial forwarding address will be placed
below and to the right of the original address. After
using all available space on the front of the mail, write
“OVER” on the front and place additional
endorsements on the back. Unit mail clerks will:

a. Enter their initials and the date directory service
was given below the endorsement.

b. Write in omitted elements of the name, if known.
Do not write, stamp, or cover the name of the
addressee.
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b
Unit Mailroom Operations

(DISPOSITION OF UNDELIVERABLE MAIL)

c. Draw a single diagonal line through the incorrect

address with a pen. Line through any bar codes
which may be imprinted on the front lower right side
or on the back side of the mail being directorized.
Totally obliterate this code with a black marker.

d. Make endorsements neat and legible, using the
minimum space required.

e. Back-stamp each piece of mail given directory
service, to indicate date of receipt.

f. If the individual has departed on permanent
change of station and mail is being forwarded using

a military unit as a forwarding address, include a
“due-in date” “estimated date of arrival”. This is
not necessary once the due-in date has passed.
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b
Unit Mailroom Operations

(DISPOSITION OF UNDELIVERABLE MAIL)

3. Mail addressed for individuals that are due to
arrive will be handled as follows:

a. Hold the mail for 15 days past the anticipated
arrival date. If mail is unclaimed at that time, deter-
mine the individual’s status by contacting your S-1
section or the military or civilian personnel office,
and make disposition of the mail accordingly.

b. If there is no indication of a due-in date or the
due in date has passed, but you have reason to be-
lieve that the individual is due to arrive because the
mail is being forwarded, the sender has the same
last name, or some other similar reason, hold it for
30 days.
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b
Unit Mailroom Operations

(DISPOSITION OF UNDELIVERABLE MAIL)

c. If the mail is still unclaimed at the end of the

hold period and if there is no indication that the
individual is due to arrive at a later date, it will be
endorsed “Attempted-Not Known” and returned to the
servicing military post office.

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

4. The servicing military post office monitors
directory mail being returned by unit mail clerks to
ensure that it is endorsed neatly and properly. If
illegible or incorrect endorsements are frequently
noted by the servicing military post office after the unit
mail clerk has been briefed on correct directory
procedures, the unit commander or postal officer will
be advised.
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b
Unit Mailroom Operations

(DISPOSITION OF UNDELIVERABLE MAIL)

5. Unit mail clerks will return all undeliverable mail to the
servicing military post office daily. Sort and band mail
separately as follows:

a. All mail with forwarding address
b. Attempted Not-Known

c. Undeliverable as Addressed

d. Missent

e. Refused By Addressee

f. Opened By Mistake

g. Insufficient Address

h. AWOL — Moved, Left No Address

i. Casualty Mail
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b
Unit Mailroom Operations

(DISPOSITION OF UNDELIVERABLE MAIL)

k. Undeliverable as Addressed Standard A and
Standard B Mail Single Piece Rate Mail with No
Endorsement from the Sender (See DoD 4525.6M,
page 19-20 and C3.T3 & C3.T4 *Interim Change)

1. Standard A Mail weighing less than 16 ounces-
Undeliverable As Addressed (Catalogs, newsletters,
pamphlets, etc)

2. Standard B Mail weighing 16 ounces or more
Undeliverable As Addressed (Library mail, bound printed
matter, parcel post, special standard mail)

Second Class Magazines & Inter Theater Newspapers

1. With forwarding address

2. With PS Form 3579

3. Forwarding Period Expired — Undeliverable As
Addressed

|. Second Class Newspapers (CONUS) — Undeliverable
és Ad()jressed (See DOD 4525.6M, page 94, Table
3.T2
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¥eae=¢ Unit Mailroom Operations

(DISPOSITION OF UNDELIVERABLE MAIL)

m. Uncancelled Malil
1. Domestic Mail
2. International Mail

TIME FRAME FOR HOLDING UNDELIVERABLE MAIL

Status Time Frame Additional Endorsement After
Time Frame Time Frame Expires
AWOL Hold mail 30 Days None Moved-Left No Address
Personnel Due Hold mail 15 days Hold additional 15 days Attempted — Not Known
To Arrive days past anticipated if you have reason to
arrival date. to believe individual is

Casualties Hold 24 hours None Under Cover Endorsed

Forwarding to Sevicing Deceased / Search

Military Post Office Patient / Hospital Search
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UNDELIVERABLE FIRST CLASS MAIL)

Mrs. J. Quick
1234 Leonard Ave. _
New York, NY 10021 First Class
SSG Johnny B. Quick Fwd To:
th Signal Company HHB, 5% Inf Div
Box 412, Uni Ft Polk, LA 71459
APO AP 96205-5 EDA:
A
Date:
Mail Clerk Inﬂtials:
‘ |\|||\||||‘
*

Place forwarding
endorsement on right side
Old Address of envelope, also annotate
“ Estimated Date of Arrival”

Totally obliterate the bar

code with a marker. Line through

FIGURE 25 - First Class Mail with no mailer endorsement (DA Form 3955 on file)

Mrs. J. Quick _
1234 Leonard Ave. First Class
New York, NY 10021

SSG Johnny B. Quick

& Signal Company

Box 412, Unit 15207

APO AP 96205- Attempted Not Known
Date:
Mail Clerk Initials:

FIGURE 26 - First Class Mail no mailer endorsement (No record of DA Form 3955)
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Unit Mailroom Operations
(UNDELIVERABLE FIRST CLASS MAIL)

Mrs. J. Quick
1234 Leonard Ave. PRIORITY Postage
New York, NY 10021 MAIL

SSG Johnny B. Quick Fwd To:

1 Signal Company HHB, 5% Inf Div
M Ft Polk, LA 71459
Change of Address Due APO AP 96205-5 EDA:
To Official Orders Date:
Mail Clerk Initials:

FIGURE 27 — Priority Mail (DA Form 3955 on file)

Mrs. J. Quick
1234 Leonard Ave. PRIORITY Postage
New York, NY 10021 MAIL

SSG Johnny B. Quick

1 Signal Company
Box 412, Unit 15207
APO AP 96205-5 Attempted Not Known :

Date:
Mail Clerk Initials:

FIGURE 28 — Priority Mail (No record of DA Form 3955)
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Unit Mailroom Operations
(UNDELIVERABLE FIRST CLASS MAIL)

Leisure Travels :
PO. Box 777 First Class
New York, NY 11305
ADDRESS CORRECTION REQUESTED

SSG Johnny B. Quick Fwd To:

169 Signal Company HHB, 5% Inf Div

Box 412, Unit. 15207 Ft Polk, LA 71459

APO AP 96205-52 EDA:

Date:

Mail Clerk Initials:

FIGURE 29 - First Class Mail with Mailer Endorsement (Address Correction
Requested) (DA Form 3955 on file)

Leisure Travels
P.O.Box 777 First Class
New York, NY 11305

ADDRESS CORRECTION REQUESTED
SSG Johnny B. Quick

th Signal Company
Box 412 tnit 15207
APO AP 96205- Attempted Not Known

Date:
Mail Clerk Initials:

FIGURE 30 - First Class Mail with Mailer Endorsement (Address Correction
Requested) (No record of DA Form 3955)
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¥eae=¢ Unit Mailroom Operations

(UNDELIVERABLE FIRST CLASS MAIL)

First USA Bank
123 Tecan St First Class

Vecaville, CA 95688
FORWARDING SERVICE REQUESTED

SSG Johnny B. Quick Fwd To:
169¢ Signal Company HHB, 5% Inf Div
M Ft Polk, LA 71459
APO AP 96205- EDA:

Date:

Mail Clerk Initials:

FIGURE 31 - First Class Mail with Mailer Endorsement (Forwarding Service
Requested) (DA Form 3955 on file)

First USA Bank
123 Tecan St First Class
Vecaville, CA 95688

FORWARDING SERVICE REQUESTED

SSG Johnny B. Quick

169¢ Signal Company
Box 412, Unit 15207
APO AP 96205- Attempted Not Known

Date:
Mail Clerk Initials:

FIGURE 32 - First Class Mail with Mailer Endorsement (Forwarding Service
Requested) (No record of DA Form 3955)
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¥eae=¢ Unit Mailroom Operations

(UNDELIVERABLE FIRST CLASS MAIL)

CENTRAL BANK
Charlotte, NC 28212

RETURN SERVICE REQUESTED

SSG Johnny B. Quick New Address:
169¢ Signal Company HHB, 5% Inf Div
M Ft Polk, LA 71459
APO AP 96205- EDA:

Date:

Mail Clerk Initials:

FIGURE 33 - First Class Mail with Mailer Endorsement (Return Service
Requested) (DA Form 3955 on file)

CENTRAL BANK
P.O. Box 1005
Charlotte, NC 28212

RETURN SERVICE REQUESTED

First Class

SSG Johnny B. Quick

169¢ Signal Company
Box 412, Unit 15207
APO AP 96205- Attempted Not-Known

Date:
Mail Clerk Initials:

FIGURE 34 - First Class Mail with Mailer Endorsement (Return Service
Requested) (No record of DA Form 3955)
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F
Unit Mailroom Operations :

(UNDELIVERABLE PERIODICALS
SECOND CLASS MAIL)

1. Periodical (Magazines) that are undeliverable will be handled as
outlined below:

NOTE: All undeliverable periodicals will be returned to the
servicing APO for disposition except catalogs which can be
freely distributed at the unit mailroom.

a. All periodical (magazines) for overseas personnel reassigned in
an area served by the same postmaster (for example, APO AP

96 XXX to APO AP 96XXX) will be forwarded for 60 days after the
service member’s departure. The mailroom clerk will endorse this
mail “Advise Your Correspondent or Publisher of Your Correct
Mailing Address” and “Change of Address Due to Official Orders.”

* Exception: In the Pacific theater of operations
(between APO/FPO 96XXX and APO/FPO Seattle 98XXX
MPQ’s), all periodical (magazines) will be treated as if the
MPO is served by the same postmaster when forwarding
periodical (magazines).

b. All periodical (magazines) addressed to personnel who
have been reassigned to an area not served by the same
post master (for example, APO AP 96XXX to CONUS) will
be forwarded for 60 days following the member’s
departure. Mail clerks will endorse this mail “Change of
Address Due to Official Orders” and “Advise Your
Correspondent or Publisher of Your Correct Mailing
Address.”
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b
Unit Mailroom Operations

(UNDELIVERABLE PERIODICALS
SECOND CLASS MAIL)

c. The first copy of periodical (magazines) that are received
after the 60 day forwarding period or if a forwarding address
is unknown (i.e. no records of DA Form 3955 or PS Form
3579) shall be handled as follows. Complete PS Form
3579, listing the forwarding address and marked “Not
Deliverable as Addressed - Unable to Forward,” and affix
near the old address. Return the publication to the
servicing military post office for processing.

d. All periodical (magazines) received after the PS Form
3579 has been prepared will be endorsed with “Forwarding
Period Expired — Undeliverable as Addressed”.

2. Periodical (newspapers) that are undeliverable will be handled as
outlined in the following instructions:

a. Periodical (newspapers) addressed to personnel who
have been reassigned to an area served by the same
postmaster (for example, APO AP 96XXX to APO AP
96XXX) will be forwarded for 60 days after the service
member’s departure. The mailroom clerk will endorse this
mail “Advise Your Correspondent or Publisher of Your
Correct Mailing Address” and “Change of Address Due to
Official Orders”.
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b
Unit Mailroom Operations

(UNDELIVERABLE PERIODICALS
SECOND CLASS MAIL)

* Exception: In the Pacific theater of operations (between
APO/FPO 96XXX and APO/FPQO Seattle 98XXX MPQ’s), all
periodical (newspapers) will be treated as if the MPO is served by
the same postmaster when forwarding periodical (newspapers).

b. Periodical (newspapers) addressed to personnel who
have been reassigned to an area not served by the same
postmaster (for example, APO AP 96 XXX to CONUS or
APO AP 96XXX to APO AE 09XXX) WILL NOT be
forwarded following the member’s departure.

c. The first copy of periodical (newspapers) received after
the 60 day forwarding period or if undeliverable because
individual is reassigned to an area not served by the same
postmaster shall be handled as follows. Complete PS Form
3579, listing the forwarding address and marked “Not
Deliverable as Addressed — Unable to Forward”, and affix
near the old address. Return the publication to the

servicing military post office for processing.
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b
Unit Mailroom Operations

(UNDELIVERABLE PERIODICALS
SECOND CLASS MAIL)

d. All periodical (newspapers) received after the PS Form
3579 has been prepared will be endorsed with “Forwarding
Period Expired — Undeliverable as Addressed”.

3. Maintain a record of PS Form 3579’s. The name of the publication,
name of addressee, and date of notification will be maintained at
the unit mailroom in a computer file or log to prevent sending
duplicate notifications to publishers (FIGURE 35).
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b
Unit Mailroom Operations

(UNDELIVERABLE PERIODICALS
SECOND CLASS MAIL)

MAGAZINE DATE OF ADDRESSE
PS FORM 3579 NAME
TIME 15 Jan 03 SSG Doe, John A.
17 Aug 03 PFC Brown, James B.
MAGAZINE DATE OF ADDRESSEE
PS FORM 3579 NAME
NEWSWEEK 23 May 03 SGT Ashley, Robert L.
27 Nov 03 PFC Smith, Katy A.
MAGAZINE DATE OF ADDRESSEE
PS FORM 3579 NAME
MODERN 9 Aug 03 SSG Quick, Johnny B

ARCHITECTURE

9 Aug 03 PFC Madison, Ronald
M.
11 Sep 03 SGT Spunky, David T.

FIGURE 35 — Sample PS Form 3579 Log
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Unit Mailroom Operations

PERIODICAL (MAGAZINE)
(CONUS OR INTER THEATER
(APO AP 96XXX to APO AP 96XXX)
60 DAY FORWARDING PERIOD
DA FORM 3955 ON FILE

MODERN ARCHITECTURE
MAGAZINE

January 20XX

SSG JOHNNY B. QUICK

th SIGNAL COMPANY
BOXS, 15027
APQO AP 96205-5

ADVISE YOUR CORRESPONDENT FWD TO: HHB, 5" Inf Div
OR PUBLISHER OF YOUR FT Polk, LAA71459
CORRECT MAILING ADDRESS Date:
EDA:
CAHNGE OF ADDRESS DUE TO Mail Clerk Injitials:
OFFICIAL ORDERS 4
Using hand printing, gummed Line through Using hand printing, gummed
Labels, or rubber stamps place Old address labels, or rubber stamps place
Endorsements on left side of forwarding endorsement below
address label and to the right of address
label. Also annotate “Estimated
Date of Arrival”.

FIGURE 36 (PERIODICAL — MAGAZINE)
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Unit Mailroom Operations

PERIODICAL (MAGAZINE)
(CONUS OR INTER THEATER
(APO AP 96XXX to APO AP 96XXX)
FIRST COPY AFTER 60 DAY
FORWARDING PERIOD EXPIRES
DA FORM 3955 ON FILE

MODERN ARCHITECTURE
MAGAZINE

January 20XX

SSG JOHNNY B. QUICK

th SIGNAL COMPANY
BOX 5, 5027
APO AP 96205-5

Mal"k reason |f United States Posta: Service
. MNati f Undeliverable Periodical
NO forwardmg s " vaD Such Atternpled
Address C] Ne Such Numter [] Street L ot Known
[ Uncisimed [] Refused [] 'Pufficient

» B Mot Deliverable as Addressed — Unabile o Forward
> =

Initiais Da.il; Routa Mumber
10Tan 05
Moved to the Following New Address: |
Number. Straat, Apt/Suita No., PO Box, Privata Mail Box [PMB] |

<
e <

o 1 Mo Change :
Affix PS Form 357  SaweandziF+4 7 o Change [ OrWarding address
Near the old address o If know.

FS Form 3579, June 2300 Date

FIGURE 37 (PERIODICAL — MAGAZINE)
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Unit Mailroom Operations

PERIODICAL (MAGAZINE)
(CONUS OR INTER THEATER
(APO AP 96XXX to APO AP 96XXX)
All ISSUES RECEIVED
AFTER PS FORM 3579 HAS BEEN PREPARED
DA FORM 3955 ON FILE

MODERN ARCHITECTURE
MAGAZINE

January 20XX

SSG JOHNNY B. QUICK

th SIGNAL COMPANY
M
APO AP 96205-5

A

FORWARDING PERIOD EXPIRED
UNDELIVERABLE AS ADDRESSED
DATE:

MAIL CLERK INTIALS:

A

Using hand printing, gummed
labels, or rubber stamps place
endorsement below and to the
right of address label.

Line through
Old address

FIGURE 38 (PERIODICAL — MAGAZINE)
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Unit Mailroom Operations

PERIODICAL (MAGAZINE)
(CONUS OR INTER THEATER
(APO AP 96XXX to APO AP 96XXX)
(NO RECORD OF DA FORM 3955
OR PS FRORM 3579)

FIRST COPY

MODERN ARCHITECTURE
MAGAZINE

January 20XX

SSG JOHNNY B. QUICK

th SIGNAL COMPANY
BOX 5, 5027
APO AP 96205-5

Mal"k reason |f United States Posta: Service
. MNati f Undeliverable Periodical
NO forwardmg s " vaD Such Atternpled
Address 0 Mo Such Numter [ Streat L ot Known
[ Uncisimed [] Refused [J 'Poufficlent

» E Mot Deliverabia as Addressed — Unabile (o Forward
»

Injlais Dala Route Mumger
10 T 05

Maoved to the Fallowing Moew Address:

I
HNumber. Straat, Apt/Suita No., PO Box, Privata Mail Box (PMB) .i

<
e <

o 1 Mo Change :
Affix PS Form 357  SaweandziF+4 7 o Change [ OrWarding address
Near the old address o If know.

FS Form 3579, June 2300 Date

FIGURE 39 (PERIODICAL - MAGAZINE)
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Unit Mailroom Operations

PERIODICAL (MAGAZINE)
(CONUS OR INTER THEATER
(APO AP 96XXX to APO AP 96XXX)
(NO RECORD OF DA FORM 3955
BUT PS FORM 3579 IS ON FILE)
ALL ISSUES RECEIVED
AFTER PS FORM 3579 HAS BEEN PREPARED

MODERN ARCHITECTURE
MAGAZINE

January 20XX

SSG JOHNNY B. QUICK

th SIGNAL COMPANY
M
APO AP 96205-5

A

FORWARDING PERIOD EXPIRED
UNDELIVERABLE AS ADDRESSED
DATE:

MAIL CLERK INTIALS:

A

Using hand printing, gummed
labels, or rubber stamps place
endorsement below and to the
right of address label.

Line through
Old address

FIGURE 40 (PERIODICAL - MAGAZINE)
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Unit Mailroom Operations

PERIODICAL (NEWSPAPER)
(INTER THEATER ONLY
(APO AP 96XXX TO APO AP 96XXX)
60 DAY FORWARDING PERIOD
DA FORM 3955 ON FILE

THE HAYES DAILY NEWS
140 w. 10* ST.
HAYS. KS 67638

Second Class
Postage Paid

—— I

SSG JOHNNY B. QUICK

IGNAL COMPANY
BOX 5, U 027
APO AP 96205-50

ADVISE YOUR CORRESPONDENT 4
OR PUBLISHER OF YOUR
CORRECT MAILING ADDRESS

FWD TO: HHB, 5t Inf Div
FT Polk, LA 71459

Date: A
EDA:

CAHNGE OF ADDRESS DUE TO Mail Clerk Initials:

OFFICIAL ORDERS 4
Using hand printing, gummed Line through Using hand printing, gummed
Labels, or rubber stamps place Old address labels, or rubber stamps place
Endorsements on left side of forwarding endorsement below
address label and to the right of address
label. Also annotate “Estimated
Date of Arrival”.

FIGURE 41 (PERIODICAL — NEWSPAPER)
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Unit Mailroom Operations

PERIODICAL (NEWSPAPER)
(INTER THEATER ONLY
(APO AP 96XXX TO APO AP 96XXX)
FIRST COPY AFTER 60 DAY
FORWARDING PERIOD EXPIRES
DA FORM 3955 ON FILE

THE HAYES DAILY NEWS 3
econd Class
140 w. 10" ST. Postage Paid
HAYS. KS 67638 9

=—_ /4.

SSG JOHNNY B. QUICK

th SIGNAL COMPANY
M
APO AP 96205-5

Mark reason if United States Posta: Service
No forwardin g Motice of Undeliverable Pericdical

< Mo Such Atternpled
Address. C1 Mo Such Number [J o 5™ U oy kpown

¥ i Insuffickent
1 Unclaimed [ ] Aefused [ Actraas

p B HNotDeliverabla aa Addressed — Unabio to Forward
Inilials
JRT

Dale Route Mumber

10 Tan 05

Maoved o the Following New Address: |
Humber. Straat, Apt/Suita No., PO Box, Privala Mail Box (PME) |

P
<«

i [J Mo Change :
Affix PS Form 357  Emwandzirsad T o Granee. FOrWarding address
Near the old address . If know.

FS Form 3579, June 2300 Date

FIGURE 42 (PERIODICAL — NEWSPAPER)
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Unit Mailroom Operations

PERIODICAL (NEWSPAPER)
(INTER THEATER ONLY ,)
(APO AP 96XXX TO APO AP 96XXX)
All ISSUES RECEIVED
AFTER PS FORM 3579 HAS BEEN PREPARED
DA FORM 3955 ON FILE

THE HAYES DAILY NEWS
140 w. 10* ST.
HAYS. KS 67638

Second Class
Postage Paid

— 1

SSG JOHNNY B. QUICK

th SIGNAL COMPANY
M
APO AP 96205-5

A

FORWARDING PERIOD EXPIRED
UNDELIVERABLE AS ADDRESSED
DATE:

MAIL CLERK INTIALS:

A

Using hand printing, gummed
labels, or rubber stamps place
endorsement below and to the
right of address label.

Line through
Old address

FIGURE 43 (PERIODICAL — NEWSPAPER)
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Unit Mailroom Operations

PERIODICAL (NEWSPAPER)

(INTER THEATER ONLY =

(APO AP 96XXX TO APO AP 96XXX)
(NO RECORD OF DA FORM 3955
BUT PS FORM 3579 IS ON FILE)

ALL ISSUES RECEIVED AFTER PS FORM 3579 HAS BEEN PREPARED

THE HAYES DAILY NEWS
140 w. 10* ST.
HAYS. KS 67638

Second Class
Postage Paid

— 1

SSG JOHNNY B. QUICK

th SIGNAL COMPANY
M
APO AP 96205-5

A

FORWARDING PERIOD EXPIRED
UNDELIVERABLE AS ADDRESSED
DATE:

MAIL CLERK INTIALS:

A

Using hand printing, gummed
labels, or rubber stamps place
endorsement below and to the
right of address label.

Line through
Old address

FIGURE 44 (PERIODICAL — NEWSPAPER)
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Unit Mailroom Operations

PERIODICAL (NEWSPAPER)
(CONUS ONLY)
FIRST COPY AFTER INDIVIDUAL
HAS RETURNED TO CONUS
DA FORM 3955 ON FILE

THE HAYES DAILY NEWS 3
econd Class
140 w. 10" ST. Postage Paid
HAYS. KS 67638 9

=—_ /4.

SSG JOHNNY B. QUICK

th SIGNAL COMPANY
BOX 5, 5027
APO AP 96205-5

Mark reason if United States Posta, Service
No forwarding Motice of Undelivurabla Periodical
Address. C1 No Such Number (1 §050°0 01 20R0N0
[1 Unciaimed (] Aefused [ rﬁgﬁ?m
p B HNotDeliverabla aa Addressed — Unabio to Forward
Initials Date Aouts Number

JRT

10 Tan 05

Maoved o the Following New Address: |
Humber. Straat, Apt/Suita No., PO Box, Privala Mail Box (PME) |

——

P
<«

i [J Mo Change :
Affix PS Form 357  Emwandzirsad T o Granee. FOrWarding address
Near the old address . If know.

FS Form 3579, June 2300 Date

FIGURE 45 (PERIODICAL — NEWSPAPER)
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Unit Mailroom Operations

PERIODICAL (NEWSPAPER) T
(CONUS ONLY)
ALL ISSUES RECEIVED
AFTER PS FORM 3579 HAS BEEN PREPARED
DA FORM 3955 ON FILE

THE HAYES DAILY NEWS
140 w. 10* ST.
HAYS. KS 67638

Second Class
Postage Paid

— 1

SSG JOHNNY B. QUICK

th SIGNAL COMPANY
M
APO AP 96205-5

A

UNDELIVERABLE AS ADDRESSED
DATE:
MAIL CLERK INTIALS:

A

Using hand printing, gummed
labels, or rubber stamps place
endorsement below and to the
right of address label.

Line through
Old address

FIGURE 46 (PERIODICAL — NEWSPAPER)
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Unit Mailroom Operations

(UNDELIVERABLE STANDARD A)
(THIRD CLASS MAIL)

LEISURE TRAVELS

P.O.BOX 777 Presorted Std
NEW YORK, NY 11305 U.S. Postage
Paid

SGT Roger R. Jensen

169 Signal Company
Box 392, Unit. 15207
APO AP 96205-52 Undeliverable As Addressed

Date:
Mail Clerk Initials:

FIGURE 47 — Standard A (Third Class Mail) with no Mailer Endorsement (DA Form
3955 on file) *Return to the post office for disposition

LEISURE TRAVELS

P.O. BOX 777 Nonprofit

NEW YORK, NY 11305 Organization
U.S. Postage
Paid

SGT Roger R. Jensen

th Signal Company
Box 392 tnjt 15207
APO AP 96205- Undeliverable As Addressed

Date:
Mail Clerk Initials:

FIGURE 48 — Standard A (Third Class Mail) with no Mailer Endorsement (No record
of DA Form 3955 on file) *Return to the post office for disposition
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Unit Mailroom Operations

(UNDELIVERABLE STANDARD A)
(THIRD CLASS MAIL)

First USA Bank

123 Tecan St
Vacaville, CA 95688 5%“ ﬁsts‘fage
CHANGE SERCIVE REQUESTED o

SGT Roger R. Jensen

Signal Company
Box 392 it 15207
APO AP 96205- Undeliverable As Addressed

Date:
Mail Clerk Initials:

FIGURE 49 — Standard A (Third Class Mail) with Mailer Endorsement (Change
Service Requested) DA Form 3955 on file)

First USA Bank

123 Tecan St
Vacaville, CA 95688 Ergsc;(t)estzazt:
CHANGE SERCIVE REQUESTED Paid

SGT Roger R. Jensen

Signal Company
Box 3927, nit 15207
APO AP 96205- Undeliverable As Addressed

Date:
Mail Clerk Initials:

FIGURE 49 — Standard A (Third Class Mail) with Mailer Endorsement (Change
Service Requested) (No record of DA Form 3955)
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Unit Mailroom Operations

(UNDELIVERABLE STANDARD A)
(THIRD CLASS MAIL)

CENTRAL BANK
P.O. Box 1005 ,
Charlotte, NC 28212 g‘:gn;r:g:ﬁon
ADDRESS SERCIVE REQUESTED U.S. Postage
Paid
SGT Roger R. Jensen Fwd To:
Signal Company 53 Trans Bn

Change of Address Due  Box 392, Uit 15207 Ft Hood, TX 76321
To Official Orders APO AP 96205- EAD:

Date:

Mail Clerk Initials:

FIGURE 51 — Standard A (Third Class Mail) with Mailer Endorsement (Address
Service Requested) DA Form 3955 on file)

CENTRAL BANK

P.O. Box 1005 Bulk Rate
Charlotte, NC 28212 U.S. Postage
ADDRESS SERCIVE REQUESTED Paid

SGT Roger R. Jensen

Signal Company
Box 3927, nit 15207
APO AP 96205- Undeliverable As Addressed

Date:
Mail Clerk Initials:

FIGURE 52 — Standard A (Third Class Mail) with Mailer Endorsement (Address
Service Requested) (Forwarding Address is known) (No record of DA
Form 3955)
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Unit Mailroom Operations

(UNDELIVERABLE STANDARD A)
(THIRD CLASS MAIL)

CENTRAL BANK
P.O. Box 1005
Charlotte, NC 28212 Ergs‘;,r;i?azf
FORWARDING SERCIVE REQUESTED Péid
SGT Roger R. Jensen Fwd To:
Signal Company 53 Trans Bn

Change of Address Due  Box 392 Uit 15207 Ft Hood, TX 76321
To Official Orders APO AP 96205- EAD:

Date:

Mail Clerk Initials:

FIGURE 53 - Standard A (Third Class Mail) with Mailer Endorsement (Forwarding
Service Requested) (DA Form 3955 on file)

CENTRAL BANK

P.O. Box 1005 Nonprofit

Charlotte, NC 28212 Organization

FORWARDING SERCIVE REQUESTED U.S. Postage
Paid

SGT Roger R. Jensen

Signal Company
Box 3927, nit 15207
APO AP 96205- Undeliverable As Addressed

Date:
Mail Clerk Initials:

FIGURE 54 — Standard A (Third Class Mail) with Mailer Endorsement (Forwarding
Service Requested) (No record of DA Form 3955)
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Unit Mailroom Operations

(UNDELIVERABLE STANDARD A)
(THIRD CLASS MAIL)

CENTRAL BANK
P.O. Box 1005
Charlotte, NC 28212 3%‘( ﬁstsfa oo
RETURN SERCIVE REQUESTED Péid
SGT Roger R. Jensen New Address:
Signal Company 53 Trans Bn
Box 392 thit 15207 Ft Hood, TX 76321
APO AP 96205- EAD:
Date:
Mail Clerk Initials:

FIGURE 55 - Standard A (Third Class Mail) with Mailer Endorsement (Return
Service Requested) (DA Form 3955 on file)

CENTRAL BANK

P.O. Box 1005

Charlotte, NC 28212 Ergscg(t;?azzi
RETURN SERCIVE REQUESTED Paid

SGT Roger R. Jensen

Signal Company
Box 3927, nit 15207
APO AP 96205- Undeliverable As Addressed

Date:
Mail Clerk Initials:

FIGURE 56 — Standard A (Third Class Mail) with Mailer Endorsement (Return
Service Requested) (No record of DA Form 3955)
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Unit Mailroom Operations

(UNDELIVERABLE STANDARD B)
(FOUTH CLASS MAIL)

MONTGOMERY WARDS
Chicago, IL 60630
Fourth Class
U.S. Postage Paid
Chicago, IL
Permit No. 1
Change of Address Due SGT Roger R. Jensen Fwd To:
To Official Orders th Signal Company 53 Trans Bn
M Ft Hood, TX 76321
APO AP 96205- EAD:
Date:
Mail Clerk Initials:

FIGURE 57 — Standard B (Fourth Class Mail) with no Mailer Endorsement
(DA Form 3955 on file) *Return to the post office for disposition

MONTGOMERY WARDS

Chicago, IL 60630 Fourth Class
U.S. Postage Paid
Chicago, IL
Permit No. 1

SGT Roger R. Jensen

Signal Company
Box 3927, tHnit 15207
APO AP 96205- Undeliverable As Addressed

Date:
Mail Clerk Initials:

FIGURE 58 — Standard B (Fourth Class Mail) with no Mailer Endorsement
(No record of DA Form 3955) *Return to the post office for disposition


http://images.google.com/imgres?imgurl=http://www.union.arizona.edu/retail/usps/usps_logo.gif&imgrefurl=http://transfossil.blogspot.com/2007/01/contrast.html&h=130&w=200&sz=2&hl=en&start=1&tbnid=tMKnV64QiJI2FM:&tbnh=68&tbnw=104&prev=/images%3Fq%3Dusps%2Bsymbol%26gbv%3D2%26svnum%3D10%26hl%3Den%26sa%3DG

'—

Unit Mailroom Operations

(UNDELIVERABLE STANDARD B)
(FOUTH CLASS MAIL)

MONTGOMERY WARDS
Chicago, IL 60630
Fourth Class
ADDRESS CORRECTION REQUESTED U.S. Postage Paid
Chicago, IL
Permit No. 1
Change of Address Due SGT Roger R. Jensen Fwd To:
To Official Orders th Signal Company 53 Trans Bn
M Ft Hood, TX 76321
APO AP 96205- EAD:
Date:
Mail Clerk Initials:

FIGURE 59 — Standard B (Fourth Class Mail) with Mailer Endorsement (Address
Correction Requested) (DA Form 3955 on file)

MONTGOMERY WARDS
Chicago, IL 60630 Fourth Class
U.S. Postage Paid
ADDRESS CORRECTION REQUESTED Chicago, IL
Permit No. 1

SGT Roger R. Jensen

th Signal Company
Box 392-Unit 15207
APO AP 96205- Undeliverable As Addressed

Date:
Mail Clerk Initials:

FIGURE 60 — Standard B (Fourth Class Mail) with Mailer Endorsement
(Address Correction Requested) (No record of DA Form 3955)
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Unit Mailroom Operations

(UNDELIVERABLE STANDARD B)
(FOUTH CLASS MAIL)

MONTGOMERY WARDS
Chicago, IL 60630

Fourth Class

FORWARDING AND RETURN U.S. Postage Paid

POSTAGE GUARANTEED Chicago, IL
Permit No. 1
Change of Address Due SGT Roger R. Jensen Fwd To:
To Official Orders th Signal Company 53 Trans Bn
M Ft Hood, TX 76321
APO AP 96205- EAD:
Date:

Mail Clerk Initials:

FIGURE 61 — Standard B (Fourth Class Mail) with Mailer Endorsement
(Forwarding and Return Postage Guaranteed) (DA Form 3955 on file)

MONTGOMERY WARDS
Chicago, IL 60630 Fourth Class

U.S. Postage Paid
FORWARDING AND RETURN Chicago, IL
POSTAGE GUARANTEED Permit No. 1

SGT Roger R. Jensen

th Signal Company
Box 392-Unit 15207
APO AP 96205- Undeliverable As Addressed

Date:
Mail Clerk Initials:

FIGURE 62 — Standard B (Fourth Class Mail) with Mailer Endorsement
(FORWARDING AND RETURN POSTAGE GUARANTEED) (No record of
DA Form 3955)
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Unit Mailroom Operations

'—

(UNDELIVERABLE STANDARD B)

(FOUTH CLASS MAIL)

MONTGOMERY WARDS

Chicago, IL 60630

FORWARDING AND RETURN POSTAGE
GUARANTEED, ADDRESS CORRECTION
REQUESTED

Fourth Class

U.S. Postage Paid
Chicago, IL
Permit No. 1

SGT Roger R. Jensen Fwd To:

Date:

th Signal Company 53 Trans Bn
Change of Address Due Box 392-Unijt 15207 Ft Hood, TX 76321
To Official Orders APO AP 96205 EAD:

Mail Clerk Initials:

FIGURE 63 — Standard B (Fourth Class Mail) with Mailer Endorsement
(FORWARDING AND RETURN POSTAGE GUARANTEED, ADDRESS

CORRECTION REQUESTED) (DA Form 3955 on file)

MONTGOMERY WARDS
Chicago, IL 60630

FORWARDING AND RETURN POSTAGE
GUARANTEED, ADDRESS CORRECTION
REQUESTED

SGT Roger R. Jensen

Date:

Fourth Class

U.S. Postage Paid
Chicago, IL
Permit No. 1

th Signal Company
Box 392-Unit 15207
APO AP 96205- Undeliverable As Addressed

Mail Clerk Initials:

FIGURE 64 — Standard B (Fourth Class Mail) with Mailer Endorsement
(FORWARDING AND RETURN POSTAGE GUARANTEED, ADDRESS
CORRECTION REQUESTED) (No record of DA Form 3955)
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Unit Mailroom Operations

'—

(UNDELIVERABLE STANDARD B)
(FOUTH CLASS MAIL)

MONTGOMERY WARDS
Chicago, IL 60630

DO NOT FORWARD, ADDRESS CORRECTION
REQUESTED, RETURN POSTAGE QUARANTEED

SGT Roger R. Jensen

th Signal Company
Box 392;-4nit 15207
APO AP 96205-

Fourth Class

U.S. Postage Paid
Chicago, IL
Permit No. 1

Undeliverable As Addressed
Date:
Mail Clerk Initials:

FIGURE 65 — Standard B (Fourth Class Mail) with Mailer Endorsement
(DO NOT FORWARD, ADDRESS CORRECTION REQUESTED, RETURN
POSTAGE QUARANTEED) (DA Form 3955 on file)

MONTGOMERY WARDS
Chicago, IL 60630

DO NOT FORWARD, ADDRESS CORRECTION
REQUESTED, RETURN POSTAGE QUARANTEED

SGT Roger R. Jensen

Signal Company
Box 392 tnit 15207
APO AP 96205-

Fourth Class

U.S. Postage Paid
Chicago, IL
Permit No. 1

Undeliverable As Addressed
Date:
Mail Clerk Initials:

FIGURE 66 — Standard B (Fourth Class Mail) with Mailer Endorsement

(DO NOT FORWARD, ADDRESS CORRECTION REQUESTED, RETURN

POSTAGE QUARANTEED) (No record of DA Form 3955)
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Unit Mailroom Operations

'—

(UNDELIVERABLE STANDARD B)
(FOUTH CLASS MAIL)

MONTGOMERY WARDS
Chicago, IL 60630

DO NOT FORWARD

SGT Roger R. Jensen

th Signal Company
Box 392;-4nit 15207
APO AP 96205-

Fourth Class

U.S. Postage Paid
Chicago, IL
Permit No. 1

Undeliverable As Addressed
Date:
Mail Clerk Initials:

FIGURE 67 — Standard B (Fourth Class Mail) with Mailer Endorsement
(DO NOT FORWARD) (DA Form 3955 on file)



http://images.google.com/imgres?imgurl=http://www.union.arizona.edu/retail/usps/usps_logo.gif&imgrefurl=http://transfossil.blogspot.com/2007/01/contrast.html&h=130&w=200&sz=2&hl=en&start=1&tbnid=tMKnV64QiJI2FM:&tbnh=68&tbnw=104&prev=/images%3Fq%3Dusps%2Bsymbol%26gbv%3D2%26svnum%3D10%26hl%3Den%26sa%3DG

'—

@/ Unit Mailroom Operations

(AWOL PERSONNEL)

Hold mail until the individual has been AWOL for 30 days. After the

30t day endorse mail “Moved, Left No Address” and return to the servicing
military post office

Bill Smith
123 Tecan St
Vacaville. CA 95688

First
Class

PVT Alvis R. Major

th Signal Company
Box 389-4nit 15207
APO AP 96205- Moved, Left No Address

Date:
Mail Clerk Initials:

FIGURE 68 — First Class Mail with no Mailer endorsement (AWOL over 30 days)
*Return to the post office for disposition

Mrs. J. Quick

1234 Leonard Ave. PRIORITY Postage
New York, NY 10021
MAIL

SSG Johnny B. Quick

th Signal Company
Box 412-Unit 15207
APO AP 96205= Moved, Left No Address

Date:
Mail Clerk Initials:

FIGURE 69 — Priority Mail (AWOL over 30 days)
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Unit Mailroom Operations
(AWOL PERSONNEL)

Leisure Travels
P.O.Box 777
New York, NY 11305

First
Class

ADDRESS CORRECTION REQUESTED
SSG Johnny B. Quick

th Signal Company
Box 412-4nit 15207
APO AP 96205- Moved, Left No Address

Date:
Mail Clerk Initials:

FIGURE 70 - First Class Mail with Mailer endorsement (ADDRESS CORRECTION
REQUESTED) (AWOL over 30 days)

First USA Bank
123 Tecan St First
Vacaville, CA 95688 Class

FORWARDING SERVICE REQUESTED

SSG Johnny B. Quick

th Signal Company
Box 412-4nit 15207
APO AP 96205 Moved, Left No Address
Date:
Mail Clerk Initials:

FIGURE 71 - First Class Mail with Mailer endorsement (FORWARDING SERVICE
REQUESTED) (AWOL over 30 days)
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Unit Mailroom Operations
(AWOL PERSONNEL)

CENTRAL BANK
P.O. Box 1005 First
Charlotte, NC 28212

Class

RETURN SERCIVE REQUESTED
SSG Johnny B. Quick

th Signal Company
Box 412-4nit 15207
APO AP 96205- Moved, Left No Address

Date:
Mail Clerk Initials:

FIGURE 72 - First Class Mail with Mailer endorsement (ADDRESS CORRECTION
REQUESTED) (AWOL over 30 days)
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Unit Mailroom Operations

PERIODICAL (MAGAZINE)
PERSONNEL WHO ARE AWOL
OVER 30 DAYS
PREPARE PS FORM 3579
FOR FIRST COPY

MODERN ARCHITECTURE
MAGAZINE

January 20XX

SSG JOHNNY B. QUICK

th SIGNAL COMPANY
M
APO AP 96205-5

United States Posta: Service
MNatice of Undeliverable Pericdical

] Mo Such Number [J No Such 01 Atternpled

Mark reason Street not Krown
1 Uncigimed (] Refused [ r;;rl‘zcs:rnl

» B Mot Deliverabia as Addressed — Unabile (o Forward
»

Injlais Dala Route Mumger
10 T 05

Moved to the Following New Address:

I
HNumber. Straat, Apt/Suita No., PO Box, Privata Mail Box (PMB) .i

" /3 NaGhange |
Affix PS Form 357  Gawandzirsa 1t e
Near the old address

FS Form 3579, June 2200 Diate

FIGURE 73 - (PERIODICAL — MAGAZINE — AWOL OVER 30 DAYS)
PERIODICAL (MAGAZINE)
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Unit Mailroom Operations

PERIODICAL (MAGAZINE)
PERSONNEL WHO ARE AWOL
OVER 30 DAYS
ALL ISSUES RECEIVED
AFTER PS FORM 3579 HAS BEEN PREPARED

MODERN ARCHITECTURE
MAGAZINE

January 20XX

SSG JOHNNY B. QUICK

th SIGNAL COMPANY
M
APO AP 96205-5

A

FORWARDING PERIOD EXPIRED
UNDELIVERABLE AS ADDRESSED
DATE:

MAIL CLERK INTIALS:

A

Line through Using hand printing, gummed
labels, or rubber stamps place

Old address

endorsement below and to the

right of address label.

FIGURE 74 (PERIODICAL — MAGAZINE — AWOL OVER 30DAYS)
PERIODICAL (NEWSPAPER)
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Unit Mailroom Operations

PERIODICAL (NEWSPAPER)
PERSONNEL WHO ARE AWOL
OVER 30 DAYS
PREPARE PS FORM 3579

'—

FOR FIRST COPY
THE HAYES DAILY NEWS 3
econd Class
140 w. 10 ST. Postage Paid
HAYS. KS 67638 9

=—_ /4.

SSG JOHNNY B. QUICK

th SIGNAL COMPANY
M
APO AP 96205-5

United States Posta: Sanvice
MNotice of Undeliverable Pericdical

Mo Such Altemn
Mark reason 01 No Such Number [1 2 28 O 1oficrwn

i [ Hichant
[} Unclaimed [] Refused [ :;j'msfn

p B HNotDeliverabla aa Addressed — Unabio to Forward
Initials Date Route Number

IRT 10 Tan 05
Maoved o the Following New Address: |
Humber. Streat, Apt/Suita No., PO Box, Privala Mail Box (PME) .i

Gty T
] Mo Change

Affix PS Form 357  Eawandzesd B T e
Near the old address —
FS Form 3579, June 2300

Diate

FIGURE 75 (PERIODICAL — NEWSPAPER — AWOL OVER 30DAYS)
PERIODICAL (NEWSPAPER)
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PERIODICAL (NEWSPAPER)
(INTER THEATER ONLY

All ISSUES RECEIVED
AFTER PS FORM 3579 HAS BEEN PR
DA FORM 3955 ON FILE

Unit Mailroom Operations

(APO AP 96XXX TO APO AP 96XXX) :

EPARED

THE HAYES DAILY NEWS
140 w. 10* ST.
HAYS. KS 67638

— 1

SSG JOHNNY B. QUICK

th SIGNAL COMPANY
M
APO AP 96205-5

A

UNDELIVERA
DATE:
MAIL CLERK |

4

FORWARDING PERIOD EXPIRED

Second Class
Postage Paid

BLE AS ADDRESSED

NTIALS:

A

Line through
Old address

Using hand printing, gummed
labels, or rubber stamps place
endorsement below and to the
right of address label.

FIGURE 76 (PERIODICAL — NEWSPAPER — AWOL OVER 30 DAYS)
THIRD CLASS MAIL (AWOL OVER 30 DAYS)
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Unit Mailroom Operations

(AWOL PERSONNEL)
Leisure Travels
P.O.Box 777 Presorted Std
New York, NY 11305 U.S. Postage
Paid

SGT Roger R. Jensen

th Signal Company
Box 392-Unit 15207
APO AP 96205- Undeliverable As Addressed

Date:
Mail Clerk Initials:

FIGURE 77 — Standard A (Third Class Mail) with no Mailer Endorsement (AWOL
over 30 days) *Return to the post office for disposition

First USA Bank
123 Tecan St

Vacaville, CA 95688 Bulk Rate
CHANGE SERVICE REQUESTED ga?d Postage

SGT Roger R. Jensen

Signal Company
Box 3927, nit 15207
APO AP 96205- Undeliverable As Addressed

Date:
Mail Clerk Initials:

FIGURE 78 — Standard A (Third Class Mail) with Mailer Endorsement (Change
Service Requested) (AWOL over 30 days)
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Unit Mailroom Operations

(AWOL PERSONNEL)
CENTRAL BANK
P.O. Box 1005
Charlotte, NC 28212 LBJ“ék Eﬁ:age
ADDRESS SERCIVE REQUESTED o

SGT Roger R. Jensen
Moved, Left No Address
Date:

th Signal Company
Box 392;-4nit 15207
APO AP 96205-
Mail Clerk Initials:

FIGURE 79 — Standard A (Third Class Mail) with Mailer Endorsement (Address
Service Requested) (AWOL over 30 days)

CENTRAL BANK

P.O. Box 1005 Nonprofit

Charlotte, NC 28212 Organization

FORWARDING SERVICE REQUESTED U.S. Postage
Paid

SGT Roger R. Jensen

Signal Company
Box 392 it 15207
APO AP 96205- Moved, Left No Address

Date:
Mail Clerk Initials:

FIGURE 80 — Standard A (Third Class Mail) with Mailer Endorsement (Forwarding
Service Requested) (AWOL over 30 days)
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Unit Mailroom Operations

(AWOL PERSONNEL)
CENTRAL BANK
P.O. Box 1005 Presorted Std
Charlotte, NC 28212 U.S. Postage
RETURN SERCIVE REQUESTED Paid

SGT Roger R. Jensen
Moved, Left No Address
Date:

th Signal Company
Box 392;-4nit 15207
APO AP 96205-
Mail Clerk Initials:

FIGURE 81 — Standard A (Third Class Mail) with Mailer Endorsement (Return
Service Requested) (AWOL over 30 days)

FOURTH CLASS MAIL (AWOL OVER 30 DAYS)

MONTGOMERY WARDS

Chicago, IL 60630 Fourth Class
U.S. Postage Paid
Chicago, IL
Permit No. 1

SGT Roger R. Jensen

Signal Company
Box 392 it 15207
APO AP 96205- Moved, Left No Address

Date:
Mail Clerk Initials:

FIGURE 82 - Standard B (Fourth Class Mail) with no Mailer Endorsement (AWOL
over 30 days) *Return to the post office for disposition
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Unit Mailroom Operations

(AWOL PERSONNEL)
MONTGOMERY WARDS
Chicago, IL 60630
Fourth Class
ADDRESS CORRECTION REQUESTED U.S. Postage Paid
Chicago, IL
Permit No. 1

SGT Roger R. Jensen
Moved, Left No Address
Date:

th Signal Company
Box 392;-4nit 15207
APO AP 96205-
Mail Clerk Initials:

FIGURE 83 — Standard B (Fourth Class Mail) with Mailer Endorsement (Address
Service Requested) (AWOL over 30 days)

MONTGOMERY WARDS
Chicago, IL 60630 Fourth Class

U.S. Postage Paid
FORWARDING AND RETURN Chicago, IL
POSTAGE GUARANTEED Permit No. 1

SGT Roger R. Jensen

Signal Company
Box 392 it 15207
APO AP 96205- Moved, Left No Address

Date:
Mail Clerk Initials:

FIGURE 84 — Standard B (Fourth Class Mail) with Mailer Endorsement (Forwarding
and Return Postage Guaranteed) (AWOL over 30 days)
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Unit Mailroom Operations

(AWOL PERSONNEL)
MONTGOMERY WARDS
Chicago, IL 60630
Fourth Class
FORWARDING AND RETURN POSTAGE US Postage Paid
GUARANTEED, ADDRESS CORRECTION ghlca'?(lil, |L1
ermit No.

REQUESTED

SGT Roger R. Jensen
Moved, Left No Address
Date:

th Signal Company
Box 392;-4nit 15207
APO AP 96205-
Mail Clerk Initials:

FIGURE 85 — Standard B (Fourth Class Mail) with Mailer Endorsement (Forwarding
and Return Postage Guaranteed, Address Correction Requested)

(AWOL over 30 days)
MONTGOMERY WARDS
Chicago, IL 60630 Fourth Class
U.S. Postage Paid
DO NOT FORWARD, ADDRESS CORRECTION Chicago, IL
REQUESTED, RETURN POSTAGE GUARANTEED Permit No. 1

SGT Roger R. Jensen

Signal Company
Box 392 it 15207
APO AP 96205- Moved, Left No Address

Date:
Mail Clerk Initials:

FIGURE 86 — Standard B (Fourth Class Mail) with Mailer Endorsement (Do Not
Forward, Address Correction Requested, Return Postage Guranteed)

(AWOL over 30 days)
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Unit Mailroom Operations

(AWOL PERSONNEL)
MONTGOMERY WARDS
Chicago, IL 60630
Fourth Class
DO NOT FORWARD U.S. Postage Paid
Chicago, IL
Permit No. 1

SGT Roger R. Jensen
Moved, Left No Address
Date:

th Signal Company
Box 392;-4nit 15207
APO AP 96205-
Mail Clerk Initials:

FIGURE 87 — Standard B (Fourth Class Mail) with Mailer Endorsement (Do Not
Forward) (AWOL over 30 days)
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b
Unit Mailroom Operations

(CASUALTY MAIL)

Mail for casualties will be forwarded under cover by the unit
mail clerk to the servicing military post office. Place the mail in
a large envelope and endorse the envelope with one of the
following endorsements (Deceased, Search, or Hospital
Search). DO NOT place these endorsements on the mail.
Mail for casualties will not be returned to sender or forwarded
to next of kin. Once absolute verification is obtained that next
of kin has been notified, the Casualty Mail Directory will
forward the mail to the next of kin. If a forwarding address is
not available the Casualty Mail Directory will return to sender
with proper endorsements.
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Unit Mailroom Operations R _~

(MPS MAIL)

Provide directory service promptly for undeliverable MPS items. 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.

SPC Williams B. Doe

40t Trans Co MPS

Box 29, Unit 15211
APO AP 96218-5211

; Fwd To:
SGT Walter H. Smith
Signal Battalion ng'::fg:gzﬁ"
Box 33, Unit 17213 EAD:
APO AP 96205- .
Date:

Mail Clerk Initials:
FIGURE 88 — Endorsement for MPS Mail Eligible to be Forwarded

2LT Roger C. Weber

HHC. 12t Avn Bde

Box 12, Unit 19632 MPS
APO AP 96224-9632

SGT Don E. Sutton

| BN, A Co Forwarding Not Authorized
Box 12, Unit 15430 Return To Sender
APO AP 96205- Date:

Mail Clerk Initials:

FIGURE 89 — Endorsement for MPS Mail not Eligible to be Forwarded. Mail cannot
be forwarded to the United States without postage. The post office will

determine the postage required to forward the article.
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Unit Mailroom Operations R _=

B

INTRA/INTER-THEATER DELIVERY SERVICE (IDS)

All official mail addressed to units within the theater to include Europe and
Japan will be stamped IDS not MPS.

MAIL DELIVERY RECEPTACLES

1. Procurement and installation of mail receptacles is the responsibility of the
using unit. The mail receptacles will be procured through the unit supply
channels using GSA. Before installing receptacles, numbers used shall be
coordinated with the serving postal activity.

2. Assignment of receptacles:

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

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

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

d. Assign the receptacle which has been unused for the longest time.
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b
¢ Unit Mailroom Operations

(MAIL DELIVERY RECEPTACLES)

e. Record the customer’s name, (Last, First, Middle
Initial) and date of receptacle issue, on a DD Form
2262 (Receptacle Record) (FIGURE 93). Maintain a
roster of mail receptacle assignments and status of
PS Form 3801 to help in sorting the mail. See
example below:

MAIL RECEPTACLE ASSIGNMENTS

Issued To Receptacle # PS Form 3801
SSG Doe, John 23 NO
SPC Kirby, Keith 41 NO
PFC Moss, Henry 15 YES
INACTIVE 10
INACTIVE 05

DO NOT ISSUE 28
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b
Unit Mailroom Operations

(MAIL DELIVERY RECEPTACLES)

f. Label the rear of each assigned receptacle to identify
the receptacle holder and number. If a dependent living
with a sponsor has a different last name, both the
sponsor’s and the dependent’s name will be included on
the label. The box number for retired personnel and
widows of retirees will be preceded by the letter “R”
(FIGURE 90 - 92).

54 DOE, J.

Figure 90 (Single Last Name Label)

54 DOE, J/SMITH, A.

Figure 91 (Different Last Name Label)

R54 DOE, J.

Figure 92 (Retiree Name Label)
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Unit Mailroom Operations
(MAIL DELIVERY RECEPTACLES)

1. PG FORM 3801 DA TA . RECEFIAGLE WUMBER

RECEFTACLE RECORD g LS ﬁ S B i
3. W&ME OF RECEPTACLE HOLDER 4. DATE I35UED | 5 RECEPTACLE 6. DATE CLOSED | 7. DATE COMBINATION
feet, Grep, Uidais dasnan FEYPYRAAODT COMBMNA TION YV TR CHAMGED ¢ v v FAssi

Birk, James T, 1899 /0% /03 AGBLG 005701 | 200 05003

Candy, John E, HNL/1L03 B,C,F
DD FORM 2262, JUN 2000 FREVIQLS EDITION |5 OBSOLETE.
INSTRUCTIONS

1. Al antoag muet he typad o

4, Closure of Receptashe. Erter tha caty of slosure and ihe date combination was
princed

changed (combination must be changed within five dury days Trom date of closwal,
Entar the new anmbinaticn balow the add combinaiomn.

F. P8 Foirn 3801 Daia. bdicate by
irgorting an “X* @ ihe apgropinte

5. File thw regepavie revond o the rear ol the file linactive’ and issue tw receplacles
i

1At s heen chossd The lorgest

3. ksun ol Receptaclke, Type or ghint|
mwammie gl revepacks Drilder e daie
isgupsl

4, Mumain a corrent record of recepiacle maintenance data, Le.. icpues. eto., and
Al nin b separale secion mothe [{le le dasisaged recepbeches pwpimmg emaeme e

RECEPTACLE MAINTENANCE RECORD

B DATE
VYRR B, TYPE OF MAINTENANCE

::"-}‘f’l_.-'f_i i:".-"l_"!_ lost Key (work ordec ¥ 153) suleitted 2001712716

0LF1E20 | ey eylioder lnoporutive (new cylinder ordered 20017127213

DO FORM Z7EF (RACK), JUN F000 i 1A po AT DR

FIGURE 93 (DD FORM 2262 - RECEPTACLE RECORD


http://images.google.com/imgres?imgurl=http://www.union.arizona.edu/retail/usps/usps_logo.gif&imgrefurl=http://transfossil.blogspot.com/2007/01/contrast.html&h=130&w=200&sz=2&hl=en&start=1&tbnid=tMKnV64QiJI2FM:&tbnh=68&tbnw=104&prev=/images%3Fq%3Dusps%2Bsymbol%26gbv%3D2%26svnum%3D10%26hl%3Den%26sa%3DG

F
Unit Mailroom Operations :

(MAIL DELIVERY RECEPTACLES)

g. The combination or the key will be given to the receptacle
holder using

DD Form 2263 (Mailing Address/Combination Notice) and the
holder will be advised to memorize the combination and read the
general instructions contained on the form (FIGURE 94). Do not
give the combination to anyone other than the sponsor or
authorized family members who have been designated as having
access.

3. Maintenance of receptacle and receptacle record cards.

a. If possible, number the receptacles vertically, in rows of
nine either left to right or right to left (FIGURE 95).

b. Combinations will be changed any time a combination is
believed to be compromised and when a receptacle is withdrawn.
Changing the combination is a very simple process. After ensuring
that all mail has been removed from the receptacle do the following:
(FIGURE 96 & 97)

(1) Using the old combination from the DD Form 2262
open the receptacle. If the old combination is not available, then
open the receptacle from the rear by sliding the latch locking
device to the left, and pushing the receptacle door open.

(2) Remove the cover plate by withdrawing the two
brass screws (G). Then loosen the screw (E) holding the three
tumblers in place. DO NOT REMOVE THE SCREW.

(3) Carefully move the tongue of the washer (F) at least
three spaces to the left or right and tighten the retaining screw.
You have now set the new combination.
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b
Unit Mailroom Operations

(MAIL DELIVERY RECEPTACLES)

c. Steps to determining the new combination setting. On the
reverse side of the receptacle door, directly above the
bottom tumbler is a red mark ( ¢). This mark is used to
align the tumbler’s notch (D), when rotating the dial (A),
located on the front, in either direction.

(1) Begin with the bottom tumbler closest to the
receptacle door rotating the combination dial three
complete turns to the right. Stop when the notch on the
tumbler is aligned with the red mark.

(2) Record the new setting on a sheet of paper or DD
Form 2262, Combination Record. (If the combination
should fall in between two letters, such as letters A and B,
then record the combination as AB).

(3) Rotating the dial to the left, pass the first setting one
time. Stop when the notch on the middle tumbler is aligned
with the red mark. Record the setting.

(4) Rotating the dial to the right, stop when the third
tumbler is aligned with the red mark. Record the setting.

(5) Turn the latch key (B) to the left to verify that the
new combination is working properly. (Each tumbler must
be correctly aligned to open the receptacle door). Recheck
the new combination by opening the receptacle using the
combination, then replace the cover plate.
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Unit Mailroom Operations

(MAIL DELIVERY RECEPTACLES)

MAILING ADDRESS/COMBINATION NOTICE

[

I Youwr Complete Mailing Address Is;
Jolur IR Candy
A Ca. 122nd Bignal Ba
Uinil 150806, Box G2
AN AP Q520

2. General Instrucltions:

g, CUCheck vour recaptacle doly,

b, Matify all correspondents amnd publishers of your
correct malling address.

. Do notl allosw unvathionzed personnel ovoermeas
to receive mail through your recepiacie.

o, do nol place or 2lore items in the receplache;
it iz issued only so you can receive mail placed

there.

e Promplly advise your loeal facilily of any
leanporary of permanent ehage in slalog, ie .,
leave, TIXY, TALY, reagsignment, eolg,

I Any compomoent momber of your family who has
a valicl ICY card may be given the receplacie
coimbination or any mail addressed to 1he I"nrnily
cxreopt reshnicted delivery manl, 1 lowever, you moy
state in wriling that o member other than
voursell iz authaorm zed access 1o 1he receptacie
comnbination or mail placed ther cin.

('I‘n' :!.ut“'hitl.t'.nr'n|-1_rn-|.nigr‘. ol yr_\l.l'r. r.c)n'il_minalir:m,. memorize and desttoy
this porttion )

3. Youw Combination 1s, 13, €, 1

4. Haw to Opong
a, Tuarn dial indieator lellAoigeld thvee tiomes and sl
at: I
Ir. Turn disl lelhight pass Birst combination numibser
Aand stop al, O
o, Twum cdial leftright stopping at; F
. Turn latch kl_:y le A ighl L opoen

D0 Form 2263 852 Jan W OURGINO,. 19RR2 I T-RAAM9201

FIGURE 94 (DD Form 2263 — Mailing Address/Combination
Notice) MAIL RECEPTACLES
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Yoae>? Unit Mailroom Operations

(MAIL DELIVERY RECEPTACLES)

Mail receptacles may be a combination or key type.

They are used to deliver personal mail to the assign-
ed holder and their authorized family members. Mail
receptacles are assigned to patrons, at no cost, for
the sole purpose of receiving mail through them.
Receptacles cannot be used for business or for per-
sonal gain.

FIGURE 96 FIGURE 97
Sample, Mail Receptacle Sample, Mail Receptacle
Door (Front Side) Door (Reverse Side)

(Combination type) (Combination type)
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(MAIL DELIVERY RECEPTACLES)

PARTS OF THE COMBINATION TYPE MAIL RECEPTACLE

PART DESCRIPTION

A Combination dial.

B Latch key.

C Red-engraved mark (alignment).

D Top opening of the three tumblers when aligned with the
engraved mark

E Tumblers retaining screw. This screw should not be removed,
only loosen.

F Washer/Tongue. Moving this washer/tongue to the right or left
will change the combination.

G Inserts for the brass screws to the cover plate (cover plate not
shown).

H Bottom opening of the three tumblers when properly aligned with

the engraved mark.

| Latch locking device (activated by turning front latch key to the left
to open the receptacle door).
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Unit Mailroom Operations

(MAIL DELIVERY RECEPTACLES)

d. Steps for changing keylock cylinders. Change keylock
cylinders whenever a key is believed to be compromised
and when a receptacle is withdrawn. Change keylock
cylinders by rotating them with other separate nest of
receptacles. The following instructions apply when
changing keylock cylinders (FIGURE 98 & 99).

Remove cylinder retaining screws.

Remove keylock cylinder from mounting position.

Insert new keylock cylinder.

Remount by reinserting retaining screws.

Annotate new cylinder serial number on DD Form 2262.

e. Do not make major repair to receptacles. Facility
engineers are responsible for their repair. Receptacle
maintenance repairs will be recorded on the reverse side of
DD Form 2262 in the “Receptacle Maintenance Record”
section (FIGURE 93).

f. Routine and preventive maintenance, such as lubricating
the moving parts, is the responsibility of the mail clerk.
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Unit Mailroom Operations :

(MAIL DELIVERY RECEPTACLES)

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

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

i. Separate receptacle record cards shall be maintained for
each receptacle. These records will be filed under ARIMS
(formerly known as MARKS) file # 600-8-3j (FIGURE 100).

Forms for assigned receptacles are filed in numerical order in
an ACTIVE file.

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

(3) Forms for unassigned receptacles that are closed out,
broken, or not issuable are filed numerically in a file marked
“DO NOT ISSUE.”

4. Withdrawal of receptacles.

a. All mail will be removed from the receptacle and
provided directory service.

b. Remove the name label and block the receptacle with PS
Item 0-53, which is available from your servicing postal
activity. If PS Item 0-53 is not available, tape a piece of
cardboard or paper to completely cover the back of the
receptacle.

c. Remove the receptacle record card from the active file
and record the date of receptacle closure.
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Unit Mailroom Operations :

(MAIL DELIVERY RECEPTACLES)

PARTS OF THE KEYLOCK TYPE MAIL RECEPTACLE

PART DESCRIPTION
A Key hole/cylinder slot
B Key cylinder
C Key cylinder retaining screws
D Key cylinder plate
E Key cylinder plate retaining screws
F Latch locking device (operated by turning the
latch key to the left to open the receptacle door).
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Unit Mailroom Operations

(MAIL DELIVERY RECEPTACLES)

A AR0DT DATA LE NUMBER

RECEPTACLE RECORD

] e ik [ WOT O L 7
— o
H. ME&ME OF REGEFTACLE JOA, [1E1R 4. DATE IEGUED B. RECEFTACLE A. BATE oLotLr | r. DATE COMAINATION
i mar, Flae, bkiche bnuiad FYF VAR o BIMATION PEE PAMAERN GCHAMDIED ¥y yrameosr
I, B, H

NImABREN
RECEFTACLE RECORD

] ori e | HOT UN FRE L3 S
, Al OF AECEFTACLE 1H0A GER 4. ATT ISSUED E. RECEPTACLE A. DATE CLOBCD Fo AT CORBIRA TN
2 - S mwd, e, AN Gl la ) IYFYFRIAMDEOF DO ATALA TN [t ) GHAMURELD { Y YAt oY
Bixon, Jomeph P, 1000 /06/15 H, I, B HMALLS 22 2000 112

DO NOT ISSUE (DD FORM 2262) File Numerically
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danhnsen, Juln J. i9a9 /07 /08 J, &, F 2000/07 /10 Z000/07/05

G
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A, MAME OF MICEPTALLE HOLDED 4 DATE IBRUED | b NECEFTACLE 4. DATE CLOBED [ 7. DATE ComMumiavinn
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Wellas, David L. 1999702/ 24 o, ¥, .l 2000/02/20 ] 2000/02/21
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TNACTIVE (DI} FORM 2262) File Chronologically By Closure Date

AECEPTAGLE AIFCORAD 1. FRFOr EFTATLE MUMDER

Tlon e [ woronene | 66 R
F. RAPAE OF NEGErTACLE HOLBER 4, DATE (#EUED | © B. AECEFTACLE B, ATE CLDBEO | 7. DATE CORMBRMA FIGHN
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FLERL F WA, AR Mdie FFFFIRARIO) CORMDINATION FEE TR CHANIED F¥Y PR

Eirk, Juwnes 1. Laaa/a3,/00 A,B,.C 2UDOAUS S0 rln e Pl b |
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Gomly, Julm_i. Lo TVARYL Y B P

ACTIVE (DD FORM 2262)  File Numerically

GOO-£-3] Postal Lockbox
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Irest upon reassignment of lockbox

FIGURE 100 (Example file for Receptacle Record Cards)
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b
Unit Mailroom Operations

(MAIL DELIVERY RECEPTACLES)

d. Change the key lock cylinder or combination within 5
working days of closure and record the key serial number or
new combination and date of change on the receptacle
record card and file in the back of the inactive file.

5. Combinations and Keys.

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

b. The serial number of the key or the combination, will
be recorded on the DD Form 2262 receptacle record card
under block # 5 “Receptacle Combination™.

c. Supervisors will ensure that adequate supplies of
key lock cylinders are retained where key-type receptacles
are installed. Cylinders may be rotated with other separate
nests of receptacles.

d. Worn, lost, or broken keys will be replaced by the
activity issuing the receptacle without charge to the
members. Contact your local DPW to have new keys made.
At least two duplicate keys will be retained for each
receptacle. The combination entered on the receptacle
record card is the only combination retained. Duplicate
keys and combinations will be kept in a key box or
container that can be secured. Store in a safe place out of
customer reach.
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Unit Mailroom Operations :

(MAIL DELIVERY RECEPTACLES)

6. Delivery of mail through the receptacles.

a. Only matter which bears postage, official postal notices, or
other matter authorized by the major command may be placed in
mail delivery receptacle.

b. Compare the name on the mail with the name label on the
receptacle before placing mail in the receptacles. When the names
do not match, route the mail to the directory section for processing.
Mail addressed to “Occupant” or “Resident” of a receptacle
number will not be delivered to the receptacle holder. It will be
redtlérned to the servicing postal activity endorsed “Insufficient
Address”.

c. If the mail is properly addressed to the receptacle number,
an individual holder may receive, through the receptacle, mail
addressed to the following:

(1) Sponsor or family member.

(2) Relative or other persons residing in the household
(whether permanent or temporary.

d. When it is necessary to deliver non-accountable articles too
large to fit in receptacles, store in a manner that allows easy
retrieval. Use PS Form 3907 (Notice to Call At Window), to notify
customers of their mail. Prepare the form the same day the article
is sorted for delivery. Unit mail clerks must check the appropriate
box on the front of the form to indicate the reason for the notice.

To reduce consumption, PS Form 3907 may be overprinted
with lines or laminated. The self location, receptacle number,
date the form was prepared, and the addressee’s last name must
be included on the reverse side of PS Form 3907

(FIGURE 101 & 102).
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(MAIL DELIVERY RECEPTACLES)

Post Cffice Box -~ Maii Plckup Notice
wesies.  MNotificacion para reclamar correspondencia

Plunag give s holics ta o elak during buaass Dows. W arg Dokling sere of pour mail ko the rasan o idwaled bekow:
L]

Few Penawe sritomouiee o forMenckit al sansieoce de B suryolis dumie b holrd Whamblees, 8 aaos oomeoyrraac e oanm mclavar o la
verdninba rfe sz dabito 4 g -

E The mlicle kb Log lugo jor your box
EF errlicirka @ 3 (Frartan 2 7mchy (TAPICTE EMAER FLI OAATICI

D T b tao ol ol to Al inlea gosin Los
iy Ll 20 BT 4IUTIEEFIO N TR R ENLE ACEU TR D) SN AR T

D Froz b Dia
R o L S TR

U The psul negtiinea A Ayl
T r et P il L RarI ek I

P Fomim 3907| Docomler [9693 L%, GOVERHRMEHT FIUN R OFFIGE! 1R -2H-003
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FIGURE 101 (Notice To Call At Window — Front Side)

C 104 10 AUG 01 BROWN

A15320-AUG 04 BULLARD

B10322 SEPO01 KING

B 10527 SEP 01 SHAW

FIGURE 102 (Notice To Call At Window — Not Laminated — Reverse Side)
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Unit Mailroom Operations

(MAIL DELIVERY RECEPTACLES)

e. Use DD Form 2258 (Temporary Mail Disposition
Instructions) to mark receptacles whose holders are
temporarily absent for any reason (FIGURE 104 & 105).

It is also used to mark advance mail receptacles of
incoming personnel (FIGURE 106). Only the box holder, a
family member or a postal clerk may complete and sign the
form. Also, only the holder of a receptacle or a family
member may authorize the forwarding of their mail.

Receptacle holders will sign this form when possible to
show that the forwarding address or instructions for
disposition of mail were provided. If a change of status is
received from a source other than the receptacle holder,
note the source on the form.

Mail shall be held for personnel who are temporarily
absent unless the addressee requests in writing that mail
be forwarded or delivered to an agent. The agent must be
an authorized MPO user. Mail may be held in the
receptacle; however, if the accumulation is such that it will
not fit in the receptacle, the overflow shall be bundled
together.
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Unit Mailroom Operations

(MAIL DELIVERY RECEPTACLES)

f. Storage of articles awaiting delivery (FIGURE 103). If
shelving is available, use the following procedure. Using a color
marker, packages are legibly coded with the shelf location
(normally an alpha identifier), receptacle number and day the
article was received. The color of the marker differs from month to
month to detect old mail. If color coding is not used, then write on
the package the shelf location, box number, day, month and year
the package was received. If shelving is not available, legibly code
parcels box number, day, month, and year parcel was received.
NOTE: When processing mail, store accountable mail separate
from non-accountable mail.

RECEPTAC|E NUMBER
SHELF LOCA'QDN DAY AECEWED

<

A-50-

'el
™
B-103-24 3
m

L
B SHELF
=)
C-1105-24 ;
C-a10-24 C-12%0-24 C-1815-25
e
3 5
3

C SHELF

D -56-25

D-220-24

] D-3la- 25

D-1055-25

D SHELF

FIGURE 103 (Sample Storage of Articles Awaiting Delivery)
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(MAIL DELIVERY RECEPTACLES)

DD FORM 2258 —- TEMPORARY MAIL DISPOSITION INSTRUCTIONS

TEMPORARY MAIL DISPOSITION
INSTRUCTIONS

TEMPORARY MAIL DISPOSITION
IMSTAUCTIONS

" REcERTAGLE NUMBER:

a4
MAME (Lol Firet, MI) (PHr): RECEFTACLE HUMBER

OOE, JOHN A. 54 DOE, JOHN A. 54
ETATLG ATATUR
ADV ARG LEAVE COHEMER AV APy LERYE COMFED
)( Yy HOSNITAL AWl iy | reeriraL AW,
EFFECIIVE D,&Ti‘-,l\‘. TP Of HOLD MAIL (Y1, Mo, Day) EFFECTIVE LATEA TO F¥WO DA HOLA MAIL [Ve, Mo, Dayy
o, 98 11 05 . 980215 ERom: o 990515
)(I FOMNWARD ALL Il ]_ ] HOLD ALL WAL FOITLANID L MAL Ixt THILE ALL MAIL
FOMEWARI CHILY FORWARD CHLY

LEf1ENE
PATCIIECHK(T)

PANCELE | | MEWBFAPERB/MAG
GTHER (tae Spec hoxl]

COMPLETE FORASHIING ADDAEEE:
JOHH A, DOE

428 ABSIAMM
PSC 84, BOX 50600
APO AE opa221

BRECLAL FHE FNUCTRGHR!

LETTERR
PAYCHECIK %}

parcELS | | HEWRrArEnEmAG
C'THRR (U St 4]
COMPLETE FOMYARDRO ADDREBR!

EPECIAL IMBTAUCTCRE

POC: 1stSgt Smith

EXT. 7851
RIGHATURE OF m‘_-'L:El"‘Hl:JI._F_ HOLDER: | DATE Yy, Mo, Day) BIZMATURE OF REGERTACLE HOLDER; | DATE (¥r, Mo, Day}
Joten . Doe 1881103 Joalhar of, Morsch | 9B 0323
.. [ N Ty SO Rp—— il Y e - e

- FOR ATVANTE RECEIMTACLIL ASGN,
LIST NAMI Q) SPONSOR AND
DUTY PIIONE BN THE SPRECIAL

MAIL CLERK SIGNS

INSTRUCTIONS BLOCK, DD FORM 2258
FIGURE 104

Figure 105
Patron Notifies the Unit

Mail Clerk of an Absence

Patron Fails to Notify the

Unit Mail Clerk of an Absence
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223 Unit Mailroom Operations B _~
815

(MAIL DELIVERY RECEPTACLES)

A DD Form 2258 for an advance mail receptacle must include the
sponsor’s name, rank and duty phone or point of contact in the
special instructions block. Write in the due-in date and, using RED
INK, draw a diagonal line through the face of the form, from the top
to the bottom. Do not assign the box earlier than 90 days prior to
the first day of the reporting month.

TEMPORARY MAIL DISPOSITION

INBTRUGTIONS
RED DIAGONAL LINE |\ G, fret, i) (riney: | RECERTAGLE MUMRER
l lfﬁlz:il: JOHN A 54
ETAIUG
ADY .I\GE'K_‘_ LEAVE CONMHED

TUY HOAPMTAL AL
EFFECTIVE DATER fnfr-wn GR HOLD RAAN. (Y1, Ma, Tinp)
2

rnoM: it 1o 3
[ romwaRD AL man, W] HOLE ALL TAAIL
rorwAlIlr OHLY
LETTEDS rAncELe || | HEXBPAPERRMMAG
PAYEHEGHK(E) TTHER [Gps Spao foal?
CURPLETE FOMYARDING ADDRERS; &

farECiAL INETRUCTIONE:

SPONSOR: SGT MARY JONES
MAIL CL.ERK SIGNS EXT: 5478 "'%
DD F[)R{V[ 2258 TOUE IMN: 26 SEP 98

SIGHATURE OF RECEPTACLE HOLDER: OATE (¥ Mo, Dapl
;% dt,’rmaé"mn A, J{mm/ 0B 07 18
e o 17 St A bty SO

FOM ADVANCE RECELITACLE ASGN,
EAST MAME OF STOMNSOR AND
DUTY PITONE IN TTIE SPIECIAL
INSTRUCTIONS BLOCK

o rOnY 3IE0 o PR T LY T
=R LY

FIGURE 106 (DD Form 2258 — Temporary Mail Disposition Instructions For
Advance Assignment of Mail Receptacle)
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Unit Mailroom Operations

(MAIL DELIVERY RECEPTACLES)

7. Checking assigned receptacles. C3.3.5, DoD Postal Manual

4525.6-M, states that mail receptacles (lock-boxes) will be checked at
least monthly for mail accumulation, old mail, or nonuse.

ADDRESSEE NOT AUTHORIZED MPO PRIVILEGES

Personnel not authorized MPO privileges are not authorized to receive mail
through an authorized user’s receptacle. If unauthorized users are detected
receiving mail through an authorized holder’s receptacle, the holder will be notified
of the infraction and the mail will be returned to the servicing postal activity
annotated “Addressee Not Authorized MPQO Privileges” (FIGURE 108).

Chonghye Chong
Seoul, Korea

Golddong Hong
Box 23, Unit 15207

P 96205 Addressee Not Authorized
MPO Privileges

Date:
Mail Clerk Initials

FIGURE 108 — Addressee Not Authorized MPO Privileges
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(UNIT MAILROOM INSPECTIONS)

1. All unit mailroom inspections will be rated
satisfactory or unsatisfactory accordingly. Any two of
the following items checked with “NO” on the
Inspection Checklist located at Appendix C, will
constitute an unsatisfactory rating: 2, 4, 10, 15, 20,
21, 22, 24, 27i, 28 & 29. A total of any eight items
checked “NO” will also warrant an unsatisfactory
rating. If questions #18 or #36 are checked “NO” on
any inspection, the unit will automatically receive an
unsatisfactory rating.

2. All unsatisfactory rated mailroom inspections will
be re-inspected within 15 working days.
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Unit Mailroom Operations D

EVACUATION PLANNING

-The following priorities are established for use in
arranging evacuation, affording protection, and, if
necessary, ensuring destruction of mail and postal effects.

- Official registered mail will be given priority when
emergency evacuation actions are conducted by unit
mailrooms:

a. Official registered mail

b. Directory service cards

c. Other accountable mail

d. All remaining mail

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

furniture.

- When possible the personnel conducting emergency
destruction should ensure there is a withess. Personnel
conducting emergency destruction will submit a list of
items destroyed to the servicing military post office.
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" (PROCEDURES FOR HANDLING SUSPICIOUS
LETTER OR PACKAGE BOMBS)

1. When the unit mail clerk determines that a piece of mail may
contain a bomb, explosives, or other suspicious material that would
endanger life or property, he/she will immediately evacuate all
personnel from the unit mailroom and immediate area and notify
tr}? unit postal officer, Military Police, and servicing military post
office.

2. DO NOT OPEN the piece of mail! DO NOT handle the piece of
mail! If possible, isolate the piece of mail and let the Military Police
take charge of it.

3. Some indicators that will help unit mail clerks to identify
potentially dangerous mail: (FIGURE 109)

(a) Marked with restrictive endorsements, such as “PERSONAL”
OR “CONFIDENTIAL™.

(b) Show a city or state in the postmark that does not match the
return address.

(c) Excessive postage.
(d) Addressed to title only or wrong title with name.
(e) Badly typed or written or misspelled words.

(f) Have no return address, or have one that can’t be verified
as legitimate.

(g) Have protruding wires, strange odors or stains.

(h) Are of unusual weight, given their size, or are lopsided or
oddly shaped.

(i) Are unexpected or from someone unfamiliar to you.

(j) Are addressed to someone no longer with your organization
or are otherwise outdated.
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USFK
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FIGURE 109 - INDICATORS FOR LETTER AND PACKAGE BOMBS
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(PROCEDURES FOR HANDLING)
(ANTHRAX THREATS )

1. In addition to indicators listed in paragraph (3) above, look for white power substances to
identify potentially dangerous letters/parcels.

2. What you should do if you receive an anthrax threat by mail?
(1) Do not try to open, smell or taste the contents of the letter/parcel?
(2) Do not shake or empty the contents.
(3) Evacuate the immediate area.
(4) Isolate the parcel and double bag the letter or package in zipper-type or zip
lock type plastic bags using latex gloves, if possible, and a particulate mask.

NOTE: The items listed below can be ordered through General Services Administration (GSA).
Use the following assigned national stock numbers when ordering these items:

ITEM NSN #
Mask with exhalation valve 4240-01-492-0177
Nitrile Glove, Size: Small 8415-01-492-0176
Nitrile Glove, Size: Medium 8415-01-492-0179
Nitrile Glove, Size: Large 8415-01-492-0178
Nitrile Glove, Size: X-Large 8415-01-492-0180

(5) Immediately wash your hands with soap and water.

(6) Notify your immediate supervisor, military police, and Postal Inspector at
the servicing military post office.

(7) Ensure that all persons who have touched the letter wash their hands with
soap and water immediately.

(8) List all persons who have touched the letter and/or envelope. Include
contact information. Provide the list to the postal inspector.

(9) Place all items worn when in contact with the suspected mail-piece in
plastic bags and keep them wherever you change your clothes and have them available for
law enforcement agents.

(10) As soon as practical, shower with soap and water.
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(MAILING ADDRESS)

All mail should have the “plus four” zip code in the
addressee’s address. The “plus four” is the last four digits of
the UNIT number. The plus four is to be used on both personal
and official mail. Sample addresses are shown below:

OFFICIAL PERSONAL
Commander SSG Elvis Presley
ATTN: EAPC-M HHC 8th PERSCOM
8th PERSCOM Unit 15316, Box #
UNIT 15317 APO AP 96205-5316

APO AP 96205-5317

PS

SSG Elvis Presley
PSC 450, Box # 1
APO AP 96206-0001
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(ACCOUNTABLE MAIL)

1. The unit mail clerk will properly receipt for accountable mail from the servicing military
post office. Delivery will be accomplished on PS Form 3883 (Firm Delivery Receipt for
Accountable Mail) (FIGURE 1). NOTE: Unit mail clerks WILL NOT complete PS Form 3883.
The servicing military post office accountable mail clerk will complete PS Form 3883.

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

b. Unit mail clerks will sign for accountable mail on the PS Form 3883 as the AGENT of
their unit. The assumption of custody begins when the mail clerk receives the yellow copy of
the PS Form 3883 and the accountable mail item(s).

c. The unit mailroom file copy of PS Form 3883 will be filed under (Insured, Certified,
Registered, Express, Delivery Confirmation and Return Receipt For Merchandise). File
numerically by the bill number (FIGURE 2).

d. Unit mail clerks will not sign for “Restricted Delivery” mail from the servicing military\
post office, except for official accountable mail designated on PS Form 3801, i.e., Commander)
(FIGURE 11).

e. Accountable mail will be covered at all times by a chain of receipts, from the time of
acceptance from the servicing military post office on PS Form 3883, until final delivery to the
addressee or authorized agent on PS Form 3849 or it is returned to the servicing military post
office on PS Form 3877.

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

a. Unit mail clerks will obtain the yellow copy of (PS Form 3883) for all accountable mail
received from the servicing military post office. Accountable mail received by mail clerks as
ordinary mail will be returned to the servicing military post office for proper accountability.

b. Unit mail clerks will utilize PS Form 3849 to notify addressees of arrival of
accountable articles. This form will be prepared the day the article is received by the unit mail
clerk. Place the PS Form 3849 in assigned mail receptacles along with ordinary mail.
(FIGURE 3 thru 8). Prepare a separate PS Form 3849 for each accountable article. DO NOT
deliver more than one accountable article per PS Form 3849.
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FIGURE 1 (PS FORM 3883 - Firm Delivery Receipt for Accountable Mail)
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(ACCOUNTABLE MAIL)

INSTRUCTIONS FOR COMPLETING PS FORM 3883

1. COMPLETED BY APO ACCOUNTABLE MAIL CLERK

Block A. Check the appropriate block for class of mail.

Block B. Enter name of unit receiving the mail. Also enter the
bill number which will be numbered in sequence beginning
with #1 at the beginning of the calendar year.

Block C. List the appropriate article number for each
accountable article. Line through unused blocks.

Block D. Use the appropriate code.

Block E. Office of origin use ONLY for international mail.

Block F. Date article(s) were delivered.

Block G. Complete signature of the accountable mail clerk.

Block H. Stamp with the All Purpose Date Stamp (APDS).

2, COMPLETED BY UNIT MAIL CLERKS

Block I. Number of articles signed for.

Block J. Printed name of mail clerk receiving mail.
Block K. Signature of mail clerk receiving mail.
NOTE: All forms shall be signed in ballpoint pen.
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FIGURE 2 (Example of files for PS Form 3883)
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(ACCOUNTABLE MAIL)
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FIGURE 4 (PS FORM 3849 — Delivered to Authorized Agent on PS Form 3849)
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T RBaElvar fmer doy of mesi g HLATE _
X STENATURLE OF AGRENT
1w Iﬁisl'L-nunel.fnr;'r'.a'fs-ll:f—-_gdnl ed ) ’ -

1adalivn g, o1 el your post ofga
auaniea dalery |
L1 Laave Hem at my address

MName PRINTED NaMl: OF AGENT

Delwew
| Address | AGENTS BOX #

ISDE-;‘,F;WTN-M 1o Irave E‘i‘"‘D‘lé. ——— o i —_—
*aaant, alia dooe”. Thie optlan Is not ’

wuallanln s ls checind nn Tha US
Pront requirlng your sAnaluse 1 lime | I
a1 dnllenry.) P S ~

M Refused D anard [0 Fetun
£3 Form 3649, Novarmbar 1989 (Ravarse) 5290 0018 8079 0261 u

FIGURE 5 (PS FORM 3849 — Delivered to Authorized Agent on PS Form 3849)
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Uniled Stalea Postal Service Today's Data Sendmrs Nama
Sorry We Missed Youl We P Deliver tar You | 3 Qct ol Tomr Whitaker
em s & : : Aualabie Tor PYER-up Alier We will redellver or
¥ Posl orr.%e (Soa bad:!l . 3 0cr 01 1530 you oF your agent can
. Rldg # 1184 Date: Time: _ § plck up. Sec revarse.
- - ) T I checked, you ar your agent must ba presenl
___ Leiler | For Dalivery: (Enfer iofal nuinbear of ifems o .
La‘[ . drlivered by service lype) at time ol detivery Lo =fgn {or ilamy
- ,,,...,i.ope‘ Far Notice Lelt (Check appiicable itermy | ®ISIw Humber(s)
i 473 i 700} 0320 0004 BO09 6448
ralaleg, aln| — Express Malleny ___ Heg o - - . -
X Parcel afempl ta denver an (B
(e r e oy ey unbord insurad -
Heslticled Fau mnsdned de post
- ) i i Relurn Baca:pi
Gelivary g e tehodid lat Merchanrise
- ||’E|ishal'_'ll_l o7 Cedilied Detivery
lem . Recordad LU LU M otlce Left Section
__ OHher, DF'“"??; g'q”;W"?“ Cuslomar Name ang address
- P B — Lomtma®®? | Judy A, Whiraker
ardicle Requiing Paymand Amant Dup .

LI Pyslaga Due 0O CQD LI Sustoms

|$ 1at Signal In

LJ

Final Notice: Adicle will
be returned to sender on

Koin e et OL

PS Form 3B49, November 1355

102585-00 M-0R92 Dalivary Nofice/Reminder/Recelpt

T wre will redeliver O you ar your agenl can pick up yeur mail at he post ollica. [Bring this farm ami propar
i_D It yrour agent witl pick up, s tretfomy fr deim 2, and enter #panr’s name hera):

l

1.

5

a. Ghoek adl thal geply ie
sechon 3;

F" H. St i sechior 2 Lot

¢ [aawe fhis nolce whisne

. Big HMeee 11 Aufhonze Fedpive:y or
18 Arthanize ar AgRAr I Swn for Fou.

M2 cErrier car sem A

401 Redefivar (Enfer day ot waei.i:

P Form 3848, Movembor 1009 (feverss)

JhFow andeaal tag deinery dags 16
e elreary, o zall your pest ollies 12
gy Sallvary |

Il Leave Item at my address

|S‘|cc:_l,'_wﬁl\9: loleaye, T _p'l
‘poich’, sice dord™ This oplian ls nal
wvadlabls A box |4 eheeked or ks
dront regulrieg your signeturs sl me
ol deliveerd

L Ralused D Foewanl I Rmiun

Judy A. Whitaker n
3031 W. Roxbury
Springfield, MO 6HZB1
SEE PS FORM 3877, DATERD 4 OCT 01
T "7 Dolvery Seetlen
E-:ignnlurel
X
L_P;i-rﬁerj
Mame
belivew )
Address
uspPS MR IR
5290 0018 8079 0261 m

FIGURE 6 (PS FORM 3849 — New Forwarding Address)
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Uniled Slates Postal Service 10day™s Nale Sengaers Nama
Sorry We Missed Youl We’?”Delwer far You | 3 Oct 1 Jane Sprinkle
Hem is at. Forovlabia o Pick-up After We wilt redetlver or
Fns: Qlkce [See back) 3 Oct 01 1530 you or your agent car
_ Bldg # 1184 _  |;ake T,  plck up. -See reverse,
Lallas Far Delivery: (Enfar fofal number of ferts a :l‘::::kt;ﬁﬁ:ﬁ:e:; r::;;ng:;n::':‘ be present
. daliverad by senite pe] b .
,e,n\.?ﬂopc_ For Notice Lelt: [Check sppivable item) Article Number(z) )
magazine, ) ) ) B 143 210 412
calaly, etg. | . — ExpIEST Mail e wtt _— Fiegisleied
X pacel hampl 1o dalen: o M _
T eal defivery dnp untors . ingwred
Basircled you msknd B2 post
Aalum Hnrplpl
Kica t3 hahd it
Devvery K “_I_“ ! o Mard]
. rcrishahls —. Ceniliad Delivary
T Ascorded BTG Notice Leit Section =
- Cihar: Ralivary Signaiure Cusiomer Name and Address
_. Fien Bill — Gonfirmation Lew S ng‘i nklo
“Adllzio Requiing Pagmem Amoun! Dug — —

|
L Postage Dua Ui COD 1) Cuglons s

1st Sipgnal Ba

M Final Netica: Asdicle wil
e eeluinad [0 sender on

Daiyerag By and Pals -
;7 ae {/ G’rf_.}" 04

IS Form 3849, Noverntier +399

102505-00-M-0892

Dellvery Notice/Aeminder/Racelpt

o

g

e will redeliver OR yau or your agent can plck up yonr rail at the post aflice. [Bring this forerl and proper
13 Uyt agent will pick up, sign bekew Jn tem 2, and erdar agem s name frere):

1, 8. Check ot hat Aupsy 0
sonlion 3
L. S T sechian 2 balow. ;
c. Leawd Big notips wherg
e CARHIAF tan SR .l

a Slun Here m Aumnnrp Roralivary ¢

Jane Sprinkle n
81 West Band Rd
Keytesville, MO 65124

SEE PS FORM 3877, DATED 4 OCI' (1L

( ATTEMPTED-UNKNOWN)

K Authanize at Agenl g Sige Tor Yo

Delivary Sacllon

— e Sl naturel
3.0 Redeliver (Enler day of wee ): d X .
1:&;‘-}'?E§mc delnnry nay-\ inr | o -.
ter gl gy, 1 24l gour paostalses b Eﬂl‘lled
arrangs #livtng) ama
[1 Leavo ilesn at my address |77
Delivery

. e | Aadrass
(Gpec'y maece Ie ave Faampla 1

“perek’. “sin danr”. This agtlon Is not
mrailable WBox I8 chathnd &0 1he
o requliing yaur skanzture ol Fma
af dellvery.t

USPS |
M Refused 7 Faward H Ryt :

PS Foum 3849 Hovember 1999 (H‘everse)

1IN ETRA RO

5290 0018 8079 0261 m

FIGURE 7 (PS FORM 3849 — Attempted Unknown — Return to Sender)

'—
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(ACCOUNTABLE MAIL)

1Iried Stales Maslel Sarvict

Twelays Dale Sandrrs Mameo

Sorry Wa Missed Yaul We P Deliver tor Yau | 3 Oct 01 | Bill Baker
YNem 5 al [ Avadabie for Plch-up Alier ] We wiil redeliver or
___ Pas10llce rs,s;; bacnle , 3 OcL 01 ik s I vou or your ayent can
X Bldg # 1154 Date: [ Time: plck up. See reverse.
¥ 1. e ] : il cheched, you or your agsnt misl na pregent
- [ For Dellvery: (Eniar fotal rumier of items r at tme af d:livehf ro sign 1or [tem
Large ! deivered by sendee Iype) Alota Nomberis) .
. : ) ela Nurmber(s
celans. Far Motice Lell: {Check appiicable item}
AT, ; ) R 107 765 531
ralalng, olc. | .—  Express Miail pww wat 2 Aegislarad . .
Paﬂ-el. aMempy [ delver anihe
b nnxlctakpery day vekas Insured
. Hestricle you ingtracd M1 post ) |
D;:;;E’ =d wifice to hawdit ) Retwn Haceipl
A & Centitiay — Tov Merchandisa| .
- .Pr-:nr.hahle - Delivery
e — Rpconded UL totice Left Seclloh
__ Oihos Uelivery g‘qﬂla'l”eu Gustomer Nerne and Address
—. Flm Bl — Gonilrmalion . )
— . William T. Baker
Arucle Recpriving Faymanl Amouni Chra
D Postage Dus 11 GO0 D Cumloms fs . lst Signal Bn o
; Delvered By and Pain ’
Final Notica: Adiche wil
- e relurnied 16 Bender tn 7{@_—‘ . (‘-/‘ a0r l'lf./

BS Farm 3848, MNowamber 1999

T02EE-O0 M-D8AZ Delivery Natlce/Aeminder/Aacalpt

-

e

We will redelivet OR you of your agent can pick up your mail at the posi office. (Bang this larmr and pregear
rf) . e agent will pitk up, 8ign belaw ia A 2, and entgr ageni's name heral:

A, Check af fs ey |
seain 3, [

»’ 11 Sk3n in spCkon 2 Bakaw,
L. Leave (g afice wrers
Ihe sartinr oan see K.

2, 5lgn Vera f Aalhonde Redenesy o

Bill Baker |
100 Sunshine St.

Salisbury, MO 653114

S1K PS FORM 3877, DATED & OCT 01

f7 Asitpige it Agtat s S fer Yoa

31 itedslivar frome day of week )

Dellverr Sectian

[

Sigatura

X

LMW BT Ea st tee ety dags T
el ey, &7 BN Yo pogE nMion 10
aranya relivary.

u:é;io[r_, ahaie (o izsve, Eaxamale:
'prech’, "5idd A This apllen ix nel
moailabke Hbar |3 chechad on thy
[ronl tkqlRIAg your s oARure wl ime

1.1 Leave ltem at my address |

eF detivery |

?i HEI'IISEI:I 1.1 Forwaid 1 Retwren ©

Printed
Mame

Drelivery
Addresa

USPS

AR R R0 A

PS Form 3849, Movenber 1998 {Havarse)

5250 0018 8079 0261 m

FIGURE 8 (PS FORM 3849 — Refused by Addressee — Return to Sender

'—
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Unit Mailroom Operations B _=

(ACCOUNTABLE MAIL)

c. When a piece of accountable mail is delivered to the addressee, the delivery clerk will
sign and date the “Delivered By and Date” block on the front of the PS Form 3849. If the
delivery clerks signature is illegible, print delivery clerk’s name.

d. Date stamp all accountable mail to show date of receipt. Store accountable articles
separately from non-accountable articles.

e. Accountable mail will be delivered only to the addressee or an authorized
agent. Addressee may designate an agent to receipt for their accountable mail by completing
PS Form 3801 (Standing Delivery Order) (FIGURE 9). PS Form 3801 may be used to
authorize individuals to receipt for official accountable mail (FIGURE 10). Agents may also be
authorized on PS Form 3801 to pick-up “Official Restricted Delivery Mail” (FIGURE 11). Unit
mail clerks will require positive identification of all individuals prior to delivery of mail. Personal
recognition shall suffice when patrons are known by the mail clerk. If addressee is unknown,
compare the name on the patron’s ID card with the name on the article.

f. If the accountable mail has not been claimed after 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.
(FIGURE 12). If the mail still has not been called for within 10 days of the final notice, verify
the addressee’s status with the CDR, 1SG or the S-1 Section. Complete PS Form 3849 per
information received from the unit. Process accountable mail as follows:
(1) If the Express Mail has not been claimed by the third day, prepare another 3849
(second and final notice) and place the form in 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.

(2) If accountable mail is undeliverable, annotate disposition on back of PS Form 3849
and return article to the servicing military post office on a PS Form 3877. The unit mail
clerk will sign and date the “Delivered By and Date” block on the front of PS Form 3849.

(3) If addressee is TDY, on leave, or in hospital, etc., annotate back of PS Form 3849
“HOLD UNTIL (DATE)” (FIGURE 13). The addressee will have 10 calendar days after
“HOLD UNTIL (DATE)” to pick up accountable mail.
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Unit Mailroom Operations B _=

(ACCOUNTABLE MAIL)

PS FORM 3801
(STANDING DELIVERY ORDER)

1. When PS Form 3801 (Standing Delivery Order) is used, and the

authorized agent comes to the mailroom to receipt for the accountable
mail, the following procedures will be followed:

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

b. The mail clerk will enter “SEE PS Form 3801 on the reverse side of PS
Form 3849 in block #1 (See Figure # 5). The agent will sign and print their
name in the “Delivery Section” on the reverse side of PS Form 3849.

PERSONAL MAIL

I
Name and AGGTess of FIrm of Individual fInclude Ape./Suite No.) _

Jom J. Jonem, Sth ik 15316, Box 449 m;g_qsa:ﬁ-T . m'salne. -
Sy on signing order) B alaphare No.
Tl 0 Ut oo W 125 142
The T o individual heceby authorizes repretentatives whose Signatures appear below Lo receive unrestricted registered,

serfified, insured, clo.d., express mail, and special delivery mul addressed 1o or in.care of the above-named firm or individual ?tm'l ather-
wis# notified in wri and assumes all responmbility for loss, rifling, or damage of sasd mal afier proper delivery. All previous I:Itd.l‘:!':.
are hereby revoked, SPECIAL INSTRUCTIONS: Where RESTRICTED DBELIVERY MAIL & o be incloded, the !Lit!fnl_ni T'Tt!u
authorization is extended to include RESTRICTED DELIVERY MAIL'™ must be entered om the delivery order by the person signing it
This notation is to be made on the part of the form for signatures of authorized agent. NOTE: Unkbown signatures must be sdeneifisd,

$|gw Elﬁ;:r!fylng Gurl‘ﬁrﬂrr‘ssimlluu Dlta'g &1{' gﬁ[ ] {D :I
§74 —_ SIGNATURES OF AUTHORIZED AGENTS
David L. Wells (E) wrnd L. Wil (F) B

Jaiy b hitaer Bud, d ldNekn

PS Form 3801, Apr. 1583 STANDING DELIVERY ORDER T USAP0; 18- 261-531/05330

FIGURE 9 (PS Form 3801 for Personal Mail)
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Unit Mailroom Operations )

(ACCOUNTABLE MAIL)
INSTRUCTIONS FOR COMPLETING PS FORM 3883

Block A. Name and address of the individual making
authorization.

Block B. Signature of the individual making
authorization (must be signed in the
presence of unit mail clerk).

Block C. Telephone number of the individual making
authorization.

Block D. Signature of mail clerk accepting the
completed PS Form 3801 and the date of
receipt.

Block E. Printed or typed name of authorized agents.

Block F. Signature of the authorized individuals.

Note: PS Form 3801 will not be used to pick up personal
non-accountable mail. In addition, PS Form 3801 will
not be used as a convenience for picking up
accountable personal mail. Every effort should be
made by personnel to pick up their own mail. PS Form
3801 will not be used in lieu of obtaining a DD Form 285
card for those who must handle mail on a daily or
frequent basis.


http://images.google.com/imgres?imgurl=http://www.union.arizona.edu/retail/usps/usps_logo.gif&imgrefurl=http://transfossil.blogspot.com/2007/01/contrast.html&h=130&w=200&sz=2&hl=en&start=1&tbnid=tMKnV64QiJI2FM:&tbnh=68&tbnw=104&prev=/images%3Fq%3Dusps%2Bsymbol%26gbv%3D2%26svnum%3D10%26hl%3Den%26sa%3DG

\ g)( Unit Mailroom Operations B _~

(ACCOUNTABLE MAIL)

PS FORM 3801 - OFFICIAL MAIL

Namaand Address of Firn o Individual (Incude Apt/Sule Na.)

Comender, A Qo 1/506th Inf B, Thit 15143, ARO AP 96224
SR 7 R T R arereting e

Tha abowe-named firm or indivicual hereby authorizes representatives whoss signatunes sppesr below o recaive mmﬂ.
c.ﬁﬂtd_ﬂum:u.u..mmm.wmedmmwnnmﬂhthWmﬂm—
ﬂunﬁdhwﬂw.mm#wwhm.m.awﬂmmmmw.ﬂmm
are hersby revoked, SPECIAL INSTRUCTIONS: Whers RESTRICTED DELIVERY MAIL is io ba included, the stalemant “This
suthorzaion & axdanded 1o indude RESTRICTED DELIVERY MAIL" must be antersd on the defvery order by the paraon sighing it,
Thits notaticn (s io be made on the part of the form for signatures of authorzed lg-ft__hHJTE.' Linkawown signabures musi be identfied,

Bi?sm of Clark Verifying Customers Signature Dats
)
SIGNATURES OF AUTHORIZED AGENTS

E) Bary V. White '.%izﬁ U bhte (F)

'Ttn? White ‘:‘;L‘In b.l‘.;"r" L
'_\\\ \\J\

\\ \\-\_
\\\_ \\_
\\\

75 Form 3801, April 1983 STANDING DELIVERY ORDER

Block A. Title of the individual (i.e., Supply SGT, Adjutant, etc.)
Block B. Signature of the individual making authorization (must
be signed in the presence of unit mail clerk).

Block C. Telephone number of the office of title.

Block D. Signature of mail clerk accepting the completed PS
Form 3801 and the date of receipt.

Block E. Printed or typed name of authorized agents.

Block F. Signature of the authorized individuals.
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X Unit Mailroom Operations )

(ACCOUNTABLE MAIL)

“ REMINDER ”

Note: PS Form 3801 will not be used to pick up

personal non-accountable mail. In addition, PS Form
3801 will not be used as a convenience for picking up
accountable personal mail. Every effort should be
made by personnel to pick up their own mail. PS Form
3801 will not be used in lieu of obtaining a DD Form 285
card for those who must handle mail on a daily or
frequent basis.


http://images.google.com/imgres?imgurl=http://www.union.arizona.edu/retail/usps/usps_logo.gif&imgrefurl=http://transfossil.blogspot.com/2007/01/contrast.html&h=130&w=200&sz=2&hl=en&start=1&tbnid=tMKnV64QiJI2FM:&tbnh=68&tbnw=104&prev=/images%3Fq%3Dusps%2Bsymbol%26gbv%3D2%26svnum%3D10%26hl%3Den%26sa%3DG

Unit Mailroom Operations B _=

(ACCOUNTABLE MAIL)

AUTHORIZATION FOR OFFICIAL RESTRICTED DELIVERY MAIL

{27
Mame and Addrass of Firm or indhidual (inchunde Apt.!Suite No.)

8oz

Tha above-named firm or individusl hereby authorires mepresentatives whoss signaburss appear below o receive unmasincied registened,
cartifiad, ingured, £ 0.0, sxpress mail, and spacial delvery maid sddressas o or In cane of the above-named firm of individual unti other-
wise niified In writing, and assumes ail responaibiiity for loss, rifling, or damage of said mai after proper delvery. All previous ordens
are hereby revoked, SPECIAL INSTRUCTIONS: Whers RESTRICTED DELIVERY MAIL is to be included, the statemaent “This

authonzation is extended 1o Include RESTRICTED DELIVERY MAIL" must be enlered on the dedivery onder by the person signing it.
This notation i to ba mada on the part of the form for signatures of awthorzed sgent. NOTE: Unknown signatures musi be identified,
AT B AL A L S
Signature of Clerk Verifying Customar©'s Signature Dats
(D)

SIGNATURES OF AUTHORIZED AGENTS
(E) Borry V. White Don, V. ke (E)
T i Jnd ke
White e

4
| IS EXTENCED TO HRESTRICTED CEEIVERY MATL.
*-_____‘___‘_‘HH

T \\\

PS Form 3801, Apdl 1983 STANDING DELIVERY ORDER

FIGURE 11 (PS Form 3801 — OFFICIAL Restricted Delivery Mail)

Block A. Name and address of the individual making authorization.

Block B. Signature of the individual making authorization (must be
signed in the presence of unit mail clerk.)

Block C. Telephone number of the individual making authorization.

Block D. Signature of mail clerk accepting the completed PS Form
3801 and the date of receipt.

Block E. Printed or typed name of authorized agents.

Block F. Signature of the authorized individuals.

Block E & F. Enter “THIS AUTHORIZATION IS EXTENDED TO
INCLUDE RESTRICTED DELIVERY MAIL”
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(ACCOUNTABLE MAIL)

perations

-
United Siales Postal Service Today's Dale Sander's Mame
Sorry We Missed You! We #* Deliver for You | 3 Oct 01 | Ann M. Baker
Tiem B Al T [ Availabla ior Pick-up Alter We will redellver or
. POSI Oflice {See back) 3 Oct Ol 1530 you or your agent can
X Bldg # 1184 Date: | Time plck up. See reverse.
'_]E_ - B ] [ o checked, you or your agent must bs present
L edier For DEII\';I]: {Enter rr.rlj-' number of derns at fime o dellwrr 16 sign for tem
delvared by sendce ype —_— .
. ‘Article Number(s
t::ﬁnppl For Hotice Left: (Check spplicabia item) R 126 ?9'{9:' 871
:::g;;]m:m Eapress Mai (Wewdt  __ Fegisieed - s
' anempi in delver on (e
Pael mewl debvevy day pokss . Ingured
Fesiricied pour bagtascl the post Fistnn Receint
Dedvery st lahald L) ___ lai Merchandise
Fraishalile Gedifed Deivery
fem —  Apcorded . Conlirma®on
__ Giher: Delvery Signature Customer Nama and Address
Fim BY — Confimnation William T. Baker
“Anicia Requiring F‘a',lmanl Amounl Tue —— — —
1 Posiage Due 01 COD 1) Customs |$ B lst 5i E!_‘lﬂl E o
[edivered By and Data
}{l Final Notica: Anicle wil ol
be relumed |0 sender on 18 Oct B
PS Form 3849, November 1999 102605-00-8-0852 Deellvery Molice/Reminderfeceipt

FIGURE 12 — Example PS Form 3849 (Final Notice)
Examples of When to Complete Final Notices

1ST Notice
EXPRESS 3 Oct XX
REGISTERED 3 Oct XX
INSURED 3 Oct XX
CERTIFIED 3 Oct XX

2nd Notice

Return To MPO

6 Oct XX 11 Oct XX
8 Oct XX 24 Oct XX
8 Oct XX 19 Oct XX
8 Oct XX 19 Oct XX

NOTE: DATE OF RECEIPT FROM THE SERVICING MILITARY POST OFFICE (3 OCT XX) IS

ZERO DAY.

-
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NOTE: DO NOT RETURN ACCOUNTABLE MAIL TO MPO UNTIL YOU HAVE
VERIFIED THE ADDRESSES STATUS WITH THE CDR, 1SG, OR S-1.

(ACCOUNTABLE MAIL)

|Uniled Slales Postal Service
Sorry We Missed You! We PD

HEE T

afivet for You

Dato:

Aodallabie [or PIck-up Aller
3 Ocr 01

%s:

" Bander's Nama

Bill Bixon
We wlll redelvir or
Cl you oF your agent can
] pick up. See reverse.
Il shacked, you or yaur sgent musi be present
at time ¢l dellvery o sign for Hem
Articls Number(s)

R 124 991 762

Taday's Dals

3 OcL 01

1 Loller ! For Dellvary: {Entar tofal number of items
s detivered by sarice typal
El . )
- e-"--r;; lape, Far Mollce Lelt:  (Check applicable item)
mayazing,
ca,ghq. eir| _.  Evprass Mad e wil _X Raglslored
Lo afaTpe fo diver en e
Furcal next dolwary day unkess . InEUTEd
. Tract hix pos|
.. Resiricled ::IL:’:::MH.JM Fotum Receipt
Trlvary Conttied . for Merchasdiss
_ Fl‘nrl!ihib-n — Dllvory
lam Racordnd
. Orer Dalivery Signatura
Fiam Bill Confirmalian

Arlcla Anquinng Peyrment ) ’ _'Nnuum Due

1 Pastage Dus_ 00 GOD_ L1 Gustoms %,

AN otlce ekt Section

Cuslomar Mame and Address
Joseph P. Dizon

1st Signal Bn

1] Fina! Noilce: Anicle wil

Drelveiad By and Dale

e returned {o sanderan
P5 Fonn 3849, November 1804 T12595-00-M-

[HB2 Dellvery Nolice/Reminder/Racelpl

We will redeliver OF yau of your agern can pick up your mail al the pasl ollice. (Bring fiis form and proper

1.1 powr ggent wall pick 149, siga Beztow 1 ifern 2, and enler agonl's name fera)

1. A. Check an (hai apely it :
e 8. [ Leave - 1 0ct - 15 Oct 01 u
B 5o n e 2ot | HOLD UNTTL (15 Oct OF)
. Leave thig fisice whene
— B cAn sCe W
7. Smn Here A ‘coltiieriy O .
'c Aurthanrd an AgEnF o Siga e R, Deli 3 . " e
elivary Seclion
e —— — | Signatute;
2 7t Padeliver {Earter day of weri). gx
(Al 211235 o Aoty G5 | iy B
yade bresy, o 231 your pasi ollies I Egﬂ:ﬁd
arrarge defor b e
A Loave llemat my address [~ 7
Delivery
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{apRny e 10 Bave Exaimile —- 1 -
“nerch®, "sidm dest”, [Nig aplign it ned
pyailanie 11 by cheched on Lhe PS
Tronl requiting your sigaalure al lme
uses  |IURINITIRRIY LR
{° Aotused 1] Farwant 171 R 'i
PS Farm 3848, November 1998 (Reverse} 5290 0018 8079 0261 n

FIGURE 13 — Example PS Form 3849 (Patron is TDY/Leave/Hospital, etc.)
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| X Unit Mailroom Operations K=
\\‘nw&

(ACCOUNTABLE MAIL)

c. The mail clerk will return the PS Form 3801 to the unit’s file,
and deliver the accountable mail to the authorized agent. PS Form
3801 will be maintained under (ARIMS *formerly known as
MARKS* # 600-8-3f Standing Delivery Orders).

2. When an agent’s name is deleted from PS Form 3801, the unit
mail clerk will draw a single line through the agents printed name
and signature. The individual who signed the order will initial and
enter the date the agent was deleted. DO NOT use white-out to
delete an agents name to add a new agent. If a new agent is
added, prepare a new form (FIGURE 14).

3. The individual who signed the order (PS Form 3801) will
terminate the order before they depart (PCS, ETS, etc). The
individual who signed the order will also draw a single diagonal line
across the form with the word “VOID” and date of termination
written on the line (FIGURE 15). Voided PS Forms 3801 will be
filed in an inactive file under ARIMS( formerly known as MARKS)
file number 600-8-3f (Standing Delivery Orders).
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Unit Mailroom Operations D

(ACCOUNTABLE MAIL)

(PS FORM 3811- RETURN RECEIPT)

When PS Form 3811 (Return Receipt) is attached to
accountable mail, the mail clerk is responsible to insure that
the addressee or authorized agent completes blocks A, B, & C
on the receipt. When completed, the return receipt will be
returned to the servicing military post office (FIGURE 16).
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X Unit Mailroom Operations )

“H (ACCOUNTABLE MAIL)

TRANSFERING ACCOUNTABLE MAIL
TO ANOTHER MAIL CLERK

When accountable mail is transferred from mail
clerks to other authorized individuals (i.e. primary
unit mail clerk goes on leave and transfers
accountable mail to alternate mail clerk); it shall
be listed and signed for on PS Form 3883. The
alternate unit mail clerk will get the original PS
Form 3883 and the primary unit mail clerk will get

the duplicate.
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Unit Mailroom Operations D

(ACCOUNTABLE MAIL)

PS FORM 3877 (Firm Mailing Book for Accountable Mail

1. Whenever accountable mail is undeliverable it will be

returned to the servicing military post office promptly with
an endorsement as outlined in DoD 4525.6-M Postal
Manual, C3.2.7. Mail clerks shall prepare an original and
one copy of PS Form 3877 (Firm Mailing Book for
Accountable Mail) showing proper disposition of the article
(FIGURE 17 thru 20). After receiving the return bill from
the servicing military post office, the unit mail clerk will then
place the endorsement “See PS Form 3877 Dated ”
in block # 1 on the reverse side of PS Form 3849 (See
Figure #6).

2. The unit mail clerk will retain one copy of PS Form 3877
on file at unit mailroom under ARIMS formerly known as
“MARKS” under Post Office Accountable Mail Receipts).
The servicing military post office will keep the original.
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gx Unit Mailroom Operations [ =

(ACCOUNTABLE MAIL)

DELETING AN AGENTS NAME

Name and Address of Firm of Individual ffm'h.rdt Apr ABuite No, )

%ﬁ;&m&mﬁmmumm, A AP 9655316 !
17 signing order) Talephone No.
aB} T23-1482 (C)

The w I.n:'.h idusl hereby authorizes representatlves whose signatures appear below 10 receive unrestricted registered,
certifiedy i ﬁtmmﬂl , ainid special delivery mail addressed (o or in care of the above-named firm or individual undil other-
Wike 0 in wnlﬁ umes all responaibility for joss, rifling, or damage of said mail after proper delivery. All previous onders
are herehy revoked. SPECIAL INSTRUCTIOMS: Where !.ESTB,IC’TED DELIVERY MAIL is to be included, the statement *'This
aulhorization is extended to inchwde RESTRICTED DELIVERY MAIL™ must be entered on the delivery order by Lhe person signing it
This notation is to be made cn the part of the form for aignatares of authorized agent. MOTE: Unkscwn signatures mast be identified,

ﬁf) ET{:ECM [eritying Cusfomears Signature |{D} 5 E}_‘({

SIGNATURES OF AUTHORIZED AGENTS

[}EemdL Wellg
T_ms—spmi&e
meh r-hltaﬂer_

—_— —_—'h‘-__\_\.-‘-‘.\\---— ——
e O

s : —

—

PS Form 3801, Apr. 1983 STANDING DELIVERY ORDER HULAR M Sg-anan |

—

FIGURE 14 — PS Form 3801 (Deleting Agents Name)

Note: PS Form 3801 will not be used to pick up personal non-
accountable mail. In addition, PS Form 3801 will not be used as a
convenience for picking up accountable personal mail. Every effort
should be made by personnel to pick up their own mail. PS Form 3801
will not be used in lieu of obtaining a DD Form 285 card for those who

must handle mail on a daily or frequent basis.


http://images.google.com/imgres?imgurl=http://www.union.arizona.edu/retail/usps/usps_logo.gif&imgrefurl=http://transfossil.blogspot.com/2007/01/contrast.html&h=130&w=200&sz=2&hl=en&start=1&tbnid=tMKnV64QiJI2FM:&tbnh=68&tbnw=104&prev=/images%3Fq%3Dusps%2Bsymbol%26gbv%3D2%26svnum%3D10%26hl%3Den%26sa%3DG

Unit Mailroom Operations B _=
%

(ACCOUNTABLE MAIL)
“VOID” PS FORM 3801

LA o

N;nﬁ and Address of ﬂ'rm o Individual fimclude Apr. Suite No)

%J Jodrem Eammuuusa*a,mm MO AP 96205-5316 /
By 1. sigming owoer) {Bj ‘?lnnhnneﬂ
IIJ'"I ‘Ed/ A ST

Above- or individisal hereby austhorizes represenzatives whose signatures receive unrestricted registered,
bl | -, express mail, and special debivery mail addressed 1o or in care of

e _insured, ¢ firm or individual unei] other-
wiﬂiﬁ:d i writifg, and assumes all responsdbility for loss, rifling, or damage of g

are hereby revoked. SPECIAL INSTRUCTIONS: Wiere RESTRICTED DN
suthorization & exended 10 inclede RESTRICTED DELTYERY MAIL"
This notation is to be made on the part of the form for slgnatane of

proper delivery. All previous orders
L iz to be included, the statement *“This

on the dellvery order by the person signing it
1. NOTE: Unknown Unknown signatures must be identifisd.

ool - |

HORIZED AGENTS i
Qagd 2. Wty  (F o
ofam 5 dpuinils |

%MJ ,L L Mk on
7~ |
_"'_"\-ﬂ_.‘_‘_‘-\_\-\\-‘-\---
i
PS Form 3801, Apr. 1983 STANDING DELIVERY ORDER SUSGRO- 10 242431 /03130

FIGURE 15 - “VOID” PS FORM 3801

Block A. Name and address of the individual making
authorization.

Block B. Signature of the individual making authorization (must
be signed in the presence of unit mail clerk.

Block C. Telephone number of the individual making
authorization.

Block D. Signature of mail clerk accepting the completed PS
Form 3801 and the date of receipt.

Block E. Printed or typed name of authorized agents.

Block F. Signature of the authorized individuals.

G. Individual terminates the order before they depart (PCS,ETC, etc) by drawing a
single diagonal line across the form with the word “VOID”, date of termination
written on the line and their initials.
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(ACCOUNTABLE MAIL)

SENDER: COMPLETE THIS SECTION

- m Complete lems 1, 2, and 3. Also complels A, Bigratirra

ilerm 4 H Rasirlcled Dotivery is desired,

= [ring yaur namg and address on the reverse
=0 ihal we can reforn the card 1o yow.

= Allach this card to lhe back of tha mallplece,

or on tha front i space parmitls. Juifet & Cl‘?ﬂ/ﬂj’/

1 .n'\:li:—.ll:-;..ﬂ.r.lduassad 10
S John T, Candy
SOl st Supporlt Grp
Unit 1503,Box 02
APD AP 96258

“§ COMPBLEFE THIS SECTION DN DELIVERY :

(= L]

|
L O Agraent
EM’ (f, (W R o rddressee E

B. Recetvad Ly [ Frttad Namo)

. Dale of Delivecy

Y oCral

1. Is odplivery address Rfterend Trom itstn 17 U Yoo
I ¥ES, anter drifvery address below: 0 no

1. Service Typs

X cadined Man [ Express Mail

C1 Regataracd [} Roturn Receip! for Marchandiss

£ Insiresd Mait O c.ow o i

4. Pewliicled Dolvery? (Exira Fee) O ez I

2. millcle Mumber ) ] |
frranerar o sawine fabal) Ir 062 9 lfl B"l.j |
PS Form 3811 , Agusl 2001 Dexmmatic Aehirn Aecaipt 102505 01-M-509 |
I

FIGURE 16 (PS Form 3811 — Domestic Return Receipt — Front)

UniTen States Posial SERVICE

Firsl-Class Mail
Postage & Feas Pald
UspPs

Permit No. G-10

* Sender: Please prinl your name, address, and Z1P+4 in this box *

AFSSTUA CANDY
1492 Soulh Mountain Road

Kansas CiLy, MO 65112

FIGURE 16 (PS Form 3811 — Domestic Return Receipt — Back)
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(ACCOUNTABLE MAIL)
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FIGURE 17 (PS Form 3877 — Example Firm Mailing Book for Accountable Mail)
(Forward To and Attempted Not Known)
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FIGURE 18 (PS Form 3877 — Example Firm Mailing Book for Accountable Mail)
(Refused and Missent To)
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FIGURE 19 (PS Form 3877 — Example Firm Mailing Book for Accountable Mail)

(Moved, Left No Forwarding Address and Deceased)
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FIGURE 20 (PS FORM 3877-Example Firm Mailing Book For Accountable
Mail) (Search, Patient, Hospital Search)
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Unit Mailroom Operations B _=

(ACCOUNTABLE MAIL)

COMPLETED BY UNIT MAIL CLERKS

Block A. Unit returning the mail.

Block B. Check the appropriate block.

Block C. List the article number. Line through the unused blocks.

Block D. Enter reason mail is being returned. Ensure the entire forwarding
address or return address is listed.

Block E. List the PS Form 3883 bill # which you received the mail on.

Block F. Line through the unused portion of the PS Form 3877.

Block G. Number of article(s) being returned.

COMPLETED BY SERVICING MILITARY POST OFFICE ACCOUNTABLE MAIL
CLERK

Block H. Enter number of pieces received from the unit mail clerk.
Block I. Signature of servicing military post office accountable mail clerk.
Block J. Stamp with the All Purpose Date Stamp (APDS).

3. Unit Postal Officers will verify daily that all accountable mail has been delivered
by comparing the PS Form 3849 with the PS Form 3883. All PS Form 3849 listed on
the appropriate 3883 will be attached to the front of the PS Form 3883. The unit mail
clerk will not file the PS Form 3849 until the postal officer has verified delivery and
annotated their initials next to the article number on PS Form 3883 and the Post Office
Unit Mailroom Inspector has verified each receipt (FIGURE 21). Do not file PS Form
3883 until all articles have been delivered and verified by postal officer and Post Office
Unit Mailroom Inspector. Maintain PS Forms 3849 and PS Forms 3883 in a folder
annotated “AWAITING VERIFICATION OF DELIVERY BY UNIT POSTAL OFFICER”
until the unit postal officer verifies delivery.


http://images.google.com/imgres?imgurl=http://www.union.arizona.edu/retail/usps/usps_logo.gif&imgrefurl=http://transfossil.blogspot.com/2007/01/contrast.html&h=130&w=200&sz=2&hl=en&start=1&tbnid=tMKnV64QiJI2FM:&tbnh=68&tbnw=104&prev=/images%3Fq%3Dusps%2Bsymbol%26gbv%3D2%26svnum%3D10%26hl%3Den%26sa%3DG

X Unit Mailroom Operations
%

(ACCOUNTABLE MAIL)
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FIGURE 21 (Example Postal Officer Verification of Accountable Mail Delivelry

4. Retention periods for accountable mail are illustrated in chart (FIGURE 22) Screen all
non-delivered accountable mail against the unit daily status report or alpha roster to
determine status of individual before conducting directory service. If the addressee does
not pick up accountable mail within time frames noted in chart below, the unit mail clerks
will verify the addressees’ status with the unit CDR, 1SG, or S-1.

5. PS Form 3849 will be filed numerically by the last two digits of the identifying

article number. The forms should be commingled in a single file, however, it is
recommended that forms be separated and filed by class of mail. (FIGURE 23) Retain
these forms per ARIMS.
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| X Unit Mailroom Operations

(ACCOUNTABLE MAIL)

'—

Days Held after Action Days held after Action
First notice taken final notice taken
EXPRESS 1 working day Issue 2nd Hold 5 Return to APO
Notice working days
REGISTERED 5 days Issue 2nd Hold 15 days Return to APO
Notice
INSURED 5 days Issue 2nd Hold 10 days Return to APO
Notice
CERTIFIED 5 days Issued 2nd Hold 10 days Return to APO
Notice

FIGURE 22 (Accountable Mail Retention Periods Chart)
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Unit Mailroom Operations B _=

(ACCOUNTABLE MAIL)
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FIGURE 23 (PS Form 3849 recommended filing system)
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PRESERVING MAIL
SECURITY AND
CONSEQUENCES
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PRESERVING MAIL SECURITY
AND CONSEQUENCES -;

* DoD Personnel must preserve and protect the
security of all mail in their custody from unauthorized
opening, inspection, reading of contents or covers,
tampering, and “DELAY”, or unauthorized acts.

* A military department member or a civilian postal
employee who commits or allows any such
unauthorized act may be subject to prosecution under
the Uniformed Code of Military Justice or by Federal
Civilian authorities or to other disciplinary or
administrative actions.
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QUESTIONS
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