CHAPTER 3





PREPARATION FOR MAIL





K. EXPRESS MAIL





	1.	Express Mail shall be used only when it is the most cost effective way to accomplish a mission within time, security, and accountability constraints. It 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.





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





		c. On days before weekends or holidays unless the sender has verified someone will be available to accept **and work on it during the weekend or holiday. 





	2. Heads of DoD Components are authorized to approve the use of Express Mail. This authority may not be delegated lower


equivalent activity OHM.





	3. Tenant activities shall request approval to


use Express Mail through the host installation when the host provides the postage and fees for the tenant’s mail.





	4. Postage shall be paid by using:





		a. Postage meter imprints and the word “metered” entered in the Express Mail label’s customer number block.





		b. Postage stamps and the word “stamps” entered in the Express Mail label’s customer number block.





		c. A USPS assigned Government Agency Expense Mail code (commonly called “P Code”) placed in the customer number block on the Express Mail label. Preprint or rubber stamp the phrases “Official Business” and “penalty for Private Use, S300.00” immediately below the complete return address. Those phrases shall not be written or handwritten. NOTE: This method of


payment is not available for Express Mail originating at MPOS; USPS has not established accounting procedures for such revenue at MPOS.





	5. The sender shall submit requests for refunds for postage when Express Mail items are not available when promised.





	6. Express Mail service is not available to and from all MPOS. Also, Express Mail service is not available from all USPS operated post offices to MPOS. Contact the local post office for availability information.





L. INTERNATIONAL MAIL





	1. Postal Union mail: All official correspondence (letters and cards) may be sent as airmail. Packages containing official matter may be sent as airmail if the urgency in delivery justifies the costly airmail letter rates





	2. Parcel Post shall be sent only as surface mail.





	3. Special delivery may be used only for delivery in countries where delivery is the only reliable means of ensuring prompt delivery.





	4. Consult the IMM or local post office for applicable postage, customs tags, special services, and restrictions before preparation for mailing





M. MERCHANDISE RETURN AND BUSINESS REPLY





	1. Merchandise return service (MRS) and business reply mail (BRM) shall:





		a.	Be addressed to a DoD activity. The address and ZIP + 4 bar code shall be preprinted on the item. The local post office will provide the appropriate bar code negative or positive for printing.





		b.	Be used only when a reply is requested on official business from an activity or individual outside the U.S. Government who is not required by law to reply and when the receipt of the reply is in the best interests of the U.S. Government.





		c.	Not be used to receive responses from DoD activities or personnel except retired personnel, reservists not assigned to a unit, or when the activity OHM determines this is the most cost-effective method to return correspondence course materials. DoD activities can return these items at their own expense, through their correspondence distribution center, saving the U.S. Government the applicable accounting fee. 





	2. BRM:





		a. Is charged at the First-Class rate, plus a per-piece accounting fee.





		b. Shall be prepared per DMM section 917 for prepaid postage and section 137 for penalty mail. The card format shall be used when possible.  See DMM, section 322, for restrictions on preparation and use of double and single postal and postcards.





	3. MRS:





		a. Is charged at the appropriate Priority Hail, third-class or fourth-class rate plus a per-piece accounting fee.





		b. Shall be prepared per D14X section 919 for prepaid postage and section 137 for penalty postage.





		c. Shall not be used until USPS assigns permit numbers.





N.  OTHER REPLY METHODS 





Premetered postage or postage stamps shall be used when they are more cost effective than merchandise return or business reply. (Example: One hundred reply cards, premetered at 14 cents each, cost 14 dollars. Sixty-seven returned BR1’4cards cost 14 cents plus 7 cents (accounting fee) each, a total of 14.07 dollars. Users shall automatically recalculate this example when rates change.) Place postage stamps or premetered imprints only on ftems of known requirements. Premetered reply mail shall be prepared per the DMM, Section 144.


