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COURSE REFERENCES

* 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



UMR DESIGNATION PROCEDURES

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




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
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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 OFFICER/ASSISTANT UNIT
MAIL OFFICER DESIGNATION

* 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 CLERK/ORDERLY 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



PS FORM 8139

E Your Role in Protecting the Security of the United States Mail

UMITED STATES
CATAL SERVICE e

As a Postal Service employee you must preserve and protect the security of all mail in your
custody from unalthonized opaning, inspaction, tampering, delay, reading of the contents or
covers, or ather unauthorized acts. With few exceptions, no one, excapt those employed by
the Postal Service for that purpose [such as in the Dead Mail offices), may break or permit
the breaking of the seals of any class mail matter without a federal search warrant, even
though d may cantain cnminal or ofherwise nonmailable matter, or would furmish evidence of
the commission of a crime. Any postal emplayee committing or allowing any of ihese
unauthorized acts is subject to administrative discipline andlor criminal prosecution. Mail
securily instructions are contained In section 115 of the Domestic Mail Manual

Various faderal laws provide for criminal panalties for the thefl, delay, desartion, destruction,
or obatruction of .S Mail Title 18, United States Code, Section 1709, Theft of Mail Matfer
by Officer or Employee, states:

"“Whoever, being a Postal Service officar or amployas, embezzies any letler, postal
card, package, bag, or mail, or any adicle or thing containad therein entrusted to him
or which comes info his possession intended 1o be conveyed by mail, or camied or
delivered by any carrier, messenger, agent, or other perzon employed in any
depariment of the Postal Service, or forwarded through or delivered from any post
office or stabion thereof established by authority of the Posimaster General or of the
Postal Service; or steals, abstracts, or removes from any such letier, package, bag, or
mail, any articke or thing contained therein, shall be fined not more than $2,000 or
imprisaned not mora than five years, or both."

Acknowledgment

| undarstand that it is my duty Lo report immediately to my superviser or 1o a Postal Inspacior
any infarmation | may have of any theft, piferage, unlawdul dalay of mail, or evidence of intart
to commit such & crime | fully understand that it is @ crime, punishable by fine or
imprisonment, or both, to knowingly or williully obstruct or delay the mail, or 1o steal or
aliempt to steal mail of any kind, even if it appears lo be worthless, or to allow others to do
50, My signature below indicates that | have read and fully understand the abave and | will
comply.

Sigrahure of Empjee Diate

73 Form 8139, Delabir 1353




MAIL ORDERLY STATEMENT OF UNDERSTANDING

Nams Card Nomber
MAIL ORDEELY
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1. GENERAL INFORMIATION

2 Willl 1Y Sypoinlae & an auThorzed a8en [0 20eipt fof 1] ona DD Form 235 of Latier of Aurlorizarion. T understant
that ] am 3 diract rapresentative of the Military Postal Service and, a¢ such, have baam ntrustad with the rasponaibilitiss
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p(:(z.;mcalﬂa'.l:—:(ata].lhﬂs I have boon advizad and fully ta,r_ttmn\. failera to strictly adhers to thaeeulations,

which gowam the handling and dalivery of U. 5. Mail, will notbs tolersad and 2 anfmCm=Of‘\r1111tan
Tustica. 1undsrtand fest 11 commit offensss against thall. & Mails, Tam subjact to Faders prosanrtion indar U 8. Coda,
Titla 18,

2. SECTRITY/ PROTECTION OF MAIL

4 TheDD Form 285 {Appsintmest of a Mail Orderly)is a camfully controliad item, and will be maintined af the sarving
mailroon . Ifthers iz awy changs 1o faoss authorized to t2ceipt for mail on a DD form 285, anew DD Form 285 and anew
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Specificaly, they must
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custody by unsuthorized individuals. They must never lagea U, 5. Mail imattandad

{3) During inclamant waathar, they musttals all nacasiary precautiozs to proiact the mail fom water domaga, 22178
mailbams are notw
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3. RECEIPT OF MATL
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. At the tims that they sccapt costody of the mail fim the servingumitmailooom sach day. they omust peint the oerent dats
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2. To assist in the timsy snd sfficient dalvan/formerding of mail, they onustonsls svany sffoct to koo svany mambar of
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4. HANDLING AND DELIVERY OF PERSONAL MAIL
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APPOINTMENT LETTER DISTRIBUTION

* 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)



UNIT MAIL OFFICER/ASSISTANT MAIL
OFFICER APPOINTMENT LETTER

S

\RTMENT OF THE NAVY

55IC
COLE
DATE
From: Commanding Officer of
To: Rank/Wame of appointee
Via: Consolidated Post Office
Subj: APPOINTMENT OF UNIT MAIL/ASSISTANT UNIT MAIL CFFICER
Ref: (a) DoD Military Postal Service Procedures Manual (MEM)

(b) MCO 5110.4B Marine Corps Postal Affairs and Official
Mail Program
(c) Basze QOrder

1. In accordance with the references, you are hereby appointed
az the Unit Mail Officer/Assistant Unit Mail Officer for (unit
name) with all duties and responsib tiez a=z aszigned by federal
law, United States Postal Service, Department of Defense, and
Marine Corps rules/regulations.

2. A= the Unit Mail Officer/Assistant Unit Mail Officer, you are
azszigned to supervise the primary operation of your Unit Mail
Room.

3. This authority iz cancelled upon your transfer from this
command or unless =ooner revoked.

I. M. Commandin




UNIT MAIL CLERK/ORDERLY
APPOINTMENT LETTER

command




DD FORM 285 PROCESSING

* 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)



FORM 285 PROCESSING - CONT.

* 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

UNIT MAILCLERK OR MAIL ORDERLY
(BEE WETRUCTIONS OW REVERSE)

1. DATE EFFECTIVE 2. DATE REVOED
XX XX [XXXX XX XX XXXX

I NANE DF AFFOINTEE (LAST, FOTST. ANDOLE WITDAL)

Marine, Joe, M.

Command

10 WAIC XOTAOWNEED TD RECEIWE

5. MAMK OR
Any Rank | XXXXXXXXX
a. o LA T Wi IMSECTHN

r. WITLE

Mail Clerk

& WD OR COROS I CooE |

Zip Code

FEMECK AND WTIAL)
PERSORAL TALLT ]

DT D T L

-

| OFTICIAL POUCHES ORLCT |

X Initials (|

[~ OFFICEKL secavr msewrs shen

X Initials [

CFPOTETIND OF HCIAL

T EEST SE W LD oY

Appomtlng Official

PREVIOUS EDITIONS ARE OBSOLETE

Unit Mail Clerk

UNIT MAILCLERK OR MAIL ORDERLY
(BEE WETRUCTIONS OW REVERSE)

1. DATE EFFECTIVE

XX[XX[XXXX

1. OATE REVORED

XXIXX[XXXX

I NANE DF AFFOINTEE (LAST, FOTST. ANDOLE WITDAL)

Marine, Joe, M.

5. MENE O
Ani Rank | XXXXXXXXX
[ W= (R SN . IMSEC TN

Section

10 WAIC XOTAOWNEED TD RECEIWE

FEMECK AND WTIAL)
PERSORAL TALLT ]

DT D T L

— R TS wacavr e s e shon

L]

CFPOTETIND OF HCIAL

(3¢ lni"cials - -
-

[ SOEATURECF »

-AIL

= VRS OPALAL SR

Mail Orderly
[ WD ON CORDE ITF CooOE |
Zip Code
:1 THIES FOSEW WIS T SE wALIDW TED BY |
SETRMR PR 16 e s NECEING

IH THE CASE OF THE NAVY WMOSLE

Appointing Official

DD Fform 195, AUG 2015 PREVIOUS EDITIONS ARE OBSOLETE

TONAT THE OF AFFOTET EE |

Mail Orderly



Presenter Notes
Presentation Notes
Instructor will review the below information with the class on how to properly complete the DD 285. 

Block 1- Appointment date
Block 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, 2-23
Block 5- Mail Clerk/Orderlies rank. Appointee can be any rank. 
Block 6- EDIPI
Block 7- Title
Block 8- Mail Clerk- Command they belong. Mail Orderly- Section they belong to. 
Block 9- Zip Code of current location
Block 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/A
The Appointing Official/Appointee must sign


®
DD FORM 285 - PRACTICAL APPLICATION

UN T;}?%scrkfg#mﬁg &AAEPEE%RL ¥ K f--Iu;-r-i: ;péeoc-tzwé-_ 1. OATE REVOWED
" Marine, Joe M. T —
LCpl 1234567890 Mail Clerk

B OMG AN A T FOMWAC TR TY. LN

1/7 92278
1o 5. ThHeE D HJST ERE WA LD, =Y
MOWECK AND iRNTLL & THE HIIE'I-& ALL FI.IHF{IHE
i ] O 7 nﬂ:‘rf i THE C MPO ¥\ Y oa “E
I — - Lo E— L T e
 Initials = i STAMP
= Initials ] —

Appomtmg Ofﬁmal Slgnature Appointee Signature

PREVIOUS EDITIONS ARE OBSOLETE



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?

 




DD FORM 2260 - DESIGNATION LOG

* 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

WOoORLD"S
MOST
AVERAGE
ML CLERK



DD FORM 2260 - SAMPLE

UNIT MAIL CLERK/ORDERLY DESIGNATION LOG

C.;I-QD DATE ISSUED DATE REVOKED .QCT‘:‘;-‘ITY NAME OF_DESIGNEE DESFGNEE F'.PF'CIINTII‘H:I‘G OFFICIAL F'SP.-Y
0. | v RALIO0 YFY 8O D) IDENTIFIER {Frimtl fLast, First, Midcle iitial) {Sigrature) iSigrature) GRADE
1-23 20230101 Mail Clerk Marine. Joe. M. . Unit Mail Officer E6/Above
P
2-23 20230101 Mail Clerk Johns, Bradly. M. A Unit Mail Officer E&/Above
3-23 20230101 Charlie Company | Martin, Kevin, L Umnit Mail Officer E&/Above
4-23 20230101 Alpha Company | Tayler. Jessica. V. :_1 Unit Mail Officer E6/Above
77

DD FORM 2260, MAY 2000

PREVIOUS EDITION 15 OBSOLETE



DESIGNATED PERSONNEL TERMINATION

* 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



UMR POLICY

* 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



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



UMR POLICY REQUIREMENTS

* 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



UNIT MAIL HANDLING ORDER

* 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 - CONT.

* 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



MAIL SECURITY

* 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 malil




MAIL SECURITY OBJECTIVES

* UMR structure requirements

* Mail room access

* Keys/combinations control measures
* Mail transportation

* Mail Privacy



UMR STRUCTURE REQUIREMENTS

* 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 AUTHORIZED ACCESS

* 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



DD FORM 1115

MAILROOM

NO ADMITTANCE
EXCEPT TO AUTHORIZED PERSONNEL

MAIL CALL
DAILY SATURDAY SUNDAY & HOLIDAYS
0800-1000
1300-1500 N/A N/A

THIS NOTICE IS TO BE ATTACHED TC MAILROOMS

DD Form 1115, MAR 56

CPL JOEY L MARINE
24™ MEU (YOUR SECTION)
PSC BOX 20083

CAMP LEJEUNE NC 28542-0083

COMMANDING OFFICER

ATTN: YOUR SECTION

24TH MEU

PSC BOX 20083

CAMP LEJEUNE NC 28542-0083




UMR KEY/COMBINATION CONTROL

* 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 - CONT.

* 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



PS FORM 3977

EMPLOYEE (Print Last Name, ﬁrst MName and Middle Initial)

w
S
INSTRUCTIONS: After enclosing the duplicate keys, the employes to whom S
OPERATING LN assigned and the witness to the sealing of the envelope by the employee shall sign =
across both flaps on the back of the envelope. A distinct and legible postmark =
should be affixed across both envelope flaps. Envelepe containing duplicate keys i
CcCLB-31 shall be assigned to the appropriate supervisor, who will be held personally E
EQUIPMENT MO, NO. KEYS SERIAL NO. [ rEsPensible for their protection. =
[F8)
=
CASH DRAWER If necessary to temporarily withdraw keys for use by the employee to whom =
assigned, this envelope shall be opened by the employes in the presence of a =
B 1 64125 witness, endersed by both, dated and preserved. When the keys are returned, the =
Mailroom opened envelope should be discarded and a new envelope prepared. =1
STAME CABINET If necessary to have access to a receptacle assigned to an employes absent from
duty, the supervisor responsible for the duplicate key will withdraw the keys from
this envelope in the presence of one of the designated witnesses, and sach will =
SAFE COMPARTMENT endorse this envelope to show date and reason for withdrawing the keys. An =
inventory of the credit thus made accessible shall be made and certified by the
N supervisor, or other designated employee, and the witness and maintained by the
e supervisor together with the opened envelope. (See Section 278, Handbook F-1)
DESIGNATED WITNESS (Print) EZ
=3
=
P
1. 1. M. POSTAL OFFICER » 8
2. I.M. MAIL CLERK
= —
(FRONT)

(Mail Clerk’s Signature and Date)

Postal Officer or Asst PO Signature and Date

(BACK)



Presenter Notes
Presentation Notes
Instructor: Provide proper completion instructions


MAIL TRANSPORTATION

% 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



PRIVACY OF MAIL

* 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!




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! 


UMR MAIL PROCESSING OBJECTIVES

* Unit Mail Receipt

* Mail Orderly Receipt log

* Personal Mail Delivery

* Personal Accountable Mail

* Official Mail/Official Accountable Mail

* Voting



UMR MAIL PROCESSING OBJECTIVES - CONT.

* Directory Service Program
* Directory File Cards
* Directory Mail

* Mail Bombs/Suspicious Mail



UNIT MAIL RECEIPT

* 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 - CONT.

* 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




MAIL ORDERLY RECEIPT LOG

* 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



PRACTICAL APPLICATION

DENYART Printed Name Signature DD 285 Section Reason for Non—
Card No. 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 DELIVERY

* 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

* 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



PERSONAL MAIL DELIVERY - CONT.

* 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



EXTRA SERVICES

T —

Mailing Label
Labs! 118, March 2004
gj UNITED STATES POSTAL SERVICE s Post Office To Addressee
DELIVERY [POSTAL USE OMNLY)
R E "! l" 5 E E ].l ].I 5 5 U S Drativery Atternpt Time [ a | Emwioyee Signature
ORIGIN (POSTAL SERVICE USE ONLY} Mo, Day Clem - 1
Label 200, August 2005 PSN 7690.03.000-9311 , | PODFCede Dy of Dalivery Pastage Delivery Aftempt Time: [ s | Emetoyen Sinature |
w |
w lo mi ] ava Do ooy| S Mo, D Clem o i
§ IS 3 Dwi of alivary | Retarn AECaiRt Fas Delivery Date Tirna &) [Er——T——
Dt Accapbed | 1AM 1
| sonth '™ $
M e Dy vear | Scheduled Time of Balevery | GO0 Foa | Inaimance Fos
PLACE STRCKEF AT TOP OF ENVELGPHME TO TIE FIGIAT g | Time Accapted =™ Claen |5 s
o 'I'Hlllmm FOLDAT DOTTED LINE s | oo o L ] prdimarchendes i
=l x o | Mititary Tatal Postage & Faos ! e
CERTIFIED MAIL 3 e D8 T Ereaar
E [ It Adgihen Giountry G| Acaemtance Emp, Infiis | Vbt prrot of Saibeary.
< . o, | — T HODELWERY —
o — ] wisakand Wostetay ] Maller Signaturs
9 FROM: jease prmm Fnane | TO: ipLEASE PRINT) PHONE | L ] |
fal
o
<
I
o
w
w
o
a

91 7.08 2133 3934 ?419 5499

United States Postal Service”™

INSURED MAIL - DOMESTIC ONLY

VI 548 0LO 7?03 US

ROTE: To i & clabs for SEnags oF ke of coments, the articls, cormtaines, and packagisg must be presaned.

TP + 4 |15, ADDRESSES ONLY: B0 NOT Ao PO POTIGN POSTAL COTES,)

FOR PICKUP OR TRACKING

visit. WWW.USpPS.Ccom
Call 1-800-222-1811

| I




£1 =RF -y ey - ' s 1
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PS FORM 3849
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We will redeliver or you
or your agent can pick
up. See reverse.

(FRONT)

(BLCE)




OFFICIAL MAIL

* 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 AUTHORIZATION FORM

{Organization H

S3IC
Code

Date

official mail to

Subj: AUTHORIZATION TO RECEIFT/OQPEN ALL OFFICIAL TO INCLUDE

1. You are a j
to include official accountable mail addresse
(name of organization).

all official mail

the Commanding Officer

IIiCcer,

NAME SIGMATURES

icus authorizations.

IM. Commanding-

I.M. COMMRNDING




OFFICIAL ACCOUNTABLE MAIL

* 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



OFFICIAL ACCOUNTABLE MAIL - CONT.

* 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



OFFICIAL ACCOUNTABLE MAIL - CONT.

* 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



PS FORM 3883 - SAMPLE

United States Postal Service®
Firm Delivery Receipt for
Accountable and Bulk Delivery Mail

5199 9550 0007 3524 2721
[®] Certified Delivery Eﬂﬁépress ORecorded Delivery Return Signature Mail for/Sill Number
O Confirmation™ Service O Receiptfor [ Confirmation™
i s : - UNIT/001
O coD Service O Ingured [ Registered Merchandise Service
* Office of Origin Office of Origin
Arficle Number _ Article Number
Code (International) (International)

- 7705123456789123 Quantico, VA ™
\ 12,

3. 13.

4. 14.

3. 15.

6. 16.

T. 17.

8. 18.

9. 19.

CLERK PRINT NAME:
10. 20.
CLERK SIGMATURE:

* CODE: DC = Received In Damaged Condition. R = Return Receipt Requested.

RS = Retumed to Sender

Date of Delivery Number of pieces described above
150124
(Clerk/Carrier)
sgt 1
Postal

Form 3849 Barcode Number

Recipient signs
Form 3849

ERM sites: send Form
3849 to CFS

MRM sites: send Form3849
with form 3883

Postmark — Delive:

PS Form 3883, February 2002

4 Follow proper scanning procedures for all articles.

=—t=Delivery



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


UMR DIRECTORY SERVICE PROGRAM

* 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
OPNAYV 5110/5

* Accurately maintained and
backed up weekly



DIRECTORY FILE CARD

* 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 FILE CARD - SAMPLE

CUI {when filled in}
USMC MAIL DIRECTORY FILE CARD
Privacy Act Statement
This nofice Infoams you of Te pUrpose for Colachon of
ad It before completing the fom.
5041, Headquarters, Marine Coms: and £.0. 5357 (S5N), as amended, and SORN

Jon on this fomm_ Please

In accordanca with ihe Prvacy Act of 1974 [PUDIC Law 53-5

=

AUTHORITY: 10 U.5.C. 5013, Secratary of the Navy; 10 U.S.C.

HMOS000-2.

PRINCIPAL PURPOSE: The PImary purpose of is Torm 15 10 0Di3n INmaton Mom Sarvice MEMDE 10 MUE or TOnWand (JIrectony) mall.

ROUTINE USES: Information will be acoessed by USMC personnel with a need to know In order to meet the purpose. Information may be disciosad to
n@ividuals o organizations awihonzad o provide services to the Indivigual. A compiete st and explanation of ihe applicable mutine uses Is published
N the authodzing SORN avalladle 3t hitpecidpeid defenss. gowPrivacy!SORN: INdexDOD-wide-5 ORMN- Article-View! Articla/S704 38/nmoS000-2/
DISCLOSURE: Prowiding Information |s woluntary; however, fallure to complete the Tarm willl imit the routing or forwarding [directory ) of mail.
RECORD MANAGEMENT: This form shall be managed In accondanca with record schedule 1000-32, “Active Personnel Records (Temporary)” of

SECHAV M-5210.1.

MAME (Last, First. Middle Initial) GRADE DISCARD DATE (Mo.. Yr.)
Smith, John R. CPL
JOINED FROM DATE UNIT ASSIGNED
22 Oct 12
MCB Camp Butler UD NO s5-3
38-12

DROPPED (Mew duty station, home address, eic. — complete sddress with EDA)

SIGNATURE (Required) DATE UD MO. (Only if no
signature)

MAVMC 10572 (11-21) (EF} CUI {when filled in)
(Previous editions are obsolete) L .

CUI (when filled in)

TEMPORARY e FRom TEMPORARY STATUS T FROM
STATUS (TAD. SK. DATE DATE (TAD. SK. UA. CONF. DATE DATE
UA. CONF. HCA) UD NO. UD NO. tHEA) UD NO. UD NO.




DIRECTORY FILE CARD - CHECKING OUT

CUI (when filled in
USMC MAIL DIRECTORY FILE CARD
Privacy Act Statement

NS NOtiCE INTOMMS Yo Of Me PurpOse for CONECOn of INFMMaTIon on TS fom. Please
Tead It before compledng the fom.
110 U.S.C. 5041, Headquanters, Marine Corpe: and E.0. 5397 (S5N), 3s amendsd, and SORN

T4 [PUDIiC Law 935

In 3cCOMEance wilh e Pvacy Act of 1

AUTHORITY: 10 U.5.C. 5013, Secratary of fe Navy

PRINCIPAL PURPOSE: The prmary purpose of tis 1orm IS 10 0D1ain INformation from Srvice MEembDer 10 Moute or Tonwarnd (drectony ) mail.

ROUTINE USES: Information will be 3coessed by LISMC personnel with 3 need to know In orosr to meet the purpose. Information may be dissiosad to
naniduals or crganizations authorized to provide services to the Individual. A compiete list and explanation of the applicable mutine uses Is pualished
n e authorizing SORN avallasie at hitpa-iidpoid defenss.. ¥

DISCLOSURE: Prowiding Information Is voluntary, however, fallure to compiete the form will imi
RECORD MANAGEMENT: This form snail be managed In accordanca with record schadule 1
SECNAV M-5210.1.

routing or forwardng (directory) of mall.
“Active Pemsonnel Records (Temporary)” of

MNAME (Last, First, Middle Initial) GRADE DISCARD DATE (Ma., Y1.)
Smith, Jochn R. CPL Nov 15
JOINED FROM DATE UNIT ASSIGNED
22 Oct 12
MCE Camp Butler UD NO. s-3
38-12

DROPPED (New duty siation. home address, etc. — complete address with EDA)
EDA: 21 Nov 14

H&S Co H&S BN (Supply)
1lst MLG Camp Pendleton, CAR 92055

SIGNATURE (Required) DATE UD NO. (Only if no
signature)}
JohwR. Smithv 21 oot 14
NAVMC 10572 (11-21) (EF) CUI (when filled in)
(Previous editions are obsolete) o Tl e - b L
(FRONT)
LUl (when filled in}

TEMFORARY e FROM TEMPORARY STATUS @ FROM
STATUS (TAD, 3K, DATE DATE (TAD. SK, UA, CONF, DATE DATE
UA, CONF, IHCA IHCA,

! UD NO. UD NO. ! UD NO. UD NO.

(SK) Room 26 8 Feb 08 2 Feb 08
Haval Hospital 39-08 33-08

Comp Foster




DIRECTORY FILE CARD - CHANGE OF ADDRESS

CUI {when filled in)
USMC MAIL DIRECTORY FILE CARD
Privacy Act Staterment

thi= notice Informs you of the |:.|r|:ose for collaction of Information on this form. Please
r=3d It before completing the fo
AIJTHORITY 10 U.S.C. 5013, Secretary of the Navy: 10 U.S.C. aD—l Headquarters, Marne CD(W. and E.O. 5397

In accordance with ihe EPRvacy Act of 1974 (PUDIC Law 53-57°

{SSM), as amended, and SORN

PRINCIPAL FURPOSE: The primary purpose of this form Is i obtain Information from Sarvice Memks route or forwand (direciony) 5
ROUTINE USES: INTOrmation will D 3cCessad by USMC persornel with 3 need to Know In ofosr to mast the purpose. Informaton mzy ne @sciosad o
NOFKUALS OF DIG3NIZANoNS AU norz;ea 10 Provide SEMVICES 1o the INAIVIoU3L. A complete ISt and explanation of Ihe apolicatie MUNe uses |5 published
n e aunorzing SORN avalladie 3t hitpeidpeid defenss.goviP ivacy/s ORMs IndexD OD-wide-5 O
DISCLOSURE: Providing Information |s woluntary; howsver, fallure to compiste the Torm will Imit the routing or forwarding [directony) of mall.

RECORD MANAGEMENT: This form shall e managed In accordance with recors schadule 1000-32. *Active Personnel Records (Temporary )" of

SECNAW WM-5210 1

MNAME (Last, First. Middle Initial) GRADE DISCARD DATE (Mao.. ¥r)
Smith, John R. CPL Nowv 15
JOINED FROM DATE UNIT ASSIGNED
22 Oct 12
MCEB Camp Butler UD NO. 5-3
38-12

DROFFPED (MNew duty swation, home address, eto. — complete address with EDA)

EDA: 21 Nowv 14
“See CAC™
EN (Supply)
mm
SIGHATURE (Reguired) DATE UD MO (Only if no

signature )
JohwvR. Smith-

NAVMC 10572 {11-21) (EF)
{Previous editions are aobsolete)

21 Oct 14
CUI [when filled in)
EhE 2

'FFC[]'E]

CUl [when filled in)

TO FROM TO FROM
TEMFORARY TEMFPORARY STATUS
STATUS (TAD. SK, DATE DATE (TAD. SK, UA, CONF, DATE DATE
UA, COMNF., IHCA IHCA
! uD NO. uD NO. ! UD MNO. UD NO.
Foom 26 NEW ADDRESS (Consut SNDL for address) OLD ADDRESS (Aftach mailing labei for pubisher)

Hawal Hospital
Camp Lester

H&S BN Alpha Co. (S-3)
BOX 555607

l=t MLG

Comp Pendleton, Ca. 32055-5607

H&S BN MCE (S-3)
UNIT 35002
FPO AP 96373-5002

ESTIMATED REPORTING DATE

21 November 2014

SIGNATURE
Jehun R Smith

DEPENDENT S NAME (If applicable)

FORWARD SECOND CLASS MATTER FOR 60 DAYS

ITEM YES
MAGATINES X
NEWSPAPERS

THIG SPACE FOR POSTAL CLERK




DIRECTORY MAIL

* 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.



DIRECTORY MAIL - CONT.

* 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)



TRANSFERRED PERSONNEL

* 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. 



TRANSFERRED PERSONNEL - CONT.

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

* Annotate on the back:
*FWD/DATE/UNIT/INT



NO RECORD

* 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. 


MISSENT

* 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. 


UA/AWOL

* 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
 


UA/AWOL - CONT.

* DO NOT endorse the mail “Deserter”

* Annotate on the back:
* MLNFA/DATE/UNIT/INT



CORRECTIONAL FACILITY (BRIG)

* 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



IN HANDS OF CIVILIAN AUTHORITIES

* 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



CASUALTY

* 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



TAD/ANNUAL LEAVE

* 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



MAIL DISPOSITION FORM

MAIL DISPOSITION FORM

‘m FULL HAME [Lasi, First, Ml [Z)RANK [[3) ENP 4] SECTION
I:l 5l TAD (Temporary Additional Duty) | |
Uinit Dary # DATE {13) HOLD MAIL
D B ya (Unauthorized Absence) | | PERICOS COVERED
Linit Diary & DATE FROM:
I:l ") DESERTER (Must be run on the Diary) | |
Linit Diary & DATE
|:| ® IHCA (In Hands of Civilian Authority) | | TO
Linit Diiary # DATE
[] ®oeceasen | [
Linit Diary & DATE
|:| "0 osPITAL [14] DaTE

" EAVE

(12) SPECIAL INSTRUCTIONS

(15) INDRVIDUAL™S SIGHATURE

(TAD OR LEANE ONLY) |[18) MAILCLERES SIGNATURE

(17} UNIT MAIL OFFICER SIGHATURE:




PERSONNEL DUE TO ARRIVE

* 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



VOTING/BALLOTING MATERIAL

* Absentee ballots shall be given special attention/priority
* Must provide immediate directory service

* Handled in expeditious manner




POTENTIAL MAIL THREATS

* 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



SUSPICOUS MAIL

* Restricted endorsements such as Personal/Private
% [naccurate 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



SUSPICOUS MAIL - CONT.

* Do not open the article
% [solate article and evacuate area

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



MAIL BOMBS

* 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



CHEMICAL BIOLOGICAL HAZARD

* 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



CHEMICAL BIOLOGICAL HAZARD - CONT.

* Cordon and shut off all mechanical equipment
* Provide location and description of mail piece

* Avoid speculation



USPS POSTER 84

SUSPIGIOUS MAIL OR PAGKAGES

Protect yourself, your business, and your mailroom.

1Ty receive a suspicious
letier or peckage:

p. Dot handla.

« Activarde your
amangancy plan.
Molify a supervisor

If you suspect the mail or package contains a bomb l:uxplnsme],
or radiniogical, biclogical, or chemical threst

=Cal 9171 = Wash your hands with snap and waber

= Esolide drea immisione iy

S = O



Presenter Notes
Presentation Notes
Practical Application:

Explain the different types/characteristics of suspicious mail and the emergency protocols. 


DAMAGED MAIL

* 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



POSTAL OFFENSES

* 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



POSTAL OFFENSES - CONT.

* 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



MAIL ROUTING REQUEST

* 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



MAIL ROUTING REQUEST - SAMPLE

Officer e-mail:

igned copy to:
it Mailroom




UMR INSPECTIONS

* 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



UMR INSPECTIONS - CONT.

* 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




UNIT DEACTIVATION

* 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



UNIT DEACTIVATION - CONT.

* 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”



CONCLUSION

Congratulations in successfully completing the USMC Mail Indoctrination Course!

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



	Usmc MAIL INDOCTRINATION COURSE
	Slide Number 2
	GENERAL INFORMATION
	 COURSE LEARNING OBJECTIVES
	COURSE LEARNING OBJECTIVES CONT.
	UMR DESIGNATION PROCEDURES
	UMR PERSONNEL QUALIFICATIONS
	UMR PERSONNEL QUALIFICATIONS- CONT.
	UNIT MAIL OFFICER/ASSISTANT UNIT�MAIL OFFICER DESIGNATION
	UNIT MAIL CLERK/ORDERLY DESIGNATION
	PS FORM 8139
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Slide Number 25
	Slide Number 26
	Slide Number 27
	Slide Number 28
	Slide Number 29
	Slide Number 30
	Slide Number 31
	Slide Number 32
	Slide Number 33
	Slide Number 34
	Slide Number 35
	Slide Number 36
	Slide Number 37
	Slide Number 38
	Slide Number 39
	Slide Number 40
	Slide Number 41
	Slide Number 42
	Slide Number 43
	Slide Number 44
	Slide Number 45
	Slide Number 46
	Slide Number 47
	Slide Number 48
	Slide Number 49
	Slide Number 50
	Slide Number 51
	Slide Number 52
	Slide Number 53
	Slide Number 54
	Slide Number 55
	Slide Number 56
	Slide Number 57
	Slide Number 58
	Slide Number 59
	Slide Number 60
	Slide Number 61
	Slide Number 62
	Slide Number 63
	Slide Number 64
	Slide Number 65
	Slide Number 66
	Slide Number 67
	Slide Number 68
	Slide Number 69
	Slide Number 70
	Slide Number 71
	Slide Number 72
	Slide Number 73
	Slide Number 74
	Slide Number 75
	Slide Number 76
	Slide Number 77
	Slide Number 78
	Slide Number 79
	Slide Number 80
	Slide Number 81
	Slide Number 82
	Slide Number 83
	Slide Number 84
	Slide Number 85
	Slide Number 86
	Slide Number 87
	Slide Number 88
	Slide Number 89
	Slide Number 90
	Slide Number 91
	Slide Number 92
	Slide Number 93

