UNITED STATES MARINE CORPS
MARINE CORPS INSTALLATIONS WEST-MARINE CORPS BASE
CONSOLIDATED POSTAL SYSTEM
PSC BOX 555001
CAMP PENDLETON CA 92055-0001

Subj:  HOLD MAIL REQUEST

[image: ]                                                                                       
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From: Commanding Officer, Unit Name 
To:   Postal Operations Officer, Marine Corps Installations West, 
      Camp Pendleton CA

Subj: HOLD MAIL REQUEST

Ref:  (a) Military Postal Service Procedures Manual (MPM)
      (b) MCO 5110.4B Marine Corps Postal Affairs and Official Mail Program
      (c) MCIWEST CAMPENO 5110.1C Marine Corps Installations West-Marine  
	Corps Base, Camp Pendleton Postal Affairs
	
1.  Per the references, the following information is submitted:

a.  Departure date of advance party                           ___________            

b.  Departure date of main body                               ___________            

c.  Area of deployment (If applicable)                        ___________             

d.  Name of exercise (If applicable)                          ___________                                    
       					            	
e.  How long should mail be held? (Estimate date range)       ___________             
                      		           
    h.  Name of platoon or detachment (If applicable)             ___________                                  

i.  Are any other units involved?                             ___________                          				

2.  To prevent any postal offenses the Commanding Officer shall temporarily close the Unit(s) Mail Room (UMR) for the duration of being TAD. This will reduce the burden and responsibilities of the Remain Behind Element (RBE) personnel while also ensuring that mail is processed in a timely manner for service members left behind. If you have any questions please reach out to (MCIW_MCB_CPEN_POSTQAQC@usmc.mil).
       
c. Units conducting training or temporary duty away from their permanent duty station may elect to receive mail support at their temporary location from the local Military Post Office if support is available. Unit Mail Officers shall coordinate with the Postal Operations Chief prior to departure to establish mail support.

d. The headquarters unit shall process and deliver process and deliver mail to the Marines that did not deploy with the unit.
         

3.  Commanding Officer’s Point of Contact information:
Name and rank: 			   ____________________ 
Phone:        			   ____________________ 
E-mail:       			   ____________________


4.  Executive Officer’s point of contact information:
Name and rank:			   ____________________ 
Phone:         			   ____________________ 
E-mail:        			   ____________________

[bookmark: _Hlk204077644]5.  Unit Mail Officer’s Point of Contact Information:(E6 or above)
Name and rank:                   ____________________ 
Phone:                           ____________________ 
E-mail:                          ____________________
Mail Indoc Cert completion date: ____________________

6.  Assistant Unit Mail Officer’s Point of Contact Information:(E6 or above)
Name and rank:                   ____________________ 
Phone:                           ____________________ 
E-mail:                          ____________________
Mail Indoc Cert completion date: ____________________

7.  Unit Mail Clerk’s Point of Contact Information:
Name and rank:                   ____________________ 
Phone:                           ____________________ 
E-mail:                          ____________________
Mail Indoc Cert completion date: ____________________

8.  Unit Mail Clerk’s Point of Contact Information:
Name and rank:                   ____________________ 
Phone:                           ____________________ 
E-mail:                          ____________________
Mail Indoc Cert completion date: ____________________


9.  The point of contact is Rank L. Name, F. Name, Middle Initial, at (760) 725-5555 and e-mail@usmc.mil.



I. M. MARINE






Hold Request (HMR)
Keep on File in Unit Mail Room for Inspection Purposes
(Commanding Officer or Unit Mail Officer) After completing this form e-mail it to: MCIW_MCB_CPEN_POSTOP@USMC.MIL
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