Mailing Newsletters to Family Members

Informal Newsletters:

Create a unit newsletter and use Unit or FRG funds to purchase stamps and mail the newsletter.  This is the preferred approach as outlined in DA Pam 608-47, Paragraph 3-4.

Official Newsletters:

      As of 1 Feb 02, 20% of material in an official newsletter can be unofficial military related materials and appropriated funds can be used to mail it.  See next page for more information.

If you wish to use appropriated (government) funds to mail newsletters the newsletter must be designated as official business.  That is to say, all information in the newsletter must be directly related to the unit’s mission.  Next, it must be processed through the following official channels.

Non-Military Activities (these are not military related unofficial and will not be allowed):

Birth/Birthday/Promotions/Farewell Announcements - it is easier to go this generically, if you put in some peoples birthdays/anniversaries/promotion, you may forget some people and they will feel left out, these types of items are of interest to service members, but this is an FRG newsletter and they are not of big interest to family members who this newsletter is intended to reach.

Fundraiser Announcements

Recipes

              Commercial Activity Promotions

              Yard Sale Announcements

The final version of the newsletter shall be submitted to Ms. Combs, Installation Postal Mail Manager, 878-3767/2011 or combss@eustis.army.mil or Bldg 1321 as to the official approval qualification of the information in the newsletter.  Also, carbon copy Anastasia Kakel, Family Readiness Coordinator, 878-5377 or kakela@eustis.army.mil who will keep a record of newsletters, spreadsheets and mailings.

 Once approval is obtained (but before copies of the newsletter are printed) Mr. Sorbet, Post Office needs to be consulted.  He will determine how the newsletter is to be tabbed (folded and taped) to go through the mail machine.

Sample copies of official newsletters are available from Mrs. Kakel, 878-5377 or kakela@eustis.army.mil
There are some requirements such as:

1.  Encouraged to use generic promotion/congratulations/birthdays/hail & farewell statements (see newsletter), 

2.  A persons name and phone number can go into the newsletter ONLY if one has signed the privacy act statement waiver (FRG Questionnaire) releasing their name and phone number, 

3.  Newsletters cannot advertise for businesses, 

4. Newsletters should be at least two pages or be placed in an envelope, so they will go through the mail machine, 

5.  Return addresses must say official business (see #7 below), Mr. Sorbet at the post office will print official return addresses for units who would like them, just tell him your unit and that you fall under 7th GRP and pick them up, 878-3767/2011.  

6.  ADDRESSES should be in ALL CAPITAL LETTERS WITH NO ABBREVIATIONS AN NO PUNCTUATION

7.  OFFICIAL ADDRESS:

DEPARTMENT OF THE ARMY

COMMANDER, UNIT NUMBER TRANSPORTATION COMPANY/DETACHMENT

STREET NAME, BLDG NUMBER

FORT EUSTIS, VIRGINIA 23604

------------------------------------------------------------------------------------------------------------

OFFICIAL BUSINESS #16

Some suggestions: 

Use the social calendar and cut and paste support services/training for your family members.

Put the newsletter on disk so it can be changed/updated if DOIM says something is unofficial.

Make a roster/spreadsheet with names and addresses of family members so you can print labels and update them quickly.

POC is Anastasia Kakel, Family Readiness Coordinator, 878-5377, kakela@eustis.army.mil
FAMILY MEMBER ADDRESS LABELS:

7th (Unit Identifier makes it easier if the newsletter is returned)

MRS ANASTASIA KAKEL

MONROE AVE, BLDG 820

FORT EUSTIS VA 23604

DON'T FORGET TO INCLUDE YOUR UNIT CHAIN OF CONCERN AND TELEPHONE TREE IN THE NEWSLETTER.

Sample Excel Newsletter Label Spreadsheet for printing mailing labels.

Attached is also an excel spreadsheet you can use to print out your family members address labels, instructions on how to get from Excel spreadsheet to Microsoft labels is below.  Remember addresses must all be in CAPITAL letters with no punctuation (see mailing Newsletters document).  I recommend you type in the last name first and then the first name for easy identification and changes later, example KAKEL, ANASTASIA as opposed to ANASTASIA KAKEL.

Converting Microsoft Excel data as a Mailing List in Word:

1.  Save and close the excel spreadsheet that contains the list you want to merge with a document in word.

2.  Switch to Microsoft Word.

3.  Open the word main New (blank) document.

4.  On the Tools menu in word, click Mail Merge.

5.  Click Create, and select Mailing Labels, then Change Document Type.

6.  Click Get Data, and then click Open Data Source.

7.  In the Open Data Source dialog box, open the folder that contains your excel spreadsheet.

8.  In the Files of type box, click MS Excel Worksheets (.xls) -spreadsheets. (– this is where people often mess up)

9.  Double-click the spreadsheet that contains your data.

10.  Click OK to Entire Spreadsheet.

11.  Click Set Up Main Document

12.  Under Label Options click the Product Number (AVERY brand, number 5160 (they are 1" x 2 5/8" labels) or whatever kind of labels you have, then click OK. 

13.  In the Create Labels Box

First type in your unit number 7TH, so if/when newsletters are returned they are easily identifiable.

Then click Insert Merge Field 

Click Rank

Type in two spaces 

Click Name

Hit enter

Click address

Hit enter

Click city 

Type in two spaces

Click Zip Code

Click Merge

Click Merge

Your labels will appear if front of you and print out perfectly!  You will be a professional by the second time around!!

Sample label:

7TH

MRS  KAKEL ANASTASIA

MONROE AVE, BLDG 820

FORT EUSTIS VA 23604

Subject: R U 250932Z FAMILY READINESS GROUP NEWSLETTERS

RTTUZYUW RUEAHOF8142 0281853-UUUU--RUEALKY RUERAIX RUERBFA RUERDCS

RUERDGA RUEREUX RUERGAA RUERGAB RUERGAH RUERGAJ RUERGAR RUERHNA

RUERHWX RUERKYA RUERLEX RUERNLX RUERNUA RUERNUB RUERNUD RUERNUK

RUERNUS RUERSHA RUERSOC RUERUCX.

ZNR UUUUU

R 250932Z JAN 02

FM CDR USACFSC ALEX VA//CFSC-SP//

TO AIG 7446

AIG 7406

INFO RUEADWD/DA WASH DC//DAIM-ZX/SAMR-MPP/DAPE-HR//CFSC-SP

BT

UNCLAS UNCLAS

PASS TO INSTALLATION GARRISON COMMANDERS, UNIT COMMANDERS, DIRECTORS

OF INFORMATION MANAGEMENT, DIRECTORS OF COMMUNITY ACTIVITIES,

DIRECTORS OF ARMY COMMUNITY SERVICE

SUBJECT:  FAMILY READINESS GROUP NEWSLETTERS

A.  DOD INSTRUCTION 4525.8, 26 DEC 01, DOD OFFICIAL MAIL MANAGEMENT.

B.  DOD 4525.8-M, 26 DEC 01, DOD OFFICIAL MAIL MANUAL.

1.  THE PURPOSE OF THIS MESSAGE IS TO ADVISE UNIT COMMANDERS AND FAMILY

PROGRAM MANAGERS OF NEWLY PUBLISHED GUIDANCE (REF A AND B)REGARDING USE OF

APPROPRIATED FUNDS TO MAIL UNIT FAMILY SUPPORT GROUP NEWSLETTERS THAT

INCLUDE SOME UNOFFICIAL INFORMATION.

2.  ARMY FAMILY ACTION PLAN ISSUE 460, OFFICIAL MAIL LIMITATIONS OF FAMILY

READINESS GROUP (FRG) NEWSLETTERS, JUL 99, IDENTIFIED THE PROHIBITION IN

DOD 4528.8-M, DATED JULY 1987, AGAINST THE USE OF

PAGE 02 RUEAHOF8142 UNCLAS

APPROPRIATED FUNDS TO MAIL NEWSLETTERS CONTAINING ANY UNOFFICIAL

INFORMATION.  CONFERENCE DELEGATES PROPOSED THAT PERSONAL AND SOCIAL

INFORMATION (FOR EXAMPLE, GROUP SPECIAL EVENTS, BIRTH ANNOUNCEMENTS,

PROMOTION ANNOUNCEMENTS) IS CRITICAL TO PROMOTING UNIT COHESION AND

MAINTAINING A COMMITMENT BY THE FAMILY TO THE ARMY MISSION.

3.  NEW LANGUAGE READS AS FOLLOWS IN PARA C1.3.12, REF B:

"INFORMATION THAT WOULD OTHERWISE BE UNOFFICIAL MAY BE INCLUDED IN

OFFICIAL COMMAND PUBLICATIONS SUCH AS DAILY, WEEKLY, HOUSING, AND FAMILY SUPPORT GROUP-TYPE BULLETINS/NEWSLETTERS WHEN THE LOCAL COMMANDER DETERMINES ITS DISSEMINATION WILL CONTRIBUTE TO MORALE OR ESPRIT DE CORPS.  SUCH

INFORMATION MAY BE INCLUDED ONLY IF IT IS NOT OTHERWISE PROHIBITED BY THIS

MANUAL, IT DOES NOT EXCEED 20 PERCENT OF THE PRINTED SPACE USED FOR THE

OFFICIAL INFORMATION, THERE WILL BE NO INCREASE IN COST TO THE GOVERNMENT,

AND IT DOES NOT INCLUDE PERSONAL WANTED/FOR SALE ADVERTISEMENTS."

4.  DOCUMENTS ARE AVAILABLE ON THE DOD PUBLICATIONS WEB SITE :

HTTP://WWW.DTIC.MIL/WHS/DIRECTIVES/INDEX.HTML  (USE LOWER CASE).

AUTHORITY TO IMPLEMENT INSTRUCTIONS IN THE DOD 4525.8-M IS IMMEDIATE.  ISSUANCE OF SUPPLEMENTARY INSTRUCTION IS AUTHORIZED ONLY WHEN UNIQUE REQUIREMENTS EXIST.

THE CHANGE WILL BE INCORPORATED IN THE NEXT
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