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	OFFICIAL MAIL MANUAL








DODM 4525-8 AF Sup 1, 18 April 1994, is supplemented as follows:





�



�
3.C.l.a.(ADDED)(AF). Pouch Service (consolidated


mail) is available to these locations:





	BASES





Eglin AFB FL 32542-6848





Hill AFB UT 84056-5000





Kirtland AFB NM 87117-5000





Los Angles AFB CA 90009-2960 (P.O. Box 92960


ONLY)





Randolph AFB TX 78150-4522 





Wright-Patterson AFB OH 45433-5006 





	ORGANIZATIONS





DFAS-DE DENVER CO 80279-8000





ECI, Gunter AFB AL 36114-3011 (ECI MATERIALSONLY)





3.G. Mail received in the DITC not marked with class of service (ist, 3rd, 4th, etc.) is sent by the most economical means.  Mail received in the BITC improperly packaged, addressed, etc., is returned to the originator indicating the correction needed.





3.K.6.(ADDED)(AF). Ovemight/2-day mail service requirements are:





a.	Items not classified or addressed to PO boxes or APOS, and the destinations are not within 350 miles of Edwards AFB, can be submitted along with a DD Fomi 1149 to 95 TRNS/LGTT (TMO), at Bldg 3735, Monday through Friday, 0730-1130 and 1230-1430.  If customers are unable to meet the time requirements of TMO, they can submit items to BITS until 1600; items must be accompanied by a memorandum of justification signed by the organization commander.








b.	All classified items that require this service will be submitted to 95 MSS@C (BITS), Bldg 3502.  Items received after 1500 must be hand-carried to the USPS by the customer.
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c.	All items that do not need overnight/2 day mail service, do not contain classified items, are not addressed to PO boxes or APOs, or are not addressed to destinations within 350 miles of Edwards AFB will be taken to 95 TRNS/LGTT (TMO), at Bldg 3735.  All other parcels will be taken to 95 MSS/IMAC (BITS), Bldg 3502.





10.D.2(ADDED)(AF). Official correspondence is dispatched to the United States Postal Service (USPS) facility, Bldg 7209, at 1520 daily.  Correspondence hand-carried to BITC for same day dispatch must arrive at BITC (Bldg 3502) by 1510.





10.J. Official distribution pickup and delivery service is provided daily, Monday through Friday.





11.A.(ADDED)(AF). The following agencies are authorized to receive mail directly from the US Postal Service, Edwards AFB CA:


Hospital (95 MDG/SG)





Base Supply (95 SUPS/LGS)





11.B.(ADDED)(AF). Each ADO sends a letter listing those individual authorized to receipt for accountable mail to 95 MSS/IMAC, and ensures that it is always kept current.  Update letters when personnel depart (PCS, retire, separate, etc.) or lose their security clearance.  A copy of the letter will be posted at the ADO distribution area for review by BITC personnel when delivering accountable/classified mail.





11.D.(ADDED)(AF). To establish a new Activity Distribution Office (ADO) or relocate an existing one, submit a letter to 95 MSS/IMI.  IMAwill coordinate with the BITC contractor and advise the ADO of action taken.





�















							RICHARD L. ENGEL, Brigadier General, USAF


							Commander








