CHAPTER 3





PREPARATION FOR MAIL





H. MARKINGS





All mail, except standard letter sized First-Class Mail, shall be marked to show the mail class. ( see “Domestic Mail Classes, Endorsements, and Levels of Service Table, Table 3-2”.) The markings shall be worded and placed as required by the DMM and IMM.





I. SELECTION OF SPECIAL MAIL SERVICES





The Government Losses in Shipment Act (Title 40, U.S. Code, Section 726) (reference (h)) 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 B-114874, October 13, 1978, (reference (i)) 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. Heads of DoD Components are authorized to approve the use of these services on an exception basis. This authority


may not be delegated lower than installation or equivalent activity OMM. The following are DoD-wide authorized uses:





	1. Registered may be used for:





		a. 	Criminal investigation evidence.





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





		c. 	One-of-kind, irreplaceable, sensitive, controlled, rare, or pilferable items and items having a replacement cost in excess of $20,000.  Such items include but are not limited to calibration equipment, supply items, historical matter(including films), library materials, original manuscripts, and camera-ready mechanicals and art work.





		d. 	Mailable shipments of government-owned firearms (return receipts may be used).





		e. 	Commercial transportation tickets, boarding passes, and Military Airlift Command authorizations when personal delivery or pickup is not possible.





		f. 	Classified documents as required by DoD 5200.1-R (reference (j)) and DoD Component directives.





		g.  	Other communications and parcels that by law, DoD directive, or DoD Component directive must be registered.





		h. The following items with return receipts:





			(1) Environmental samples.





			(2) Notification of radiation exposure.





			(3) Mailing former evidence to its owner.





			(4) Mobilization pre-assignment orders to international addresses where this service is authorized.





		2. Certified may be used for:





			a.	Letters to establishments being declared “off limits.”





			b.	Adverse enlisted and officer efficiency reports and other similar actions.





			c. 	Controlled test material.





			d.	Instructional material marked “For Faculty Use Only.”





			e.	Items requiring shipment by Priority Mail when the certified fee is less than the fee for other service which provide proof of delivery.





			f.	The following items with return receipt:





				(1)  Equal employment opportunity case material mailed to complainant and their representatives.





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





				(3) Final decisions of contracting officer issued under the dispute clause of a government contract.





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





				(5)  Any other communication for which receipt is essential to create or preserve rights granted to the United States under a Government contract.





				(6) Debarment letters.





				(7) Delayed entry packets.





				(8) Summonses and subpoenas.





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





				(l0) Illegally held identification cards.








				(11) Traffic or driving violations.





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





				(13) Dishonored checks (not applicable to non-appropriated fund instrumentalities).





				(14) Questionnaires to injured persons.





				(15) 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.





		g.	Other communication and parcels that by law, DoD directive, or DoD Component directive must be certified.





	3. Unnumbered insured mail is delivered as ordinary mail and shall not be used. No exceptions shall be granted.





	4. Un-numbered insured mail may be used only:





		a. For accountability reasons when proof of delivery is required for valuable administrative or logistical equipment, supplies, and printed matter.





		b. To return borrowed library and similar items when required by the non-DoD lender.





5. Special delivery service shall not be used when the item is to be delivered to the addressee by the USPS or the military postal service. No exception shall be granted. See Chapter 3, section L for use with international mail.





J. COMPUTATION OF POSTAGE AND FEE





	1. Postage and fees for domestic mail shall be computed according to the DMM and changes announced in the USPS Postal Bulletin (reference (d)). USPS Poster 103 (reference (e)) provides the information in convenient, easy-to-use form. USPS Poster 103 must be used with the Postal Zone Chart (reference (f)) for the post office where the item will be mailed.





	2. Postage and fees for international mail shall be computed according to the IMM and changes announced in the USPS Postal Bulletin.





	3. Properly programmed electronic scales may be used to meet the requirements of subsections J.1. and J.2., above.





	4. Items mailed from one MPO to another MPO in the same theater shall have “DoD Official Intratheater Mail” typewritten, rubber stamped, or mechanically printed in the area where the postage normally would be placed. Standard penalty indicium items may also be used until current supplies are exhausted.
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