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CG ISC PORTSVA INST 5112.1L

01 August 2006
INTEGRATED SUPPORT COMMAND PORTSMOUTH INSTRUCTION 5112.1L
Subj:
OPERATION OF MAIL sERVICES CENTER 
Ref:
(a) Coast Guard Postal Manual, COMDTINST M5110.1 (Series)


(b) DOD Postal Manual, DOD 4525.6-M

1.
PURPOSE.  This Instruction establishes normal operating procedures for the Integrated Support Command (ISC) Portsmouth’s Mail Services Center (MSC).

2.
ACTION.  Commanding Officers of tenant commands and ISC Division Officers shall comply with the provisions of this instruction.

3.
DIRECTIVES AFFECTED.  Integrated Support Command Portsmouth Instruction 5112.1L is cancelled.

4.
DISCUSSION.


a.
The ISC’s Mail Services Center (MSC) processes all mail for the ISC and its tenant commands.  Duties of the MSC include: 


(1)
Receiving and sorting of regular, guard, registered, and certified mail 


(2)
Pick-up and deliver mail to ISC divisions and tenant shore commands located at ISC 


(3)
Forward mail to deployed cutters 


(4)
Apply postage to official outgoing mail.

b.
The MSC is part of the Comptroller Division, Logistics Branch.  All messages addressed to the ISC pertaining to mail service should include //FL// on the address.  MSC issues or concerns should be bought to the attention of the Logistics Branch Chief at (757) 483-8630. 

5.
PROCEDURES.

a.
General Procedures:



(1)
All mail shall be handled per guidelines in references (a) and (b).



(2)
Per reference (a), tenant commands must designate mail orderlies on DD Form 285.  Registered, certified and oversized mail will not be released to personnel without a valid DD Form 285.



(3)
Tenant commands will sign for lock box keys on DD Form 1149 and are responsible for access control of their respective lock boxes.



(4)
Tenant commands will receive a note on the outside of their lock box when oversized, registered, certified, or any other special handling packages (DHL, Airborne, etc) require a signature before release.  These items can be picked up at the MSC during normal work hours.



(5)
Per reference (a), personnel should make every effort to have personal mail delivered to their home/quarters.  Each tenant command shall include the correct unit mailing address as part of its sponsor package and check-in list.  Unit checkout sheets shall also include a forwarding address for the MSC.



(6)
U. S. Mail is received from the U. S. Postal Service each workday between the hours of 0730-1030 and will be ready for unit pick-up by 1100.  Certified and registered mail is picked up at the U. S. Post Office each workday morning.



(7)
Guard mail for ISC Portsmouth tenants commands, LANTAREA/D5, MLC LANT and the Finance Center can be dropped off at the MSC.  Guard mail and official mail from the LANTAREA/D5, MLC LANT and Finance Center will be picked-up and delivered each Tuesday and Thursday morning.



(8)
MSC sends bulk mail out on Tuesday and Thursday to the following locations: HQ, PSC Topeka, MLC LANT, and the Finance Center.


b.
Delivery of Mail to Shore Commands and Cutters:



(1)
MSC will deliver mail to ISC divisions and tenant shore commands located at ISC once per day.



(2)
All other tenant commands can pick-up mail directly from their lock box at the MSC located in the supply building.  The MSC is open 0800 – 1600 on normal workdays.  After hours access is available by contacting the ISC OOD at ext. 8540.


c.
Delivery of Mail to Deployed Cutters:



(1)
Cutters deploying should provide specific mail routing instructions via message to the Comptroller Division, Chief of Logistics Branch (fl).  The instructions must include complete forwarding address and specific date(s) mail is desired at destination point. Simple command titles such as “PATBOATRON TWO” will not suffice.  Units should provide the address that will be placed on the forwarding label.  All other commands that will be handling transient mail should be info addressed on the originator’s message.  It is highly recommended that cutter personnel meet with the Mail Services Center Manager to discuss the unit’s mail needs prior to deployment.



(2)
Mail boxed and forwarded to deployed cutters via DHL will be charged to unit’s account.  Tropical Aviation or National Air and Cargo will be used as secondary carriers as appropriate to facilitate delivery to deployed cutters.  However, before the cutter gets underway, the proper paperwork for these secondary carriers must be submitted to the MSC Manager.



(3)
The MSC will check deployed cutters’ warehouse bins for CASREP supplies (WXXX, or 999 items) when packing the mail for forwarding.  CASREP items that can fit in the standard 16” by 16” or 20” by 20” sized box will be included with the mail.  No other supplies received in the warehouse will be forwarded unless specifically requested. The MSC will ensure that items taken from warehouse bins are properly logged out on the unit’s clipboard.



(4)
Personal packages that are no larger than the size of a standard shoebox will be included in the mail forwarded from the ISC to deployed cutters.



(5)
A message will be sent the day the mail is sent to deployed cutters to provide mail forwarding information.  Other commands handling deployed cutters’ mail will be included as info addressees.



(6)
In most circumstances, certified, registered, insured and DHL mail pieces can be forwarded to domestic or foreign addresses.  If DHL does not deliver to a specified address, mail can be forwarded in regular mail shipment.  Enclosing these items in regular mail shipments will result in loss of tracking and accountability.  Forwarding of these items must be requested by mail routing instruction.  They may be hand-carried to domestic locations by authorized personnel en route to the cutter.


d.
Outgoing Metered Mail Procedures:



(1)
General Procedures


(a)
Outgoing official business mail may be brought to the MSC by division and tenant commands, where it will be metered with proper postage.


(b)
Outgoing personal mail should not be dropped off at the MSC.  Personal mail will not be metered or stamped.  Disciplinary action will be administered for using the meter for personal mail.  Reference (a) states that personal mail interferes with the transfer of official correspondence between action offices.  Personal mail can be deposited in the mailbox outside the ISC Galley.  Normal pickup time is 1300, Monday through Saturday. 



(2)
Packages:


(a)
Packages over 70 pounds cannot be shipped via U. S. Postal Service.


(b)
Packages must be delivered to the MSC for weighing and stamping.  


e.
Registered/Certified Mail:



(1)
Registered and certified mail must be delivered to the MSC by 0900 to be included in the morning mail run to the Post Office.  Each division should maintain a log for all outgoing registered and certified mail.  The MSC clerk will sign this log when registered and certified mail is given to the MSC for delivery.



(2)
The MSC will weigh the package and affix the proper postage.


f.
DHL:



(1)
DHL pick-ups occur Monday through Friday between 1400 and 1600.  The MSC will process all of ISC’s DHL items for shipments.  MSC will use the DHL Corporate Web System.  The following must be provided to the MSC:  
(a)
Shipper identification 
(b)
Ship to address 
(c)
Package to be shipped.  
DHL packages need to be in the mailroom by 1400 each day.  



(2)
The MSC keeps a logbook of all DHL shipments. If any questions arise about a shipment the MSC is able to track packages using the DHL onsite compute system or by accessing DHL’s official website.

6.
ENVIRONMENTAL ASPECTS AND IMPACTS CONSIDERATION. Environmental considerations were examined in the development of this instruction and have been satisfied.

7.
FORMS/REPORTS.  No forms or reports are required.

            //S//

T. R. CAHILL      

Distribution:  List I, II, III
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