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This instruction outlines procedures for military and civilian personnel to process in and out of the Edwards AFB Postal Service Center.  It applies to all personnel serviced by the Postal Service Center, assigned to Edwards AFB, including tenant organizations.

1.  HOURS.  In/out processing hours for the Postal Service Center (PSC) are 1000 to 1700, Monday thru Friday, excluding holidays.  Window will open 0900-1700 between Thanksgiving and New Year.

2.  PROCEDURES:
2.1.   All personnel, single or married-unaccompanied who are eligible for  a PSC mailbox, will process through the PSC upon arrival, departure, and when moving into base housing, dormitories or off-base.

2.2.  All incoming and departing married/single personnel may receive their mail through General Delivery (PSC Box 1998) while residing in short term temporary quarters.  Dependents 18 years or older, with a valid ID, may pick up the mail unless otherwise directed by the sponsor.

2.3.  Arriving and departing civil service employees, on official orders, may use the General Delivery while residing in short term temporary quarters.

2.4.  Personnel in temporary duty status (TDY) or reservists activated for more than 90 days, will be assigned a mailbox.  Personnel on station for 90 days or less, will receive their mail through General Delivery.
2.5.  Personnel who previously resided in base housing or off-base and who move into the base dormitories, must give the PSC a letter signed by their commander or first sergeant verifying the move, before a mailbox will be assigned.

2.6.  Personnel living off  base may be assigned a PSC mailbox provided they furnish the PSC with a letter from their postmaster.  The letter must state that the United States Post Office does not provide free mail delivery service to their address.  Personnel living in base housing or off-base and who have an unauthorized PSC/dormitory mailbox assigned to them, will have the mailbox closed immediately.

2.7.  Personnel who depart Edwards AFB without closing their mailbox will have their mail indorsed "Moved-Left Without Forwarding," and the mail will be returned to the sender.


WILBERT D. PEARSON, JR.,  Major General, USAF


Commander

