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

Subj:  MAIL ROUTING REQUEST

[image: ]IN REPLY REFER TO:                                                                                       
5110
SYM
DD Mon YY

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

Subj: MAIL ROUTING 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                                       ___________             

d.   Name of exercise                                         ___________                                    

    e.  Does your unit have a mode of transportation for 
        mail pick-up at least 2-3 times a week at deployment
  location?                   					___________              	
f.  Classes of mail to be routed (All Mail/ Letter/ Hold Mail)__________             

g.  Size of unit (Number of personal)                         ___________                       		           
    h.  Name of platoon or detachment (If applicable)             ___________                                  

i.  Are any other units involved?                             ___________                              

j.  When and where is the pre-deployment brief scheduled?  	___________	           
  (N/A is not acceptable. Pre-deployment brief is mandatory 
   per reference (c))

[bookmark: _Hlk220489811]k.  Size of pre-deployment brief audience?                    ___________   

2.  To prevent any postal offenses the Commanding Officer shall close the deploying Unit(s) Mail Room (UMR) for the duration of the deployment. 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. To officially close out your Unit Mail Room contact QAQC to schedule your shutdown (MCIW_MCB_CPEN_POSTQAQC@usmc.mil). This must be completed before departure.
   
 a. Requested date to conduct UMR close out inspection:     ___________ 

    
  b. Alternate date to conduct UMR close out inspection:    ___________
    
	c. The higher or adjacent headquarters element unit mail clerks (UMC) shall pick up mail for the non-deployed Marines from the servicing Military Post Office. That higher or adjacent headquarters element UMR shall serve as the UMR for the non-deployed Marines.

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

(1) RBE Unit Mail Officer:
Rank and name: ___________________
Phone:	   ___________________
E-mail:	   ___________________

(2) RBE Assistant Unit Mail Officer:
Rank and name: ___________________
Phone:	   ___________________
E-Mail:	   ___________________           
	
3.	Before departing for deployment all single service members assigned a local Post Office box (P.O. Box) are required to return all issued keys prior to their servicing Military Post Office (MPO). To issue a unit mailing address, the unit must account for and return at least 90% of all issued P.O. box keys. This only applies for units whose Marines pick up mail from 11, 14, 33, and 43 Area MPO’s. A roster will be provided at the request of the unit.

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

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

[bookmark: _Hlk204077644]6.  Unit Mail Officer’s Point of Contact Information:(E6 or above)
Name and rank:                   ____________________ 
Phone:                           ____________________ 
E-mail:                          ____________________
Mail Indoc Cert completion date: ____________________

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

10.  Unit Readiness Coordinator Point of contact information:
Name and rank:			   ____________________ 
Phone:        			   ____________________ 
E-mail:        			   ____________________

11.  Electronic Key Management System Point of contact information:
Name and rank: 			   ____________________ 
Phone:        			   ____________________ 
E-mail:       			   ____________________

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



I. M. MARINE
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