Point  Paper  on  Printing  and  Mailing  Invitations

to  Change-of-Command,  Retirement,  Promotion  and  Other  Ceremonies
Purpose.  The purpose of this paper is to summarize the rules on this subject.

Change-of-command ceremonies.  Invitations to a change-of-command ceremony:

--
Can be printed using appropriated funds.  [Note 1]
--
Can be distributed using government e-mail.  [Note 2]

--
Can be distributed using the Base Information Transfer System (BITS).  [Note 3]
--
Can be mailed using government postage.  [Note 4]  Also, the date, time and location of a reception related to the change-of-command can be included in the mailing so long as no additional postage is necessary, and the notation does not include any advertisement for or endorsement of any enterprise.  [Note 5]

Retirement ceremonies.

--
Invitations to a retirement ceremony:

--
Cannot be printed by commercial sources using appropriated funds, and cannot be printed by Defense Automated Printing Service using appropriated funds. [Note 6]

--
Can be produced using internal government communications resources (such as word processors, paper and stationery).  [Note 7]
--
Can be distributed using government e-mail.  [Note 8]

--
Can be distributed using the Base Information Transfer System (BITS).  [Note 9]

--
“Official announcements of official retirement ceremonies” can be mailed using government postage.  [Note 10]  However, “retirement announcements” cannot be mailed using government postage.  [Note 11]  An invitation is considered to be an “official announcement of an official retirement ceremony” if it is an invitation to the official retirement ceremony (as opposed to a related social event), and if it is addressed to an individual.  An example of a “retirement announcement”(which cannot be mailed with government postage) would be a generic flyer that announces a person’s retirement and that is distributed to everyone in an organization.  [Note 12] Also, the date, time and location of a retirement-related reception can be included in the mailing so long as no additional postage is necessary, and the notation does not include any advertisement for or endorsement of any enterprise.  [Note 13]

Promotion ceremonies.  Invitations to a promotion ceremony:

--
Cannot be printed by commercial sources using appropriated funds, and cannot be printed by Defense Automated Printing Service using appropriated funds.  [Note 14]

--
Can be produced using internal government communications resources (such as word processors, paper and stationery).  [Note 15]
--
Can be distributed using government e-mail.  [Note 16]

--
Can be distributed using the Base Information Transfer System (BITS).  [Note 17]

--
Cannot be mailed using government postage.  [Note 18]

Graduation ceremonies.  Invitations to a graduation ceremony for a military school:

--
Can be printed using appropriated funds.  [Note 19]

--
Can be distributed using government e-mail.  [Note 20]

--
Can be distributed using the Base Information Transfer System (BITS).  [Note 21]
--
Can be mailed using government postage.  [Note 22]

Groundbreaking ceremonies.  Invitations to groundbreaking or cornerstone ceremonies for government buildings:

--
Can be printed using appropriated funds.  [Note 23]
--
Can be distributed using government e-mail.  [Note 24]

--
Can be distributed using the Base Information Transfer System (BITS).  [Note 25]
--
Can be mailed using government postage.  [Note 26]
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