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BASE GUARD MAIL SERVICES 

(a) DoDI 4000.19, "Intraservice and Intragovernment Support," 
August 9, 1995 

(b) DoD FMR 7000.14-R 
(c) Title 10 U.S.C. 4292 

(1) Base Guard Mail Stops 
(2) Base Guard Mail Contract Proposal 

1. Purpose. This Bulletin provides guidance and provisions for Marine Corps 
Installations East-Marine Corps Base Camp Lejeune (MCIEAST-MCB CAMLEJ) Guard 
Mail services. The services and reimbursement will be in accordance with all 
applicable laws, regulations, and procedures. 

2. Background. Subordinate and tenant commands and units aboard Camp 
Lejeune must have a means to communicate and distribute correspondence 
between one another without having to utilize Federal postal services. 
References (a) through (c) provide authority and guidance for the 
preparation, maintenance, and provisions of Guard Mail service. Non­
appropriated Fund Activities are authorized under reference (c) to enter into 
agreements with other Department of Defense Agencies when such agreements are 
beneficial to both parties. 

3. Action 

a. To provide reliable, timely guard mail services for unclassified 
correspondence between tenant commands and units aboard Camp Lejeune, all 
Camp Lejeune activities will use the Guard Mail service when sending 
unclassified correspondence (as long as it does not contain personally 
identifiable information) to addressees located within the installation. 
Mailing articles between commands aboard the installation using appropriated 
fund postage is prohibited. 

b. Tasks 

(I) Assistant Chief of Staff (AC/S), Marine Corps Community Services 
(MCCS) shall: 

(a) Provide Base Guard Mail services to the locations outlined in 
enclosure (l). 
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(b) pick up and deliver mail once daily to the locations 

indicated, with the exception of the United States Post Office, Main Post 
Office, Camp Lejeune, which will be visited twice daily. 

(c) Submit a monthly invoice to the AC/S G-8 for these services. 

(2) Ac/s G-8 shall: Reimburse MCCS in the amount of $57,204.00 with 
monthly payments of $4,767.00, per enclosure (2). 

c. Coordinating Instructions. Unresolved differences concerning this 
Bulletin will be elevated for resolution through the chain of command. 

5. Reserve Applicability 

a. Command. This Bulletin is applicable to and tenant and subordinate 
commands of MCIEAST-MCB CAMLEJ located aboard Camp Lejeune. 

b. Signal. This Bulletin is effective- the date 
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BASE GUARD MAIL CONTRACT PROPOSAL 

Salaries/Benefits 
Vehicle Depreciation 
Vehicle Maintenance/Gas 
Administrative Cost 
Profit 

TOTAL 

2011-2012 

$42,279 
$2,485 
$3,012 
$4,228 
$5,200 

$57,204 

Salaries/Benefits: 
on Base Guard Mail 
overhead. 

Mail carriers' salaries and benefits based on time spent 
functions. Costs include supervisory salary and benefits 

Vehicle Depreciation: Pro rata annual vehicle depreciation expense. 

Vehicle Maintenance/Gas: Actual mileage times the per diem rate for mileage 
reimbursement. 

Administrative Cost: Represents 10% of salaries and benefits. 

Profit: Represents a 10% profit above actual costs. 

The overall cost represents an increase over the previous contract, most of 
which is due to inflationary increases in salaries and benefits. 

Enclosure (2) 


