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DEPARTMENT OF THE ARMY

DEPUTY COMMANDING GENERAL (INITIAL ENTRY TRAINING)/

COMMANDING GENERAL, UNITED STATES ARMY ACCESSIONS COMMAND

90 INGALLS ROAD, BUILDING 100

FORT MONROE, VIRGINIA 23651-1065

ATAL-I  
     10 August 2004 

MEMORANDUM FOR SEE DISTRIBUTION 

SUBJECT:  Postal Guidance, Business Reply Mail (BRM), Bulk Rate Permits, Funding, Postal Reports  

1.  Headquarters (HQ), Cadet Command renewed its Business Reply Mail (BRM) Permit #280 through July 2005 for use by the regions, brigades, battalions, nurse programs, and recruiting programs.

2.  At this time, all regions, brigades, schools, nurse programs, and recruiting programs with an active BRM account should be using HQ, Cadet Command’s Permit #280.  No renewal fees will be approved for payment for individual BRM accounts.  When using Permit #280 there is no charge to you if you have a regular BRM account at your local Post Office; however, there is a $475 fee for having an accountability account.   

3.  Procedures for establishing a BRM Account:

    a. Take the letter authorizing you to use HQ, Cadet Command permit #280 (encl) to your local post office to set up your BRM Account.  A copy of the receipt has been xeroxed on the bottom of the authorization letter.

b. Once you take the letter and copy of the receipt to your local post office, they will give you a zip+4 to be used on your business reply cards and envelopes.  To have your zip+4 barcode designed; please provide your return mailing address assigned by the post office to U.S. Army Cadet Command, ATTN:  ATCC-MM Ms. (Donna Walker), Fort Monroe, Virginia  23651

    b. IMPORTANT NOTE:  BRM should only be used when the cost is less than pre-metered or pre-stamped postage.  The cost formula can be found in the DoD Official Mail Manual, Chapter 1, paragraph 11.3.1.6.   The $475.00 fee allows you to send/receive mail at a cost of the First Class Rate plus 10 cents handling fee per piece.  The regular BRM rate is at a cost of the First Class Rate plus 60 cents per piece of mail sent/returned.  The number of pieces and percent of return are the key factors in determining which method of sending the mail cost the least.   

4.  Schools may use their university’s BRM/Bulk accounts as long as the school is reimbursed.  This method may be very convenient for many of the Battalions.
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5. All schools with their own bulk accounts should have converted from the old ADTA (Trust) account to the new Centralized Automated Payment System (CAPS) account.  If your local post office is not equipped with CAPS, you will need to use the waiver process to establish a local BRM and/or Bulk Rate Account.

6. Other guidance impacting mail operations:  Public Law 104-134 requires all payments to vendors to be made via electronic funds transfer (EFT), including transactions with the United States Postal Service (USPS).”  This guidance also stated that CAPS currently covers permit mailings, business reply mailings, postage due, etc.  

7. Postal money for FY 04 was incorporated in your OMA funding budget.  We will do the same thing in FY05.  The OMA template provides $16.00 per each cadet/cadre at the Battalion.  Under this approach, the Battalion does not submit request for postal funding.

8.  CHANGE IN REPORTING:  By law we must report postal spending.  The report is due quarterly.  More information will be provided to the BNs later this FY.  

9.  The point of contact for questions is email: atcc-postal@usacc.army.mil.


//SIGNED//
Encl
STEVEN D. FRIEDERICH 

as
Deputy Director 
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