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Department of the Army

Organization
Street Address
City State Zip

(Enter office symbol of requesting organization)                                                      (Date)

MEMORANDUM THRU Security Manager, (Requesting Organization)
FOR Garrison Official Mail Manager, USAG Grafenwoehr, Unit 28130, APO AE 09114-8130
SUBJECT:  Authorization to Pickup/Deliver Official Mail
1.  Effective (date), the following individuals are authorized to pickup and deliver official mail (including accountable, except registered mail) for (your unit/organization).


Name


Phone Number

Email Address
2.  The following individuals are authorized to handle registered mail:


Name

Security Clearance
  Phone Number
 Email Address

3.  POC is (name, phone number and email address).







Signature Block of Appointing Official

The security clearances indicated in paragraph 2 above were validated by the organization’s cognizant Security Manager, as verified below.

VERIFYING OFFICIAL:

NAME OF SECURITY MANAGER

SECURITY MANAGER’S SIGNATURE

DATE










