CHAPTER 3





PREPARATION FOR MAIL








0. RESTRICTIONS ON USE OF APPROPRIATED FUNDS





Appropriated fund postage may be used:





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





	2. 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.





	3. By retired members of a DoD Component, but only in the form of merchandise return or business reply items furnished to them for reply purposes.





	4. 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 the cards.





	5. For mailing bulk shipments of daily, weekly, housing, and similar bulletins consisting solely of official information to supported installations and activities only. Less costly methods of shipment must be considered and used when feasible.





	6. By contractors and vendors as follows:





		a. Vendors must prepay postage and fees.





		b. Use of the standard penalty indicia is prohibited.





		c. Contracts or purchase orders requiring DoD Components to pay the postage and fees shall require the use of mail classes and special postal services that will be at the lowest possible cost consistent with RDD, security, accountability, and USPS requirements.





		d. Envelopes and labels used by a contractor shall bear the preprinted return address of the furnishing DoD activity and not that of a private person, concern, organization, or contractor.





		e. When authorized, the appropriate type of special service shall be pre-printed on the envelope or label in the manner required by the USPS. Contractors shall not add their own markings for these services.





		f. A permit may be used for large mailings if USPS mailing requirements are met. Contractor use of permits must be approved by the DoD Component. Application shall be submitted per DMM, section 145 for prepaid postage and section 137 for penalty mail.





		g. Postage meters may be used when approved by the DoD Component.  The meters shall be licensed to and under the control of the DoD Component concerned.





		h. When the use of a permit or postage meter is not practical contractors shall prepay the postage and fees and be reimbursed by including such costs as a separate item on the invoice.





	7. For DoD Component authorized periodicals as follows:





		a. Distribution mandated by DOD Component regulations or directives.





		b. Individual copies to higher headquarters in the chain of command and other public affairs offices for administrative purposes.





		c. Copies in bulk to subordinate units for distribution to the units’ members. Other, less expensive transportation methods shall be used if they can provide the same or faster delivery time than mail.





		d. A copy to a private person, firm, or organization in response to a specific, written, unsolicited request only if the periodical contains no advertising. The request shall be kept on file in the editor’s office as long as the periodical continues to be mailed in response to that request. The mailing list shall be limited to the minimum consistent with the needs and best interests of the command and shall not include members of the audience the publication is designed to reach.





		e. Copies to other government agencies and libraries, hospitals, or schools to promote the overall command public affairs program.





		f. Copies of the state Army and Air National Guard and U.S. Army Reserve Command command-level periodicals containing no advertising to the home address of the individual members. These copies shall be mailed as third-class bulk rate or appropriate second-class rate. The mailing of lower command-level periodicals is not authorized.





		g. Commercial enterprise newspaper may be mailed only in accordance with paragraphs “a” and “b” above.





	8. By Non-appropriated Fund Instrumentalities (NAFIs), including the exchange services and the Stara and Stripes, 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 a similar commercial business, such as financial reports, a personnel management, payroll, inventory procurement and sale, collection of income~advertising, mailing of films for paid exhibition, and equipment maintenance.  For example, appropriated fund postage shall not be used for the preparation and internal distribution of financial reports, as this ia a normal business


expense; however, it may be used to mail copies of the reports to the supervising DoD Component as this is not a normal business expense.





	9. By commanders per DoD Directives 1015.6 (reference (k)) to discharge their Morale, Welfare, and Recreation (MWR) miesion, but not to produce revenue. Social items such an ethnic recipes, Birth announcements, and bowling league scores are not the exclusive business of the U.S. Government and shall not be mailed with appropriated fund postage. Appropriated fund postage may be used to mail a consolidated packet containing information


regarding the existence of all available MWR activities to personnel eligible to use them; however, the packet shall neither contain information on revenue producing items or events nor violate other parts of this Manual. NOTE: Title 18, U.S. Code, Chapter 31, Section 641 (reference (t)), prohibits the use of


appropriated fund postage on personal mail.





	10. By prisoners in a nonpay status for personal mail per DoD Component directives.





