QUESTIONS:





1.	What is the objective of the Official mail Cost Control Program?





	a.	To ensure personnel use proper addressing techniques.


	b.	To control official mail costs


	c.	To control unauthorized use of domestic mail


	d.	To control distribution of official mail within a command.





2.	How often is the USPS Postal Bulletin published?





	a.	Once each week


	b.	Once every two weeks


	c.	Once every month


	d.	Once every two months





3.	Which of the following publications delineates how to properly format address to be used on mail?





	a.	USPS Publication 28


	b.	USPS Notice 67


	c.	USPS Publication 25


	d.	USPS Poster 103





4.	Who is the single point of contact that deals with the USPS regarding Official Mail policy?





	a.	Chief of Naval Personnel


	b.	Chief of Naval Operations


	c.	Military Postal Service Administration


	d.	None of the above
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CHAPTER 1


INTRODUCTION





A. PURPOSE





This Manual carries out DoD Directive 4525.6 (reference (a)) by establishing the DoD Official Mail Cost Control Program (OMCCP).  The objective of the program is to control DoD official mail costs through proper and cost-effective use of the United States Postal Service (USPS), international mail, and postage of other countries.





B. TERMS AND ABBREVIATIONS





Terms and abbreviations used in this Manual are explained in “Appendix A.”





C. RESPONSIBILITIES





	1. DoD Components are responsible for carrying out this DoD program within their respective Components.





	2. Each individual who prescribes, creates, designs, or prepares pieces for mailing shall comply with this Manual.





D. REQUIRED PUBLICATIONS





	1.	United States Postal Service (USPS) Domestic Mail Manual(DMM) (reference (b). This is the primary USPS manual used in the operation of post offices. It contains regulations of direct Interest to mailers, such as postage rates, mail classification, and mail preparation requirements. It is required for each postage meter location using more than $10,000.00 in postage annually; installation official mail manager (OMM) or  equivalent; intermediate headquarters OMM having  inspection/staff responsibility; major command (MACOM)


OMM; and DoD Component OMM.





	2.	International Mail Manual (IMM) (reference (c)). The IMM contains regulations, classification, and other requirements for mailing between the United States and non-military post office addresses in other countries. It is required only where international mail is frequently used.





	3.	USPS Postal Bulletin (reference (d)). This by-weekly publication is used to announce interim changes to the DMM and MM. It is required at each location where the DMM or IMM is required. 





	4.	USPS Poster 103 (Postage Rates, Fees. and Information) (reference(e)). This poster is required for each location where postage and fees are determined.





	5.	Postal Zone Chart (reference (f)). This chart tells in what zone the various ZIP codes are located. It is required for each location where postage is determined.





	6.	USPS Publication 25, “A Guide To Business Mail Preparation"  (reference (g)). This publication assists mailers in making their mail compatible with the automated postal processing system and allows mailers to benefit from improved service and reduced mail processing costs. This publication is required for each installation or equivalent OMM, intermediate headquarters OMM having inspection and/or staff responsibility; major command (MACOM) OM.M; and DoD Component OMM.





	7.	USPS Notice 67 (reference (h)). This template is to be used along with USPS Publication 25 when designing letter size mail for automated processing. It is required for each installation of equivalent OMM, intermediate headquarters OMM having inspection and/or staff responsibility; major command (MACOM) OMN; and DoD Component OMM.





	8. USPS Publication 28. "Postal Address Standard" (reference (i)). This publication describes standardized formats for addresses to be used on mail. It is required for each installation or equivalent OMM, intermediate headquarters OMM having inspection/staff responsibility; major command (MACOM)OMM; and DoD Component OMM.





	9. DoD 4525,8-M (DOD Official Mail Manual)  DoD 4525.8-M is required for each postage meter location; activity official mail manager (OMM); installation OMM or equivalent; intermediate headquarters OMM having inspection/staff responsibility; major command (MACOM) OMM; and DoD Component OMM.





E. SEARCH AND SEIZURE





USPS inspections, search procedures, and postal laws apply to official matter only while it is mail. Official matter may be searched or seized by official mail managers (OMM) and assistant official mail managers (AOMM) as follows:





	1.	Official mail items





		a. Before they are postmarked by a postage meter,





		b. Bearing postage stamps or permit imprints in a USPS mail box or placed under control of USPS or whichever occurs first.





	2.	Incoming official mail items after control passes from


representative to representatives of the addressee.





F. POLICY AND OPERATIONAL CHANNELS





MPSA shall be the single point of contact with the General Services Administration and USPS on official mail policy matters. Heads of DoD Components shall coordinate with the USPS only on official mail operational matters such as the use or misuse of official mail and billings for postage and fees. DoD Component field elements are authorized and encouraged to coordinate operational and routine matters with their local postal activity.


“Figure 1-1” illustrates DoD official mail policy and operational channels.


�
ANSWERS:





1.	b.	See Chapter 1 A.


2.	b.	See Chapter 1 D. 3.


3.	a.	See Chapter 1 D. 8.


4.	c.	See Chapter 1 F.





