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20 June 2002

From:  Commandant of the Marine Corps (MRP-3)

Subj: 
OFFICIAL MAIL EXPENDITURE REPORT

Ref:
(a) DoDI 4525.8

Encl:
(1) Official Mail Expenditure Report Instructions


(2) Official Mail Expenditure Report




1. 
Per Reference (a) there are an additional four Mail Codes for the Official Mail Expenditure Report.  The next report due to MRP-3 shall reflect these changes.  Please be sure to use the format in enclosure (2) to report all of your figures for the appropriate accounts.

2.  The Official Mail Manager (OMM) or Assistant Official Mail Manager (AOMM) are responsible for the accurate and timely submission of the command's official mail expenditure report.  Effective immediately the OMM or AOMM will submit the semi-annual expenditure report via electronic signature e-mail to Postal_Affairs@manpower.usmc.mil.  Official e-mail submission instructions are contained in the Headquarters Marine Corps Postal Affairs website https://osprey.manpower.usmc.mil/manpower/mi/mra_ofct.nsf/mrp/Postal+Affairs+Home.  Enclosures (1) and (2) are provided for your use to assist in preparing the report.  The above submission instructions supercede all previous instructions.

3.  Points of contact in this matter are Master Sergeant Rayfield and Staff Sergeant Da Silva at DSN 278-9537 or COMM (703) 784-9537.







    // SIGNED //

                                 M. P. BENNETT

                                 By direction

Distribution:

OMM, ARAA

OMM, MARKETING (MRM)

OMM, HD

OMM, MCI

OMM, BARSTOW CA

OMM, BEAUFORT SC

Subj: 
OFFICIAL MAIL EXPENDITURE REPORT

Distribution Continued

OMM, BRIDGEPORT CA

OMM, CAMP LEJEUNE NC

OMM, CAMP PENDLETON CA

OMM, CHERRY POINT NC

OMM, MIRAMAR CA

OMM, YUMA AZ

OMM, QUANTICO VA 

OMM, ALBANY GA

OMM, NEW RIVER NC

OMM, PARRIS ISLAND SC

OMM, SAN DIEGO CA

OMM, 29 PALMS CA

OMM, CAMP BUTLER JA

OMM, CAMP SMITH HI

OMM, KANEOHE BAY HI

OMM, IWAKUNI JA

OMM, MCSA KANSAS CITY MO

OMM, MCRSC KANSAS CITY MO

OMM, MARINE FORCES RESERVE LA

OMM, HQMC RECRUITING VA

OFFICIAL MAIL EXPENDITURE REPORT INSTRUCTIONS

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

Mail Code 1002 Business Reply Mail (BRM). Charges for BRM

may be paid by cash, deduction from a postage due account, or a local TA or a Centralized Account Processing System (CAPS) account. Do not report under Code 1002 payments made by deduction from a postage due account.

Mail Code 1003 Express Mail. Postage for Express Mail may be

paid by cash, postage stamps, postage meter imprint, or Express Mail Corporate Account. Report under this mail code only postage paid by cash or by deduction from an Express Mail Corporate Account. Do not include postage paid by postage meter imprint or postage stamps.

Mail Code 1004 Return Service. This service must be paid for by

deductions from a TA. 

Mail Code 1005 Meter Settings. Payment for postage meter settings (purchases) may be made via cash, check, or deduction from a TA. In all cases, report the purchases under Code 1005. Amounts set on meters resulting from refunds for spoiled meter postage are not purchases. Do not report them under this mail code.

Mail Code 1006 Contractor Reimbursement. Some contracts may

require the contractor (including the Defense Automated Printing Service) 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. NOTE: The Document Automation and Production Service shall report the postage they use for internal purposes, but not that billed to customers.

Mail Code 1007 Permit Fees. Permit fees must be paid by cash,

check, or deduction from a CAPS account.

Mail Code 1008 Permit Mailings. Postage on permit mailings

(other than BRM, merchandise return service, and periodicals requester publication rate) can be paid via cash, check, or deduction from a local TA or a CAPS account.  In either

case, report the purchases under Code 1008.

Enclosure (1)

Mail Code 1009 Postage Due. Postage Due (short paid mail) and

postage on Postage Due Penalty Mail can be paid via cash, check, or deduction from a TA. When a TA is established, charges for BRM and address correction can also be deducted from it. If they are, they should be reported under this code and not the codes

for BRM and address correction. Postage Due Penalty Mail can also be paid for with postage stamps or postage meter imprints; when that is done the postage is not reported under this code.

Mail Code 1010 Postage Stamps. Purchases of postage stamps

must be paid by cash, check, or at some locations by credit card. NOTE: Do not include stationery items such as stamped cards and stamped envelopes. They are reported under Code 1011.

Mail Code 1011 Postage Stamp Env/Cards. These items must be

purchased with cash, check, or credit card.  

Mail Code 1012 Publications Requester Rate. Payment for these

mailings must be paid for by deduction from a local TA or a CAPS account.

Mail Code 1013 Post Office Box Rental. Report all post office

box rentals paid for with appropriated funds regardless of why the box is rented.

Mail Code 1014 PC-Based Postage. Use this code to report

purchases of postage downloaded from a USPS licensed vendor site on the Internet. A printer connected to a computer or a network printer prints the postage on the mail piece or a label. Credit cards must be used to pay for this postage.

Mail Code 1015 ePost Charges. The USPS is developing a

number of different electronic mail services under their ePost program. Use this code to report purchases of these services.

Mail Code 1016 Other Charges. Use this code to report payments

to the USPS that are not covered by Mail Codes 1001 through 1015.

Mail Code 1999 Total. This code is used to report the total of the

purchases covered by the report.

Enclosure (1)
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DODI 4525.8:  Mail Code 1001 Address Correction. Charges for address correction must be paid either by cash or deduction from a Postage Due Trust Account. Report under Mail Code 1001 only if payment is made by cash.

DODI 4525.8: Mail Code 1002 Business Reply Mail (BRM).
Charges for BRM may be paid by cash, deduction from a postage due account, or a local TA or a Centralized Account Processing System (CAPS) account. Do not report under Code 1002 payments made by deduction from a postage due account.

DODI 4525.8:  Mail Code 1003 Express Mail.
Postage for Express Mail may be paid by cash, postage stamps, postage meter imprint, or Express Mail Corporate Account. Report under this mail code only postage paid by cash or by deduction from an Express Mail Corporate Account. Do not include postage paid by postage meter imprint or postage stamps.

DODI 4525.8:  Mail Code 1004 Return Service. 
This service must be paid for by deductions from a TA.

DODI 4525.8:  Mail Code 1005 Meter Settings. 
Payment for postage meter settings (purchases) may be made via cash, check, or deduction from a TA. In all cases, report the purchases under Code 1005. Amounts set on meters resulting from refunds for spoiled meter postage are not purchases. Do not report them under this mail code.

DODI 4525.8:  Mail Code 1006 Contractor Reimbursement. 
Some contracts may require the contractor (including the Defense Automated Printing Service) 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. NOTE: The Document Automation and Production Service shall report the postage they use for internal purposes, but not that billed to customers.

DODI 4525.8:  Mail Code 1007 Permit Fees. 
Permit fees must be paid by cash, check, or deduction from a CAPS account.

DODI 4525.8:  Mail Code 1008 Permit Mailings. 
Postage on permit mailings (other than BRM, merchandise return service, and periodicals requester publication rate) can be paid via cash, check, or deduction from a local TA or a CAPS account.  In either case, report the purchases under Code 1008.

DODI 4525.8:  Mail Code 1009 Postage Due. 
Postage Due (short paid mail) and postage on Postage Due Penalty Mail can be paid via cash, check, or deduction from a TA. When a TA is established, charges for BRM and address correction can also be deducted from it. If they are, they should be reported under this code and not the codes for BRM and address correction. Postage Due Penalty Mail can also be paid for with postage stamps or postage meter imprints; when that is done the postage is not reported under this code.

DODI 4525.8:  Mail Code 1010 Postage Stamps. Purchases of postage stamps must be paid by cash, check, or at some locations by credit card. NOTE: Do not include stationery items such as stamped cards and stamped envelopes. They are reported under Code 1011.

DODI 4525.8:  Mail Code 1011 Postage Stamp Env/Cards. These items must be purchased with cash, check, or credit card.

DODI 4525.8:  Mail Code 1012 Publications Requester Rate. Payment for these mailings must be paid for by deduction from a local TA or a CAPS account.

DODI 4525.8:  Mail Code 1013 Post Office Box Rental. Report all post office box rentals paid for with appropriated funds regardless of why the box is rented.

DODI 4525.8:  Mail Code 1014 PC-Based Postage.
Use this code to reportpurchases of postage downloaded from a USPS licensed vendor site on the Internet. A printer connected to a computer or a network printer prints the postage on the mail piece or a label. Credit cards must be used to pay for this postage.

DODI 4525.8:  Mail Code 1015 ePost Charges. 
The USPS is developing a number of different electronic mail services under their ePost program. Use this code to report purchases of these services.

DODI 4525.8:  Mail Code 1016 Other Charges. 
Use this code to report payments to the USPS that are not covered by Mail Codes 1001 through 1015.

DODI 4525.8:  Mail Code 1999 Total. 
This code is used to report the total of the purchases covered by the report.

MRP-3:  Value of meter settings

MRP-3:  Number of time the meter was set.



Submission Instructions

		Submission Instructions

		1)  This form can be filled out in your browser.

		2)  Print this file for your records.

		3)  Save this file to your Hard Drive for your records.

		4)  Send file as an electronic signature email attachment to postal_affairs@manpower.usmc.mil

		Note:  Emails will only be excepted by OMM or AOMM that MRP-3 has in writing.






