
USMC MAIL INDOCTRINATION COURSE

July 2023



* DoD Military Postal Service Procedures Manual (MPM)

* MCO 5110.4B, Marine Corps Postal Affairs and Official Mail Program 



GENERAL INFORMATION

* Commands that operate a Unit Mail Room (UMR) must manage and process 
personal mail per current guidance/policy

* Unit Mail Officers and Assistant Unit Mail Officers must be assigned to 
supervise the primary operation of a UMR

* Assigned Unit Mail Clerks and Section Mail Orderlies must be informed and 
acknowledge the mail handling roles/responsibilities

* Mail handling training must be competed 30 days after designation



COURSE LEARNING OBJECTIVES

This training course will help provide assigned personnel a basic understanding of 
the following:

* UMR personnel designation

* Mail security

* Mail processing



COURSE LEARNING OBJECTIVES CONT.

* UMR inspections 

* Suspicious mail packaging and handling procedures

* Obtaining deployment addresses

* Unit Deactivation



* Per DoD and Marine Corps policy, personnel must be qualified, designated, 
trained, and when required relieved of mail handling duties

UMR DESIGNATION PROCEDURES



UMR PERSONNEL QUALIFICATIONS

* Personnel of questionable integrity or moral turpitude cannot be assigned mail 
handling responsibilities

* No record of conviction by court martial

* No punishment under the UCMJ for article 15

* No civil court conviction for theft or financial/postal incident



UMR PERSONNEL QUALIFICATIONS- CONT.

* No derogatory information or unfavorable conduct that casts doubt on the 
individual’s integrity

* No history of psychiatric disorder, alcoholism, or drug abuse

* Have not been relieved of postal duties for cause

* Personnel performing mail handling duties must be loyal, trustworthy, and 
honest



* Unit Mail Officers/Assistant Unit Mail Officers are appointed by the 
Commanding Officer in writing

* Must be an E-6/GS-6 or above in rank

* Sign PS Form 8139 – Your role in Protecting the Security of the 
United States Mail.

* Obtain the Mail Clerk Indoctrination Course certificate within 30 days 
of appointment

* DD Form 285 is required if performing mail handling duties

UNIT MAIL OFFICER/ASSISTANT UNIT
MAIL OFFICER DESIGNATION



* The Commanding Officer can delegate the appoint authority to the Unit Mail 
Officer

* Unit Mail Clerks must sign a PS Form 8139

* Obtain the Mail Clerk Indoctrination Course certificate within 30 days 
of appointment

* Mail Orderlies must sign the Mail Orderly Statement of Understanding

* Mail Orderlies are required to complete a local unit mail training course

* Personnel appointments are made using a DD Form 285 and appointment 
Letter

* Appointment and training documentation must be retained on file for 2 years

UNIT MAIL CLERK/ORDERLY DESIGNATION



PS FORM 8139



MAIL ORDERLY STATEMENT OF UNDERSTANDING

(FRONT) (BACK)



* Units must maintain a copy of the Designation Letter of Appointment 
documentation for unit personnel

* Provide and maintain current copies of all appointees at the Military Postal 
Activity (MPA)

* Provide one to the individual(s)

APPOINTMENT LETTER DISTRIBUTION



UNIT MAIL OFFICER/ASSISTANT MAIL 
OFFICER APPOINTMENT LETTER



UNIT MAIL CLERK/ORDERLY 
APPOINTMENT LETTER



* Three DD Form 285’s will be prepared for Unit Mail Clerks

* Unit Mail Clerks are authorized to pick up, OFFICIAL (ALL)

* Two DD Form 285’s will be prepared for Mail Orderlies

* Mail Orderlies are authorized to pick up, OFFICIAL (EXCEPT 
ACCOUNTABLE).

* Unit Mail Clerks/Orderlies are only authorized to pick up,       
PERSONAL (EXCEPT ACCOUNTABLE)

DD FORM 285 PROCESSING



* The DESIGNATED OFFICIAL must initial next to each annotation

* Unit Mail Clerks will have the MPO All Purpose Date Stamp all three copies 
and retain one copy for records

* Mail Clerks/Orderlies will retain one copy on person and one copy in the UMR 
for routine verification and inspection



DD FORM 285 – SAMPLE

MPO 
APDS 

STAMP

Marine, Joe, M.

xx/xx/xxxx xx/xx/xxxx

xx/xx
Any Rank xxxxxxxxx Mail Clerk

Command Zip Code

x
x

Initials
Initials

Appointing Official Unit Mail Clerk

Marine, Joe, M.

xx/xx/xxxx xx/xx/xxxx

xx/xx
Any Rank xxxxxxxxx

Section Zip Code

Mail Orderly

x Initials

Appointing Official Mail Orderly

x Initials

Presenter Notes
Presentation Notes
Instructor will review the below information with the class on how to properly complete the DD 285. Block 1- Appointment dateBlock 2- Leave blank- Only completed once the mail clerk/orderly has been relieved of their duties. Block 3- The appointee’s name- last, first, and middle initial.  Block 4- Card number. Issued in numerical order with current CY. Ex. 1-23, 2-23Block 5- Mail Clerk/Orderlies rank. Appointee can be any rank. Block 6- EDIPIBlock 7- TitleBlock 8- Mail Clerk- Command they belong. Mail Orderly- Section they belong to. Block 9- Zip Code of current locationBlock 10- Mail Clerk- Appointing Official will initial and “x” Personal (except accountable)/Official All.Block 10 cont. Mail Orderly- Appointing Official will ONLY initial and “x” Official All Block 11- Mail Clerk- MPO will stamp and validate all three copies. Mail Orderly- N/AThe Appointing Official/Appointee must sign



1/1/2023

Marine, Joe, M. 1-23

LCpl 1234567890 Mail Clerk

1/7 92278

x
x

MPO 
APDS 

STAMP

Appointing Official Signature Appointee Signature

Initials
Initials

DD FORM 285 – PRACTICAL APPLICATION

Presenter Notes
Presentation Notes
With the information provided complete the following DD 285.Scenario:The Commanding Officer has designated you as the Unit Mail Officer for 1st Battalion 7th Marines. You have been delegated the mail personnel appointment responsibilities.You have just received a new Marine and are designating him as a Unit Mail Clerk. His name is LCpl Marine, Joe, M.- EDIPI 1234567890.The date is 1/2/2023 and he will be clerk #1.It is your responsibility to complete the DD 285 for the Mail Clerk.How many copies will you make? 



* The DD 2260 is used to record the Unit Mail Clerk and Orderlies designation 
information

* All DD Form 285 personnel appointments must have a corresponding entry on 
a DD Form 2260 Mail Clerk/Orderly Designation Log

* Mail Orderlies are identified by their section

* A minimum of TWO unit Mail Clerks/Orderlies must be appointed

DD FORM 2260 – DESIGNATION LOG



DD FORM 2260 – SAMPLE



* The unit designating officer voids Unit Mail Officer, Mail Clerk, Mail orderly 
appointment letter/DD 285

* Revocation date annotated on DD 285/DD 2260

* Copy of Mail Clerk revocation letter is sent to the MPO 

* Retain appointment, support, and revocation documents for two years

DESIGNATED PERSONNEL TERMINATION



* Unit Mail Rooms are required to maintain current postal orders/directives 

* The next lesson will cover the postal orders/directives and unique information 
that is essential to the success of the Unit Mail Room

UMR POLICY

Presenter Notes
Presentation Notes
Now that the designation has been completed, lets focus on the directives that will aid in the daily operation



* Each UMR is required to maintain copies of the listed CURRENT postal 
publications/directives: 

* DoD Military Postal Service Procedures Manual (MPM)
* MCO 5110.4B Marine Corps Postal Affairs and Official Mail Program
* Local Postal Affairs Order
* Unit Mail Handling Order

* Note: Electronic copies meet this requirement

UMR POLICY REQUIREMENTS



* All Marine Corps commands operating UMRs are responsible for publishing 
instructions by the current command signature authority

* The Unit Mail Handling Order shall include:

* The complete command/personnel mailing addresses

* Serving MPO location/hours of operation

* UMR location/hours of operation

* USPS mail collection box location and hours of last pick up of outgoing mail

* Mail call time

UNIT MAIL HANDLING ORDER



* Custom regulations where applicable

* Command Official Mail Program

* Security of mail and postal effects

* Official Accountable Mail e.g., registered, certified, etc. identification

* Mail Handling Procedures (MHP) for personnel temporarily absent from the 
command e.g., TAD, annual leave, etc.

UNIT MAIL HANDLING ORDER – CONT.



* Mail delivery during exercises

* Suspicious package procedures e.g., bombs, anthrax, etc.

* Current directory service application

* Maintenance of the Directory File Card (DFC) system

* Additional postal information deemed appropriate by the promulgating  
authority

* Units without UMRs shall provide policy on the incoming and outgoing of 
official mail

UNIT MAIL HANDLING ORDER – CONT.



* Postal personnel are responsible to always maintain mail security and 
accountability 

*  Postal personnel are required to establish quality control measures to 
prevent loss, theft, tampering, damage, delay, or compromise of the mail 

* This section discusses the necessary security measures required to protect 
the mail

MAIL SECURITY



* UMR structure requirements

* Mail room access 

* Keys/combinations control measures

* Mail transportation

* Mail Privacy

MAIL SECURITY OBJECTIVES



* UMRs design/construction shall provide adequate space and security for mail 

* Must have internal door hinges to prevent easy removal

* All accessible windows i.e., windows on the first floor, ground level, reachable 
via catwalk, or adjoining rooftops shall be equipped with with bars or heavy wire 
mesh

* Walls and ceilings must be constructed to prevent forcible entry

* UMR must be locked when the Unit Mail Clerk is not present

* Personal gear/items are not authorized in the UMR

UMR STRUCTURE REQUIREMENTS



* Limit access to the UMR to designated postal personnel conducting official 
business such as inspections, site visits, etc.

* Allow maintenance personnel and work details ONLY when under constant 
Unit Mail Clerk supervision

* MUST verify authorization and identification of all personnel prior to allowing 
entry 

* MUST display the DD Form 1115, Mailroom No Admittance Except to  
Authorized Personnel on or near the entrance of the UMR

UMR AUTHORIZED ACCESS



DD FORM 1115



* The Unit Mail Officer shall be the custodian of the UMR key(s)/combinations 

* UMR key(s)/combinations must be strictly controlled and safeguarded

* Personnel issued a key must be annotated in a key control log

* Ensure the key is signed out by the Unit Mail Clerk and returned to the Unit 
Mail Officer DAILY

UMR KEY/COMBINATION CONTROL



* Confirm the date/time the key is received and returned with signature

* Maintain a separate key control log to transfer the key to another designated 
Unit Mail Clerk in the UMR 

* The duplicate key(s) or combination to the UMR shall be sealed in a plain 
envelope or a PS Form 3977, Duplicate Key Envelope

* Prior to sealing the duplicate key or combination in the envelope ensure they 
work properly

UMR KEY/COMBINATION CONTROL – CONT.



* The Unit Mail Officer and designated Unit Mail Clerk must seal/sign across 
the back flap of the envelope

* The Unit Mail Officer and designated Unit Mail Clerk shall endorse the front of 
the envelope to show its contents and date sealed

* Secure the duplicate key(s)/combination to the UMR in a safe

* A new PS Form 3977 shall be prepared when the duplicate key or combination 
is used. 

* PS Form 3977 can be obtained through the MPO

UMR KEY/COMBINATION CONTROL – CONT.



PS FORM 3977

Presenter Notes
Presentation Notes
Instructor: Provide proper completion instructions



* POVs shall not be used

* Use a closed-body government vehicle equipped with lockable doors to 
transport mail to and from the MPO

* USPS equipment shall only be used to transport mail and returned to the 
MPO when not in use

* Passengers not authorized to handle mail can’t have access to the mail 
during transport

* Protect the mail from inclement weather

MAIL TRANSPORTATION



* Personal Addresses are privileged information and shall not be divulged to 
anyone except during official business

* Shall not break the seal of any mail matter

* Information will not be released regarding mail or postal records

* Any requests for addresses or postal information will be referred to    the 
Unit Mail Officer

* The privacy of the mail must never be violated!

PRIVACY OF MAIL



UMR MAIL PROCESSING PROCEDURES

Presenter Notes
Presentation Notes
Now that the proper personnel are designated, acquired proper transportation, and built a secure mail room.  It’s now time to process the mail! 



* Unit Mail Receipt

* Mail Orderly Receipt log

* Personal Mail Delivery

* Personal Accountable Mail 

* Official Mail/Official Accountable Mail

* Voting

UMR MAIL PROCESSING OBJECTIVES



* Directory Service Program

* Directory File Cards

* Directory Mail

* Mail Bombs/Suspicious Mail

UMR MAIL PROCESSING OBJECTIVES – CONT.



* Unit Mail Clerks/Orderlies must present and possess their issued DD Form 
285, DoD Common Access Card (CAC), or appropriate identification when 
performing mail handling duties

* Only deliver mail to authorized addressees, Commanding Officer authorized 
agents, and Mail Orderlies

* Unit Mail Clerks/Orderlies must pick up mail daily from the MPO and  
safeguard the mail in their possession

* Mail may not be delayed, opened, rifled, or left unattended

* Damaged mail must be properly repaired

UNIT MAIL RECEIPT



* Mail Clerks must stamp the back of the mail with the date of receipt

* Mail shall not be held for more than 24 hours, not including weekends and 
holidays, without proper supporting documentation.

* Conduct mail call daily

* Unit Mail Clerks must return rework mail within 24 hours to the MPO

* Mail Orderlies must return undeliverable mail to the UMR daily

UNIT MAIL RECEIPT – CONT.



* A mail receipt log must be maintained for  assigned Mail Orderlies 

* Annotations in the mail delivery receipt log must match assigned section, DD 
Form 285, and DD Form 2260

* Receipt log information must include:

* Date/time

* Printed last/first name and signature 

* Reason for non-delivery

* Must be retained on file for 1 year

MAIL ORDERLY RECEIPT LOG



Date/Time Printed Name Signature DD 285 
Card No.

Section Reason for Non-
Delivery

Presenter Notes
Presentation Notes
Practical Application:What are the six required Mail Orderly logbook annotations?Prior to mail delivery and filling out the logbook, what needs to be verified by the Unit Mail Clerk?If a Mail Orderly fails to receipt the mail, what does the Mail Clerk do?



* Personal mail must never be left on racks, placed under doors, in/on desks, 
sent through guard mail, etc., to effect delivery

* Personal mail may not be given to the addressee's NCOIC, roommate, squad 
leader, or any other individual for subsequent delivery

* Unit Mail Clerk personal mail shall not be opened, read, or stored in the UMR

* Designated Mail Orderlies from his/her section must sign for the 
Unit Mail Clerk’s mail and deliver as appropriate



* Personal Accountable Mail is any article with extra services that is addressed 
to an individual

* Some extra services include:

* Insurance 
* Certified Mail 
* COD
* Registered Mail
* Adult Signature
* USPS Tracking
* Signature Confirmation and more.. 

* Extra services enhance mail security/accountability, convenience, and special 
handling options 



* The handling of personal accountable mail is not authorized

* A PS Form 3849 is required as a notice of delivery of mail with extra 
services to the Mail Orderly or the addressee

* The addressee is responsible for picking up their article at the MPO







* Authorized agents are ONLY allowed the delivery of official mail to include 
official accountable mail

* Authorized agents are designated in writing by the CURRENT Commanding 
Officer on the Personnel Authorized to Receipt and Open Official Mail to 
Include Official Accountable Mail letter

* The authorized agents must sign the letter

* Mail Clerks/Orderlies shall not be authorized agents

* Official mail must not be opened in the UMR





* Official Mail with extra services i.e., Certified, Registered, etc.

* A chain of delivery receipts shall cover all official accountable mail

* Physical accountability or delivery receipt of mail items to authorized agent 
must be provided

* Receive the official accountable mail on a PS Form 3883 from serving MPO



* The Unit Mail Clerk shall prepare for delivery accountable mail items on a 
NEW PS Form 3883 or logbook to make effective delivery to an authorized 
agent that similarly captures the delivery details of the accountable mail e.g., 
registered mail, article number, etc. 

*The Unit Mail Clerk must annotate date delivered, delivered by, authorized 
agent’s printed name, and signature



* The Unit Mail Officer must initial daily each PS Form 3883 for effective 
delivery verification

* Return all undelivered official accountable mail on a new PS Form 3883 daily 
by close of business to the serving MPO 

* Official accountable mail will not be held in the UMR overnight



Presenter Notes
Presentation Notes
Instructor: Perform a “How-To” on completion of the 3883



* An administrative personnel 
database that provides 
current/previous address, unit join 
date, estimated date of departure, 
etc. 

* Used in lieu of a database or 
Directory File Card System

* Maintain on file USPS Change of 
Address (COA), PS Form 3575, or 
OPNAV 5110/5

* Accurately maintained and 
backed up weekly



* Used for members checking in, out, temporary changes, TAD, sick, UA, etc. 

* Service members information is extracted from the Marine Corps Total Force 
Structure records

* Retain DFCs for permanent personnel 12 months after detachment of the 
service member

* Retain DFCs for 6 months for personnel that were in a temporary status at 
the command for 6 months or less.

* Destroy the DFCs during the first week of each month









* Directory service is a serious responsibility. Each mail piece requires specific 
endorsements which gives proper disposition instructions of the mail 

* Directory service is required within 24 hours of mail receipt

* Directory service procedures may vary depending on local USPS and 
Installation policy. 



* Mail disposition includes:

* Forward (FWD)
* No Record (NR)
* Return to Sender (RTS)
* Attempted Not Known (ANK)
* Casualty
* In Hands of Civilian Authorities (IHCA)
* Deserter (MLNFA)
* Correctional Facility (BRIG)



* All service members are required to check out with the UMR

* Service members must provide a forwarding address or instructions on how to 
handle mail received after transfer

Presenter Notes
Presentation Notes
  Instructor: Provide detail/circumstance on why/how a FWD would occur. 



* Place the correct address to the right of the original address

* Annotate on the back:

*FWD/DATE/UNIT/INT



* Must be returned to sender

* Annotate on the back:

* NR/DATE/UNIT/INT

Presenter Notes
Presentation Notes
 Instructor: Provide detail/circumstance on why/how a NR would occur. 



* Mail received by mistake for another unit 

* Must not make any markings to the front of the mail

* Annotate on the back:

* MS/DATE/UNIT/INT

Presenter Notes
Presentation Notes
 Instructor: Provide detail/circumstance on why/how a MS would occur. 



* Must be held in the UMR for up to 30-days with a Mail Disposition Form

* Unit diary must be used as the source document for the DFC annotations

* Unit diary number must be annotated in the appropriate block

* When declared deserter status, annotate deserter in the new duty station 
block on the members DFC along with the desertion date/discard date

Presenter Notes
Presentation Notes
 



* DO NOT endorse the mail “Deserter”

* Annotate on the back:

* MLNFA/DATE/UNIT/INT



* Mail for confined personnel

* Forwarding address must show a post office receptacle number, building 
number, or other identifier

* DO NOT endorse the mail to indicate individual is confined

* Annotate on the back:

* FWD/DATE/UNIT/INT



* Enclose mail in an official mail envelope

* Address it to the person in charge of the facility

* Include a letter of explanation from the command



* DO NOT return to sender or forward to next of kin prior to official notification

* DO NOT endorse mail casualty

* Personal Casualty Report is used as the official source document

* Utilize the Mail Disposition Form

* Hold as long as necessary to preclude inadvertent disclosure of casualty 
status



* The individual must complete a Mail Disposition Form at the UMR

* Appropriate signatures are required  

* Mail for personnel absent for up to 30-60 days shall be held in UMR

* Mail held for greater than 60 days must be returned to MPO





* Endorse mail disposition form with arrival date

* Hold for 15 days past arrival date

* Hold mail for 30 days if there isn’t an arrival date but an official indication of 
arrival

* Screen the mail and annotate appropriately



* Absentee ballots shall be given special attention/priority

* Must provide immediate directory service

* Handled in expeditious manner



* Postal personnel must be aware of potential bombs and suspicious items 
enclosed in parcels/envelopes 

* The appearance of a mail threat is unlimited to the imagination of the sender

* Training and awareness are vital tools that contribute to the proper detection 
of any potential harmful articles inside letters or parcels 

* Proper risk management, mitigation procedures, preparation, planning, and 
responding efforts will minimize disastrous events to personnel and the 
command



* Restricted endorsements such as Personal/Private

* Inaccurate address, name, title

* Distorted handwriting, homemade labels, cut and paste lettering for the 
name/address

* Excessive amount of postage

* Do not hesitate, take any chances, or worry about embarrassment if false    
alarm



* Do not open the article

* Isolate article and evacuate area

* Do not place article in water or confined space i.e., desk drawer, filing cabinet, 
etc.



* Visible protruding wires, aluminum foil, oil stains, or emits a peculiar odor

* Letters will have a rigid feel or uneven appearance

* Parcels will have unprofessional wrapping

* Buzzing, ticking, or sloshing sound

* Provide location and description of mail piece



* Do not disturb mail piece  

* Clear and prevent others from entering the area

* Instruct others to follow decontamination procedures

* Isolate personnel that were in the building

* Provide a list of people in the area



* Cordon and shut off all mechanical equipment 

* Provide location and description of mail piece

* Avoid speculation 



Presenter Notes
Presentation Notes
Practical Application:Explain the different types/characteristics of suspicious mail and the emergency protocols. 



* Unit Mail Clerks must ensure any single/close bag damaged articles are 
properly rewrapped 

* Every effort shall be made to match articles found loose with their original 
envelopes or wrappers

* Return unmatched articles to the serving MPO

* Unit Mail Clerks must endorse damaged articles, received in damaged 
condition

*Annotate date of receipt, clerk’s initials, and identify the unit repairing the 
article



* Violate laws, agreements, or USPS/DoD regulations

* Theft, destruction, manipulation, misappropriation of funds/mail

* Mailing of illegal drugs, pornographic matter, weapons

* Theft, rifling, damage/destruction, wrongful delivery of mail

* Alteration, destruction, unauthorized disposition of postal records



* Robbery, burglaries, or forceful entry of military postal activities/USPS 
facilities

* Any incident will be investigated completely and in a timely manner

* Discovery of criminal intent must be immediately reported to the Marine 
Corps Postal Officer/supervisor

* Punishable under Article 109a of the UCMJ



* Unit Mail Officers shall submit a Mail Routing Request 30 days prior to 
deployment

* MPO will provide a mailing address/MHP no earlier than 20 days prior to 
estimated date of departure

* Unit Mail Officer is responsible for distributing the MHP to supporting units

* Never use another unit’s deployed address





* Unit Mail Officers/Assistant Unit Mail Officers inspect the UMR

* Use the CURRENT Inspector General of the Marine Corps (IGMC) Functional 
Area (FA) checklist

* The inspection checklist can be downloaded at the IGMC website

* Inspections are conducted weekly, random, and unannounced to not establish 
a trend

* Weekly UMR checklists may be destroyed after the unit has been inspected 
by a Marine Corps Postal Inspector  



* Marine Corps Postal inspectors conduct quarterly unannounced UMR 
inspections utilizing the IGMC FA checklist, Postal Affairs

* Unit Mail Officers and Mail Clerks are required to validate the inspector’s 
credentials prior to entry into the UMR

* Upon completion of the inspection, the Marine Corps Postal inspector will 
assign an effective/ineffective rating. Inspections of an ineffective rating shall 
be briefed to the Commanding Officer or Executive Officer

* Quarterly inspection checklist results are maintained on file in the UMR for 2 
years



* Written notification must be provided to the MPO 

* Notification shall include:

* Last day of mail pickup

* UMR final Inspection

* Close date

* Responsible command provides directory service



* Deactivated units must transfer directory service to responsible command

* Responsible Command provides directory service for 60 days after 
deactivation

* Mail received after 60 days will be RTS’d and annotated “NR, unit 
deactivated”



Congratulations in successfully completing the USMC Mail Indoctrination Course!

Please don’t hesitate to reach out to the serving MPO when necessary.
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