
Spice mail-out procedures 

Created by Cpl Swanson 



Materials Required 

• Batch box numbered with 
batch number 

• Waterproof packaging 

• Return label 

• Shipping label 

• Absorbent pad 

• Urine sample to be tested 

• (2) waterproof bags for 
paperwork and (1) for each 
urine bottle 
 

• Tape to seal the box 

• Red and Black marker  

• Authorization letter 

• Original DD Form 2624 

• Copy of DD Form 2624 

 

“SPICE” written in red on the top 
of the original DD Form 2624 



Chain of Custody Requirements 

3 Signatures 
(minimum) 

Pay special 
attention to these 

boxes 



Step 1 

1. CO generates authorization 
request letter to be converted to a 
PDF file or scanned in order to be 
sent to eric.c.hollins@usmc.mil 
 

2. Eric Hollins will reply with 
approval or disapproval 
 

3. If approved, Eric will attach the 
authorization letter with an 
authorization number 
 

4. The SACO will generate a testing 
letter containing the authorization 
number to be sent to AFMES. 

mailto:eric.c.hollins@usmc.mil


Step 2 

Place each sample 
to be tested in a 
waterproof bag 

Seal the bag and place 
each bottle in the correct 

position in the box 



Step 3 

• One water proof bag will contain the 
original DD Form 2624 and the 
authorization letter generated by the 
SACO with the authorization number 

• The other water proof bag will contain 
the copy of the DD Form 2624 

Seal the bags 



Step 4 

Place the waterproof bag 
containing the copy of the DD 
Form 2624 in the box along with 
an absorbent pad. 



Step 5 

Seal the box 
long ways as 

shown 



Step 6 

Using the black marker, sign and 
date overlapping the box and tape 



Step 7 

Using the red marker, write the 
word “SPICE” under the tape 



Step 8 

Tape the folded waterproof bag containing the original DD 
Form 2624 and the authorization letter on the side of the box 



Step 9 

Place the box in the 
waterproof 

packaging, let all of 
the air out and seal 

the bag. 



Step 10 

Tape all around the short 
sides of the box keeping the 

packaging tight to ensure 
that there are no loose 

edges that can catch 
anything during shipping 

DO NOT use masking tape or scotch tape 
for packaging.  
Please use filament tape provided by 
CSACC. 



Step 11 

Attach the return label to the top 
left hand corner of the box 

Attach the shipping label to the 
center of the box 



Step 12 

Bring your package to MCB USPS 
Postal for NO COST shipping 



FOR YOUR RECORDS 

Bring your copy of the DD Form 2624 
to be stamped* by the postal clerk 

Bring a record book to be 
stamped* by the postal clerk 

*The postal clerk will NOT sign, but will stamp 

OR 



Congratulations! 

You are now fully equipped with the knowledge 
required for a successful Spice test. All you need 
to do now is bring your package to a MCB postal 

office for shipping 

Cpl Swanson (Lab Tech)  
725-6268/5538 

• DO NOT write “SPICE” on the outside packaging 
• NO COST if you utilize MCB USPS post office 
• DO NOT use masking tape or scotch tape for 

packaging 
• Return addresses can only be box numbers, not a 

physical street address (5 lines max) 
• Filament tape, Waterproof bags, Waterproof 

packaging, Batch boxes, Urine bottles, and labels 
can be acquired from the CSACC Lab 

Rudy Lacroix 
725-9878 

P.O.C.’S 

Steven Butler 
725-1160 


