






















































































































































































































1 04 S H O R E  BASE D  COMM U N ICATIONS 

5. Parking facilities for trucks assigned to the 
post office, as well as for vehicles used by 
units which will call for mail. 

6 .  Security features of the buildings. 
7. The degree to which each building is fire­

proof. 
8.  Sanitation, lighting, and ventilating facil­

ities. 

BU ILDING ALT E R ATIONS 

Alterations are usually required when a build­

ing is  taken over for use as a terminal post office. 

Before occupancy, a l ayout is made to scale. In 
addition to showing the proposed arrangement, 
including exits and entrances, and the assignment 
of space, the diagram should indicate by arrows 
the flow of mail. ·whenever possible, lines of mail 
flow should not cross each other i n  an NPO. 

To provide better security, alterations un­
doubtedly will be required. New locks will be in­
stalled on the doors ; safety wire placed around the 
locator, registry, and finance sections, as well as 
on windows which require it. Counters, windows, 
or other separators will be placed between the 
lobby and work spaces. 

Organ izat ion 
Most NPO's established for bulk distribution 

and d ispatch are under an officer-in-charge. "\Vhen 
the NPO is a component of a NAVCOMMSTA or 
NAVCOMMFAC, its CO is  the OIC's immediate 
superior. 

The OIC is responsible for the over-all organiza­
tion and general supervision of the NPO, and for 
the operation of its various sections. At some 
large offices each of the latter are under an officer. 
At smaller offices the sections are usually under a 
petty officer. 

· 

Most NPO's of this type are divided into the 
following sections or units : ( 1 )  executive, ( 2 )  
administrative, ( 3 )  transportation, ( 4)  incoming 
mail,  ( 5 )  distribution, ( 6 )  dispatch, (7)  registry, 
( 8 )  military sea transportation service, ( 9 )  direc­
tory service, ( 1 0 )  finance, and ( 1 1 )  training. 

EXEC UTIVE AND ADMI NISTRATIVE SECTIONS 

Over-aU coordination and supervision of the 
various activities within the post office is the re­
sponsibility of the executive section, which oper­
ates directly under the OIC. The administrative 
section handles personnel, records and files, re­
ports, correspondence, procurement of supplies and 
equipment, and related subj ects. 

T RANS PORTATION 

The transportation section arranges for the dis­
p atch of mail, a duty that requires close liaison 
with all available air and surface facilities. This 
section receives a daily inventory of mail  on hand 
for each ship, unit, and activity. '\Vhen d ispatch 

arrangements are completed it immediately advises 
the other sections concerned. 

M a il R outing Unit 

'Within the transportation section is the mail 
routing unit, which maintains current files for the 
routin� of mail of all ships and mobile units in the 
fleet. This information is received directly from 
the district or area postal officer by landline tele­
type if  possible. When a direct line cannot be set 
up, daily changes are forwarded by written com­
municntions only. The mail routing unit must 
be very security-conscious. The information 
which it has is highly classified, especially in time 
of war. 

C h a n ges Not Issued Verbally 

Mail routing has a direct connection with sec­
tions which separate and dispatch mail. Informa­
tion on changes is communicated daily to all  sec­
tions of the terminal office which maintain mail 
routing charts. Such information is not given 
verbally, but as written instructions for which a 
receipt is obtained from the officer or petty officer 
in charge of the section. 

During wartime or national emergency, the 
mail routing unit does not give out changes in lo­
cations by their geographic names, but rather en­
codes such changes as routing indicators. 

R o uting Indicators 

Rout ing indicators are local codes established 
within � district or area. The code groups m ay 
be composed of numbers, letters, or a combination 
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of both.  Each area or naYal district is assigned 
a rout i n g  i nd i cator. Each XPO '"i t h i n  an area 
is assign ed i t s  own routing i ndicators. Rout i ng 
i nd icators are not used as addresses ; they wil l  not 
appear on m a i l ,  m a i l  pouches or mail sacks after 
these are dispatched or distributed from the ter­
m inal post office. 

Card Fi le 

A set of file canls i s  maint a i ned by the mai l  
routing u n i t  o f  transportat i on . The cards a re ar­
ranged alphabetically and show the name of the 
ship, unit, or activi ty in the upper left corner. 
\Vhen '\ change is received, the rout ing indicator, 
source of authori ty, elate, and geographi cal loca­
tion an� entered on the a ppropriate card. 
I 

I N COMING MAll S E CTION 

The i n com i n g m a i l  section accepts, separates, 
and routes m a i l  to the p roper sect i ons of the termi ­
nal  offiee. I t  mainta ins cnnent i n format ion o n  a l l  
ships a n d  mobi l e  u n i t s  present o r  expected to ar­
r i ve in the area. Pouches and sacks of d i rect mail 
(a pouch cont a i n i ng mail  for only one ship or unit )  
for ships and mobile  uni ts due to arriYe are stored 
for del i very. 

Pouches aml sacks of d i rect mail  for the various 
act i v i ti es are routed to the b ase or un i t  post offices 
serv i ng these act i v i ties, "·hereas the pouches and 
sacks of d i rect mail  for transsh i pment to other 
terminal  offices are routed to the d ispatch section. 
Pouches or sacks cont a i n i n g  m i xed mail  are routed 
to the d i stribut ion section.  

Figure 9-2 .-Air o n d  fi rst-doss moil  u n its o f  o distr.ibution section. 
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D I S T R I BUTION S ECTION 

As a rule, the d istribution section is divided into 
four units : fi rst-cl ass, a i rmail,  magazine and 
newspaper, and parcel post units. The general 
procedure for working mail  of a l l  types is basically 
the same. 

A unit performs primary and secondary separa­
t ion of mail , as •ve l l  as routing service. 

Process ing th e M a i l  

Primary separation i s  the sort i ng of mail into 
large over-al l  groups. In the secondary separa· 
tion, the large over-all groups are sorted into 
groups for indiYidual ships, units, or acti.-ities. 
This mail i s  made into t ies and gi.-en to the rout-

i ng service, "·here routing charts l ist all ships and 
mobi l e  units of the fleet with their proper routing 
indicators. By reference to these routing charts, 
the correct routing indicator is written on each tie 
of mail. 

\Vhen >vord i s  received from the transportation 
sect ion that dispatch arrangements for a certain 
location have been completed, pouches and sacks 
of mail bearing the routing indicator for that 
location are forwarded to the dispatch section. 

In some situations, a direct pouch or sack is 
made up. It  is  labeled for the ship,  unit, or ac­
t ivity concerned and placed in another pouch or 
sack. The outside container is l abeled to show the 
routing indicator ancl sent to the dispatch section. 

Figure 9-3.-Dispatch section normally has both motor transport and boots assigned to it. 
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DISPATCH SECTION 

When pouches and sacks of mail are received 
in the dispatch section, the routing indicator 
labels are removed and replaced with labels "in 
the clear." The section then takes the mail to the 
ship, plane, train, or other means of transporta­
tion. The dispatch section normally has both 
motor transport and boats assigned to it to move 
the mail. 

Security Preserved 

Retracing the process which the terminal office 
uses in handling mail demonstrates how the loca­
tion of ships and mobile units are kept secure. 
When the mail is worked by routing indicators in 
the routing service of the distribution section, the 
men there know that mail for certain ships and 
mobile units is grouped under a particular routing 
indicator. They do not know, however, the geo­
graphic location which the routing indicator rep­
resents. On the other hand, the men in the dis­
patch section, which receives the sacked and 
pouched mail from the distribution section, know 
the Navy number or geographic location which is 
represented by a particular routing indicator. 
They do not know the ships or mobile units that 
are there, as the ties of mail which bear the names 
of the addressees are within the sealed pouch. 
Only personnel in the mail routing unit of the 

transportation section have complete information 
as to the routing indicator, Navy number, and 
geographic location of ships or units. 

R EGISTRY S ECTION 

The registry section is kept separate fr�m other 
nctivities at the terminal post office. Only desig­
nated personnel are permitted to enter the registry 
space. They should sign a log on entering or 
leaving the space. Registry space is  kept locked 
when registry personnel are not present. 

Registered matter made up for dispatch must be 
accompanied by a manifold bill (see fig. 9-4) . 
Each piece of mail is listed on the bill by registry 
number and office of origin. A signed copy of the 
manifold bill serves as a receipt for the records 
of the dispatching office. Navy Mail, Volume I 
gives details concerning the handling of registered 
mail. 

M I LITARY SEA TRANSPORTATION S E RVICE 

Mail for Military Sea Transportation Service 
( MSTS ) vessels and merchant vessels operated by 
MSTS is handled in the terminal post office by the 
MSTS section. Ships under the operational con­
trol of MSTS include not only those which are 
USS and USNS, but also time-chartered ships 
manned by civilian personnel and operated by com-

Portmark af 
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1 08 S H O R E  BASED COMMUNICATIONS 

mercia} shipping companies under time charter to 
the MSTS, and National Shipping Authority 
(NSA) ships manned by civilian personnel and 
allocated to the MSTS on a time basis. The latter 
ships are operated by commercial companies for 
the Navy under the general agency agreement. 

Mil itary Control 

Movements of MSTS vessels frequently are 
classified. In such instances these vessels are 
under military operational control and proceed to 
areas under United States military jurisdiction. 
Shipping companies are then authorized to use the 
Military Postal Service for handling and delivery 
of official airmail  and first-class mail  to their 
ciYilian crews. Mail is  forwarded by the company 
under a cover address to the master of the ship, in  
care of the appropriate FPO. The outer envelope 
or tag must have one of two endorsements : 

1 .  CONTENTS : MSTS ( Merchant Marine) 
AIRMAIL ( PREPARED) forwarded in  bulk 
( authority Bureau of Finance, P.  0. Depart­
ment) .  

2. CONTENTS : MSTS ( Merchant Marine) 
FIRST -CLASS M.A.IL forwarded in  bulk ( au­
thority Bureau of Finance, P.  0. Department) . 

First-Class a n d  Airmail Only 

Registered, insured, second-, third-, and fourth­
class mail (parcel post) can be delivered only 
while  these ships are i n  domestic ports. Only 
first-class mail ( including airmai l ) can be for­
warded through the Military Postal Service to 
civilian crews in advanced areas. Mai l able  matter 
originated by civilian crews is  accepted by military 
post offices, where· it receives the same handling 
as other military mail. 

FPO New York or San Fra n cisco Used 

:MSTS mail  is handled the same way as  other 
XaYy mail .  MSTS ships use FPO New York or 
San Fr:mcisco, as appropriate, as their mail ad­
dress. Mail is delivered through the military or 
ciYilian post office nearest the port of call to the 
l ocal �ISTS representative or United States mili­
tary or consular office. 

R outi ng I nstructi ons 

�fa i l  rout ing instructions, based upon informa­
t i on supplied by officers orderi ng the movements 

of MSTS ships, are issued by the Navy to the Navy 
Postal Service. The exception to this procedure 
is when a continental United States address will 
facilitate delivery. In the case of USS and USN 
vessels, the MSTS Commander authorizes a local 
address for vessels operating from a continental 
United States port. In such a situation, arrange­
ments must be made with the local authorities 
concerned for the handling and expediting of 
mail using a stateside address. M STS vessels 
operated by commercial shipping companies, when 
in the continental United States, use the address 
prescribed by thei r shipping company. 

Military Personnel 

Military personnel compnsmg a military de­
partment aboard ships operated by commercial 
shipping companies use the address of the mili­
t ary activity to which the individual is  perma­
nently assigned. Mail for such personnel is re­
addressed when necessary by the military activity 
and forwarded to the vessel concerned, in care of 
the appropriate Fleet Post Office. ·when the move­
ments \)f their ships are not classified, military per­
sonnel may, at their discretion, use domestic and 
international mails. Use of these mail systems 
results in shorter delivery time. 

D I R ECTORY SERVICE AND FINANCE SECTIONS 

Like other NPO's terminal offices maintain a 
directory of personnel attached, ordered t o  report, 
or detached from the activity. The finance section 
handles sales of stamps and stamped envelopes, 
registrrrtion, insurance, and money orders. 

TRAINING SECTION 

To trnin new and inexperienced personnel i n  the 
handling of mail and finance i n  the Navy Postal 
Servicr. terminal post offices have a training sec­
tion. 1\nere possible, the instructors for such 
personnel should ·be mE>n who have all-round ex­
perienC'e in communications, mail, maintenance 
duties, military duties, and necessary related 
subjects. 

A comprehensive and thorough training pro­
gram is necessary to provide adequate postal per­
sonnel for ships and units of the N avy. Subject 
m a tter and courses to be included may be of two 
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general types-general training in respect to the 
Navy and specific details concerning postal opera­
tions. Included in the former would be classes in 
typing, naval correspondence, naval orientation 
and courtesy, and security of classified mat�r. 
Courses in the latter should include general in­
formation on : 

1. the Navy Postal Service and NPO's, such as 
th� establishment, physical facilities, and dis­
establishment of Navy Post Offices, 

2. the classes, collection, preparation, and dis­
patch of mail, 

3. stamp stock and stamp business, registry and 
insurance services, and money order business, 

4. directory service, and 
5. inquiries, claims, and complaints. 
Wherever possible, space should be obtained in 

which a mock post office can be established. Postal 
equipment, forms, reports, and other training aids 
should be used if available. 
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APPENDIX I 

POSTAL AGREEMENT BETWEE N  THE DEPARTMENT OF 

DEFENSE AND THE POST OFFI CE DEPARTMENT 

PREFACE 

I n  recognition o f  the need for providing coordinated 

and efficient postal services for the Armed Forces in time 

of war and national emergency, during maneuvers, and 

i n  time of peace, the Department of Defense and the U. S .  

Post Office Department consider i t  necessary a n d  ad­

visable to enter into the following Agreement setting forth 

the responsibilities of each department. 

D eAnitions 

For the purpose of this Agreement, military and postal 

terms are defined as follows : 

ARMED FORCES.-The Army, Navy ( including the 

U. S.  Marine Corps ) ,  and Air Force, and the U .  S. Coast 

Guard, when by arrangement, the U. S. Coast Guard uses 

military postal facilities established by the Army, Navy, 

or Air FClrce. 

MILITARY PERSONNEL.-Members of the Armed 

Forces, and, in addition, civilian persons overseas and 

aboard mili tary vessels who by competent authority are 

authorized to use military mail addresses. 

MILITARY POSTAL CLERIC-A person of the Armed 

Forces who is officially designated by the Post Office De­

partment and who is authorized by Public Law to per­

form postal finance functions and other postal duties. 

The term includes Army, Navy, and Air Force mail clerks. 

MILITARY POST OFFICE.-A branch of a designated 

U. S. Post Office established by authority of the Post Office 

Department and actl\·ated and operated by the Depart­

ments of the Army, Navy, or Air Force to serve military 

personnel. The term includes Army and Air Post Offices 

( APO's ) ,  and Navy Post Offices ( NPO's and FPO's ) .  

POSTAL CONCENTRA TION CBNTER.-A Post Office 

or agency of the Post Office Depa rtment at which all mail 

for desi,�nated forces on maneuvers, afloat,  or overseas, is 

concentrated for sorting, delivery to military authorities, 

or onwai·d dispatch. 

POST OFFICE.-A United States Post. Office, branch or 
station, operated by employees of the Post Office Depart­
ment, or under contract with that Department, for the 
purpose of transacting !>OHtal business. 

THEA TBR OF' OPBRA. TIONS.-That portion of a 

theater of war ne('eHHary for either defensive or offensive 

mi litary operations ; thNtter l imits are usua l l y  designated 

h y  competent military aut horit�·. ( In time of peace, 

oversea areas not a part of U. S. nat ional territory. ) 

UN IT MAIL CLERK OR .11.4 1  !, ORDERLY.-A person 

of the Armed Forces or a ci vilian employee thereof desig­

nated by an appropriate m i l i tary unit eommander to re­

ceive and deliver incoming and outgoing m a i l  for the unit 

1 1 0 

for which he is designated at a Post Office or Military 

Post Office, and to make proper disposition of undeliver­

able mail. 

ZONE OF INTERIOR.-That part of national territory 

in a theater of war not included in the theater of opera­

tions. ( In time of peace, the continental United States, 

its Territories and possessions. ) 

i!HLIT ARY MAIL.-United States and international 

mail which bears a military address or return address 

and which is in the custody of the military department. 

G E N ERAL POLICY STATEM ENTS 

The operation of postal services under military juris­

diction will  complement that of the U. S. Post Office 

Department for the purpose of serving military postal 

needs ( 1 )  in areas where the U. S.  Civil Postal Service 

does not operate, and ( 2 )  in other places where the mili­

tary situation requires. 

Military postal services will operate in conformity with 

the provisions of U. S.  Postal Laws and Regulations, 

other Post Office Department instructions and supple­

mental military instructions which are necessary, recog­

nizing exceptions to and modifications which are author­

ized by competent authority from time to time. 

The Department of Defense and the Post Office Depart­

ment will cooperate i n  postal matters i n  order to ensure 

that the total postal effort necessary to provide adequate 

postal services to military forces and installations i s  

coordinated i n  the interests o f  providing efficient a n d  

expeditious mail service. 

There will be established a continuing means by whiC'h 

the Department of Defense and the Post Office Depart­

ment can exa m ine postal matters of interdepartmental 

concern. At the seat of government a single office will be 

named by the Department of Defense and by the Post 

Office Department to collaborate in basic postal policy 

matters, and specific points of l iaison between the mili­

tary departments and the Post Office Department a t  postal 

operating level will be provided as necessary. 

Insofar as is practicable, considering; the mission, 

organization and operations of the individual military 

departments, their policies and procedures pertaining 

to military postal services will be uniform, provided that 

the essen ti a l  requ irements for effieient and expeditious 

postal service to m i l itary forces are maintained. 

Where efficiency and economy without ad,·erse effect on 

essen tial postal requirements can be obtained, and in 

order to eliminate unnecessary overlap and dupl ication, 

m i l i tary postal faei lities and postal �en·ices operated by 

the m i l i t n ry departments will be utilized by the military 

services on a reciprocal basis. 
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In instances where postal information affecting mili­

tary intelligence security i s  involved in the routing or 

other processing of military mail at Post Office Depart­

ment facilities, intelligence security requirements of the 

military departments will govern access to such informa­

tion. 

The milita ry departments will make arrangements 

with any foreign government to operate military post 

offices whenever mili tary post offices are t o  be located 

within their sovereign territory, or otherwise i nitiate 

action to effect such arrangements through appropriate 

United States agencies. 

The military departments are financially responsible 

for registered or insured mail until delivered or other­

wise properly disposed of while such mail is being handled 

by unit mail clerks or mail orderlies after receipt from 

or prior to delivery to a Post Office or Military Post Office. 

The military departments are responsible that m i l i tary 

personnel, who are designated to handle post office funds 

and accountable postal stock, will be covered by fidelity 

bond, or if authorized by law, in lieu of such bond, to 

assume financial responsibility for claims arising in con­

nection with the handling of such post office funds and 

accountable stocks .by such designated personnel. 

AGRE EMENT 
Section I 

The Department of Defense agrees : 

1. That the military departments will maintain and 

operate military postal services for military personnel 

( 1 )  in areas where the U. S.  Civil Postal Service does 

not operate and ( 2 )  in other places where the military 

situation requires ; 

2. That the military departments will maintain and 

operate organized postal services with appropriate head­

quarters age·ncies and operating elements as necessary to 

adequately perform and administer postal functions under 

military jurisdiction ; 

3. To establish at the seat of government a single office 

which will provide a continuing means for dealing with 

a designated liaison office of the Post Office Department 

on all questions requiring the establishment of uniform 

policies a s  they relate to planning, operations, and supply 

matters concerning military postal responsibilities of 

interdepartmental nature ; 

4. That the military departments will designate, at the 

seat of government, specific offices which will maintain 

continuing liaison with the designated liaison office of the 

Post Office Department in matters concerning military 

postal operations ; 

5. That the military departments will publish a joint 

manual fot· the guidance of military postal clerks which, 

when concurred in by the Postmaster General, will super­

sede Post Office Department Pamphlets entitled : "The 

Army Mail Senice" ( 1942 ) and "Mail SerYice Manual, 

U. S.  Navy," ( 1945 ) ; 

6. That the military departments, when requested by 

the Post Office Department, will furnish the Post Office 

Department at the seat of �rm·ernment and to its represent­

atives designated for this purpose in establi shed military 

command areas or districts in the Zone of Interior, infor­

mation required by the Post Office Department and neces­

sary for it to provide efficient and satisfactory postal serv­

ices to personnel and units at military installations ; 

7. That the m ilitary departments will establish and 

operate military terminal postal facilities in conjunction 

w i th Postal Concentration Centers at Ports of Embarka­

tion and at other places as may be mutually determined 

with the Post Office Department to perform the following 

functions. : 

a. Furnish the Postal Concentration Centers necessary 

information to permit proper processing of military 

mail. 

b.  Receive military mails from the Post Office Depart­

ment and accept responsibility for onward d i spatch 

and delivery to m i litary personnel in maneuver areas, 

staging areas, afloat and overseas. This does not 

preclude dispatch of such mail b y  the Post Office 

Department, when military considerations will per­

mit,  for delivery to military authorities at designated 

oversea points. 

c. Furnish the Postal Concentration Center with ap­

propriate i nformation to enable i t  to properly provide 

for onward dispatch when military mail for forces 

overseas is dispatched direct by the Post Office De­

partment to the m i litary authorities at designated 

oversea points. In such cases the military depa rt­

ments will accept the mail at the oversea points and 

be responsible for its delivery to addressees. 

d. Maintain necessary records of military mail dis­

patched, 

e. Perform other postal operations which the military 

departments deem necessary ; 

8. That the m ilitary departments will accept from the 

Post Office Department at post offices designated for that 

purpose at military installations in the 'Zone of Interior, 

incoming mail addressed to military personnel, and to 

deliver same ; 

9. That the military department will designate repre­

sentatives to acce11t for delivery at U. S. Post Offices and 

at Military Post Offices, all official and personal mail of 

the units for which they are designated. Registered or 

insured mail, the deliYery of which is restricted by the 

sender or addressee, will not be turned over to such 

designated representatives referred to above for delivery, 

except when the addressee is located at a point remote 

from the post office or Military Post Office and it i s  

impracticable for him t o  call in person thereat. In such 

instances such mail may be delivered to designated repre­

sentatives upon wri tten request of the addressee ; 

10. That the military dPpattments will furnish di rectory 

�en-iee for insufficiently and incorrectly addressed mili­

tary mail, delivering such of i t  as is possible and return­

ing the rest to the U. S.  Postal �ervice, each piece en­

dorsed to show a forwarding add1·ess or that it was 

undeliverable, and the reason th E'refor ; 

1 1 .  That no "Colle<'t on Delivery" ( CO D )  mail will be 

accepted for mailing at Mil i tary Post Offi'ces ; 

12. Th:H no S))Pcial dE'liYery servi('e will be performed 

hy milit ary personnpJ ; 
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13.  That the military departments will assume financial 

responsibility for loss, damage, theft, wrong delivery, or 

rifting of registered mail and numbered, insured mail 
after receipt from or prior to delivery to a post office or 

Military Post Office by its authorized representatives ( unit 

mail clerk or mail orderly ) ; 

14. That the military departments will provide that 

bond is given for all m ilitary postal clerks and other 

persons officiall�· designated to have custody of post office 

funds and other accountable postal stock or, if author­

ized by law, i n  lieu of such bond, to reimburse the Post 

Office Department, upon submission of claims, in amounts 

equal to funds and accountable postal stock embezzled 

by or lost through negligence, errors, or defalcations, and 

for funds expended by the Post Office Department i n  pay­

ment of claims arising from negligence, errors, losses, or 

defalcations on the part of such persons ; 

15. That the military departments will conduct do­

mestic Postal Money Order Service at ;'lfilitary Post Offices 

and keep such records and submit such reports of Money 

Order business transacted a s  are usually required by the 

Post Office Department ;  a n d  will issue checks drawn o n  

'l'he Treasurer of t h e  United States payable t o  the Post­

master to whom accounting is to be made in exchange for 

any Money Order funds received a t  M ilitary Post Offices, 

such checks to be issued when funds accumulated at a 

M ilitary Post Office total or exceed $100.00 except that 

funds will be exchanged for check only once daily. When 

foreign currency is accepted in postal transactions at 

Military Post Offices located in foreign territory, such 

checks ·,viii be issued in dollars at the official rate of 

exchange ; 

16. That the military departments will make up and 

dispatch outgoing military mail in accordance with Post 

Office Department requirements. Outgoing mail at mili­

tary installations served directly by the Civil Postal Serv­

ice will be separated by states prior to placement in Post 

Office Department channels where the volume of mail 

necessitates such in the interests of efficient and expedi­

tious handling ; 

17. That the military departments will, in time of war 

o r  emergency, assume responsibility for the transporta­

tion of mail,  both incoming and outgoing, between agPn­

cies of the Post Office Department established at Zone of 

Interior military installations and the railroad station 
or other source of such mail.  In time o f  peace, responsi­

bility for such transportation is assumed by the Post 

Office Department. In time of peace, the militan· depart­

ments will assist the Post Office Department in pro·l'iding 

such transportation when Post Office Department facili­
ties are inadequate to meet abnormal requirements ; 

1 8. That the military departments will furnish space, 

utilities, and janitorial service for post offices located a t  

military instal lations by arrangement between t h e  Post­

master and Commanding Officer concerned. Adequacy 

of such facilities will be determined jointly by representa­

tives o f  the Post Office Department and the military 

department having jurisdiction ; 

19. That the m i l i t ary departments will, by arran�ement 

between the Postmaster and Commanding Officer con-

cerned, make available to Post Office Department em­

ployees, employed at post offices located at military 
installations, personal sleeping accommodations and meals 

comparable to such individual accommodations as are 

made available to civilian employees of the military 

departments ; 

20. That the military departments will assure that mili­

tary commands will collaborate and cooperate and other­

wise assist Post Office Inspectors and other representa­

tives of the Postmaster General who are designated to 

audit postal accounts and observe and report on military 

postal service conditions and whose duties are covered by 

orders issued by competent authority. Appropriate mili­

tary authorities will issue such orders when necessary i n  

oversea areas. A t  installations in t h e  Zone o f  Interior, 

including vessels in port, military co=anders will rec­
ognize, in lieu of such orders, a Post Office Department 

Commission as authority for the Post Office Department 

representative to perform such duties at postal activities. 

Overseas, and in maneuver areas in the Zone of Interior, 

when necessary, and when performing travel at the request 

of a military department to audit postal accounts and 

observe and report on military postal service conditions, 

the military departments will provide government trans­

portation, quarters, and messing facilities for such Post 

Office Inspectors, or other representatives of the Post­

master General, costs thereof to be borne by the individual 

a t  rates applicable to transient officer personnel ; 

21. That the military departments will collaborate with 

the Post Office Department i n  providing military postal 

personnel in order to assure that persons available with 

postal experience, civilian or military, may be procured 

to expand the military postal organizations in time of 

mobilizatio n ; 

22. That the military departments will make periodic 

inspections of Military Post Offices to verify that the 

funds and accountable stock are on hand and properly 

protected, that all revenue due the Post Office Depart­

ment or the military departments is being collected and 

properly accounted for, and that the service rendered is 

adequate ; 

23. That the military departments will furnish on re­

quest of the Post Office Department armed escort service 

for mail containing currency for military payrolls be­

tween the local railroad station or similar terminal and 

the post office of destination, with the specific under­

standing that the m ilitary departments assume no finan­

cial responsibilities for losses occurring during such 

movements. 

Section I I  

The Post Office Department agrees : 
1. To provide postal services for mil itary installations 

in geographic areas where the U .  S .  Civil Postal Service 
operates, and to augment or otherwise modify the postal 

services as necessary in conformance w i t h  changing mili­

tary requirements. 

2. To operate Postal Concentration Centers as necessary 

to provide for concentration and sorting of military mail 

and the deli very or dispat('h of sueh mail in aceordance 
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with the requirements of efficient and expeditious postal 
service to military forces ; 

3. To separate, prior to delivery or dispatch to military 
authorities, m a ll for military units and personnel as 
follows : 

a. Mall for forces overseas and maneuver forces, and 
all military vessels will be separated so far as prac­
ticable In accordance with information furnished by 
designated military authorities. 

b. Mail for installations in the Zone of Interior will be 
separated generall�· by battalions, air squadrons, or 
separate activities and units. Variations in the de­
gree of separation are authorized by mutual agree­
ment between the installation commander and 
Postmaster concerned ; 

4. To deliver registered and insured mail addressed 
to military personnel at Zone of Interior military Installa­
tions to the addressees or to designated military person­
nel upon being properly receipted for. Receipts will not 
be required for "minimum fee" insured mail. Registered 
or Insured mail, the delivery of which is restricted, will 
be delivered as provided for i n  paragraph 9, Section I 
above ; 

5. Not to accept for mailing "Collect on Delivery" 
( COD ) mail addressed to m ilitary personnel on military 
,·essels or served through military post offices, and not 
to forward such mail to those vessels or post offkes. This 
restriction will not apply to official shipments and ship­
ments to Armed Forces agencies ; 

6. To arrange for transportation between its Postal 
Concentration Centers and the wharf, depot, or aerial 
terminal, when requested by the military authorities, in 
instances where the Post Office Department dispatches 
military mall direct instead of 

'
through a military postal 

installation ; 
7. To assume responsibility in time of peace for pro­

viding transportation of mail, both incoming and outgoing, 
between agencies of the Post Office Department established 
at military installations in the Zone of Interior and the 
railroad station of other source of such mail. In time of 
war or emergency the military departments assume re­
sponsibility for such transportation. In time of war 
or emergency the Post Office Department will assist the 
military departments i n  transporting such mail to the 
extent that Post Office Department facilities will permit ; 

8. To furnish the military departments with informa­
tion to permit proper separation and routing of military 
mail by military postal activities prior to its entry into 
civil postal service channels, in order to facilitate and 
expedite delivery of mail ; 

9. To authorize the establishment of military post 
offices upon request of the military department ; 

10. To furnish the military departments with postal 
equipment and supplies necessary for the handling and 

FOR THE DEPARTMENT OF DEFENSE : 
( dated ) 21 August 1950 

FOR THE POST OFFICE DEPARTMENT : 
( dated ) 21 August 1950 

dispatch of mails and for the provision of such other 
postal services as may be performed under military 
jurisdiction ; 

11. To sell stamps and stamped paper to officers duly 
designated by the military departments for cash or its 
equivalent, a t  such United States Post Offices as may he 
designated by the Post Office Department ; to redeem for 
cash or its equivalent at such designated post offices 
unsold or damaged stamps or stamped paper, provided 
the number and denomination can be accurately deter­
mined ; further, upon presentation to the Post Office De­
partment of conclusive evidence, developed by a com­
petent board of investigation, of the loss I n  transit of a 
shipment of stamps or stamped paper as a result of a 
casualty, to allow credit in the amount of the Invoice 
value of the shipment. When deemed necessary by the 
military departments, accountable P ostmasters will fur­
nish individual fixed stamp credits and replenish them 
direct to Military Post Offices ; 

12. To assist the military departments by d isseminat­
ing to the public information concerning proper methods of 
addressing military mail, restrictions applicable to such 
mail, and other matters requiring di ssemination to per­
sons corresponding with militarl personnel ; 

13. To extend the facilities of the domestic monev 
order senice to the Armed For�es through M i litary Po;t 
Offices ; ! 

14. To assign Post Office Insp�ctors or other representa­
tives of the Postmaster General: where nP.Cessary and de­
sirable, for the purpose of auditing postal accounts at 
�Iilitary Post Offices and to observe and report on mili­
tary postal service conditions, a'nd to collaborate and co­
operate with military command�rs as representatives of 
the Postmaster General in order \that efficient, expeditious 
a nd satisfactory postal service '}"ill  be maintained ; 

15. To designate at the seat of! government a Post Office 
Department official to maintain ¢ontinuing liaison in con­
nection with military postal serVjices and to represent the 
Post Office Department in dealipg with agencies of the 
Depa rtment of Defense in post�! matters of policy or 
operational nature and other m$.tters necessary to plac­
ing and continuing this Agreem�nt in practical effect ; 

16. To collaborate with the �ilitary departments in 
thei r efl'orts to obtain military �ostal personnel. I 

• • I • * 
This Agreement becomes effecbve 15 September 1950 

after approval and signature by �h e  Secretary of Defense 
for the Department of Defense land by the Postmaster 
General for the Post Office Depahment at which time i t  
supersedes t h e  existing Agreement between the Post Office 
Department and the War Department, dated 19 March 
1940, and the existing Agreement between the Post Offi<.:e 
Department and the Navy Department, dated 1 D ecember 
1944. 

( Signed ) Lours JoH N.soN , 

Secretary of D efense. 

( Signed ) J. M. DONALDSON, 
Pos tmaster General. 
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I N D E X  
Accountability, cryptocenter, 29 
Addressees, 1 9 ,  2 1  
Addresses, naval, 80 
Advanced base communications, 6Q-75 
Agreement, postal, between Defense and Post Office De-

partments, 76, l lO.  
Air operational support, 10 
Arctic conditions, 69 
Associated facilities, 56 
Audits and inspections, NPO, 95-98 

Bases, advanced, 6Q-75 
Billets, N AVCOM MSTA, 9 
Broadcasts 

cw, 36 
facsimile, 1 7, 43 
general, 37 
RATT, 36-38 

Buildings, N P O ;  alterations, 86, 87 

Camouflage, 70 
Carrier authorization cards, 29 
Center, message, 3 1-38 
Commercial traffic, messages, 35 
Channels 

numbers, 5 1 ,  52 
opening and closing, 52 

Civilian post offices, 82 
Classification, message, 21 
Commands 

military, 3 
responsibilities, 76 

Communication Centers (COM MCEN) 
definition, 5 
operation, 30, 45 
radio stations, 56, 58 

Communication officer, 9 
Communication Station or Facility. See Station or 
Facility below. 

Communication System, Naval, 5- 1 8  
Communication watch officer (CWO) , 38, 74 
Communications, Naval ; introduction, I 
Communications Units, Naval ( N AVCOM M U's) , 3, 1 8  
Conferences 

telephone, 17,  42 
teletype, 42 

Control 
center, 39-41 
coordination, 3 
management, 4 
technical, 4 
U N  carrier control system , 40 

Copies, distribution of, 24 
1 1 4  

Corrections, 49 
messages subject to, 50 
replies, 50 
requests, 49 

Courier System, Armed Forces (ARFCOS) , 1 8, 75 
Cryptocenter, 4 1  
C W ,  automatically keyed, 1 5  

Delivery 
and incoming desk, 32 
of message to transmitting agency, 25 

Director, Office of ; Naval Communications (DNC) , 1 
Directory service, 84 
Dump points plan, 65 

Electronic installation component, 66 
Enemy action, 70 
Equipment 

at R B EP, 45 
for NPO, 86 
for shore radio stations, 56 
loading, 64 
point-to-point communications, 39 
shore receivers, 59 
speech privacy, 39 
transmitting, 48 

Facsimile broadcasts, 17, 43 
Files 

card, 105 
directory ; maintaining, 84 
room, 32 

Financial 
business, 88 
responsibility, 4 

Fleet 
post offices (FPO's) , 3, 82 
postal officers, 77 
support, 1 0  

Foreign mail, 7 7  

Green ball, 63, 65 

Identification 
blocks, 43 
marks, 63 

Incoming 
desk, 32 
traffic, 44 

Inspections, NPO, 95- 1 0 1  

Jim Creek Valley, Arlington, Va. ; new radio station, 57 
Joint communication system, 73 



Landing, advanced base, 64 
Landline installation, 72 
Logging, 37, 38 
Losses, in NPO; reports and investigations of, 9 1  

Mail 
bulk distribution and dispatch of, 1 02-109 
incoming, section, 1 05 
routing and handling, 77 
types, use, 2 1  

Maintenance, advanced base, 68 
Materiel, advanced base, 6 1  
Merchant ships, mail, 80 
Messages 

classification, 2 1  
classified ; distribution o f  copies of, 29 
drafting, 23 
general, 27 
incoming, 27 
outgoing, 19 ,  34, 42 
procedure and service, 49 
RADMAIL, 23 
releasing, 25 
stamping, 32 

M ilitary Sea Transportation Service, 107 
Misroutes, 5 1  
Missents, 5 1  
Mission 

advanced base, 6 1  
NAVC O M M STA, 9 

Money orders, postal, 9 1  
Monitoring, 3 7 ,  4 1 ,  49 
M ultiplex, 39 

Naval Communication System, introduction, 1-3 
Navy Post Offices. See Post Offices, Navy below 

Numbers 

channel, 5 1 ,  52 

code, 60 

comparisons, 53 

Navy, 80 

open, 52, 53 

sheets, 53 

Officer-in-charge, advanced base, 6 1  

Operating forces, communication organizations of, 

Operation 

advanced bases, 69 

financial, 80 

Navy Post Office, 86- 1 0 1  

Orderlies, mail, 84 

Organization 
at NAVCOM MSTA, 7-9 
communication, of operating forces, 

Originators and addressees, 1 9  

Overseas NPO, 83 

Parcel post, 9 1  

Parts, replacement and maintenance, 68 
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Personnel 
assignments, 52 
military; mail, 108 
postal, 83 

Post Offices, Navy (N PO) 
definition, 7 
directory service and finance sections, 109 
dispatch section, 1 05 
distribution section,  105 
establishment of, 86 

requesting, 1 02 
executive and administrative sections, 1 03 
function, 82 
military sea transportation service, 1 07 
operation, 86-101  
organization, 1 03 
registry section, 1 06 
training section, 1 09 
transfer, suspension, or discontinuance, 102 
transportation section, 1 03 

Postage stamps, 88, 89 
Postal clerks, Navy, 83, 84, 89 
Postal Service, Navy, 18,  76-85 

distributing and dispatching N PO's, 1 8  
fleet post offices, 1 8  

Precedence, 2 1  

1 1 5 

Publication Issuing Office, Registered (RPIO) , 3, 7, 1 7, 56 
Publications 

Navy, 85 
Post Office, 85, 1 0 1  

Radio 
circuits, fixed, 1 6  
installation practices, 66 
room, 36 
stations 

advanced base, 6 1  
o r  facility (NAVRADSTA o r  NAVRADFAC) , 5 
receiving, 58 

Radiophoto branch, 43 
Radiotelegraph transmissions to fleet, 1 5  
RADM A I L  messages, 23 
RATT 

broadcasts, 37 
ship-to-shore, 58 

Receipts, 29 
Records, office, 1 00 
References, in messages, 24 
Registry system, 9 1  
Reports 

failure, 68 

forms, 95 

of losses, N PO, 9 1  

quarterly statistical, 1 00 

Rhombic antennas, 67 

Routing 

and delivery, 4 1  
incoming, 27, 3 2  

indicators, 1 1 , 13 ,  1 4 ,  1 05 

instructions, 1 08 

internal, 33 
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R outing-Continued 
mail, unit, 105 
outgoing, 33 
room, 31 

Scales, post office ; condition, 1 00 
Security provisions, 3, 1 7, 106 
Service desk, 38 
Ship-to-shore 

circuit, primary, 58 
radio, 1 6  

Shore establishment activities, communication depart-
ments of, 1 ,  3 

Site, advanced base ; selection, 65 
Stamps, postage and stock, 88, 89 
Station or Facility, Naval Communication (NAVCO M M-

STA or NAVCOMMFAC) 
air operational support, 1 0  
components, 5 
fleet support, 10 
mission, 9 
organization, 3, 7-9 
Washington control station, 39, 4 1 ,  42 

Storage and discharge, mail, 78 
Stowage, mail, 79,  80 
Supervisors, 52,  53, 55,  56 
Supplies 

for N PO, 86 
general; ordering, 95 
sources of, 68 

Susdupes, 5 1  

Tape relay stations, 1 1-13,  45-56 
Teletypewriter 

and tape relay network, 1 1 ,  34 
exchange service (TWX) , 14 
section, 33, 34 
service, 72 

Time signals, 37 
Traffic 

commercial, 35 
funds, commercial, 92 
monitoring, 49 
radio, 41 
responsibility, 74 
teletypewriter and tape relay network, 1 1 ,  34 
TWX, 35 

Training 
at assembly point, 62 
en route, 64 
tactical, 62 

Transmissions, cancellation, 50 
Transmitting station, 48, 56 

Transportation, mail ,  78 

Tributary stations, 1 3  

Tropical conditions, 70 

TWX traffic, 35 

U N  carrier control system, 40 

Unloading, 65 

Voice radio traffic, 1 5  
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