MCCS-ABB (1oo)

SUBJECT: Policy Letter #34, (Mail Procedures)


DEPARTMENT OF THE ARMY

Company B, 187th Medical Battalion

Fort Sam Houston, Texas  78234-6112

MCCS-ABB (1oo)                                   

   25 July 2003

MEMORANDUM FOR All Personnel Assigned/Attached to Company B,

                 187th Medical Battalion

SUBJECT:  Policy Letter #34, (Mail Procedures)

1.  Purpose: To define responsibilities for proper handling of mail in Company B, 187th Medical Battalion.

2.  Responsibilities:

a.  The Commander will ensure overall compliance with 

regulations governing mail.

b.  Drill Sergeants will ensure mail is picked up and passed 

out each duty day.

c.  The Duty Drill Sergeant will pick up and sort all personal

mail for each class.

d.  Every soldier will ensure the proper return address is on each piece of outgoing mail.

3.  Procedures:

a.  The 187th Medical Battalion mailroom is open for mail 

handling from 0800hrs to 1100hrs, and 1230hrs to 1730hrs every duty day.

b.  All express, certified, registered, and/or special mail 

will be picked up in person by the addressee at the battalion mail room.  Yellow slips are issued to personnel who must personally pick up mail from the battalion mail room.  Mail not picked up within 5 days of notification will be returned to sender by battalion mail room personnel.


c.  All packages, both UPS and Parcel Post, will be picked up 

in person by the Duty Drill Sergeant.

d.  All undistributed mail will be returned to the company 

mail room by individual Drill Sergeants to ensure maximum security.

e.  All mail addressed to personnel assigned/attached to 

Company B, 187th Medical Battalion must be addressed as follows:

Rank and Name

Company B, 187th Medical Battalion

Class #______, Course #______

Fort Sam Houston, Texas  78234-6112

4.  Violations of this policy may result in disciplinary action under the Uniform Code of Military Justice.

TRAIN TO SAVE!
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