DEPARTMENT OF THE ARMY

Company A, 187th Medical Battalion, 32nd Medical Brigade

U.S. Army Medical Department Center and School

Fort Sam Houston, Texas 78234

  

MCCS-ABA (1oo)






                   1 April 2004

MEMORANDUM FOR All Personnel Assigned/Attached to Company A, 187th Medical Battalion, Center Brigade

SUBJECT: Policy Letter #4, (Mail Procedures)

 

1.  Purpose: To define the responsibilities for proper handling of mail for assigned personnel. 

2.  Responsibilities: 

    a.  Student: Will in-process with the AMEDDC&S’s mail room, to include filling out a DA Form 3955, will also be required to out-process with the AMEDDC&S mail room prior to leaving Fort Sam Houston.

    b.  TAC Officer: 

        (1)  Contact the student when certified mail arrives at the company.

        (2)  Follow-up when mail has not been picked up by students.

        (3)  Arrange for in-processing and out-processing of all non-permanent party students that are issued a mailbox.  All classes that exceed a six-week period will be issued a mailbox.

3.  Procedures:

    a.  All students assigned to Company A will receive their mail at the AMEDDC&S mailroom located in the basement of Bldg. 2840.

    b.  In the event that express mail is delivered to the Company orderly room the student will be notified as soon as possible of the arrival of the parcel. The mail will be picked up in person by the addressee or taken to the student. 

    c.  All mail that is not picked up within five working days will be returned.

    d.  All mail addressed to personnel assigned/attached to Company A, 187th MED BN must be addressed as follows:
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SUBJECT: Policy Letter #4, (Mail Procedures)

        Rank and Name

        Company A, 187th Medical Battalion, AMEDDC&S

        Box # _______, 2250 Stanley Road

        Fort Sam Houston, Texas 78234-6111

4.  At the completion of the course, all students are required to clear the mailroom.  The TAC will brief the class on the dates and times this will occur.

  

 





      //ORIGINAL SIGNED//

JAMES J. JONES

CPT, SP

Commanding
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