RULES  ON  USE  OF  BASE  INFORMATION  TRANSFER  SYSTEM  (BITS)

--
Air Force rules.  The rules on what items can be sent through BITS are in the Official Mail Manual (DoD 4525.8-M/AF Supp., 18 Apr 94, Chap. 10, para. C8).  The rules are as follows:

8.
The BITS main duty is to transfer official administrative communications between action offices.  The BITS can also deliver communications from official sources (as determined by the return address or official postage), addressed to individuals by name.  For intrabase communi-cations, official sources should use the BITS to send items to individuals at their duty address.

a.  Usually, official sources use the complete official address, including functional address symbol (FAS).  Some official sources do not add the FAS in official addresses they maintain on people.  You may deliver communications addressed to individuals at their duty unit without FASs, to the unit for further distribution, or to the BITC for referral action.

b.
BITS personnel should use every available source to attempt to deliver mail to individuals from official sources.  Process other mail as follows:




(1)
The BITS may receive personal mail from unofficial sources only under certain limited circumstances; for example, following a permanent change of station (PCS) move.  Individuals must not use their official activity address to receive personal mail from unofficial sources on a continual basis.  Instruct these individuals to notify their correspondents of their personal mailing address.




(2)
The BITS will not deliver unofficial mass mailings addressed to individuals at the duty address.  We define a mass mailing as 50 or more pieces of mail received on the same day from the same mailer.  In this context, we define unofficial mail as mail addressed to an individual that does not have an official return address from a government agency.  You will return such mail unopened to USPS.  You must not destroy it.  EXCEPTION:  Technical and professional publications mailed at the second class rate of postage are deliverable regardless of the number received since the Air Force normally pays for such subscriptions.  Additionally, some mail from unofficial sources may be official or quasi-official in nature.  Such mail usually will not be received in large numbers.  Chiefs, Base Information Management may authorize delivery of such mail received in any reasonable quantity, if it is apparently intended for the addressee in their official capacity rather than as a private person.  They may also determine what is reasonable based on the nature of the mail, the mission, and the population of the installation.  Mail will be delivered with less than 50 pieces from the same sender.  This includes mail addressed to positions such as the Base Civil Engineer, Chief of Services, etc.  If a mailer tries to circumvent this policy by repeated mailings of less than 50 pieces, then refuse the mail and return it to USPS.



(3)
The OMM restricts the delivery of personal mail through the BITS because it delays the processing of official mail and correspondence.  On base personnel and private mailers must understand that the uncontrolled addition of personal mail in the BITS interferes with its basic function; that is, the transfer of official communications between action offices.

--
Additional AFMC rule.  AFMC has issued another rule:  “BITC [Base Information Transfer Center] personnel don’t distribute bills, bulletins, notices, and other similar nonofficial items orig-inated by NAF activities or installation social activities unless approved by the base commander through IM.”  [DoD 4525.8-M/AF Supplement 1/AFMC Supplement 1, Official Mail Manual, 3 Oct 94, Chapter 10.C.10]  Ms. Venita Rhoads, HQ AFMC/SCDP (DSN 787-7622), the Official Mail Manager (OMM) for AFMC, says AFMC does not have any other guidance (e.g. policy letters) on the appropriate use of BITS, but that individual bases may have issued local guidance.
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