@ui dance for Coordinating and Shi ppi ng
"Support the Troops" Projects!

KEY | NGREDI ENTS - The first thing to do is deternine what your project
is going to consist of, howit will need to be packaged, and who you
would like to send it to. Sone projects may consist of cards or
letters that you want to send in individual envel opes to specific

i ndi vidual troops. Qher projects may consist of a |arge anmount of
itens shipped in |arge boxes to a general address to be divided anong

t he general troop popul ation once received. There could be other
projects that are variations and conbi nati ons of the above. Basically,
the three key ingredients are knowing what to send (or what they need),
how to send it, and who to send it to.

WHERE IS IT GONG? - Projects typically will work better if you start
in reverse by determining who you would like to receive the itens you
are collecting or preparing. Historically, sending itenms to a generic
address down range will result in the package not arriving at all. It
is important that you have a verified address and the individual, unit,
or organi zation on the other side is aware and expecting the itens you
are sending. You may have deployed famly menbers in your comunity
that you have direct contact with already. You may have found and

cont act ed depl oyed service nmenbers from various websites, such as

www. anysol di er.com or www. anymarine.com etc, that have volunteered to
recei ve these packages in advance. |If you are |Iike nbst of us, you
just want to show your support and nmay not have any contacts at all

If that is the case, you can contact ny office or the nearest nmilitary
installation Arny Comunity Service (ACS) Center near your |ocation for
assistance in finding contacts and nailing addresses.

WHAT IS IT? - Individual s and organi zati ons that have contacted ny

of fice previously with "Support the Troops" projects have presented a
broad and varied mx of project ideas, consisting of pre-paid calling
cards, hand nade cards, scarves, afghans, personal letters, playing
cards, books, mmgazi nes, and a generous anount of snacks and persona
hygiene items. 1In the end, it is the thought that counts but try and
be creative, yet practical, when designing your project. Keep in nmind
t hat nost service nmenbers have access to a post exchange down range
that may already provide a |ot of the generic itens we are sendi ng.
The Arny and Air Force Exchange Service (AAFES) at any installation
offers gift cards and pre-paid calling cards for nilitary troops and
Fam lies that can actually be purchased by anyone for that purpose.
The websites |isted above, and others, may provide generic or specific
lists of items needed by our service nenbers over there at any
particular tine so do sone research before you begin. Again, your

| ocal ACS Center would be a good starting point if you need sone
assistance with your research efforts.

HONVTO GET IT THERE? - In nilitary lingo, all letters and packages will
be sent to an "APQO' address, where the "APO' segnent of the address,
such as APO, AE 09009, would replace the normal city, state and zip
code. For letters and cards, this would be the extent of any unique or
special mailing requirements. Postage costs should be the sanme for APO
mail, but check with the post office before you place any stanps on the
cards or letters just to be sure. For large envel opes or boxes, the
"to" and "from' addresses should be placed on one side of the package.
There is an additional "custons" formrequired to be conpleted and
attached to the package, called the "Custonms Form 2976-A". The form can



be picked up at the Post Ofice or ordered fromtheir website for free
at "ww. usps.gov", click on "Buy Stanps and Shop", then type in "Form
2976- A" in the search box.

The Form 2976-A requires the "to" and "from' addresses again plus
additional information such as weight, description of contents,

i nsurance, etc. Were it asks for "Detail ed description of contents”,
we have previously used the follow ng categories; hygiene itens,

car ds/ ganes, snacks, books, etc., along with rough quantities of each
You shouldn't have to list or count every pack of gum or toothbrush.

If you are able, weigh the packages at home or at work on a bat hroom
scale or sonething simlar. To calculate the postage costs, you can go
to http://ircalc.usps.gov/, select US Donestic Mail, click “Package” or
“Large Package”, enter the weight of each box (one at a tinme), enter
your Zip Code and the destination Zip Code (use 09316 for a genera
estimate if you don't actually have a mailing address). You can al so
call the post office and explain what you have and how much and they
shoul d be able to provide an estimated cost over the phone. Deciding
whet her to use Priority mail or Parcel Post is entirely up to you.
Priority usually arrives a bit faster than Parcel but parcel could be
substantially cheaper for |arger projects.

ACS CENTER SUPPCRT - If you are strong on support but short on funds
for shipping, our local ACS Center has received |imted contributions
fromindividual s and organi zations specifically for this purpose (A
ACS Centers may not provide this service!). If you have everything
conpl eted and ready to go, let us know what your estimated shi pping
costs are and when you plan to ship, and we can neet you at the post
office. |If you are relying on our office to provide service nmenber
addresses al so, you may have to bring the packages or boxes to our

of fice where we will address and ship the itenms for you, due to
potential privacy concerns. W are in the process of contacting all of
our locally deployed service nenbers for pernmission to distribute their
personal mailing information for this purpose but have not yet
conpleted this task. |If that is the case, you should conplete

everyt hing nmentioned above except the actual "to" address before you
arrive.

PRQIECT I NFO - You might want to insert a neno in each box or envel ope
to explain who you are and what your project is all about, with contact
i nformati on, so the service nenber can reply and confirmreceipt.

Pl ease provide this information to our office also as we try to keep a
record of all of the support efforts in our comunity. |f the project
is coordinated through our office, | will try to provide all the
details and status of the shipnent as it happens until the mssion is
conpl et e.

Hope this information hel ps you to coordi nate and conpl ete your project
to support our troops. |If you have any questions please feel free to
contact my office. Thanks!

Army Community Service Qutreach Prograns
Fort Detrick

301-619- 3787

USAGQut r each@nedd. arny. ni |

"Partners in Readi ness!"”
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