
DEPARTMENT OF THE NAVY 

USNA INSTRUCTION 5218.3E 

UNITED STATES NAVAL ACADEMY 

t2t BLAKE ROAD 

ANNAPOLIS, MARYLAND 2t402-9000 

From: Superintendent, U.S. Naval Academy/Annapolis Area Coordinator 

Subj: NAVAL ACADEMY OFFICIAL MAIL MANAGEMENT 

Ref: (a) OPNAVINST 5218.78 

USNAINST 5218.3E 
4/AO/OMM 

2 2 JUL 2004 

(b) DOD 4525.8-M, Department of Defense (DOD) Official Mail Manual of 26 Dec 01 (NOTAL) 
(c) USNAINST 5930.2P 
(d) USNAINST 5216.1 L 
(e) SECNAVINST 5602.6A 

Encl: (1) Official Mail Management Instructions 

1. Purpose. To issue regulations and policies on the handling and preparation of official mail in 
compliance with references (a) through (e) and to announce the relocation of the Official Mail Center to 51 
County Rd, Annapolis, MD 21402-1310. 

2. Cancellation. USNA/AACINST 5218.3D. 

3. Information. This directive is a complete revision and should be reviewed in its entirety. Revised areas 
are not marked in the margins because of extensive changes. 

4. Action 

a. All personnel associated with originating, handling, and preparation of Navy official mail should 
become familiar with this instruction, references (a) and (b), and comply with all regulations governing 
official mail management. 

b. This instruction supplements reference (a). Enclosure (1) gives details applicable to the Naval 
Academy and Annapolis area activities. Consult both references (a), (b) and this instruction for guidance 
in managing official mail. 

5. Forms. U.S. Postal Service (USPS) forms are available f e Mail Center, x31571/31.591 . 

Distribution: 
AA 
Mail Control Officers 
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USNAINST 5218.3E 

2 2 JUL 2004 
CHAPTER2 

OFFICIAL MAIL MANAGEMENT COST CONTROL PROGRAM 

201. General 

The objective of the Official Mail Management Cost Control Program is to reduce the Navy's overall postal 
costs. This is to be accomplished through closer supervision and education of mailers and personnel 
involved in the official mail handling process. 

202. Establishment of the Official Mall Management Cost Control Program 

1. Official Mail Manager (OMM) 

a. The Management Assistant, Administrative Department, Deputy/Chief of Staff under the 
supervision of the Administrative Officer, is designated as the OMM. The Mail and File Clerk, 
Administrative Department, and Mail Center Supervisor, Candidate Guidance Office, are designated as 
the Assistant OMMs (AOMMs). 

b. The OMM is responsible for: 

(1) Establishing a command official mail management program reviewing local mailing 
practices to make sure all official mailings are prepared following United States Postal Service (USPS) 
regulations and this instruction. 

(2) Instituting and maintaining operating/control procedures to make sure proper and 
expeditious delivery, preparation and dispatch of official mail. 

(3) Maintaining proper safeguards and security controls to prevent the depredation of official 
mail and/or the compromise of classified materials. 

(4) Initiating controls to prevent the unauthorized use of official mail. 

(5) Monitoring and ensuring incidents of unexplained missing, misdirected, or delayed official 
mail are reported to appropriate USPS or Military Postal Service (MPS) authorities. 

(6) Conducting training on an annual basis for Mail Control Officers. 

2. Mail Control Officer (MCO) 

a. Each division/department/activity will appoint an MCO who should have a thorough 
knowledge of reference (a) and this instruction. The OMM is to be notified, in writing, of the name of the 
individual assigned as their MCO. The MCO should work closely with the OMM to make sure proper 
mailing procedures are being followed in their respective division/department/activity. 
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USNAINST 5218.3E 

2 2 JUL 2004 
CHAPTER3 

CONTROL OF OFFICIAL MAIL 

301. Background 

1. Official mail may be used when mailing matter or material which relates exclusively to the 
business of the U.S. Government. Official mail is subject to the weight and size limits of its class. Official 
mail must conform to the limits of size and weight applicable to international mailings of the public when 
addressed to another country. 

2. Official mail is delivered by the USPS, FedEx, and the Postal Operations Division 
(POSTOPNSDIV), Fleet & Industrial Supply Center (FISC). 

3. Envelopes used for official mailings are available from Defense Automated Printing Service 
(DAPS), Annapolis. The return address is preprinted, not typewritten, handwritten, or stamped, in the top 
left hand corner of the envelope to include "Department of the Navy" and the statement "Official 
Business." · 

302. Business Reply Mail f BRMl 

When a return response is required from a non-government agency, Navy activities will use BRM. The 
address of the activity to whom the BRM is being returned is printed in the address area of the card, 
envelope, or gummed address label. Handwritten addresses are not permitted. Consult reference (a), the 
OMM, x31570 or AOMM, x31577 for further information on BRM or to obtain BRM labels. Use of BRM 
must be strictly limited. 

303. Permit Imprints 

1. Permit imprints provide a means of achieving positive accountability for postage charged involved 
in a mailing without having to affix postage stamps or individuals metering each piece of mail. Mail 
presorted and presented for mailing per specified regulations of the USPS may qualify for significant 
postage rate discounts, aiding in reducing overall postal costs. 

2. Consult reference (a) or the OMM/AOMM for further information on permit imprints. 

304. Postage Meters/Mailing Systems 

Postage meters provide a means of achieving positive accountability by imprinting the exact amount of 
postage paid either directly on an envelope or on a tape to be affixed to the mailing. The meter records 
the value of postage paid for official mailings. All U. S. mail will now be metered at the POSTOPNSDIV. 
Plan according, expecting a day delay. 

305. Use of Offlclal Mail 

Official mail should be used for mail relating exclusively to the official business of the U.S. Government. 
Refer to reference (b) or the OMM/AOMM for specific guidelines on authorized and unauthorized uses of 
official mail. Filing of job applications is considered to be a personal matter, not official government 
business, and does not qualify for use of official mail. Such personal mail is subject to the payment of 
postage by the individual. Questionable outgoing mail may be searched or seized by the OMM/AOMM 
before being passed to POSTOPNSDIV for metering. 
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USNAINST 5218.3E 

2 2 JUL 2004 

ACTIVITY BLDGNAME STREET ZIPCODE 

DEAN OF ADMISSIONS LEAHY HALL 117 DECATUR RD 21402-5017 

DEFENSE AUTOMATED PRINTING SERVICE, ANNAPOLIS 187 VANDERGRIFT RD 21402-5049 

DEPUTY EQUAL EMPLOYMENT OPPORTUNITY OFFICE HALLIGAN HALL 181 WAINWRIGHT RD 21402-5015 

DEPUTY FOR FINANCE ADMINISTRATION BLDG 121 BLAKE RD 21402-5000 

DEPUTY/CHIEF OF STAFF ADMINISTRATION BLDG 121 BLAKE RD 21402-5000 

DIRECTOR OF RESEARCH & SCHOLARSHIPS NIMITZ HALL 589 MCNAIR RD 21402-5031 

DIRECTOR, NAVAL ACADEMY SAILING ROBERT CROWN SAILING CTR 601 BROWNSON RD 21402-5043 

DIVISION OF ENGINEERING AND WEAPONS RICKOVER HALL 590 HOLLOWAY RD 21402-5042 

DIVISION OF HUMANITIES AND SOCIAL SCIENCES SAMPSON HALL 107 MARYLAND AVE 21402-5044 

DIVISION OF MATH AND SCIENCE MICHELSON HALL 572M HOLLOWAY RD 21402-5026 

DIVISION OF PROFESSIONAL DEVELOPMENT LUCE HALL 112 COOPER RD 21402-5022 

ECONOMICS DEPT NIMITZ HALL 589 MCNAIR RD 21402-5030 

ELECTRICAL AND COMPUTER ENGINEERING DEPT MAURY HALL 105 MARYLAND AVE 21402-5025 

ENGLISH DEPT SAMPSON HALL 107 MARYLAND AVE 21402-5044 

ENLISTED BARRACKS, NAVAL STATION 168 BENNION RD 21402-5055 

FIRE DEPT PUBLIC SAFETY BLDG 257 LONGSHAWRD 21402-5037 

FLEET & FAMILY SUPPORT CENTER STRATION HALL 348 KINKAID RD 21402-5073 

FOOTBALL OFFICE RICKETIS HALL 566 BROWNSON RD 21402-5046 

GLENN WARREN SOCCER FACILITY 150 SANTEE RD 21402-1360 

GRADUATE EDUCATION OFFICE PREBLE HALL 118 MARYLAND AVE 21402-5026 

HISTORY DEPT SAMPSON HALL 107 MARYLAND AVE 21402-5044 

HOUSING WELCOME CENTER/SELF-HELP STORE 349 KINKAID RD 21402-1044 

HUMAN RESOURCES DEPT HALLIGAN HALL 181 WAINWRIGHT RD 21402-5009 

HYDROMECHANICS LABORATORY RICKOVER HALL 590 HOLLOWAY RD 21402-5042 

INFORMATION TECHNOLOGY SERVICES WARD HALL 290 BUCHANAN RD 21402-5045 

INSTITUTIONAL RESEARCH WARD HALL 290 BUCHANAN RD 21402-5045 

JOINT SPECTRUM CENTER (JSC) 120 WORTHINGTON BASIN 21402-5064 

LANGUAGE STUDIES DEPT NIMITZ HALL 589 MCNAIR RD 21402-5030 

LAUNDRY & DRYCLEANING PLANT 580 KINGWOOD ST 21402-5052 

LEADERSHIP, ETHICS, AND LAW DEPT LUCE HALL 112 COOPER RD 21402-5022 

-EnG-l-osut:'e.--, .L)_; __ __ , 
Appendix A 2 



 

ACTIVITY BLDGNAME 

LIBRARY NIMITZ HALL 

MAIL CENTER 

MATHEMATICS DEPT PREBLE HALL 

MECHANICAL ENGINEERING DEPT RICKOVER HALL 

MESSAGE BRANCH WARD HALL 

MIDSHIPMEN DEVELOPMENT CENTER BANCROFT HALL 

MIDSHIPMEN DISBURSING 

MIDSHIPMEN FINANCIAL ADVISOR BANCROFT HALL 

MIDSHIPMEN FOOD SERVICE DIVISION BANCROFT HALL 

MIDSHIPMEN RECREATIONAL FACILITY/DRYDOCK DAHLGREN HALL 

MIDSHIPMEN SUPPLY BANCROFT HALL 

MORALE, WELFARE & ~ECREATION DEPT 

MUL Tl MEDIA SUPPORT CENTER NIMITZ HALL 

MUSEUM PREBLE HALL 

MUSIC DEPT ALUMNI HALL 

NAF- ACCOUNTING BANCROFT HALL 

NAF- REPAIR TAYLOR, UNIFORMS, COBBLER & TEXTBOOKS BANCROFT HALL 

NAVAL ACADEMY ATHLETIC ASSOCIATION RICKETTS HALL 

NAVAL ACADEMY DAIRY 

NAVAL ACADEMY FOUNDATION BEACH HALL 

NAVAL ACADEMY GOLF COURSE 

NAVAL ACADEMY NONAPPROPRIATED FUND PROGRAMS DAHLGREN HALL 

NAVAL ACADEMY STORE BANCROFT HALL 

NAVAL ACADEMY STORE WAREHOUSE 

NAVAL ARCHITECTURE & OCEAN ENGINEERING DEPT RICKOVER HALL 

NAVAL COMMAND, CONTROL & OCEAN SURVEILLANCE CTR 

NAVAL CRIMINAL INVESTIGATIVE SERVICE HALLIGAN HALL 

NAVAL DISTRICT WASHINGTON, EAST HALLIGAN HALL 

NAVAL INSTITUTE BEACH HALL 

NAVAL MEDICAL CLINIC, ANNAPOLIS 
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USNAINST 5218.3E 

2 2 JUL 2004 

STREET ZIPCODE 

589 MCNAIR RD 21402·5029 

51 COUNTY RD 21402-1310 

118 MARYLAND AV 21402-5002 

590 HOLLOWAY RD 21402-5042 

290 BUCHANAN RD 21402-5045 

101 COOPER RD 21402-5070 

101 BUCHANAN RD 21402-5024 

101 SANDS RD 21402-5078 

101 SANDS RD 21402-5079 

103 FULLAM CT 21402-5003 

101 BUCHANAN RD 21402-5024 

330 KINKAID RD 21402-5071 

589 MCNAIR RD 21402·5031 

118 MARYLAND AVE 21402-5035 

675 DECATUR RD 21402-5086 

101 WILSON RD 21402-5081 

101 WILSON RD 21402-5081 

566 BROWNSON RD 21402-5040 

P.O. BOX 186, GAMBRILL$ 21054-0186 

291 WOOD RD 21402-5001 

74 GREENBURY PT RD 21402-5059 

103 FULLAM CT 21402-5047 

101 WILSON RD 21402-5081 

128 GREENBURY PT RD 21402-1104 

590 HOLLOWAY RD 21402-5042 

5 BULLARD BLVD 21402-5005 

181 WAINWRIGHT RD 21402-5014 

181 WAINWRIGHT RD 21402-1236 

291 WOOD RD 21402-5034 

250WOODRD 21402-5050 
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