
NAMTRAULEMINST 5112.1CPRIVATE 

NAMTRAU LEMOORE INSTRUCTION 5112.1C
Subj:
MAIL HANDLING AND DELIVERY PROCEDURES

Ref:
(a) DOD 4525.6-M Vol II



(b)
NASLEMINST 5110.2F 



(c)
NASL ltr 5218 Ser 11/0311 of 7 Feb 94

Encl:
(1)
Mail Room Inspection Check List



(2)
Mail Orderly Designation/Appointments

1.
Purpose.  To provide procedures and policies concerning Detachment mail handling.

2.
Cancellation.  NAMTRAGRUDETLEMINST 5112.1B.  

3.
Information

a.  Mail call hours are conducted at Bldg 730, Wing 0, Room 017 as follows:  Monday through Thursday, 0900 - 1100 and 1300 - 1545; Friday, 0900-1145.


b.  Permanent personnel not residing in the barracks are strongly encouraged to receive personal mail at their residence.

4.
Action

a.  Unit Postal Officer/Command Mail Control Officer:




(1) Be designated in writing by the Commanding Officer (CO).




(2) Ensure mail service and operation of the Unit Mail Room (UMR) is maintained per references (a) through (c) and that duties and responsibilities of mail clerks/orderlies are thoroughly understood.




(3)
Ensure there is written authorization from the CO allowing Unit mail clerks to receive official mail.  This authorization is to be forwarded to Base Postal Directory and a copy maintained in the UMR.




(4)
Conduct weekly inspections, using enclosure (1).




(5)
Assign Unit mail clerks and branch mail orderlies using Mail Orderly Designation/Appointment forms(enclosure (2)) and forward along with a completed DD Form 285 to Base Postal Officer for signatures.
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(6)
Ensure all DD Form 285s, appointing all mail orderlies, are accounted for and specify the type of official and personal mail the orderly is authorized to handle.




(7)
Per reference (c), appoint USPS Express Mail Authority using NAS Lemoore (GEN) 5500/38 (9-85) and forward to Base Postal Officer.


b.

Unit Mail Clerks:




(1)
Ensure that guard mail and U.S. mail are separated and not intermingled.




(2)
Ensure outgoing official mail is forwarded to Postal Directory per reference (c).




(3)
Ensure proper handling and forwarding of official accountable mail per reference (b).




(4)
Ensure mail is dated and sorted upon receipt.




(5)
Allow only the addressee or designated mail orderlies to receive incoming personal mail.  Mail orderlies must sign logbook upon receipt of mail.




(6)
Ensure the current mail directory file is maintained in accordance with chapter six of reference (a) by completing a Mail Directory File Card (5519) NAVMC 10572 on all Unit personnel and a Notice of Change of Address, OPNAV 5110/5 (3-90), for all student personnel reporting for duty.




(7)
Ensure mail is safeguarded until delivered, forwarded, returned, or locked-up until above actions occur.




(8)
Promptly readdress and forward undeliverable mail if member is detached from the Unit.  If the forwarding address is not known, the mail will be returned to the postal directory with one of the approved endorsements.  In other cases such as leave, sick in quarters, special liberty, or TAD less than 30 days, mail will be held in the postal box and delivered to the member upon return.


c.

Mail orderlies:




(1) Be designated in writing (minimum of two per branch). 




(2)
Pick up mail at designated times.




(3)
Have in their possession a current DD Form 285 when handling mail.
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(4)
Ensure prompt delivery of personal mail.  Undeliverable mail will be returned to the UMR no later than close of business the following working day.




(5)
Surrender DD Form 285 to unit mail clerk prior to transferring from the Unit.




(6)
Notify Unit Postal Officer in case of loss, theft, or destruction of DD Form 285.

5.
Forms.  All forms mentioned in this instruction may be obtained from the Unit Postal Officer.







R. B. CRISLER

Distribution:

NAMTRAUINST 5216.1L

Lists I - IV
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NAVAL AIR MAINTENANCE TRAINING UNIT

LEMOORE CA 93246

MAIL ROOM INSPECTION CHECK LIST

	ORGANIZATION/UNIT INSPECTED                    DATE            TIME



	APPROXIMATE NUMBER OF PERSONNEL SERVED          COMMANDING OFFICER



	POSTAL OFFICER                MAIL ORDERLY AND/OR ALTERNATE



	1.  ADMINISTRATION           YES  NO  MAIL HANDLING (CON’T)       YES  NO

	ARE MAIL CALLS ADEQUATE? CH 3-3
	
	
	IS MAIL FOR PERSONNEL ON LEAVE, TAD, OR OTHER TEMPORARY ABSENCE IN LINE OF DUTY PROPERLY PROCESSED? CH 3-4
	
	

	IS THERE IN WRITING A OFFICER

APPOINTED BY THE COMMANDER? CH 3-1
	
	
	
	
	

	ARE SUFFICIENT MAIL ORDERLIES

APPOINTED BY THE CO?  CH 3-1
	
	
	ARE MAIL ORDERLIES FAMILIAR WITH ENDORSING AND TREATEMENT OF MAIL MATTER TO INCLUDE:
	
	

	ARE APPOINTMENTS ON FILE IN MAIL

ROOM?  CH 3-2
	
	
	CORRECT PLACING OF ENDORSEMENTS?  CH 5-10
	
	

	ARE MAIL ROOM INSPECTIONS CONDUCTED AT LEAST ONCE EA WEEK WITHOUT PRIOR NOTICE TO MAIL ORDERLIES AND AT NO SET TIME OF DAY?  CH 3-4
	
	
	FORWARDING OF NEWSPAPERS AND MAGAZINES?  CH 5-5
	
	

	
	
	
	HOSPITALIZED? CH 3-4&5
	
	

	
	
	
	UNAUTHORIZED ABSENCE? CH 3-5
	
	

	2.  MAIL ROOM
	NO RECORDS?  CH 5-5
	
	

	IS UNIT MAIL ORDERLY PROVIDED WITH 

ADEQUATE MAIL HANDLING SPACE AND

EQUIPMENT?  CH 3-5
	
	
	CONFINEMENT (MIL/CIV) CH 3-13
	
	

	
	
	
	TRANSFERRED?  CH 3-13
	
	

	IS PROPER SECURITY PROVIDED THE

MAIL ROOM?  CH 3-5
	
	
	IS MAIL ORDERLY FAMILIAR WITH PROCEDURES RELATING TO DELIVERY AND FORWARDING OF MAIL ADDRESSED “TO COMMANDER OF” “COMMANDING OFFICER OF” CH 3-9
	
	

	ARE DUPLICATE KEYS TO MAIL ROOM

AND LOCKED RECEPTACLES RETAINED IN

A SEALED ENVELOPE BY THE COMMANDER 

OR A PROPERLY DESIGNATED OFFICER?

CH 3-7
	
	
	
	
	

	
	
	
	IS UNDELIVERED MAIL RETURNED PROMPTLY TO THE MAIL ROOM OR POST OFFICE?  CH 3-4
	
	

	ARE LOCKED MAIL DROP BOXES PROVIDED FOR DEPOSITING OUTGOING MAIL? CH-13
	
	
	4.  ORDERLIES

	
	
	
	HAS SUFFICIENT TIME, APART FROM

PERFORMANCE OF OTHER DUTIES, BEEN

PROVIDED TO EFFCIENTLY FULFILL MAIL HANDLING DUTIES? CH 3-3


	
	

	ARE ONLY AUTH PERSONS ALLOWED IN MAIL ROOM? CH 3-4
	
	
	
	
	

	IS MAIL ROOM CLEAN AND FREE OF PERSONAL GEAR?  CH 3-3
	
	
	
	
	

	
	
	
	

	
	
	
	

	ARE MAIL SACKS RETURNED PROMPTLY TO THE POST OFFICE?  CH 3-4
	
	
	
	
	

	3.  HANDLING OF MAIL
	
	
	

	IS MAIL PICKED UP AND DELIVERED 

ACCORDING TO A DEFINITE SCHED?  

CH 3-5
	
	
	

	IS PROPER PROTECTION GIVEN TO MAIL 

ON HAND?  CH 3-5
	
	

	
	
	

	DOES MAIL ON HAND, RETAINED OVER

NIGHT, SHOW DATE OF RECEIPT? 

CH-3-9 & 3-5
	
	
	

	IS MAIL PROMPTLY DELIVERED TO

 ADDRESSEE OR AUTH AGENT ONLY? 

CH 3-5
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	







