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Mail Guidance For Redeploying Commanders and Soldiers Supporting Operation IRAQI FREEDOM
1.  Commanders’ responsibilities taken prior to unit redeployments from Operation IRAQI FREEDOM (OIF).


a.  Unit commander ensures each redeploying soldier completes two Change of Address and Directory Cards (DA Form 3955) and ensures the cards are provided to the following locations prior to the soldiers’ redeployment:

b.  One DA Form 3955 must be provided to the OIF servicing APO. 


c.  One DA Form 3955 must be provided to the OIF servicing Unit Mail Room (UMR).

2.  Soldiers’ responsibilities prior to redeployment from Operation IRAQI FREEDOM (OIF).


a.  Complete two DA Form 3955 cards.  The Unit Commander will ensure the cards are provided to the OIF servicing APO and the OIF servicing UMR.


b.  Notify stateside family, friends, and other correspondents to stop mailing NLT 15 days prior to the soldier’s redeployment date and resume using the soldier’s home station mailing address.


c.  Notify Central Region correspondents, family and friends to stop mailing NLT 10 days prior to the soldier’s redeployment date and resume using the soldier’s home station mailing address.


d.  Immediately contact financial institutions that send account statements directly to the contingency APO mailing address to inform them to discontinue using this address, or notify them while making the last payment prior to redeployment.  Financial institutions should be told to mail all future correspondence to the soldier’s home station mailing address.


e.  Immediately contact the CMR/UMR at home station after your return.  Verify removal of your prior mail disposition instructions and collect all mail held during your deployment.  If you plan on taking leave complete a new Temporary Mail Disposition Instruction (DD Form 2258).

Mail Delivery Actions By Redeploying Unit’s Home Station Rear Detachment Commander, and Unit Mail Room (UMR) or Consolidated/Community Mail Room (CMR) Mail Clerk
Rear Detachment Commanders and Rear Detachment UMR/CMR Mail Clerks must ensure that family members receive information about mail delivery during the redeployment phase of Operation IRAQI FREEDOM.

1.  Unit Home Station Rear Detachment Commander responsibilities for units preparing to redeploy from Operation IRAQI FREEDOM are as follows: 


a.  Inform Family Readiness Groups and individual family members to stop mailing ten (10) days prior to the unit’s redeployment date to ensure that deployed soldiers receive the best possible mail delivery during the redeployment phase of Operation IRAQI FREEDOM.  By doing this, the Military Postal Service (MPS) will be able to better process mail for both the deployed and redeploying units, and prevent mail from “chasing” soldiers.


b.  Inform rear detachment UMR/CMR mail clerks to stop forwarding mail to those redeploying units and individual soldiers ten (10) days prior to the actual redeployment date. 


c.  Coordinate for additional mail storage space to accommodate mail being held for redeploying soldiers.  If serviced by a CMR, contact the BSB Postal Officer to ensure adequate facility space will be available to store mail until the soldiers’/unit’s return.  


d.  Ensure Rear Detachment UMR/CMR Mail Clerks for units and individual soldiers redeploying are notified that they are responsible for the following actions during the redeployment phase of Operation IRAQI FREEDOM: 



(1)  Ten (10) days prior to the unit’s or individual soldier’s redeployment mail forwarding to the contingency APO should be terminated.



(2)  Any Operation IRAQI FREEDOM mail forwarding instructions (DA Form 3955 or DD Form 2258) listing a contingency APO forwarding address that the individual soldier left at the UMR/CMR should be removed from the soldier’s Individual Mail Lock Box (IMLB) ten (10) days prior to the soldier’s redeployment date. 

Mail Delivery Actions for Family Members of Unit or Individual Soldiers Redeploying From Operation IRAQI FREEDOM
1.  Family members and friends in the Central Region should stop writing deployed spouses and other soldiers ten (10) days prior to the unit or individual soldier’s redeployment date.

2.  Family members may want to check with rear detachment UMR/CMR mail clerks to ensure that their spouse’s mail is no longer being forwarded ten (10) days prior to the unit’s or individual soldier’s redeployment date.

3.  Family members who received damaged Insured or Registered items from their spouses that are redeploying, should retain the damaged item, wrapper, box, and packaging material so that a claim can be filed.  Claims may be filed at any USPS or Military Postal Facility.

4.  Family members should contact their rear detachment UMR/CMR mail clerk or APO postal officer if they have any questions concerning mail delivery during the redeployment phase of Operation IRAQI FREEDOM.

Helpful Mailing Hints for Redeploying Soldiers 
1.  Mark parcels/letters “MPS” (no postage required) to send non-valuable items back to your home station APO AE 09XXX Europe mailing address.  There is no reimbursement for lost or damaged items marked “MPS”.  

2.  Insure or Register parcels (by paying postage and the insured / registered fee) to mail high-value or other valuable items.  Subsequently, if the item is lost or damaged a claim can be filed at your home station APO or stateside post office.

3.  Don’t mail explosives, war souvenirs, ammunition, handguns, alcohol, or other items prohibited by postal regulations to yourself or others.  Check with your servicing APO for additional information.

4.  Command policy may prohibit mailing military clothing, equipment, and TA-50.  Items such as rucksacks, duffel bags, and footlockers may also be prohibited from being entered into the military postal system based on local policy.  Check with your unit commander or servicing APO before attempting to mail any of these items.

5.  Redeploying soldiers may be required to bring their boxes to the APO unsealed so they may be inspected for prohibited items prior to mailing.  Your unit commander and the servicing APO can provide the latest information.

6.  The maximum size and weight for mailing is 70 pounds and 130 inches in length and girth combined for both mail marked MPS and mail being sent back to CONUS.

7.  Obtain Change of Address and Directory Cards (DA Form 3955) from your deployed UMR.

8.  When mailing to an APO address, DO NOT INCLUDE the country name in the address, i.e., Germany, Italy, etc. Using the country, as part of the address will delay or cause non-delivery of mail.  It can also result in the charge of international customs fees.

9.  You should place a copy of the addressee’s mailing address inside each parcel as an added precaution in case the outside address is damaged while in transit. 

10.  Mail will only be forwarded for 90 days after redeployment.  After the forwarding period has expired, mail will be returned to sender or disposed of as directed by the DOD Postal Manual.


a.  Mail for USAREUR and CONUS based redeploying units will be redirected to the unit’s home station by the deployed APO for 90 days based on the Change of Address and Directory Card (DA Form 3955) submitted by the redeploying unit.


b.  Mail for individual redeploying soldiers (not a part of a unit redeployment) will be forwarded for 90 days to the address provided on the Change of Address and Directory Card (DA Form 3955) submitted by the redeploying soldier to the servicing UMR and APO. 


c.  Correspondence and parcels marked “MPS” cannot be forwarded to CONUS or international addresses.  USAREUR soldiers who anticipate PCS, ETS, or Retirement Orders upon returning back to their home station are highly encouraged to pay the local rate of postage as opposed to marking “MPS”.  In the event the soldier departs USAREUR prior to their mail arriving, mail with postage affixed will be forwarded (with no additional charge) to their forwarding address.   

Who to Contact for Help
1.  Contact your Unit Mail Clerk.

2.  Contact your servicing APO.

3.  Contact the Postal Operations Directorate, DSN:  379-7837/7643.
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