DEPARTMENT OF THE ARMY

Echo Company 187th Medical Battalion, 32d Medical Brigade

United States Army Medical Department Center and School

Fort Sam Houston, Texas 78234-6112

MCCS-ABE  (310-2d)





    4 November  2002

MEMORANDUM FOR All Personnel Assigned/Attached to Echo Company, 187th Medical Battalion, 32d Medical Brigade

SUBJECT:  Policy Letter #4, (Mail Procedures)

1.  PURPOSE:  To define the responsibilities for proper handling of mail to personnel assigned to Echo Company, 187th Medical Battalion.

2.  PROCEDURES:

a.  The 187th Medical Battalion mailroom hours of operation are from 0900 to 1300 and 1400 to 1800 every duty day.  Drill Sergeants will ensure soldiers receive their mail at final formation each duty day and return excess and misrouted mail to the Battalion mailroom no later than 1800 that day..

b.  The Duty Drill SGT will pick up and supervise sorting of all mail for all classes to include both UPS and Parcel Post packages.  The mail will not be unattended at any time prior to being dispersed. The duty Drill Sergeant will return all mailbags and returned mail to the Battalion mailroom prior to his leaving the Battalion area for the evening.

c.  Soldiers will sort all mail in the mail room adjacent to the CQ area only! Soldiers sorting mail will read the mail sorting instructions and wear gloves.  Report suspicious parcels to the Cadre immediately.  In the event any substances such as powders etc spill from a package stop what you are doing and immediately call for the CQ to notify the cadre.  Do not move until cadre or emergency personnel arrive.  Neither soldiers sorting the mail, nor the Drill Sergeant’s distributing mail, will write directly on any envelope or package. 

d.  The Duty Drill Sergeant is responsible for securing the mail upon receipt from the Battalion Mailroom until such time that they sort and distribute it. Undelivered mail will not be held overnight in the Drill Sergeant’s offices, the designated sorting area, or any other location within the company.
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e.  Addressees will pick up IN PERSON all express, certified, registered, and/or special mail at the Battalion mailroom (Basement Bldg 2791) during mailroom hours.  Yellow slips will be issued to personnel having mail to be picked up at the Battalion mailroom.  Mail NOT picked up within 5 days of notification will be returned to sender by Battalion mailroom personnel.

f.  Each soldier will write the proper return address are on each piece of outgoing mail and adhere to the procedures established by this SOP.

g.  Violations of this policy letter may result in disciplinary action under UCMJ.  All soldiers assigned to Echo Company have the responsibility to report violations to the CQ, Duty Drill Sergeant, Bay Drill Sergeant and/or Class Drill Sergeant.

h.  The Commander will ensure overall compliance with the above procedures and additional regulations governing mail.

i.  Failure to comply with this policy will result in UCMJ action.
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