CHAPTER 3





PREPARATION FOR MAIL





A.  GENERAL





All mail shall be prepared according to instructions provided in USPS Publications 25, the DMM, and the IMM as appropriate. Activities directly involved in hostile activities, contingency operations, and field exercises may handprint or handwritten addresses when necessary. If additional guidance is needed contact the OHM. Labels may be used for addressing non-letter-sized mail.





B.  PACKAGING





All matter shall be packaged and presorted in accordance with the requirements of the DIJM. If in doubt, consult the local post office or account representative.





C.  CONSOLIDATED MAIL





	1. Consolidated mail is a reliable way to ship administrative


and operational communications and logistical items between headquarters, depots, contractors, installations, and operational units. It remains intact while in transit and reduces the number of times the contents are sorted. Most importantly, it reduces cost because postage is paid on the total weight of the single consolidated DoD-owned contained and its contents, rather than


separately on each piece within the container. Under the postage rate structure, the first pound is the most expensive. AS weight increases, the cost per pound decreases. The cost and weight of the container and any package material must be considered in the mailing cost. Consolidated mailings shall be made when they are cost effective.





	2. GENERAL





		a. The proper selection of the container is critical to the success of consolidated mailings. See chapter 6 and the D14M for tips on package preparation.





		b. The containers listed below have been successfully used, are disposable, and shall be re-used whenever possible.





			(1) DoD mail bags (see subsection C.4, below).








			(2) Carton, 11 1/4 by 8 3/4 inches. Stock number


8115-00-861-1574.








			(3) Carton, 12 by 10 by 8 inches. Stock number 8115-00-179-0575





			(4) Plastic envelopes, light-weight, heat sealed.





			(5) Shrink-wrap plastic.





			(6) Sack, shipping 10 1/2 x 16 inches. Stock number


8105-00-145-0444.





			(7) Sack, shipping 14 1/2 x 20 inches. Stock number


8105-00-145-0446.





		c. USPS-owned pouches shall not be used as a container for consolidated mailings. The DMM requires each piece of official mail placed in a USPS-owned pouch be individually addressed and bear the correct postage.  The pouch and its contents cannot be counted as a single piece of mail.  This


applies even when the entire contents are for one addressee and the pouch is “labeled to that addressee.





	3. Preparation





		a. Individual consolidated mail shipments shall be packaged as required by the DMM for the appropriate class of mail and applicable postal services such as registered.





		b. Non-First-Class Mail may be combined with First-Class Mail only when cost effective.





		c. Large paper envelopes or cartons may be addressed and postage placed on the container or on an address label. If a label is used, the postage meter tape or postage stamps shall overlap the upper right edge of the label. “Consolidated mail” or “CM” shall be placed immediately below the return address. These containers are to be opened and sorted in the addressee’s correspondence distribution center.





	4. DoD Mail Bags





		a. Are inexpensive, made of light-weight woven plastic material, and available through General Services Administration contracts. Bags sizes are specified in the contracts. They are disposable, but shall be reused when possible. To hang the bags on bag racks, make the necessary holes by using a blunt object to push aside the bag material rather than cutting the material.


The holes should be at least one inch from the top.





		b. Shall be sent to DoD addressees only.





		c. Shall be addressed by placing DD Form 2388 (DoD Mail Bag Label) (see “Figure 3-l”) in the plastic holder sewn into the Bide seam. The return address shall comply with chapter 3, Subsection D.





		d. Postage shall be paid only by postage meter imprints, or postage due penalty mail. The plastic holder prevents canceling of postage stamps. Place postage meter imprints on the back aide of the address label.





		e. Shall be closed with non-reusable, locking cable item, such as stock number NSN 5975-01-034-5871, at least 10 inches long and having a minimum loop tensile strength of 50 pounds. The ties shall be wrapped around the bag and inserted through the hole in the plastic address holder and DD FORM 2388.





		f. Excess bags shall be sent to activities from whom bags are regularly received. Deployable units shall maintain a 30-day stock of these items for deployment purposes.





		h. There are three different colors of bags.





		   (1) The orange colored bags shall be used only for First-Class Mail, Priority Mail* and other classes of mail which require rapid delivery.  “DoD PRIORITY MAIL” shall be printed on these bags. The DD form 2388 will have the correct First-Class or Priority Mail endorsement and postage.





		   (2) The white colored bags move by surface  transportation and shall be used only for fourth-class mail. “DoD FOURTH-CLASS MAIL” shall be printed on these bags. The DD Form 2388 will have the correct fourth-class endorsement and postage.


(3) The silver-gray colored bag shall be used only for second,


third, and fourth-class mail to and from, and between MPOs when the contents require faster delivery than regular second, third, or fourth-class mail.  The bag moves by surface between USPS facilities, but is flown to, from, and between MPOS. It shall not be used for First-Class, Priority, or express Mail. “DoD (MOM) MILITARY ORDINARY MAIL” shall be printed on these bags. The


DD Form 2388 will have the correct second, third, or fourth-class postage and the MOM endorsement.





		i. Bags without printing and bags with names or abbreviated names of DoD Components or their activities shall not be entered into the USPS.





		j. All markings on the bags shall be black.





		k. Bags shall be considered defective and destroyed if any of the following apply.





		   (1) Holes larger than 2 inches.





		   (2) Rips or tears longer than 2 inches.





		   (3) The holder for DD 2388 is either missing, torn so DD Form 2388 will not stay in it, or torn place so it no longer holds the cable tie in place.





D. ADDRESSES. The return address portion shall be prepared in the format shown below. The return address itself and the delivery address shall be prepared per DMM section 122. NOTE: “Penalty for Private use, $300” shall not be used when postage is prepaid or when “DoD Official Intra theater Mail” is used.





(Name of the DoD Component --in all capital letters)


(activity name and address or space for it)





Official Business


Penalty for Private Use, $300





E. ZIP CODES





Zip + 4 is the standard ZIP Code format for all DoD Components. Its use is mandatory in both return and delivery addresses beginning October 1, 1986. The MPSA/Military Departments assign the last four digits for MPO addresses.  Installations, in coordination with the local postmaster, assign all others.





F. MAILING LISTS





There are various USPS and commercial data bases available which identify every piece of property to which USPS delivers. These data bases are useful for sequencing and correcting addresses and adding last four digits of the ZIP + 4 codes. They can correct Zip Codes and spelling; add prefixes and suffixes such as north, south, road, avenue; and identify multiple occupancy building where apartment or suite numbers are necessary.





G. SELECTION OF MAIL CLASS





The “Domestic Mail Classification Table, Table 3-1,” shall be used as a guide in selecting the correct mail class. The DMM and IMM provide specific guidance for types of items that may be mailed under each class of mail. 


