HQADMINMANPRIVATE 

CHAPTER 5


HEADQUARTERS SERVICES


SECTION 3:  MAIL SERVICE

5300.  OFFICIAL MAIL
1.  Only official postal service is available at this Headquarters, to include registered, certified, insured, and express mail.  The Administrative Aide Under Secretary of the Navy (AAUSN), exercises administrative and technical control over mail policy matters and requests for information or any mail service problems should be directed to that office.  
2.  All official mail handled and processed by the AAUSN will follow the Department of Defense Postal Manual, Volumes I and II (DoD 4525.6-M), MCO P5110.4, procedures set forth in this Manual, and applicable portions of postal publications and directives.  

5301.  LOCATION AND HOURS OF OPERATION 

1.  The Headquarters Mail Center and Files Section is located in rooms 1303 and 1305, ARLEX and is open from 0700 to 1600, Monday through Friday except holidays.

2.  All official mail to be sent out must be delivered to room 1305 by 1100.  All certified and registered official mail will be delivered to room 1303 by 1500.  Routine mail delivered after 1100 will be posted the following workday. All offices will make every effort to get their mail to the Headquarters Mail and Files Section as early in the day as possible.  

3.  Depositing outgoing official mail in a U.S. Postal Service (USPS) mailbox or post office is prohibited.  

5302.  HEADQUARTERS MAIL AND FILES SECTION SERVICES 

1.  Mail addressed to the CMC, without an office code, will be opened and routed by the Headquarters Mail Center.  

2.  Mail addressed directly to an individual or a staff agency with a complete address or office code, will not be opened prior to delivery.  If the mail is classified, it is the responsibility of the individual or the staff agency to ensure that the document is entered into the classified material control system.

3.  Depending upon the location (Navy Annex or Pentagon), the correct mailing addresses and ZIP codes for this Headquarters is (insert applicable staff agency code in parentheses):

Commandant of the Marine Corps (   )      Commandant of the Marine Corps (   ) Headquarters, U.S. Marine Corps           Headquarters, U.S. Marine Corps     2 Navy Annex                              3000 Marine Corps Pentagon

Washington, DC 20380-1775                 Washington, DC 20350-3000                                                                  

5303.  OUTGOING OFFICIAL MAIL 

1.  This Headquarters takes part in the Nationwide Improved Mail Service (NIMS) program, the principal features of which are:

    a.  The scheduling of mail so that it moves in an orderly manner throughout the day.
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    c.  The use of nine-digit ZIP codes (ZIP + 4) per MCO 5110.5.

2.  Include ZIP code and ZIP plus 4 code numbers in the address on all outgoing envelopes.  Return addresses on envelopes will include the organization code of the staff agency along with the HQMC 9-digit ZIP code.

3.  Special mailing services (certified, registered, or express) will follow the instructions contained in MCO P5110.4.

4.  Mail going to major Marine Corps commands is placed in a pouch, which once sealed, is not opened until it reaches the designated command.  This results in substantial savings in processing time and cost to the Marine Corps.

5.  Official mail will be in an addressed envelope before delivery to the Headquarters Mail and Files Section.  

6.  If more than one piece of correspondence is being sent to the same individual or address, it should be combined into one sealed, addressed envelope.

7.  MCO P5110.4 provides guidance on letter-size standards set up by the USPS. When possible, put official mail in standard-size envelopes for mailing.

8.  Nonmailable Matter, Articles, and Substances.  As provided below, any article, composition, or material, which may kill or injure another, or injure the mail or other property, is nonmailable.  Harmful matter includes, but is not limited to:

    a.  All kinds of poison or matter containing poison;

    b.  All poisonous animals, insects, reptiles, and all kinds of snakes;

    c.  All diseased germs or scabs;

    d.  Narcotics and other controlled substances as defined by Title 21, U.S.C. 801.

    e.  All explosives, flammable material, infernal machines, and mechanical, chemical, or other devices or compositions, which may ignite or explode.

9.  Official mail addressed to foreign countries must have a customs declaration form (PS Form 2976-A) or a parcel post customs declaration form (PS Form 2966-A) attached.  These forms may be obtained from the AAUSN.

5304.  POSTAL COST MANAGEMENT PROGRAM  
1.  The use of SPECIAL DELIVERY and SPECIAL HANDLING services is prohibited for the transmission of official mail where costs for these services are borne by the Marine Corps.

2.  PRIORITY MAIL is not authorized without specific permission of the

AAUSN.  Joint Uniform Military Pay System (JUMPS), Not Operationally Ready Supply (NORS), and Anticipated Not Operationally Ready Supply (ANORS) material, and material critical to aviation or maritime safety are exempt from this restriction.

3.  FIRST CLASS MAIL will not be authorized for items weighing in excess of

11 oz. unless it is specifically authorized by the AAUSN. 
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4.  FIRST CLASS or PRIORITY MAIL will not be used when mailing directives or periodicals.  These items will be mailed THIRD CLASS or SPECIAL FOURTH CLASS BOOK RATE, as applicable, except when periodicals and directives are destined for geographical addresses outside CONUS such as FPO's, APO's, Hawaii, and Alaska.

5.  CERTIFIED MAIL will be used following current postal directives.  Authorization to use certified mail is granted in those instances where, in the judgment of the DirJADiv, proof of delivery or an attempt to deliver legal documents is required.  Certified mail will not be used to merely obtain proof of mailing or receipt.  If proof of mailing is needed, a Certificate of Mailing (PS Form 3817) may be obtained from the AAUSN.  If proof of delivery is needed, a DD Form 1087 or OPNAV 5111/10 shall be used.  Return receipts are not authorized for mail destined to a military or Government agency except for mail sent by the DirJADiv.

6.  REGISTERED MAIL is authorized when mailing:

    a.  Material classified Secret and below.

    b.  Confidential material to an APO/FPO address or to a facility cleared for access to classified information under the Department of Defense Industrial Security Program.

    c.  High value items, especially negotiable items requiring accountability (i.e., narcotics, defense-sensitive items, weapons systems, etc.); or, 

    d.  When required by law or as authorized by the AAUSN.

7.  Do not use EXPRESS MAIL service except when authorized by the

AAUSN.  EXPRESS MAIL will never be used to mail material classified Top Secret or above.  There is no EXPRESS MAIL service on Friday’s and Holiday’s.

5305.  PREPARATION OF PACKAGES FOR MAILING.  Shipping containers must be strong enough to protect their contents from the weight of other mail.  The AAUSN, extension 41972/42516 will provide information about weight and size limits on official mail packages.

5306.  SPECIAL MAIL AND CODING SERVICES
1.  A signature is necessary for registered, certified, express, and insured mail.  The head of each staff agency receiving official accountable mail shall 

appoint in writing, agents authorized to receipt for this mail.  Appointment letters can be obtained from the Registry Unit, room 1303.

2.  Registered and certified incoming mail addressed to the CMC without a code/name and coming from a Defense contractor or another Federal agency will be delivered to the DirAR (AR-1).

    a.  Registered/certified mail with a code or a name will be delivered directly to that section and signed for by an authorized agent.  If the 

enclosed mail is classified, it is the individual's responsibility to ensure the document is entered into the classified material control system.

    b.  Contract bids, offers, or proposals addressed to the CMC will not be opened.  In cases where identification is needed, the registry clerk is authorized to open the package for that purpose.  A NAVMC HQ 476 form will be prepared, in either case, and sent to the office concerned.

3.  Headquarters staff agencies authorized to send registered mail will prepare a PS Form 3806, Registry Receipt, for each article sent.  Activities needing a Return Receipt (PS Form 3811) will complete the form, including office code, and return it with each article to be registered.
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4.  Registered mail addressed to FPO's located in foreign countries may arrive slower than other air and first class mail because of the control necessary to ensure it remains in U.S. custody.

5.  All registered, certified, express, and insured incoming mail shall be receipted for in the Registry Mail Unit, room 1303.

5307.  GUARD MAIL 
1.  A U.S. Government Messenger Envelope (SF65) is recommended for use in routing all inter-HQMC mail to save time and prevent loss.

2.  Under no circumstances will Classified mail be sent through the guard mail system, nor will an SF65 be used for classified material, regardless of the means it is sent.  Instructions for sending classified material within the Washington metropolitan area are in MCO P5510.18, HQINSECMAN.

5308.  PERSONAL MAIL
1.  The AAUSN processes official mail only.

2.  Personal mail received for personnel who are due to report to this Headquarters or who are currently attached is handled by the Henderson Hall Post Office.

3.  A civilian branch of the Washington, DC, Post Office is located in room

G-702, ARLEX.  Hours of operation are 0800-1630, Monday through Friday.  Do not send personal mail through the AAUSN, or use a Headquarters office as a permanent personal mailing address.  Personnel in the process of transfer to HQMC, can use their office address for personal mail delivery only until a residential address has been established.  (Professionally related mail may continue to be received at a work section address.)

5309.  POSTAL CLAIMS AND INQUIRIES SERVICE.  The AAUSN offers claim and inquiry service for damaged, lost, or rifled incoming and outgoing accountable mail as well as ordinary official mail.

5310.  EMERGENCY DESTRUCTION OF MAIL AND EQUIPMENT
1.  The following priorities are set up for the destruction of mail and postal equipment if necessary:


a.  Official registered mail.


b.  Other accountable mail (certified and insured).


c.  All remaining mail.


d.  Postage meters and scales.

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

2.  The destruction of mail and postal equipment must be witnessed by two officers, when possible.  If two officers are not available, witnesses should be one officer and one senior enlisted person.  If the foregoing personnel are not available, two enlisted personnel or two other available personnel should be used as witnesses.

     a.  Registered, certified, and insured mail should be recorded by number, office of origin, originator, addressee, and description of contents.

     b.  Other postal equipment shall be identified by description and quantity destroyed.
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5311.  PICKUP OF CORRESPONDENCE.  CMC, ACMC, DCMS, JA, OLA, JA and the SGTMAJMC distribution boxes are located at the Pentagon.                                                                         
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