QUESTIONS:





1.	Within the Department of Defense, what are the only two ways to pay postage for official mail?





	a.	Penalty indicia and pre-paid postage


	b.	1st Class and SAM


	c.	Federal Express and Parcel Post


	d.	1st Class and pre-paid indicia





2.	When, if ever, may "Resident," or "Occupant," be used as addresses on official mail.





	a.	Never


	b.	Only when sending out Change of Command Invitations


	c.	Only when addressing to Government Quarters/Housing


	d.	Only when mailed from OPNAV Headquarters





3.	Host DoD components provide official mail support on a non-reimbursable basis for all DoD tenants using less than how much annually in postage and fees?





	a.	$5,000


	b.	$3,000


	c.	$8,000


	d.	$10,000





An Official Mail Manager shall be what minimum paygrade:





	a.	E6


	b.	01


	c.	W2


	d.	E7





5.	How often should the OMM inspect incoming mail and report deficiencies to mailing activities?





	a.	Annually


	b.	Monthly


	c.	Weekly


	d.	Daily


�



CHAPTER 2


DoD OFFICIAL COST CONTROL PROGRAM





A. PURPOSE





This chapter establishes:





	1. The DoD Official Mail Cost Control Program (OMCCP).





	2. The requirement for appointing OMMs and a description of their duties.





B.	OMCCP POLICIES





	1. All items not required to be shipped by USPS (see subsection B.3. of this chapter, below) shall be shipped by the most cost-effective carrier meeting the required delivery date and security requirements. This requires coordination between the OMM and the appropriate transportation office. In addition to carriers’ fees, consideration must be given to how much it costs to prepare the item for shipment via the various carriers and whether or not the carrier actually delivers the item directly to the addressee when carrier’s fee includes such delivery.





	2. When mailed, official matter shall move at the lowest postage and fees cost to meet the RDD, security, and accountability requirements. (see chapter 3.)





	3. “ Letters” as defined by Private Express Statutes, and those items listed in DMM321.1, shall be transported via USPS unless they are covered by an exemption in Title 39, Code of Federal Regulations, Sections 310 or 320 (reference (j)). (See Appendix A for list of Private Express Statutes.)





	4. Direct accountability penalty indicia and prepaid postage are the only authorized methods of paying postage within the Department of Defense. Prepaid postage is the preferred method. AS soon as possible, but not later than September 30, 1991, DoD components shall decentralize the budgeting for and payment of postage to the user level-- the level that obtains postage from the post office.





	5. DoD official mail costs shall be managed through the OCCP. 





	6. Use of USPS services shall be coordinated with local USPS account representatives or military post office (MPO).


�
	7. Whenever possible, official mall preparation procedures and processing shall be integrated to ensure optimum use of personnel, equipment, and postage cost reduction practices such as consolidated mailings, presort discounts, permit mailings, and drop-shipments.





	8. Unauthorized use, loss, or theft of appropriated fund postage shall be reported and reviewed to determine any appropriate reimbursement of postage costs . (See Chapter 3,Section Q).





	9. “Resident,” “occupant,” or similar forms of address shall not be used “except on items addressed to Government quarters/housing.





	10. Only permit indicia (other than business reply and merchandise return) may be placed on unaddressed items.





11. All policies requiring or authorizing use of official mail shall be coordinated with the activity OMM prior to publication.





	12. The host DoD component shall provide official mail support on a non-reimbursable basis, including appropriated fund postage and fees, for all DoD tenants using less than $10,000.00 in postage and fees annually. Tenants using $10,000,00 or more are responsible for paying for the entire amount they use. Host activities shall coordinate with tenant activities during each


POM/Budget cycle to ensure the tenant has an opportunity to identify projected mail volume increases/decreases that may affect the host’s manpower/postage costs. If a tenant’s postage costs exceed that which was budgeted, e.g. increase in mission requirements, the tenant is expected to reimburse the host for the excess amount.  New tenants activated after a budget cycle has started should not expect the host activity to fund any postage until the next budget cycle. In this case, the tenant shall reimburse the host activity for postage costs incurred during the out-of-cycle period only.





	13. Official mail and official mail centers transport physical objects from one location to another. Even though they may be managed separately, they are an integral part of an activity’s transportation plan.





�
C. PROGRAM ADMINISTRATION





	1.	OMM Appointments





		a.	Installations, activities, and staff elements, and DoD components shall appoint OMMS. Assistant OMMS may be appointed to perform the OMM duties when the OMM is absent. The appointment may be an additional duty appointment. It shall be made in writing and shall official address and telephone number. Copies will be as follows:





			(1)	For staff element OMMS, copies are sent to their activity OMM.





			(2)	For activity OMMS, copies are sent to their next higher command’s OMM.





			(3)	For tenant activity OMMS, copies are sent to their host installation OMM.





			(4) For DoD Component OMMS, copies are sent to the DoD official Mail Manager, Military Postal Semite Agency, Alexandria, VA 22331-0006.





		b. OMMs shall be commissioned, warrant, or non-commissioned officers (E-7 or higher) or DoD civilians (GS-7 or higher).  This requirement is waived only when the activity concerned has no personnel in the grades specified.





		c. When application of postage is contracted out under the A-76 Program, the DoD Component’s representative responsible for ensuring quality of performance by the contractor shall:





			(1)	Meet all requirements for an OM4.





			(2) Use the contract’s quality assurance surveillance plan to monitor the quality of contractor performance and ensure DoD official mail policies and procedures are followed.





		d. Frequent changes of OMMs shall be avoided. When changes are necessary, enough overlap should be provided so that the new OMM becomes thoroughly familiar with the duties before the old OMM departs.





	2. OMCCP Training Requirements





		a.	The video “Managing Your Postage Meter” (P.I.N. 505244) is an excellent training tool for new OMMs,


official mail center supervisors, and postage meter operators. It is an excellent review tool for more experienced personnel.





		b.	Secretaries; clerk-typists; personnel producing forms, publications and periodicals; personnel who determine postage; and OMMs shall receive training on the following subjects from the installation OMM within four months after assignment. These personnel and all action officers shall


receive annual updates. The video “Official Mail--It Isn’t Free,” (P.I.N. 504362DD) should be used as part of this training.





			(1)	Other methods of communicating and shipping material.


			(2)	Material that cannot be mailed.





			(3)	Classification of mail.





			(4)	Special postal services and discounts.





			(5)	International mail requirements.





			(6)	Postage and fees required.





			(7)	Penalties for private use of official mail.





			(8)	Protection of mail.





			(9)	Performing mail surveys.





			(10)	Addressing mail.





			(11)	Cost-saving methods.





		c. Training objectives shall be continuously reinforced by routine distribution of current postal information.





	3. OMCCP Supervision requirements





		a.	All OMMs shall:





			(1)	Be sure mail users know when and how to contact their OMM.





			(2)	Supervise mailing practices.





			(3)	Report misuse of official mail to the commanders of alleged violators.





			(4)	Establish controls on postal expenditures to create a cost effective mail management program.





		b. Activity OMMS shall:





			(1)	Keep the commander informed on the effectiveness of the OMCCP and problem areas.


	


			(2)	Supervise the activity’s OMCCP.





			(3)	Annually contact, offer assistance, guidance, and training, and discuss mailing requirements with activities within their jurisdiction that produce forms, publications and periodicals, or are involved with contingency or similar planning. A record of these discussions should be kept to make future inspections easier.





			(4) Inspect incoming mail at least once a week and report deficiencies to the mailing activity OMM.





			(5) Inspect outgoing mail at least once a week at the final preparation point to:





				(a) Determine where additional training is needed and which policies and procedures need additional emphasis.





				(b) Ensure proper preparation. Items containing errors or deficiencies in preparation shall be returned for correction. (See chapters 3, 4, 5, and 6 for preparation instructions.)





(6)	Monitor spoiled meter postage incidents to reduce their occurrence and ensure proper disposition.





(7) Analyze the use of postage to initiate procedures for more coat effective usage.





(8) Maintain liaison with appropriate supply and procurement activities to ensure that only postal related items such as envelopes, cards, and labels that meet requirements of this Manual and the USPS are ordered and


stocked. 





(9) Establish proper control and auditing measures in overseas


location if host country postage is procured and used.





(10) Order, verify shipments, safeguard, and issue 


postage stamps when use is authorized.





(11) Know their USPS account representative and other 


appropriate USPS officials.





(12) Whenever possible, belong to and attend meetings 


of the local USPS sponsored Postal Customer Council. Consider starting a Postal Customer Council if one does not exist in the area.





4. OMCCP INSPECTIONS





a. Component headquarters, MACOHS, and intermediate commands shall conduct internal headquarters OMM inspections at least once a year. Inspections of subordinate installations and activities shall be conducted at least every two years if the component uses penalty mail and at least every three years if it uses prepaid postage. These inspections may be combined with other inspections and staff assistance visits. 





b. Installations or equivalent OMMS shall inspect all of the


installation’s staff activities, subordinate activities, and tenant activities annually. These inspection reports shall be filed and made available for review during MACOM and Inspector General inspections, and staff assistance


visits.





c. DD Form 2495 (Official Mail Manager’s Inspection Checklist) may be used for inspections. Local reproduction of this form is authorized. (see “Figure 2-l.”)





5. OMCCP Surveys and Tests





Surveys and tests may be required periodically to determine the transit time and the volume of official mail, by class and special postal service, being entered into the USPS. When surveys are directed, the originator provides instructions.





6. Information Requirements





DoD Components using prepaid postage shall report such purchases. Report Control Symbol (RCS) DD-P6iL (Q) 1833 applies. Each Component’s summary report shall be received by the DoD Official Mail Manager, 14Llitary Postal Service Agency Alexandria, VA 223331-0006, not later 30 November, 28 February, 31 May, and 31 August of each year and shall cover purchases for the proceeding


fiscal quarter. Purchases shall be reported using the following thirteen Mail Codes. Overseas using host country postage shall include such purchases under the appropriate mail code. ALL mail codes shall be reported in numerical sequence each quarter (Show a zero where applicable.).





a. 1001 Address Correction. Chargers for address correction must be paid either by cash or deduction from a Postage Due Advance Deposit Trust Account (ADTA). Report under Mail Code 1001 only if payment is made by cash.





b. 1002 Reply Mail (BIU4). Charges for BRM may be paid by cash, deduction from postage due account, or a BRM or Business Reply Mail Accounting Systems (BRMAS) ADTA. Do not report under Code 1002 payments made by deduction from a postage due account.





	c. 1003 Express nail. Postage for Express Mail may be paid by cash, postage stamp, postage meter imprint, or Express Mail Corporate Account.  Report under this mail code only postage paid by cash or by deduction from and Express Mail Corporate Account.


d. 1004 Return Service. This service can only be paid for by deductions from an ADTA.





	e. 1005 Meter Settings. Payments for postage meter settings


(purchases) can be made via cash, check, or deduction from and ADTA. In all cases, report the purchases under Code 1005.





	f. 1006 Contractor Reimbursement. Some contracts may require the contractor to pay postage on items shipped and the DoD activity to reimburse the contractor. Such postage is usually a separate item on an invoice. Use this code to report such reimbursements.





	g. 1007 Permit Fees. Permit fees must be paid by cash or check. 





	h. 1008 Permit Mailings. Postage on permit mailings (other than BRM, merchandise return service, and second class requester publication rate) can be paid via cash, check, or deduction from an ADTA. In either cage, report the purchases under Code 1008.





	i. 1009 Postage Due. Postage Due (short paid mail) and postage on Postage Due Penalty Mail can be paid via cash, check, or deduction from an ADTA . When an ADTA is a established, charges for BRM and address correction can also be deducted. If they are, they should not be reported under the Codes for BRM and address correction. In either case , report the purchases


under Code 1009. Postage Due Penalty Mail can also be paid with postage stamps or postage meter imprints; when this is done the postage is not reported under Code 1009. When a postage due ADTA is established, all short-paid mail is deducted from it and you do not have the right to have some items returned to the sender for additional postage.





	j.	1010 Postage Stamps. Purchases of postage stamps must be paid for by cash, check, or credit card. tW1’B: Do not include stationary items such as postal cards and envelopes which are reported under Code 1011.





k. 1011 Postage Stamp Post Cards. Purchases of these items must be paid for by cash or check.





1. 1012 I&Q Pub Rate, Second-class. Payment for these mailings is made by deduction from an ADTA.





	m. 1999 Total. This code La used to report the total of the


quarter's purchases.


�
ANSWERS:





1.	a.	See Chapter 2, B. 4.


2.	c.	See Chapter 2, B. 9.


3.	d.	See Chapter 2, B. 12.


4.	d.	See Chapter 2, C. 1. b.


5.	c.	See Chapter 2, C. 3. B.(4)


