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NAVAL STATION MAYPORT INSTRUCTION 5218.1F
Subj:  NAVY OFFICIAL MAIL MANAGEMENT

Ref:   (a) DoD 4525.8-M

       (b) OPNAVINST 5218.7B 

       (c) Federal Records Act of 1950 (44 U.S.C. 2901 Section 506 (b) Part              101-9

Encl:  (1) Sample Format for Express Mail Approval

       (2) Proper Address Format

       (3) Sample Appointment letter for Official Mail Managers

       (4) Standard Operating Procedures for NAVSTA Mayport Consolidated 

           Mailroom

       (5) DD Form 2495 (Official Mail Manager’s Inspection Checklist)

1.  Purpose.  This instruction is issued in compliance with references (a) and (b) to establish policies and procedures and provide guidance for the processing, receipt, and dispatch of official material.  In addition, it establishes the Navy Official Mail Cost Control Program (OMCCP) and the handling of official material within Naval Station (NAVSTA) Mayport area of responsibility and supplements information contained in references (a) and (b).

2.  Cancellation.  NAVSTAMYPTINST 5218.1E.

3.  Administrative Information.  This constitutes a major revision to the previous instruction; therefore, paragraph markings indicating additions, deletions and revisions have been omitted.

4.  Introduction.  References (a) and (b) established the Navy Official Mail Management Cost Control Program (NOMMCCP) which emphasizes those positive mail management techniques that will reduce Navy postal costs and provides additional informa​tion on the handling of Navy official mail.  In 1993, the Navy converted to positive accountability for official mail costs.  The following para​graphs will establish the Command Official Mail Management Program (COMMP) which will ensure mailing practices of all official mailings are carried out as required; thereby reducing overall postal costs.  NAVSTA Mayport as the host command is assigned an annual budget to pay for postage for all official mail from tenant commands, afloat commands and host commands on a non-reimbursable basis.

5.  Command Official Mail Control Officer (COMCO).  The Mailroom Supervisor is designated as the COMCO for NAVSTA Mayport.  The COMCO will review local mailing practices and determine how they can be improved.  The COMCO will ensure all responsibilities outlined in references (a) and (b) are carried out and maintained as standard procedures within the Station.  This instruction applies to NAVSTA Mayport and all tenant commands.  Additionally, the COMCO will:

    a.  Be the primary point of contact between tenant commands and the United States Post Office.

    b.  Implement and monitor mail handling procedures in compliance with U.S. Postal Service (USPS) policy, DoD Regulations and Department of the Navy Instructions.
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    c.  Provide technical guidance, assistance and direction to all tenant commands in resolving day-to-day operational and procedural problems.

    d.  Have full and final technical management authority of postal operations, support and services provided to tenant commands.

6.  Official Mail Cost Control Program (OMCCP).  NAVSTA Mayport (host command) shall provide official mail support on a nonreimbursable basis.  The host command shall coordinate with tenant activities during each budget cycle to ensure they have an opportunity to identify projected mail volume increases/ decreases that may affect the host’s manpower/postage costs.  If a tenant’s postage costs exceed that which was budgeted; e.g., increase in mission

requirements, the tenant command is expected to reimburse the host for the excess amount.  All items shipped by USPS shall move at the lowest postage and fees cost to meet the required delivery date, security and accountability requirements.

7.  Official Mail Managers (OMMs)
    a.  The OMM function is an inherently governmental function because OMMs are responsible for interpreting and carrying out the Private Express Statues within their organization; the acquisition, use or disposition of supplies and property; and budgeting for and expenditure of appropriated funds for postage and fees.  Tenant commands will appoint an OMM who will act as liaison between the host command (NAVSTA Mayport) and the tenant command.  Every command, detachment, or office that originates or receives official mail at an independent address will designate, in writing, a commissioned or warrant officer, senior petty officer (E-6) or equivalent U.S. civilian employee (GS-6) to act as the OMM.  This requirement is waived only when the activity concerned has no personnel in the grades specified.  Commands may also appoint no more than two assistant official mail mangers (AOMM) to act in the absence of the OMM.  The AOMM must also be designated in writing.  Appointment of command mail orderlies/clerks is not authorized.  The OMM/AOMM will be responsible for the following:  

        (1) Act as point of contact for the installation OMM.

        (2) Insuring that their command is in compliance with all existing regulations concerning official material/mail.

        (3) Insuring mail orderlies/clerks are properly designated and trained.

        (4) Authorization of all overnight/next day delivery services requested.

        (5) Security and safeguarding of all official material/mail and personal mail received by the command.

    b.  Appointment letters for OMM and AOMM will contain the following information:


  (1) Full Name

        (2) Grade, rank, rate or civilian position

        (3) Office phone number
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    c.  Copies of all appointment letters will be provided to NAVSTA Mayport OMM.  (See enclosure (3) for sample of designation letter).

    d.  Naval Station Mayport OMM shall inspect each of the installation’s staff activity’s, subordinate activity’s and tenant activity’s mailrooms onboard the Station annually.  These inspection reports shall be filed and made available for review during NAVSUP assistance visits.  DD Form 2495 (Official Mail Manager’s Inspection Checklist), see enclosure (5), may be used for inspections.

8.  Official Material.  All items belonging to or exclusively pertaining to, the business of the U.S. Government are classified as official material.  The internal handling, processing and transportation of official material does not come under the purview of rules, regulations and laws instituted by the USPS, except as follows:

    a.  Transportation of any first class material over any route determined to be a “post road,” is restricted to material between separate locations of the same agency and must be carried by a full time employee of the agency originating the material.

    b.  When official material is postmarked or turned over to a representative of the USPS, the material becomes subject to all rules and regulations issued by the USPS.

    c.  USPS inspections, search procedures and postal laws apply to official matter only while it is mail.  OMMs and AOMMs may inspect or withdraw:

        (1) Outgoing official mail items.

            (a) Before they are postmarked by postage meter. 

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

        (2) Incoming official mail items after control passes from USPS or its representative or representatives of the addressee.

    d.  When the USPS delivers official material to a designated representative of the addressee, the USPS relinquishes all authority and control over the material.

    e.  The internal handling of official material will be governed by policy and instructions issued by NAVSTA Mayport.

9.  Personal/Vice Official Mail.  The following are guidelines in determining if mail is personal or official:

    a.  First line of address contains only an individual name, or rank and name – Personal.

    b.  Address contains persons name, accompanied by title, (Supply Officer, Command Master Chief, Training Officer) – Official.

    c.  Address contains an attention line, followed by an individual’s name – Official.
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    d.  Mail addressed to Commander, Commanding Officer, Officer In Charge, Director – Official. 

    e.  Return address does not determine if mail is official.

10. Authorized Uses of Appropriated Funds.  Appropriated fund postage may be used: 

    a.  By the Army and Air National Guard only for mailings pertaining to federal matters.

    b.  By an activity or activity commander for sending invitations to official social functions held on behalf of a DoD component or sponsored in the name of a DoD component.  The official status of the function shall be clearly stated or readily apparent in the invitation.  For example, an installation commander is authorized to use appropriated fund postage to invite community officials to an installation open house.

    c.  By retired members of a DoD component, but only in the form of merchandise return or business reply items furnished to them for reply purpose.

    d.  For mailing change of address cards only for change of address resulting from carrying out written military orders.  A copy of the orders must be presented with cards.

    e.  For mailing bulk shipments of daily, weekly, housing and similar bulletins consisting solely of official information to support installations 

and activities.  Least costly methods of shipment must be considered and used when feasible.                                                                                                                                         

    f.  By Non-Appropriated Fund Instrumentalities (NAFIs), including the exchange services, only for official administrative (managerial) mailings related exclusively to the business of the U.S. Government.  This does not include any function that would be a normal expense of similar commercial business, such as financial reports, personnel management, payroll, inventory procurement and sale, collection of income, advertising, mailing of films for paid exhibition and equipment maintenance.

    g.  By commanders per DoD Directive 1015.6 (reference (k)) to discharge their Morale, Welfare and Recreation (MWR) mission, but not to produce revenue.

    h.  By prisoners in a nonpay status for personal mail per DoD component directives.

    i.  Change of command and retirement ceremonies officially sponsored by the command and associated RSVP cards to mail back to sponsoring commands.  Prior to application of postage, all invitations with RSVP cards enclosed shall be screened by the Consolidated Mail Facility (CMF) Supervisor to determine whether local delivery (guard mail) or consolidated mail can be used. 

    j.  Navy Ombudsman mailings, as long as such mailings consist of only information related to business affecting the crew and families.  It may not include reference to such items as recipes, bowling scores, birthdays, etc., or any information concerning sales or requests for reimbursement.  All Ombudsman newsletters must by prepared in accordance with all applicable 
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mailing regulations and must contain the return address of the ship or unit.

Ombudsman newsletters are primarily for use of deployed ships or units, shore based commands will utilize internal distribution to the maximum extent possible.  Mailing of Ombudsman newsletters to family members of shore based personnel residing out of the local area is authorized.

11. Unauthorized Uses of Appropriated Funds.  The use of appropriated funds is not authorized on:

    a.  Matter that is not exclusive U.S. Government business.

    b.  By nonappropriated fund activities for operational mailings such as advertising matter (golf tournaments, skeet shoots, etc., when admission fees are required); films for paid exhibition; bills mailed to members or customers; merchandise mailed to customers; or merchandise mailed to, from or between exchanges.  This applies to such items as cruise books, unclaimed 

merchandise and uniform items.  Commanding officers may, however, use official mail to inform people eligible to use nonappropriated fund activities, if the information is part of a consolidated morale, welfare, recreation nonappropriated fund activity information package and the information package does not contain prices and services of specifically named commercial enterprises.  However, official mail may not be used when information concerns only the operations of an individual nonappropriated fund activity.

    c.  For correspondence to individuals or commercial businesses, which relates to procurement of goods for resale, or pertains to collection of income due a nonappropriated fund.

    d.  To send greeting cards, Christmas cards, job resumes and invitations to unofficial social functions.  Commanding officers may not use official mail 

to send invitations to social functions to satisfy personal obligations, even though the obligation was incurred because of their official duties.  Unless specifically sanctioned by SECNAV or CNO, Navy Balls or similar festivities are unofficial social functions.

    e.  On pre-addressed enclosures in correspondence to persons required by law to furnish information to the Navy.

    f.  On pre-addressed enclosures in correspondence to bidders or govern​ment contractors for use in corresponding with the installation or activity concerned.

    g.  By retired members of the Department of the Navy except when fur​nished them as "Business Reply Mail."

    h.  By concessionaires or their employees.

    i.  On parcels tendered to commercial freight carriers.

    j.  On parcels tendered to transportation officers.

    k.  By wives clubs or other social fraternal clubs or activities.

    l.  By charitable or non-profit organizations.

    m.  For official mailings which include unofficial private matter.
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    n.  For items mailed to appropriated fund activities that are intended for resale, such as yearbooks, class rings, etc.

                                                                                 o.  For mail not bearing a return address.

12. Mail Orderlies/Clerks.  All personnel handling official material and/or personal mail will be designated as a mail clerk/orderly.  These personnel shall meet the following qualifications:

    a.  Be a U.S. citizen and be eligible for a SECRET clearance.  An Entrance National Agency Check (ENTNAC) or National Agency Check with written inquiry (NACI), or its equivalent should be on file.

    b.  Have no record of the following:

 
  (1) Conviction by court-martial.

        (2) Punishment under Article 15 (Title 10, U.S.C., chapter 47, “The Uniform code of Military Justice”), involving a postal related incident in the past 12 months.

        (3) Civil convictions other than minor traffic violations.

    c.  Have no record of derogatory information or unfavorable conduct casting doubt on the individual’s trustworthiness and integrity.

    d.  Be evaluated as not having a psychiatric, alcoholic, or drug abuse condition based on a review of personnel and medical records.

    e.  Personnel will be designated orderlies/clerks only after completing NAVSTA training program.  DD Form 285 will be utilized to designate all mail orderlies/clerks.

    f.  Command mail orderlies will pick-up/deliver and process all incoming and outgoing mail for the command.  These mail orderlies/clerks normally pick-up incoming official and personal mail directly from the local USPS Branch Post Office located in building 460.  They also are required to deliver outgoing official mail to the mail metering facility.  Command mail orderlies/clerks will be designated as follows: 

        (1) A letter of designation will be given to each newly appointed mail orderly/clerk.

        (2) Each designated mail orderly/clerk will be issued an appointment of mail orderly/clerk card, DD Form 285.  The card will be prepared in duplicate.  The command OMM or higher authority will sign as appointing official.

        (3) Each command will maintain a unit mail clerk/orderly designation log, DD Form 2260, along with the original of the designation letter.      

        (4) A copy of the designation letter along with a copy of the DD Form 285 will be provided to the CMF.  The servicing USPS Branch Office may also require a copy of the DD Form 285.

        (5) Designated mail orderlies/clerks will carry their DD Form 285 when performing duties involved with pick-up/delivery of official material/mail.
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        (6) Official material, while in the possession of designated mail orderlies/clerks, will not be left unattended or in the possession of another person.  When being transported by vehicle, the vehicle must be capable of being locked at all times.  Orderlies/clerks will make no personal stops when transporting official material.

        (7) When designated personnel are relieved due to transfer or assignment to other duties, the command OMM/AOMM shall retrieve the individual’s DD Form 285 and destroy, notify the  NAVSTA OMM.

13. Personal Mail.  GSA, DOD, and the Navy have issued restrictions on the receipt of personal mail by military and civilian employees of CONUS based commands.  These restrictions are based on the premise that individuals residing where they receive direct service from the USPS should receive their mail at that address.  The following are direct excerpts from GSA, DOD, and Navy instructions concerning the receipt of personal mail.   

    a.  Reference (c) (101-9.202 (P)), Federal Mail Management:  “Notifying facility personnel that personal incoming, internal, and outgoing mail may not be processed in agency facilities.  An exception may be granted at a facility for personnel living on the facility, or other situations where agency/ facility personnel would otherwise suffer hardship.” 

    b.  DOD Postal Manual Vol. II (DOD 4525.6-M Chapter 3):  “Ensure personnel residing in housing or billeting where USPS provides delivery service are receiving their personal mail at their quarters address and not through the unit mail room.  DOD resources or personnel may not be used to do duties, which, by law or agreement, are the responsibility of USPS.

    c.  Reference (a) (Para. 804.2):  “Personal mail for personnel living on and off base in private or government quarters where USPS provides service shall be addressed to their home address to insure compliance with reference (a), Volume II.  Mail for personnel living in barracks, BOQs, etc., where USPS does not provide service should be addressed to their unit address or box number address in order that it may be handled separately from the activities official mail.”

    d.  Commands will initiate programs to restrict the receipt of personal mail by both military and civilian employees.  Exceptions may be granted for the following:

        (1) Military members permanently residing in barracks/quarters not provided delivery service by the USPS.

        (2) Military personnel, their dependents, and DOD civilians traveling under official orders may receive mail through their work address until a residence address is established.

        (3) For service members only, receipt of professional papers, journals, and other direct job related materials, or those service members whose duties prohibit their ability to receive mail daily at their quarter’s residence.

    e.  Mail orderlies/clerks will deliver personal mail to the actual addressee.  Personal mail shall not be left unattended prior to delivery.

    f.  Personal mail received by a command, which is not addressed to an individual attached to that command, will be provided directory service and
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returned to the USPS.  Personal mail received by a command, which is not specifically addressed to that command, will not be provided directory service, it will be returned to the USPS for correct distribution.

    g.  Personnel living in quarters or barracks not serviced by the USPS, and authorized to receive personal mail via their unit address, must insure correspondents are provided with the correct address.  Mail cannot be properly delivered when it is addressed to barracks or work buildings.

    h.  Each command is required to maintain a mail directory file of all military personnel receiving mail through the activity.  The following pertain:

        (1) Directory service will be performed for a minimum of 12 months following detachment or transfer.  If TAD or student status for three months or less, perform directory for three months.

        (2) Mail directory will consist of OPNAV 5510/5 cards, (Notice of change of address), or similar system containing necessary information.

        (3) Mail directory service is not authorized for civilian employees of a command.

    i.  Military and civilian employees are responsible for depositing personal mail at a USPS Branch Office or an authorized USPS mail receptacle. Mail orderlies/clerks are not authorized to provide delivery of another individual’s personal mail to the USPS.  Outgoing personal mail found in the official material/mail system will be returned to the originator for proper disposition.

14. Selecting Special Mail Services.  The Government Losses in Shipment Act (40 U.S.C. 726) and the Government’s general self-insurance policy prohibit Federal agencies from using registered and insured mail for the sole or primary purpose of obtaining postal indemnity.  Claims shall not be made against the USPS for indemnity on items lost or damaged in the mail.  However, Comptroller General of the United States Decision, 58 Comptroller General 14 (1978), allows the Government to use registered or numbered insured mail to obtain the “special” services they offer such as added protection or proof of delivery.  Limit the use of the special services to when law or DOD regulation requires them or when mission essential.  Items listed below as authorized for a special service may be sent without the special service or by a less costly special service.  However, a more costly special service shall not be used.  (Example:  An item authorized certified service shall not be sent registered mail.)  The following are DOD-wide authorized uses:  

    a.  Registered.  Official mail is registered for security, not indemnity. The full value must be declared on registered articles and the appropriate registration fee paid.  Registered may be used for:

        (1) Criminal investigation evidence.

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

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

        (4) Mailable shipments of Government-owned firearms.

        (5) Classified documents as required by OPNAVINST 5510.1 series.

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

        (7) Other communications and parcels that by law, DOD Directives, or OPNAVINST must be registered.

    b.  Certified Mail maybe used for:

        (1) Letters to establishments being declared “off limits.”

        (2) Adverse enlisted and officers efficiency reports and other similar actions.

        (3) Controlled test material.

        (4) Instructional material marked “For Faculty Use Only.”

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

        (6) Equal employment opportunity case material mailed to complainants and their representatives.

        (7) Reduction-in-force notices sent to civilian employees on authorized absence.

        (8) Final decisions of a contracting officer issued under the dispute clause of a Government contract.

        (9) Show cause or cure notices issued under the default clause of a Government contract.

       (10) Claims and litigation proceedings documents.

       (11) Any other communication for which receipts are essential to create or preserve rights granted to the United States under a Government contract.

       (12) Debarment letters.

       (13) Summonses and subpoenas.

       (14) Adverse personnel actions for military and civilian personnel.

       (15) Letters of revocation or suspension of installation driving privileges.

       (16) Dishonored checks (not applicable to non-appropriated fund instrumentalities).
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       (17) The following legal matters:

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

            (b) Decisions of the courts of military review.

            (c) Officer elimination cases.

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

       (18) Other communications and parcels that by law, DOD directive, or OPNAVINST must be certified. 

15. Markings.  All mail except letter-size First Class Mail, shall be marked to show the mail class.  Items mailed, as Priority Mail must have either USPS Label 106 (Priority Mail Strip), Label 106-A (Priority Mail (tape), Label 107 (Priority Mail Sticker). The mail center will either return to the originator all mail, except letter-size First Class, that is not marked with a mail class or contact the originator to determine the content so the appropriate mail class may be selected.

16. Express Mail Service.  Overnight/next day service for extremely time sensitive material is available from the USPS.  

    a.  Use of overnight/next day service is limited to that material which meets one of the following criteria:

        (1) Mission failure probable.

        (2) Significant monetary penalty by Navy will occur.

        (3) Missing movement/transportation will occur.

        (4) Extreme adverse effects to operations/personnel.

        (5) Compelling circumstances in preparation occurred.

        (6) Request not received in time to meet due date.

    b.  Express Mail services shall not be used:

        (1) To respond to directed actions or requests for information unless using it is the only way to meet a short suspense.  In the event of a short suspense call the one who established the suspense and request an extension.

        (2) For the purpose of correcting administrative oversights such as a late suspense when adequate time existed.

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

    c.  Installation OMMs or their equivalents are authorized to approve the use of overnight services.
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    d.  The command designated official mail manager or assistant official mail manage must approve the use of all express mail service.  In the case of an emergency, the next senior person in the official mail manager’s chain of command may sign the authorization for the official mail manager.  NAVSTA Mayport Official Mail Manager is the final approving authority for use of express mail.  Enclosure (1) is a sample of the format for approving the use of express mail shipment.

17. First-Class Mail.  Any mailable matter may be mailed as first class mail. If the first class mail is not letter size, it must be marked “first class,” (otherwise it will be mailed at the lowest rate).  First class mail is generally delivered locally overnight and within two to three days to the 48 contiguous states.

18. Priority Mail.  When the speed of express mail is not needed, but preferential handling is desired, use priority mail.  Priority mail offers faster delivery at the least expensive rate.  Priority mail is first class 

Mail exceeding 13 ounces and not more than 70 pounds and 108 inches length and girth combined.                                                                   

19. Standard Mail.  A class of mail (formerly Standard Mail (A)), the following are considered standard mail (A):  circulars, booklets, merchandise, photographs, catalogs, newsletters and printed matter.  Each piece must be less than 16 ounces.  Anything heavier must be mail standard mail (B) or priority mail.

20. Package Services.  A class of mail (formerly Standard Mail (B) that comprises four subclasses:  Bound Printed Matter, Library Mail, Parcel Post, and Media Mail.  Each piece must not exceed 70 pounds in weight and a maximum of 108 inches in length and girth combined.

21. Addressing Outgoing Mail.  Incorrect and incomplete addresses are the greatest cause of delay or nondelivery of mail.  Address all official material/mail that will be dispatched through the USPS in accordance with references (a) and (b).  Navy official mail will be addressed as follows:

    a.  Typewritten or machine printed upper case only.

        (1) Rubber stamps are not authorized.

        (2) Script, italic or other specialized prints must not be used.

    b.  Address is limited to five lines, as follows:


  Line 1 - Title of official in charge


  Line 2 - ATT. - office code - etc.


  Line 3 - Name of command/activity


  Line 4 - Number and street name or post office box


  Line 5 - City, state and zip code

    c.  Each line should contain no more than 47 characters.

    d.  No punctuation, except the hyphen in the zip+4 code will be used.

    e.  No additional information will appear below the city, state and zip code line.  See enclosure (2) for a proper address example.
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    f.  The originator of each piece of official mail will place their return address, including the full zip+4 in the upper left corner of the envelope or mail label.  All mail will have the statement “official business” typed or preprinted directly below the last line of the return address.  For Navy commands the statement “Department of the Navy should appear.  Rubber stamps may be used for return addresses as long as they are legible and contain all required information.

    g.  The use of pre-addressed envelopes containing a return address other than a command serviced by the official mail facility will not be accepted for processing.  A mailing label containing all required return address information of the command presenting the mail must be placed over the pre-printed return address or a new envelope prepared.

    h.  Material not prepared in the proper format will be returned to originator.

    i.  Material not having a return address will be opened in order to identify the originator and returned if possible.  No material without a return address will have postage affixed and dispatched.

22. Returned Receipts.  Returned receipts may be used only:

    a.  When proof of delivery of official mail to a non-government address is required.  If proof of delivery to another government agency is required, an internal receipt (OPNAV 5511/10 RECORD OF RECEIPT) shall be utilized and the addressee shall be instructed to acknowledge receipt of the mailing by completing the form and returning it immediately.

    b.  When required by law, regulation or the rules of another government agency with which the Navy must comply.

    c.  Return receipts will be prepared by the originator.  All information on the receipt will be typed; not hand written.  The return address will be the command’s complete mailing address, including zip+4.  Return receipts will not be used on material that will be dispatched via a consolidated mail shipment or delivered via inter-area distribution system.

23. Packaging for Mailing.  Articles presented for mailing must be prepared under the general and specific standards of the USPS.  The NAVSTA Mayport official mail-metering facility accepts material properly packaged and marked but reserves the right to refuse nonmailable or improperly packaged articles or substances.  No item may be packaged so that its contents could harm employees, equipment or other mail.  State and federal regulations can also affect the mailability of parcels containing certain items such as hazardous, biological and restricted materials.  Additional preparation requirements:

    a.  Envelopes are acceptable for mailing certain items that can reasonably be expected to be processed and delivered without damage to the contents or other mail.  Pens, bottle caps and similar odd-shaped items are not acceptable in a letter-sized envelope mailed at the single-piece first class mail or standard mail rate.  These items can split or burst the envelope and injure Postal Service employees or damage other mail and mail processing equipment.

    b.  Cellophane and masking tape may not be used for closure or reinforcement of packages but may be used to augment adhesive closures on envelopes or to cover staples or bags.
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24. Mail Safety and Security.  Anthrax could potentially turn up in the workplace.  Postal clerks and mail orderlies must be prepared to deal with security issues and what to do if suspicious mail is received.  Supervisors must take steps to ensure that everyone is informed and alert to danger, safety requirements, and the needs of mail handlers.  The safety of mailroom personnel and customers are paramount, keeping the mail secure and under control is also very important.  

    a.  The following is some examples of suspicious mail:

        (1) Discoloration, crystallization, strange odors or oily stains.

        (2) Envelope with powder or powder-like residue.

        (3) Protruding wires or aluminum foil.

        (4) Excessive tape or string.

        (5) Unusual size or weight given size.

        (6) Lopsided or oddly shaped envelope.

        (7) Postmark that does not match return address.

        (8) Restrictive endorsements such as “Personal”, “Confidential”, “Rush

Do Not Delay”, etc.

        (9) Excessive postage.

       (10) Handwritten, block-printed or poorly typed addresses.

       (11) Incorrect titles.

       (12) Title but no name.

       (13) Misspelling of common words.

       (14) No return address.

       (15) Addressed to individual no longer with organization.

       (16) Unexpected mail pieces from foreign countries.

    b.  What should you do when you identify a suspicious mail piece?  

        (1) Stay calm and do not shake or empty the contents of the mail piece.

        (2) Keep hands away from mouth, nose and eyes, isolate the mail piece and gently cover the mail piece with anything available nearby and do not remove cover.  

        (3) If an unknown substance spills from mail piece, do not try to clean it up.  

        (4) If substance spills on floor, take care not to step in it and track it to other locations. 
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        (5) Wash hands with soap and water, do not remove any potentially contaminated items from the area.  

        (6) Keep movements in building to minimum to lessen risk of dispersal of contaminates.  

        (7) Contact supervisor, who will: 

            (a) Notify others in the room/area. 

       
(b) Turn off any fans/portable heaters.


      (c) Evacuate the room/area.


      (d) Close the door and ensure no reentry.

      
(e) Report incident to Base Security/Fire Department.


      (f) Report incident to facility management so they can secure ventilation system.


      (g) List all personnel who were in room/area when the mail piece was discovered and give this list to law enforcement and health personnel.

25. Five Year Plan.  The mission of the Navy Mail Center Mayport is to provide quality mail service to our customers at the most economical means possible and to continuously review mailing policy to ensure optimum use of consolidation and automation.  The mail centers five-year plan includes:

a.  Replacement of automated mail-processing equipment when it reaches the end of its life cycle.   Based on Pitney Bowes estimates the Paragon model E100 life cycle is five years or three million impressions.

b.  Expand consolidated mail operations to include the acceptance of outgoing official mail from Mayport ships; this should reduce annual postage cost by at least 25%.

c.  Expanded USPS mail delivery onboard NAVSTA Mayport to each office building and unaccompanied personnel living in barracks.

d.  Assign addresses to all buildings on NAVSTA Mayport so they are compatible with USPS automated delivery point sequencing.

e.  Conduct annual review of policies governing the acceptance and delivery of mail on NAVSTA Mayport to ensure they are incompliance with current DoD and USPS regulations.

f.  Move all mail functions from NAVSTA Mayport to FISC Jacksonville Det Mayport.

26. Point of Contact for postal matters is the CINCLANTFLT Postal Advisor who may be reached at DSN 960-5769, COMM (904) 270-5769.

                                       MATTHEW E. SCHELLHORN

Distribution:  (NAVSTAMYPTINST 5605.1V)
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SAMPLE FORMAT FOR EXPRESS MAIL APPROVAL
                                                            _______________

                                                            (Date)

Account # ________________________

          (Full 9 Digit Zip Codes)

From:   ___________________________________________

        (Command/Department)

Subj:   AUTHORIZATION TO USE OVERNIGHT/NEXT DAY SERVICE

Ref:    (a) NAVSTAMYPTINST 5218.1D

1.  The attached item requires delivery to the addressee within 24 hours.  The following applies:

    a.  _____ Mission failure probable.

    b.  _____ Significant monetary penalty by Navy will occur.

    c.  _____ Missing movement/transportation will occur.

    d.  _____ Extreme adverse effects to operations/personnel.

    e.  _____ Compelling circumstances in preparation occurred.

    f.  _____ Request not received in time to meet due date.

2.  I certify that I have reviewed this request, and the addressee is within next day delivery guidelines, or if addressed to a FPO/APO, that the particular FPO/APO is authorized.  I also certify that if addressed to an FPO/APO this package contains no classified material.

                                             _______________________________

                                             (Approving Official)

For Friday Dispatch:  Saturday Delivery Required__________________
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POSTAL ADDRESS FORMAT

DEPARTMENT OF THE NAVY    RETURN ADDRESS AREA

   ACTIVITY SHORT TITLE                                         POSTAGE AREA

   ATTN J DOE N08

   STREET ADDRESS SUITE 3

   CITY STATE XXXXX-XXXX

_________________________

OFFICIAL BUSINESS


                        ADDRESS AREA

                                     COMMANDING OFFICER

                                     ATTN J SMITH N061

                                     ACTIVITY SHORT TITLE

                                     STREET ADDRESS SUITE 2

                                     CITY ST XXXXX-XXXX


                                                               USPS USE ONLY

EXAMPLES:

Ashore:  COMMANDING OFFICER           Title of Official in Charge

         ATTN J DOE N61               Action Officer, Organizational Code

         ACTIVITY SHORT TITLE         Activity short title (less city & state)

         ST ADDRESS SUITE #           Street Address, Suite Number

         CITY ST XXXXX-XXXX           City State ZIP+4

Afloat:  COMMANDING OFFICER           Addressees Name

         ATTN YNC J JONES             Action Officer, Organization Code

         USS SEAWORTHY DD 000         Name of the Ship

         FPO AP 12345-0729            Fleet Post Office and its number

Navy Personnel:

         YNC J JONES                  Addressees Name

         USS SEAWORTHY DD 000         Name of the Ship

         FPO AP 12345-0729            Fleet Post Office and its number

Building/Business/ Personal Name:

         ATTN MS JANE DOE             Personal Name

         NATIONAL WIDGET CORP         Business Name

         CITY BLDG 4                  Building Name and Number

         123 E BUSINESS ST            Street Address

         BIGCITY NY 12345-4321        City State ZIP+4

Standard Street Address/Numeric:   

         MR JOHN DOE                  Addressees Name

         567 W 82ND AVE APT 201       Street Address, Apartment Number

         SMALLTOWN MO 34567-0201      City State ZIP+4

Foreign Addresses: 

         MR JOHN DOE                  Addressees Name

         117 RUSSEL DRIVE             Street Address

         LONDON WIPGHQ                City postal delivery Zone (if any)

         ENGLAND                      Country Name              
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SAMPLE APPOINTMENT LETTER FOR OFFICIAL MAIL MANAGERS

(Command Letterhead)











5218







                       
Ser











Date

From:  Commanding Officer or OIC, _______________________

To:    (Member)
Subj:  APPOINTMENT AS (ASSISTANT) OFFICIAL MAIL MANAGER

Ref:   (a) OPNAVINST 5218.7B

       (b) DOD 4525.8-M

1.  In accordance with reference (a), you are hereby designated as (Assistant) Official Mail Manager for (your command).  You will be responsible for administering the Navy’s Official Mail Cost Control Program and the handling of official material within (your command)’s area of responsibility.

2.  You are also directed to become familiar with reference (b), which is the basic directive governing the Department of Defense Official Mail program.







  SIGNATURE 

Copy to: Service Record
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STANDARD OPERATING PROCEDURES FOR NAVSTA MAYPORT CONSOLIDATED MAILROOM

1.  Purpose.  To promulgate policy and procedures for the processing and delivery of both personal, official and inter-area (guard) mail at Naval Station Mayport.  Specific operating instructions are provided to include receptacle service and directory service.

2.  ORGANIZATION.  The Consolidated Mail Facility (CMF) located in Building 460, and is co-located with the U.S. Post Office.  The CMF is a division of the Administrative Department and is supervised by the Director Of Postal Operations.  It was established to achieve efficiencies in mail processing; avoid duplication of efforts (manpower, equipment, transportation, etc.); improve transit time for official mail and save postage cost through consolidation of official correspondence and other matter. 

3.  Basic Function.  Receive, sort, deliver, consolidate and dispatch U.S. mail and intra-area mail, perform directory service for undeliverable-as-addressed mail for Naval Station personnel only.  All tenant commands are responsible for performing directory service for personnel assigned.  All mail, to include intra-area mail, will be sorted upon receipt and delivered or dispatched to end destination within 24 hours of receipt or by the next workday.  

4.  Incoming Mail Procedures.  Incoming mail for the entire Mayport complex, including ships’ in port arrives at approx. 0630 Monday through Friday from the General Mail Facility Jacksonville.  The USPS has provided free of charge lobby mail boxes for every department and tenant command on Naval Station Mayport.  All incoming mail is sorted by USPS personnel between the hours of 0630 and 0900, mail is available for pick-up by mail orderlies between the hours of 0900 – 1600 Monday through Friday.  Mail for NAVSTA is delivered to each work center, division or department by the CMF personnel.  The mail runs began at 0900 and normally takes two hours to complete, the following is a list of delivery points:   

Administrative Office

Air Operations

Aircraft Intermediate Maintenance Department

American Red Cross

Counseling and Assistance Center

Chapel

Combined Bachelor Housing Office

Command Career Counselor

Chaplains’ Religious Enrichment Development Office

Explosive Ordinance Detachment

Family Service Center

Fire Department

Harbor Operations

Hazardous Materials

Housing Department

Human Resources Office

Legal

Morale, Welfare and Recreation Department

Navy and Marine Corp Relief Society

Public Affairs

Public Works

Resources Management Department

Safety

Security

Supply Department

Weapons
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5.  Outgoing Mail.  The CMF processes all outgoing official mail for NAVSTA, tenant commands, ships home ported and those visiting Mayport.  This is done either through metering each piece or consolidating to those activities where a CMF exists.  The NAVSTA mail room uses a Pitney Bowes Paragon mail processing machine, all cost for postage and equipment is borne by NAVSTA Mayport.  The CMF also provides official mail metering equipment for ship board use during periods away from homeport, this is done by utilizing a pool of Pitney Bowes B700 meters which are maintained by the CMF.  Outgoing mail will only be accepted from designated mail orderlies. 

6.  Mail Orderly System.  Commanders or their designated representatives shall designate mail Orderlies who will be responsible for picking up command, departmental or divisional mail.  Designation shall be accomplished using DD Form 285 before personnel assume mail-handling duties.  The number of mail orderlies and alternates shall be held to a minimum, consistent with the requirement to handle mail efficiently and effectively.  Before entering into mail-handling duties, all selected personnel will be instructed in the proper performance of these duties by the CMF.  Mail orderlies shall:

    a.  Pick up mail at times specified.

    b.  Safeguard mail at all times.

    c.  Deliver personal mail only to the actual addressee and official mail only to individuals authorized by the Official Mail Manager (OMM).

    d.  Place undeliverable mail in a designated, securely locked container.  If undeliverable mail cannot be secured properly, return the mail daily to the post office. 

    e.  Report any known or suspected postal offenses and irregularities to  the postal officer or OMM.

    f.  Be a U.S. citizen and be eligible for a SECRET clearance if required to handle registered mail.

    g.  Have no record of conviction by court-martial, civil conviction other than minor traffic violations, have not been relieved of postal duties for cause.

    h.  Be required to sign the daily mail call sheet at the time mail is picked up.   For those activities that are provided delivery service, a departmental representative must be designated in writing and sign a log at the time mail is dropped off.

7.  Daily CMF Operation
    a.  0700 – duty postal clerk arrives, makes run to the quarterdeck to pick up incoming intra-area guard mail.  Sets up the office for operation to include unlocking doors, changing dates on the AP Chop, putting out daily sign in sheets, and putting out appropriate tubs for mail operations.

    b.  0730 – Mailroom opens for daily business.  Meter machine is turned on and brought into operational mode.  The deck supervisor, mailroom supervisor, or director of mailroom operations will be required to unlock meter head prior to beginning daily operation.  Mail is processed from time of opening till 1530 daily.
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    c.  0830 – Mail clerks go to the USPS side and collect mail for the inter-area mail run.  This mail is collected in the green pouches and brought to the mailroom to be consolidated with the guard mail.  

    d.  0900 – Mail clerks (usually two if personnel permit) commence the mail run.  Run usually takes approximately 2 hours.

    e.  1100 – Lunch is rotated among the troops leaving someone in house to process mail at all times.  Lunch breaks are split into two periods, 1100-1200 and 1200-1300.  All lunches will secure NLT 1300.

    f.  1400 – Consolidation begins for ships and consolidated sites.

    g.  1530 – All operations are closed.  Meter report is printed for the daily meter reading and meter machine is shut down.

9.  Security  

    a.  The consolidated mailroom is accessible to all personnel conducting official business.  Loitering in the vicinity of the mailroom will not be prohibited.

    b.  For emergency access to the CMF, contact the quarterdeck.

10. Directory Service.  All personnel reporting or transferring to NAVSTA must check in/out with the CMF, forwarding of mail for those personnel who have transferred will be done by the CMF.  Tenant commands will be responsible for maintaining a directory of their personnel and forwarding their mail once the member has transferred.  Undeliverable as addressed mail shall be returned to the U.S. Post Office showing the new address.  Mail that is not properly annotated with the address or the return to sender stamp will be returned to the command for correction.
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[image: image1.jpg]OFFICIAL MAIL MANAGER'S INSPECTION CHECKLIST
For use of this form, see DoD 4525.8-M. The proponent agency is Military Postal Service Agency.

A. DATE (YYYYMMDD)

B. TO (Inspected Activity)

C. FROM (iInspecting Activity)

INSTRUCTIONS :
Mark an "X" in "YES" or "NO" column for each item. If item is not applicable, mark "NA" in "YES" column.
References apply to DoD 4525.8-M.

ITEM

YES

NO

ITEM

YES

NO

1. Is current copy of DoD 4525.8-M available?

17. Do permit imprint formats and contents comply with
C3.16.1.1.7

2. Does installation or equivalent activity OMM have a
current copy of all publications required by C1.4.7

18. Have logos or slogans in use been approved per
C3.16.2.2.7

3. Does each meter location have a current copy of all
publications required by C1.4.?

19. Are all CAPS accounts and other TAs reconciled
monthly? (C4.7.5.)

- 4. Are alt OMMs required by C2.3.1.1. appointed in
writing?

20. is maximum use being made of consolidated
mailings? (C4.10.1.)

5. Are OMM appointments filed as required by
C2.3.1.1.7

21. Are consolidated mailings prepared per C4.10.3.7

6. Does the OMM's OMP training program meet the
requirements of C2.3.2.7

22. Are valid USPS postage meter licenses on hand per
C4.11.2?

7. Are the OMMs carrying out the OMP supervisory
requirements of C2.3.3.7

23. Have unneeded USPS postage meter licenses been
canceled per C4.11.2.2.7

8. Is unauthorized use of official mail reported per
C2.3.3.1.37

24. Are refunds for spoiled postage submitted per
C4.11.6.1.7

9. Is official mail monitored in compliance with
C2.3.3.2.4. and C2.3.3.2.5.7?

25. Are procedures established for ssafeguarding spoiled
postage per C4.11.5.3.7

10. Are OMP inspections conducted as required by
C2.3.47

26. Is fluorescent postage meter ink being used?
(C4.11.6.1)

11. Is official matter being transported at the lowest
cost to the Department of Defense (C3.6.)?

27. Is the record of postage used being analyzed per
C4.11.7.27 .

12. Is selection of special mail services per C3.8.7

28. Are postage meters secured per C4.11.8.1.1.?

13. Is mail being marked with correct class of mail per
C3.9.7

29. Are postage meter keys/coombinations secured per
C4.11.9.2.7

14. Are the provisions of C3.10. being followed for
Express Mail?

30. Are postage stamp inventories limited to amounts
authorized by C4.13.7

15. Are all business reply items prepared per C3.11.3.7

31. Are postage stamps secured per C4.13.3.7

16. Are all merchandise retumn service items prepared
per C3.11.3.1.7

32. Is OMC equipment accounted for per C4.18.1.7

33. RATING (X one) |

| SATISFACTORY

| UNSATISFACTORY

NOTE: An unsatisfactory rating is mandatory if any one of items 1, 19, 25, 28, 29 or 31 is marked "NO," or if more than 10 percent of the

remaining items are marked "NO."

34. COMMENTS

35. INSPECTOR

a. NAME (Last, First, Middle Initial)

b. GRADE OR TITLE

c. TELEPHONE (Include Area Code)

d. ORGANIZATION

e. SIGNATURE

DD FORM 2495, JUN 2000

PREVIOUS EDITION IS OBSOLETE.
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