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INTRODUCTION

This Customer Service Guide is your source of information for questions about postal operations at the various Fleet Logistics Center (FLC) Jacksonville Official Mail Centers throughout the Southeast Region.  This guide was prepared to inform you, our customers, how to get the best possible service from our mail facilities.  

This guide briefly touches on such topics as addressing standards, official mail cost control initiatives, mail classifications, the proper use of U.S. Postal Service services that available to you, and locations of our mail centers.  It also provides information on suspicious mail recognition and precautions to take when discovered.  Every effort has been made to ensure that the information in this guide is complete and accurate at the time of printing.  However, this information is subject to change.

The more we know about your needs and concerns, the better we can fulfill them.  Let us know your needs in advance, whether it is a special service requirement or an anticipated large mailing.  We will do our best to provide you the service you desire.

If you have any questions at all, I urge you to call the Director of Postal Operation, Mr. Charles L. Ramsey at (904) 542-1157 or DSN 942-1157, his email address is Charles.ramsey1@navy.mil.  We appreciate it very much if you would provide feedback on how we are doing; this will enable us to improve service to you. 



                           V.MCCALL
                           CDR, SC, USN










Overview

The Director of Postal Operations Southeast Region has overall responsibility for postal operations for Commander, Fleet Logistics Center (FLC) Jacksonville, Florida.  He is responsible for developing regional postal policies, managerial oversight and control for official mail operations.  He must ensure efficient utilization of assets and compliance with Department of Defense (DOD) and Department of Navy (DON) instructions along with all domestic and international U.S. Postal Service policy.  Reviews and recommends changes to U.S. Postal levels of service to area installations and serves as advisor on Navy Postal Affairs with the Southeast Region chain of command.  Represent the CNRSE on all policy matters; provides functional direction to the official mail managers within CNRSE; assures that official mail procedures in use throughout the CNRSE are cost-effective and that adequate official mail training is available to CNRSE official mail managers.  Ensure that knowledge of the latest advances in mail processing equipment, supplies, and services is disseminated to FISC Jacksonville Official Mail Managers and Mailroom Personnel.  Initiates, reviews, analyze, revises, and interpret DOD policies and practices to improve FLC Jacksonville official mail operations.  This includes processing of incoming, outgoing, and internal mail and mail center management.  Analyzes policies and procedure changes made by the U.S. Postal Service to determine effects on the official mail program and prepares changes as necessary.  The Director is also charged with providing technical advice and leadership in formulating policies, plans, and programs for the improvement of official mail service throughout the region.  This customer service guide is intended to be a ready reference for all of our customers.   








Mail Center Locator

	COMMAND
	
	
	PHONE NUMBER

	
	
	
	
	
	

	NAS Jacksonville
	
	
	(904) 542-6294

	PO Box 21
	
	
	
	DSN 942
	

	Jacksonville, FL 32212-5000
	
	
	

	
	
	
	
	
	

	NAVSTA Mayport
	
	
	(904) 270-5769

	PO Box 280122
	
	
	DSN 960
	

	Jacksonville, FL 32228-0122
	
	
	

	
	
	
	
	
	

	COMSUBASE
	
	
	(912) 573-9633

	1360 Simon Bolivar
	
	
	DSN 573

	Kings Bay, GA 31547
	
	
	
	

	
	
	
	
	
	

	CBC Gulfport
	
	
	(228) 871-2259

	5301 Bainbridge Ave
	
	
	DSN 868-2259

	Gulfport, MS 39503
	
	
	
	

	
	
	
	
	
	

	NAS KEY WEST
	
	
	(305) 293-3641

	PO Box 9001
	
	
	DSN 483-2256

	Key West, FL 33040
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	NAVSTA GTMO BAY
	
	011-5399-4511

	PSC 1005 Box 25
	
	
	DSN 723-4511

	FPO AE 09593
	
	
	
	

	
	
	
	
	
	

	Navy Mail Facility
	
	
	(850) 235-5891

	NAVSURFWARCEN 
	
	850 235-5113

	6703 W. HWY 98
	
	
	DSN 436
	

	Panama City, FL 32407-7001
	
	
	

	
	
	
	
	
	

	Navy Mail Center
	
	    (601)  679-2350 

	Naval Air Station
	
	
	DSN 637
	

	1155 Rosenbaum Ave
	
	DSN 637 2106

	Meridian, MS 39309-0209
	
	
	

	
	
	
	
	
	

	Consolidated Mail  Facility
	
	    (850)  452-4124

	Naval Air Station
	
	DSN 922
	

	210 West Ave Ste A
	
	
	

	Pensacola, FL 32508-5135
	
	
	

	
	
	
	
	
	

	Navy Mail Center
	
	
	(361)  516-6232

	Naval Air Station
	
	
	DSN 876
	

	554 McCain St Ste 310
	
	
	

	Kingsville, TX 78363-5053
	
	
	

	
	
	
	
	
	

	Navy Mail Center
	
	
	(361)  961-3494

	Naval Air Station
	
	
	DSN 861
	

	9035 Ocean Dr.
	
	
	

	Corpus Christi, TX 78419
	
	
	

	
	
	
	
	
	

	
	
	
	
	

	Navy Mail Center
	
	
	(817)  782-6387
	

	NAS JRB
	
	
	DSN 739
	

	1509 Desert Storm RD
	
	
	

	Fort Worth, TX 76127-9998
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	

	Navy Mail Center
	
	
	(504)  678-9668
	

	Joint Reserve Base
	
	
	DSN 678
	

	Naval Air Station
	
	
	

	400 Russell Ave
	
	
	

	Belle Chase, LA 70143-5012
	
	
	
	
	

	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	

	
	
	
	
	
	

	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	





















Fleet Logistics Center
Jacksonville, Florida
Detachment Corpus Christi 


Subj:  Navy Mail Centers Information Sheet 

Ref:   (a) FLCJINST 5218.1D

1.  Purpose.  To provide information that is site specific to FISCJ Detachment Corpus Christi and supplement the policies and procedures set forth in reference (a).

2.  Scope of Operation. Official mail management within NAS Corpus Christi is directed by Commander Navy Region Southeast through Commanding Officer Fleet Logistics Center (FLCJ) Jacksonville, FL.  

	a. The Official Mail Facility Corpus Christi is located at 9035 Ocean Dr., Bldg.10 Corpus Christi TX.  78419.  Include complete mailing address.

	b. Hours of operations are from 0830	 to 1530 daily, Monday through Friday.  

	c. The servicing United States Postal Service facility is located at 785 Lexington, their hours of operations is 0800-1500.

	d. Incoming mail is received on station 0500 and0800, we pick up at servicing USPS. Mail is available for customers to pick-up from mail room between 0800 and 1530 daily.

e. Outgoing official mail is closed out at 1330 and is delivered to USPS 1415.

f. FLCJ Detachment Corpus Christi provides support to approximately (Base population) and 54 tenant commands.

3.  The Director of Postal Operation FLCJ is the single point of contact on all postal policy issues and shall be consulted on any changes in procedures.




Fleet Logistics Center 
Jacksonville, Florida
Detachment CBC Gulfport  


Subj:  Navy Mail Centers Information Sheet 

Ref:   (a) FLCJINST 5218.1D

1.  Purpose.  To provide information that is site specific to FLCJ Detachment Gulfport and supplement the policies and procedures set forth in reference (a).

2.  Scope of Operation. Official mail management within GULFPORT is directed by Commander Navy Region Southeast through Commanding Officer Fleet Logistics Center (FLCJ) Jacksonville, FL.  

	a. The Official Mail Facility Gulfport is located at 5301 Bainbrigde Ave,Bldg 393 Gulfport,Ms 39501.  Include Complete mailing address.

	b. Hours of operations are from 0700 to 1530 daily, Monday through Friday.  

	c. The servicing United States Postal Service facility is located at Downtown Gulfport, their hours of operations is 0800-1700.

	d. Incoming mail is received on station 0745-0800, USPS Delivers 6 times a week. Mail is available for customers to  pickup @ mailroom from 0900 until daily.

e. Outgoing official mail is closed out at 1445 and is delivered to USPS 1515 daily.

f. FLCJ Detachment Gulfport provides support to approximately 12,000 and 48 tenant commands.

3.  The Director of Postal Operation FLCJ is the single point of contact on all postal policy issues and shall be consulted on any changes in procedures.    




Fleet Logistics Center 
Jacksonville 
Detachment Naval Air Station Jacksonville


Subj:  NAVY MAIL CENTERS INFORMATION SHEET 

Ref:   (a) FLCJINST 5218.1D

1.  Purpose.  To provide information that is site specific to FLCJ Detachment Naval Air Station Jacksonville and supplement the policies and procedures set forth in reference (a).

2.  Scope of Operation. Official mail management within Naval Air Station Jacksonville is directed by Commander Navy Region Southeast through Commanding Officer Fleet Logistics Center (FLCJ) Jacksonville, FL.  

	a. The Official Mail Facility Naval Air Station Jacksonville is located at the intersection of Child and Enterprise Streets.  Mailing address is Postal Manager, Box 1, Bldg 569, Jacksonville, FL., 32212-0001. 

	b. Hours of operations are from 0830 to 1600 daily, Monday through Friday.  Mail requiring the application of postage is accepted from 0830 – 1500.  Yard mail is accepted for distribution from 0830 – 1600. 

	c. The servicing United States Postal Service (USPS) facility is also located at Building 569 and their hours of operations are 0830-1600 daily, Monday through Friday.

	d. Incoming USPS mail is received on station 0800-0900.  Mail is available for customer pick-up at Building 569 daily.

e. Outgoing official mail is closed out at 1500 and is delivered to USPS at 1530.

f. FLCJ Detachment Naval Air Station Jacksonville provides support to approximately 27 base departments and 77 tenant commands.

3.  The Director of Postal Operation FLCJ is the single point of contact on all postal policy issues and shall be consulted on any changes in procedures.   

Fleet Logistics Center 
Jacksonville, Florida
Detachment Key West  


Subj:  Navy Mail Centers Information Sheet 

Ref:   (a) FLCJINST 5218.1D

1.  Purpose.  To provide information that is site specific to FLCJ Detachment Key West and supplement the policies and procedures set forth in reference (a).

2.  Scope of Operation. Official mail management within FISCJ Detachment Key West is directed by Commander Navy Region Southeast through Commanding Officer Fleet Logistics Center (FLCJ) Jacksonville, FL.  

	a. The Official Mail Facility FLCJ Detachment Key West is located at Building #A-324 Boca Chica Naval Air Station Key West, Florida 33040.  

	b. Hours of operations are from 0730 to 1600 daily, Monday through Friday.  

	c. The servicing United States Postal Service facility is located at Building #A931 Langley Avenue NASKW, their hours of operations is 0830–1230 and 1400–1600 daily Monday through Friday.

	d. Incoming mail is received on station, the USPS delivers the mail to the Postal Office on station (NASKW) prior to 1130.  The mail clerk drives over to the USPS and picks up the mail and brings the mail back to the mail-room. Mail is available for customers to pick-up at the mailroom from 0800 until 1100 and 1230 until 1500 daily.

e. Outgoing official mail is closed out at 1100 and is delivered to USPS 1130.  Outgoing official mail is closed out at 1500 and is delivered to USPS 1530.

f. FLCJ Detachment Key West provides support to approximately 3,100 personnel and 59 tenant commands.

3.  The Director of Postal Operation FLCJ is the single point of contact on all postal policy issues and shall be consulted on any changes in procedure
Fleet Logistics Center 
Jacksonville, Florida
Detachment Kings Bay  


Subj:  Navy Mail Centers Information Sheet 

Ref:   (a) FLCJINST 5218.1D

1.  Purpose.  To provide information that is site specific to FLCJ Detachment Kings Bay and supplement the policies and procedures set forth in reference (a).

2.  Scope of Operation. Official mail management within Kings Bay is directed by Commander Navy Region Southeast through Commanding Officer Fleet Logistics Center (FLCJ) Jacksonville, FL.  

	a. The Official Mail Facility Kings Bay is located at 1006 Simon Bolivar, ATTN: Mail Room, Kings Bay GA 31547.  Include complete mailing address.

	b. Hours of operations are from 0800 to 1600 daily, Monday through Friday.  

	c. The servicing United States Postal Service facility is located at same address, ATTN: USPS Contract Station, their hours of operations are 0800-1600.

	d. Incoming mail is received on station between 0730 and 0930. Mail is available for customers to pick-up from mailroom from 1000 until closing daily.

e. Outgoing official mail is closed out at 1530 and is delivered to USPS 1600.

f. FLCJ Detachment Kings Bay provides support to approximately 4334 active duty and 52 tenant commands.

3.  The Director of Postal Operation FLCJ is the single point of contact on all postal policy issues and shall be consulted on any changes in procedures.    




Fleet Logistics Center 
Jacksonville, Florida
Detachment Kingsville  


Subj:  Navy Mail Centers Information Sheet 

Ref:   (a) FLCJINST 5218.1D

1.  Purpose.  To provide information that is site specific to FLCJ Detachment Kingsville and supplement the policies and procedures set forth in reference (a).

2.  Scope of Operation. Official mail management within (Site Name) is directed by Commander Navy Region Southeast through Commanding Officer Fleet Logistics Center (FLCJ) Jacksonville, FL.  

	a. The Official Mail Facility Kingsville is located at 554 McCain St. Suite 116 BLDG. 2740.  Include complete mailing address.

	b. Hours of operations are from 0800 to 1600 daily, Monday through Friday.  

	c. The servicing United States Postal Service facility is located at 103 Kleberg St. Kingsville, TX  78363, their hours of operations is 0800-1700.

	d. Incoming mail is received on station 0930. Mail is available for customers to pick-up from 1200 until 1400 daily.

e. Outgoing official mail is closed out at 1300 and is delivered to USPS 1330.

f. FLCJ Detachment Kingsville provides support to approximately 1700 and 20 tenant commands.

3.  The Director of Postal Operation FLCJ is the single point of contact on all postal policy issues and shall be consulted on any changes in procedures.    





Fleet Logistics Center 
Jacksonville, Florida
Detachment Mayport 


Subj:  Navy Mail Centers Information Sheet 

Ref:   (a) FLCJINST 5218.1D

1.  Purpose.  To provide information that is site specific to FLCJ Detachment Mayport and supplement the policies and procedures set forth in reference (a).

2.  Scope of Operation. Official mail management within (Site Name) is directed by Commander Navy Region Southeast through Commanding Officer Fleet Logistics Center (FLCJ) Jacksonville, FL.  

	a. The Official Mail Facility Mayport is located at building 460 (rear) on Massey Avenue.  The Complete mailing address is FLCJ Det Mayport, Building 460(rear), Code M/R, Naval Station Mayport, Jacksonville, Florida 32228.

	b. Hours of operations are from 0700 to 1530 daily, Monday through Friday.  

	c. The servicing United States Postal Service facility is located at building 460 (front), their hours of operations is 0900 to 1600.

	d. Incoming mail is received on station around 0730 delivered by USPS. Mail is available for customers to (pick-up from mailroom or USPS) from 0900 until 1530 daily.

e. Outgoing official mail is closed out at 1400 and is delivered to USPS 1500.

f. FLCJ Detachment Mayport provides support to approximately 1111(Base population) and 84 tenant commands.

3.  The Director of Postal Operation FLCJ is the single point of contact on all postal policy issues and shall be consulted on any changes in procedures

Fleet Logistics Center 
Jacksonville, Florida
Detachment Meridian MS 


Subj:  Navy Mail Centers Information Sheet 

Ref:   (a) FLCJINST 5218.1D

1.  Purpose.  To provide information that is site specific to FLCJ Detachment Meridian MS and supplement the policies and procedures set forth in reference (a).

2.  Scope of Operation. Official mail management within Meridian MS is directed by Commander Navy Region Southeast through Commanding Officer Fleet Logistics Center (FLCJ) Jacksonville, FL.  

	a. The Official Mail Facility Meridian MS is located at 255 Rosenbaum Road, Bldg 255, Naval Air Station, Meridian, MS  39309.  

	b. Hours of operations are from 0700 to 1530 daily, Monday through Friday with the window open from 0800 to 1130 and 1200 to 1530 (closed for lunch from 1130 to 1200).  

	c. The servicing United States Postal Service facility is located at 255 Rosenbaum Road, Bldg 255, Naval Air Station, Meridian, MS  39309, their hours of operations is Monday through Friday 1000 to 1400.

	d. Incoming mail is delivered on station at 0530AM by USPS. Mail is available for customers to pick up from mailroom and USPS from 0800-1130 and 1200-1530; and 1000-1400 respectively Monday through Friday.

e. Outgoing official mail is closed out at 1530 and is picked up by USPS at 1730.  Also, USPS picks up Express mail and any outgoing mail at 1430. 

f. FLCJ Detachment Meridian MS provides support to approximately 3,500 and 22 tenant commands.

3. The Director of Postal Operation FLCJ is the single point of contact on all postal policy issues and shall be consulted on any changes in procedures.    


Fleet Logistics Center 
Jacksonville, Florida
Detachment New Orleans  


Subj:  Navy Mail Centers Information Sheet 

Ref:   (a) FLCJINST 5218.1D

1.  Purpose.  To provide information that is site specific to FLCJ Detachment New Orleans and supplement the policies and procedures set forth in reference (a).

2.  Scope of Operation. Official mail management within New Orleans is directed by Commander Navy Region Southeast through Commanding Officer Fleet Logistics Center (FLCJ) Jacksonville, FL.  

	a. The Official Mail Facility New Orleans is located at NAS JRB New Orleans, 400 Russell Avenue Bldg 31, New Orleans, La 70143 and Naval Support Activity, 2300 General Meyers Avenue Bldg 20, New Orleans, La 70142.  Include complete mailing address.

	b. Hours of operations are from 0730 to 1600 daily, Monday through Friday.  

	c. The servicing United States Postal Service facility for NAS JRB New Orleans is Belle Chasse Post office, 8710 Highway 23, Belle Chasse, La. 70037.  Hours of operations are from 0830-1630 daily Monday through Friday and Saturday 0830-1200. Servicing USPS facility for Naval Support Activity is Algiers post office, 3901 General Macarthur Blvd, New Orleans, La. 70131.  Hours of operations are from 0800-1700 daily Monday through Friday and Saturday 0800-1200. 

	d. Incoming mail is delivered to NAS JRB New Orleans mailroom by USPS Personnel Monday through Friday at 0730 and 0900. Once all mail has been processed and accounted for it is available for customer pick up at the customer service window Monday through Friday between the hours of 1000 and 1100.  Incoming mail is delivered to the Naval Support Activity mailroom by USPS personnel Monday through Friday at 0800.  Once all mail has been processed and accounted for it is available for customer pick up at the customer service window Monday through Friday between the hours of 0900-1000.

e. Outgoing mail is dispatched by NAS JRB New Orleans to USPS Personnel Monday through Friday at 0730 and 0900.  Closeout time is Monday through Friday at 0830. Naval Support Activity Regular outgoing mail is dispatched to USPS Personnel Monday through Friday at 0800.  Official outgoing mail in need of postage is dispatched to NAS JRB New Orleans post office personnel between the hours of 1200-1300 for processing and dispatched to USPS personnel on the following business day at 0730. Close out times for Naval Support Activity is 0730 and 1100 Monday through Friday. 

f. FLCJ Detachment New Orleans provides support to approximately 3500 personnel and 27 tenant commands.

3.  The Director of Postal Operation FLCJ is the single point of contact on all postal policy issues and shall be consulted on any changes in procedures.    






















Fleet Logistics Center
Jacksonville, Florida
Detachment Panama City  


Subj:  Navy Mail Centers Information Sheet 

Ref:   (a) FLCJINST 5218.1D

1.  Purpose.  To provide information that is site specific to FLCJ Detachment Panama City and supplement the policies and procedures set forth in reference (a).

2.  Scope of Operation. Official mail management within Detachment Panama City is directed by Commander Navy Region Southeast through Commanding Officer Fleet Logistics Center (FISCJ) Jacksonville, FL.  

	a. The Official Mail Facility Panama City is located at Building 461, Naval Support Activity Panama City, 101 Vernon Avenue, Panama City Beach, FL. 32407-7018

	b. Hours of operations are from 1230 to 1500 Monday and 0800 through 1500 Tuesday through Friday.  

	c. The servicing United States Postal Service facility is located at 420 Curchwell Drive, Panama City Beach, Fl.; their hours of operations are 0900-1700.

	d. Incoming mail is received on station at approximately 0945 daily via USPS carrier. Mail is delivered to sixty-six Naval Surface Warfare Center Panama City (NSWCPC) mail stops servicing all Departments and Branches via NSWC contracted carrier daily. All other commands may pick up Command, Division or Work Center Mail at the Customer Service Window from 1200 until 1500 Monday and 0800 until 1500 Tuesday thought Friday.

e. Outgoing official mail is closed out at 1500 and is picked-up by USPS personnel from 1500-1600 daily.

f. FLCJ Detachment Panama City provides support to approximately 2000 base personnel and 14 tenant commands.

3.  The Director of Postal Operation FLCJ is the single point of contact on all postal policy issues and shall be consulted on any changes in procedures.    

Fleet Logistics Center 
Jacksonville, Florida
Detachment Pensacola  


Subj:  Navy Mail Centers Information Sheet 

Ref:   (a) FLCJINST 5218.1D

1.  Purpose.  To provide information that is site specific to FLCJ Detachment Pensacola and supplement the policies and procedures set forth in reference (a).

2.  Scope of Operation. Official mail management within the Pensacola Region is directed by Commander Navy Region Southeast through Commanding Officer Fleet Logistics Center (FLCJ) Jacksonville, FL.  

a. The Consolidated Mail Facility (CMF) Pensacola is located at 210 West Ave Ste-A, Pensacola FL. 32508-5135 Bldg-40.  

	b. Hours of operations are from 0730 to 1600 daily, Monday through Friday.  

	c. The servicing United States Postal Service facility is located at 210 West Ave Ste-B, Pensacola FL 32508-5135 Bldg-40, and hours of operations are 0845 to 1545 daily, Monday through Friday.

	d. Incoming mail is received on station at 0630, 0730 and 1300 Monday through Friday and 0630 & 0730 on Saturday. Mail is available for customers to pick-up from the CMF and USPS 0900-0930 and 1400-1430 Monday through Friday.

e. Outgoing official mail is closed out Monday through Friday at 1500 and is delivered to USPS between 1530-1600.

f. FLCJ Detachment Pensacola provides support to approximately 15,000 personnel and 103 tenant commands.

3.  The Director of Postal Operation FLCJ is the single point of contact on all postal policy issues and shall be consulted on any changes in procedures.    



Classes of mail

· 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.

· 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.
                                                                   
· Package Services.  A class of mail 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.

· Parcel Post.  Parcel Post is a subclass of Package Service.  Any Package Service matter may be mailed Parcel Post.

Special Services Available

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:  

· 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.  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.

· 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).

       (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. 

· 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.

· Endorsement.  All mail except letter-size First Class Mail, shall be endorsed 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.

· Expedited Mail Service.  Overnight/next day service for extremely time sensitive material is available via FEDEX or  USPS Express Mail.  Use of Expedited/next day service is limited to that material which meets one of the following criteria:

    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.

Expedited Services shall not be used:

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

    c. 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.

    d. Installation OMMs or their equivalents are authorized to approve the use of overnight services.

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.  FISCJ Det. 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.






















SAMPLE FORMAT FOR EXPEDITED SERVICE APPROVAL


                                                            _______________
                                                            (Date)

Account # ________________________
          (Full 9 Digit Zip Codes)

From:   ___________________________________________
        (Command/Department)

Subj:   AUTHORIZATION TO USE OVERNIGHT/NEXT DAY SERVICE

Ref:    (a) NAVSUPFLCJAXINST 5218.1C

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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Mail Preparation

· Addressing Outgoing Mail.  Incorrect and incomplete addresses are the greatest cause of delay or non-delivery 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.

    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.







































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





























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                                       City postal delivery Zone (if any)
         ENGLAND                                                       Country Name              






Authorized Uses of Appropriated Fund Postage

a. Material relating solely to the business of the U.S. Government.

b. Review the DOD 4525.8M Official Mail Manual for a detailed listing

Unauthorized Use for Official Mail

a. Material not relating solely to the business of the government.

b. Information by DOD components about non-mandatory events.

c. Invitations to social functions to satisfy personal social obligations, even if they’re the result of an official position.

d. Review the DOD 4525.8-M (DOD Official Mail Manual)for a detailed list of unauthorized mailings.

Cost Reduction Tips

a. Consider a less expensive method of transportation be used for this material… a phone call, e-mail, fax, freight, web transfer.

b. Can it be consolidated with other material going to the same address?

C. Can costs be reduced by reducing size or weight of the item?

d. Limit the use of USPS mailing container.  

· Do not accept items presented for mailing in the USPS FLAT RATE or PRIORITY ENVELOPE.
 
· Instruct customers to use standard flat envelopes, mail center personnel will endorse it first class if less than 13 ounces and priority for items over 13 ounces. 

e. Ensure mail clerks are familiar with the USPS FLAT RATE BOXES and know the difference between them and the PRIORITY boxes.
  
f. In addition to established policies already in place the following procedures will be implemented:

· FLCJ Detachment Mail Centers will discontinue accepting mail in the USPS Priority “Flat Rate Mailing Envelopes”.  The cost is $5.75 regardless of weight; inform customers this envelope will only be used to mail items that cannot be folded otherwise place item in a regular 9x12 envelope and mail first class.  USPS delivery standards for both First Class and Priority mail is 1-3 days, therefore there is no degradation in service.   

· Continue to use the USPS Flat Rate Boxes as long as the cost of the flat rate exceeds the cost of sending via the zone rate method.  Additionally, mailroom employees must be familiar with the USPS FLAT RATE BOXES and the USPS PRIORITY BOXES and know when it is beneficial to use one or the other.  The small FLAT RATE BOX cost $5.95 the medium is $12.65 and the Large FLAT RATE BOX cost $17.90, they are to be used only when the cost of mailing would exceed that amount if mailed in regular containers.

·  Use standard letter size (number 10) envelopes whenever possible.  Generally, documents with four or less pages should be folded and mailed in a letter size envelope rather than a larger size envelope (SECNAVINST 5216.5D).  Letter size envelopes are defined as a mail piece including cards not exceeding 11-1/2 inches long, 6-1/8 inches high and ¼ inch thick.  (Note:  It must be at least 5 inches long, 3-1/2 inches high.)  

· Use flat size envelopes only to mail items that exceed those of the dimensions for letter size mail and for material that cannot be folded (photographs, diplomas, negatives, and bulky material).   Refuse to accept items presented for mailing in flat size envelopes when items can be folded and placed in a standard letter size envelope ($.49 vice $.98 plus $.20 surcharge). 

The thickness of the contents and envelope would exceed ¼ inch if folded and place in a letter-size envelope.
The envelope and its contents weigh more than one ounce when first class mail is used.
The contents will be damaged by folding

· Query customers about the required delivery date, you might be able to mail at a lower postal rate, (parcel service vice priority)

2.  SPECIAL MAIL SERVICE is an additional service that can be used in conjunction with mailing items either First Class or Priority.  The most commonly used special services are CERTIFIED and REGISTERED mail.  The fee for CERTIFIED is $2.95 and $10.95 for REGISTERED with additional cost of $2.35 for RETURN RECEIPT.  The only items that will be sent via either REGISTERED or CERTIFEID are those listed in DoD 44525.8-M.  There will be no exception unless the customer can provide a written directive or instruction that requires an item must be sent either by registered or certified mail.  The following are some examples of items that can go via FIRST CLASS mail:

CONFIDENTIAL 

· USPS First Class mail between DoD component locations anywhere in the U.S. and its territories. The outer envelope or wrapper shall be endorsed:  “RETURN SERVICE REQUESTED”
FOUO

· Transport FOUO information via USPS FIRST CLASS mail, or standard mail for bulk shipments.

It is the responsibility of the mail and their OMM to ensure all outgoing mail is prepared properly and is in compliance with DoD and DoN postal instructions.  It is the responsibility of the FLCJ Detachment OMMs to ensure these regulations are enforced.  
Additionally, it is the responsibility of the FLCJ OMM to continuously review mailing practices at each location to ensure the most cost-effective method of transporting outgoing mail is employed.

Also, IAW DoDI 4525.08, FLCJ Detachment OMMs and Assistant OMMs my inspect or withdraw outgoing official mail before they are postmarked by a postage meter if they suspect unauthorized use as defined in DoD Postal Manual 44525.8-M
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Minimum cost to use this     envelope is $5.75
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Flat rate of $5.75 applies Regardless of contents or weight.
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Contents must go Priority Mail, Minimum cost $5.75.
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Small Flat Rate Box $5.95  Medium Flat Rate Box $12.65
Large Flat Rate Box $17.90
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Contents must go Priority Mail when this label is used.
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This is a standard 4x10 business envelope and should be used for all official correspondence 4 pages or less,  $.49 first class rate.
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Use 9x12 envelopes when mailing 6 or more pages or when contents cannot be folded.  Other wise use the 4x10 envelope, this will reduce postage by 50%.
























STANDARD ADDRESS ABBREVIATIONS

TWO-LETTER STATE AND POSSESSION 
	Alabama	AL
Alaska	AK
Arizona	AZ
Arkansas	AR
American Samoa 	AS
California	CA
Colorado	CO
Connecticut	CT
Delaware	DE
District of Columbia 	DC
Federal States of 	
Micronesia	FM
Florida	FL
Georgia	GA
Guam	GU
Hawaii	HI
Idaho	ID
Illinois	IL
Indiana	IN
Iowa	IA
Kansas	KS
	Kentucky	KY
Louisiana	LA
Maine	ME
Marshall Islands	MH
Maryland	MD
Massachusetts	MA
Michigan	MI
Minnesota	MN
Mississippi	MS
Missouri	MO
Montana	MT
Nebraska	NE
Nevada	NV
New Hampshire	NH
New Jersey	NJ
New Mexico	NM
New York	NY
North Carolina	NC
North Dakota	ND
Northern Mariana Is.	MP
Ohio	OH

	Oklahoma	OK
Oregon	OR
Palau	PW
Pennsylvania	PA
Puerto Rico	PR
Rhode Island	RI
South Carolina	SC
South Dakota	SD
Tennessee	TN
Texas	TX
Utah	UT
Vermont	VT
Virginia	VA
Virgin Islands	VI
Washington	WA
West Virginia	WV
Wisconsin	WI
Wyoming	WY


	DIRECTIONAL
ABBREVIATIONS

North	N
East	E
South	S
West	W
Northeast	NE
Southeast	SE
Southwest	SW
Northwest	NW

	SECONDARY ADDRESS
UNIT INDICATORS

Apartment	  APT
Building      	  BLDG
Floor	               FL
Suite	               STE
Room	             RM
Department	  DEPT





	Note: For certain computerized addressing needs, the National Five-Digit ZIP Code & Post Office Directory contains two additional tables of official USPS abbreviations:  (1) an Extended Suffix Table, containing suffix forms which appear in some address files, and the corresponding USPS suffixes as coded in the ZIP+4 National Directory File, and (2) abbreviations for postal names which cannot be reduced to 15 positions through use of standard abbreviations.





STANDARD ADDRESS ABBREVIATIONS
STREET DESIGNATORS (STREET SUFFIXES)

	Alley
	ALY
	Fall
	FALL
	Locks
	LCKS
	Rue
	RUE

	Annex
	ANX
	Falls
	FLS
	Lodge
	LDG
	Run
	RUN

	Arcade
	ARC
	Ferry
	FRY
	Loop
	LOOP
	Shoal
	SHL

	Avenue
	AVE
	Field
	FLD
	Mall
	MALL
	Shoals
	SHLS

	Bayou
	BYU
	Fields
	FLDS
	Manor
	MNR
	Shore
	SHR

	Beach
	BCH
	Flats
	FLT
	Meadows
	MDWS
	Shores
	SHRS

	Bend
	BND
	Ford
	FOR
	Mews
	MEWS
	Spring
	SPG

	Bluff
	BLF
	Forest
	FRST
	Mill
	ML
	Springs
	SPGS

	Bottom
	BTM
	Forge
	FGR
	Mills
	MLS
	Spur
	SPUR

	Boulevard
	BLVD
	Fork
	FRK
	Mission
	MSN
	Square
	SQ

	Branch
	BR
	Forks
	FRKS
	Motorway
	MTWY
	Station
	STA

	Bridge
	BRG
	Fort
	FT
	Mount
	MT
	Stravenue
	STRA

	Brook
	BRK
	Freeway
	FWY
	Mountain
	MTN
	Stream
	STRM

	Burg
	BG
	Gardens
	GDNS
	Neck
	NCK
	Street
	ST

	Bypass
	BYP
	Gateway
	GTWY
	Orchard
	ORCH
	Summitt
	SMT

	Camp
	CP
	Glen
	GLN
	Oval
	OVAL
	Terrace
	TER

	Canyon
	CYN
	Green
	GN
	Park
	PARK
	Trace
	TRCE

	Cape
	CPE
	Grove
	GRV
	Parkway
	PKWY
	Track
	TRAK

	Causeway
	CSWY
	Harbor
	HBR
	Pass
	PASS
	Trail
	TRL

	Center
	CTR
	Haven
	HVN
	Passage
	PSGE
	Trailer
	TRLR

	Circle
	CIR
	Heights
	HTS
	Path
	PATH
	Tunnel
	TUNL

	Cliffs
	CLFS
	Highway
	HWY
	Pike
	PIKE
	Turnpike
	TPKE

	Club
	CLB
	Hill
	HL
	Pines
	PNES
	Underpass
	UPAS

	Corner
	COR
	Hills
	HLS
	Place
	PL
	Union
	UN

	Corners
	CORS
	Hollow
	HOLW
	Plain
	PLN
	Valley
	VLY

	Course
	CRSE
	Inlet
	INLT
	Plains
	PLNS
	Viaduct
	VIA

	Court
	CT
	Island
	IS
	Plaza
	PLZ
	View
	VW

	Courts
	CTS
	Islands
	ISS
	Point
	PT
	Village 
	VLG

	Cove
	CV
	Isle
	ISLE
	Port
	PRT
	Ville
	VL

	Creek
	CRK
	Junction
	JCT
	Prairie
	PR
	Vista
	VIS

	Crescent
	CRES
	Key
	CY
	Radial
	RADL
	Walk
	WALK

	Crossing
	XING
	Knolls
	KNLS
	Ranch
	RNCH
	Way
	WAY

	Dale
	DL
	Lake
	LK
	Rapids
	RPDS
	Wells
	WLS

	Dam
	DM
	Lakes
	LKS
	Rest
	RST
	
	

	Divide
	DV
	Land
	LAND
	Ridge
	RDG
	
	

	Drive
	DR
	Landing
	LNDG
	River
	RIV
	
	

	Estates
	EST
	Lane
	LN
	Road
	RD
	
	

	Expressway
	EXPY
	Light
	LGT
	Route
	RTE
	
	

	Extension
	EXT
	Loaf
	LF
	Row
	ROW
	
	




Packaging for Mailing.  Articles presented for mailing must be prepared under the general and specific standards of the USPS.  The official mail-metering facility will accepts material properly packaged and marked but reserves the right to refuse non-mailable 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:

· 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.

· 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.

















SECURITY

Mailroom Security.  Because the mail center is a first line of defense for your agency, you should examine every piece of mail before you do anything else with it.  You should inspect it and look for suspicious characteristics.

CHARACTERISTICS OF SUSPICIOUS PACKAGES OR LETTERS

· Excessive postage, no postage, or non-canceled postage 
· No return address or obvious fictitious return address 
· Packages that are unexpected or from someone unfamiliar to you
· Improper spelling of addressee names, titles, or locations 
· Unexpected envelopes from foreign countries 
· Suspicious or threatening messages written on packages 
· Postmark showing different location than return address 
· Distorted handwriting or cut and paste lettering 
· Unprofessionally wrapped packages or excessive use of tape, strings, etc. 
· Packages marked as "Fragile - Handle with Care", "Rush - Do Not Delay", "Personal" or "Confidential" 
· Rigid, uneven, irregular, or lopsided packages 
· Packages that are discolored, oily, or have an unusual odor 
· Packages that have any powdery substance on the outside
· Packages with soft spots, bulges, or excessive weight 
· Protruding wires or aluminum foil 
· Visual distractions
· Suspicious objects visible when the package is x-rayed.

[bookmark: _Toc62455980]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.  The following is some examples of suspicious mail.

Question every suspicious letter or package.

If you can stabilize an unopened suspicious letter or package, with some confidence that it presents little immediate threat, try to determine whether the addressee or sender can identify and explain the contents.  :

Whenever a mail center worker identifies an unopened package or letter as “suspicious”, a mail center supervisor or specially trained employee should examine the mail piece to confirm that it meets the criteria established for the location.  If confirmed, do not open it.  A supervisor or designated mail center worker who is trained to confirm the identification must be available during all working hours.

Next, determine if the mail piece is addressed to a person who actually works in the facility.  If so, and if the addressee can be located in a reasonable period of time, contact the addressee and ask him or her to identify the package.  If the addressee recognizes the package and is certain it is not threatening, deliver it.  If the addressee does not recognize the package, or if you cannot locate the addressee, attempt to contact the individual listed on the return address to verify the contents of the package.  If you successfully contact the sender of the package, ask them to provide a description of the contents, intended addressee, and the reason it was mailed to your location.  Provide this information to the addressee for further verification.  

If the addressee does not recognize the package, or if you cannot locate the addressee, do not open it.  The supervisor or designated mail center worker should call the previously designated first responder (that is, the organization you have identified as the right one for the specific threat in hand).  This first responder will be responsible for opening the package in a controlled environment and following the appropriate protocol for evaluation of the threat.  A “controlled environment” may be a glove box, hood with negative airflow and HEPA filters on the exhaust airflow, or a similar device.  When identifying the first responder who will open suspicious letters or packages, make sure they have such a device available.
[bookmark: _Toc52187057][bookmark: _Toc62446399][bookmark: _Toc62455981]
Mail Bombs

Motives for mail bombs are often revenge, extortion, terrorism or business disputes.  The likelihood of ever receiving a mail bomb in the mail is very remote.  However, mail bombs must be taken seriously, as they can kill and seriously injure.  Mail bombs can be enclosed in either a letter or a parcel. Its outward appearance is limited only by the imagination of the sender.  Mail bombs may or may not have one or more characteristics as listed in the Suspicious Letters and Packages List.  What should you do when you identify a suspicious mail piece?  Stay calm and do not shake or empty the contents of the mail piece.  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.  If an unknown substance spills from mail piece, do not try to clean it up.  If substance spills on floor, take care not to step in it and track it to other locations. Wash hands with soap and water, do not remove any potentially contaminated items from the area.  Keep movements in building to minimum to lessen risk of dispersal of contaminates.  Contact supervisor, who will: 

	(1) Notify others in the room/area. 

	(2) Turn off any fans/portable heaters

      (3) Evacuate the room/area.

	(4) Close the door and ensure no reentry
 
	(5) Report incident to Base Security/Fire Department

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

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

DOD does not recommend mandatory use of personal protective equipment (PPE) if the risk analysis does not support it.  This includes gloves, aprons, and respirators (“respirator” is the correct term, rather than “mask”).  On the other hand, GSA does recommend making PPE available for any mail center personnel who chose to use it.  This equipment can cause problems, so any employee who chooses to use it must be trained.  Removing gloves the wrong way can spread contamination, for example, and respirators can induce respiratory problems in some people.   Respirators must be fitted by a trained expert to provide any useful level of protection.  Managers must ensure that all equipment is kept clean and properly serviced.

24.  Anti-Terrorism/Force Protection.  The base commander has the ultimate responsibility for developing and implementing a command antiterrorism/force protection (AT/FP) program.  With the assistance of the antiterrorism officer (ATO) and the AT/FP Board, the responsible commander will have a dynamic AT/FP program capable of addressing and countering an equally dynamic terrorist threat. OMMs should coordinate with the ATO on all terrorist force protection conditions, each level of FP conditions requires certain mail security actions on all incoming mail.
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NAVY OFFICIAL MAIL COST CONTROL PROGRAM (NOMCCP)

1.  As the Official Mail Manager for Commander Navy Region Southeast, it is my responsibility to implement policies or procedures that will; improve, streamline, or reduce the cost of mailroom operations.  I continuously review mailing practices and looking for cost-effective changes; reviewing unauthorized uses, loss, or theft of postage, including any unauthorized use of meter impressions.  Provide training as necessary for all personnel involved in the processing of incoming and outgoing mail, the following cost control procedures and practices will be implemented immediately:

· Mail centers are directed not to accept any items presented for mailing in the USPS FLAT RATE PRIORITY ENVELOPE, regardless of the content.  Instruct customers to use standard flat envelopes, the mail center employees will endorse it first class if less than 13 ounces and priority for items over 13 ounces. 

· Ensure mail clerks are familiar with the USPS FLAT RATE BOXES and know the difference between them and the PRIORITY boxes.  The FLAT RATE BOXES are to be used only when the cost of mailing would exceed $10.35 in postage if mailed in regular containers.  

· Query customers about the Required Delivery Date, might be able to mail at a lower postal rate, (Parcel Post vice Priority).

· Limit the use of special services such as registered, certified and return receipts, refer to DoD Official Mail Manual for further guidance on acceptance of certified and registered mail.

· Letter size envelopes can hold six sheets of paper and shall be used whenever possible; letter size envelopes are defined as a mail piece including cards not exceeding 11-1/2 inches long, 6-1/8 inches high and ¼ inch thick.  (Note:  It must be at least 5 inches long, 3-1/2 inches high.)

· Flat envelopes are defined as a mail piece exceeding one of the dimensions for letter-size mail, pieces weighing 1 oz. or less is subject to a non machinable surcharge of $0.21.  Use flat envelopes only when:

· The contents will be damaged by folding.
· The thickness of the contents and envelope would exceed ¼ inch if folded and place in a letter-size envelope.
· The envelope and its contents weigh more than one ounce when first class mail is used.

2.  As mail managers we must be cognizance of our mail acceptance policies and adhere to the provisions of this memorandum and DoD/DON Postal regulations.  We need train our customers using every means available to you in getting the word out, recommend POD/POW notes, and pass out copies of my Regional Mail Policies Memorandums to all your customers.  Let them know if mail is not prepared properly, it will be returned for correction.   

3.  In order to have a viable OMCCP the commands Official Mail Manager must be proactive in controlling official mail cost, this can be accomplished through the cost-effective use of the USPS, available discounts, consolidated mail facilities and guard mail.  In addition to the cost saving initiatives above, activities should update mailing lists regularly.  Incorrect or incomplete addresses cause mail to be delayed or returned and wastes postage.  

4.  E-Invitation.  In order to eliminate the expense for postage and handling, the cost of printing official announcements of official retirement, promotion, and Change of Command ceremonies we are offering an alternative.   FISC Jacksonville has partnered with the U.S. Air Force Institute of Technology (AFIT) to offer the “E-Invitation” application as the preferred method for sending announcements and receiving RSVPs electronically.  It’s convenient, easy to use and best of all it’s free.  You can create and send your own announcements right from your desktop computer, absolutely free.
  
· Web E-Invitations is provided by the AFIT and is available to members of the United States Military or Government activities having a valid .mil, or .gov, email address.  E-Invitations can be used for electronic invitations and responses.  https://einvitations.afit.edu.

· E-Invitations can be used for paper invitation and email/phone responses.

· Training is available when you log-into the site for the first time via a getting started video at the link “New! Watch a step-by-step tutorial!”  Many standard questions are answered within the FAQ and Tips & Tricks sections of the site.  

This is one more cost saving initiative that should  be implemented when every possible.  This does not take the place of the traditional invitations, but a viable alternative.



Mail Management – Code 402
Contact Information

Director of Postal Operation – Charles L. Ramsey
Email Address:  charles.ramsey1@navy.mil
Commercial (904) 542-1157
DSN – 942-1157
FAX – (904) 542-0467
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Read Above
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Suspicious Mail Indicators
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• Excessive postage, 

no postage, or non-

canceled postage

• Postmark showing 

different location than 

return address

• No return address or 

fictitious return address
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Suspicious Mail Indicators
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• Excessive use of tape, strings, 

etc.

• Packages marked as “Fragile –

Handle with Care,” “Rush - Do 

Not Delay,” “Personal” or 

“Confidential”

• Suspicious or threatening

messages on packages
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• Normally designed and 

packaged to withstand 

postal handling

• Usually designed to 

function only when the 

recipient opens the mail or 

removes an item
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Recognizing Bombs
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• At least ¼” thick

• Bulkier than normal letters

• Rigid, uneven appearance

• Protruding wires or 

aluminum foil

•

Springiness
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Specific Features: Mail Bombs
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How a Letter Bomb Can Work
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Envelope opened and contents 

removed

Cover sheet removed

Cardboard unfolded

Explosion!
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“SLAP”

S

– unusual  
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Not all suspicious packages are dangerous
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Unfortunately not all threats look suspicious.
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Known Mailings

Recent Examples:

–

Powdered detergent

–

Sports drink powder

–

Vibrating razor

–

Red dynamite-shaped tube with 

string fuse

–

Aspirin tablets in plain envelopes
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The Three P’s

• Package

• People

• Plan
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