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Extrectod from TM 12-253

1, Channels

When letters are routed throush othaer than normal military channcls, the
foot 1s stated two spnocs baolow the subjceot. The followlng form is used:

SUBTECT: Appliecation for transfer

THRU Commanding Genoral
Fifth Army
Fort Tlank, New York

Tha: Adjutant Goneral
Waghineton 25, D. O,

15. Address

B.e PLACEMENT, The addrens g placed as in the example in paragraph 1k,
It ia written in block style, with open ounetuntlion, and is placed directly
under the mbjcct,

b. FORM, (1) Officinl correaspondence is normally addrossed to the
gomnandinge of'ficer or chief of a command or instnllation by his title,

TC: Commanding Officey
.21at Tufantry
Tort Pracg, M. C.

Chicf, Training Lids Division
1 Parls Avomie
MNew York, N, Y.

(2) The name of the eommandor or sny othor individual is aveided in
addresaca of military loetters. Vielation of this prineiple frequently causcs
delay in answering corrcspondence when the individual addresscd 8 absont
from his offlc:. The only oooasion vpon which a military letter is pdiressed
to an individual by name ig when the commnieation »ertains to him personally
and on rarg occasions when it is pesitively inovn that the individual will be
at his office on recoist of the lettor and thers is some specinl reason for
addressing hims The same rulc applics to the use of the word "ATTENTION, "

(3) Military lotters are nover addreeoscd just o headquarters or officas,
Cs CONTENT, fl) The addruss npist he eomolete and Acourato, llewaver,
ATTY rules eoncorning proteoting veluakle information st not be violatod,

Location of oversea unite, except those listed in War Denartimcnt Clroulars no
unclassified headquarters, are nevor shown in the smme @icec of rail on which

-] -




A e
Peclassified E.0. 12356 Section 3.3/NND No. /¥ 5

-

an AP0 mumbor appeniSs (See pars 7i{=-82 for information reparding clasd-
ifioation.) Somo examples of oversca addresses are -

(a) To the aommander of an unclassificd headquartors:

mo:  Commnniling Gonerol
Navihhoan Defannc Coramn ol
APD 834, o/a Postrnstor
Hew Orlenns, T

(b) To the commander of a olasnificd headquarters:

TO: OCowmareling Cemernd
tinited Statos Army Forces
A0 999, a/n Pogtmaster
Hew Yori, Me Yo

(c) To the aomnmander of a mumberod unit outaide the oontincntal limits

of tho Unitod Stntas:

T0: Commanding Offioc
7318t Tank Battplion
AP0 810, c/o Postmaster
Mew Yorls, Ne Y.

(2) When lotters arc routod o goveral individusls, the entire address
of cash is plreed on single 1inc if possiblol
M0 Comnndinge Genorsl, Hock Islend firscnal, Roelk Tslond, T1ll.
Arscnal, Waterviiet, M. X.

Commanding Genernl, Watervlict
Commanding Officer, Watertown Arsennl, Wntcrlown 72, Masgs,
Cemmanding Officer, Ploatinmy frsenal, Dover, M. Je

Commanding Officcr, Prankford Arsenal, Philndelphin 57, I

I TR

A tissuc copy is made for eaoh nddressee, and when tho 1otter reaches him be
withlpaws liis copy which 1is identificd by a chegk maxice

TSiars AN ne-ll-tl"{.'l’.'-‘r[q'.:[l G the F!,"".'E!'_.']'L‘['.'i.l"fn I::If
t6 an inlividanl. This form
seitively whether the addrussco

{3} To spoccl T.‘U'I.lt'l-n,ff'_, gome 1¢
A hoad of n subdivisicn of an erganipntion OF
mist be nszcd with onrt. the wriher must Hnov 7

LA LEs BLEC

handlies the typo of lettor concorned. =X 3

(n) Addressed Lo the nttention of o anhdiviaion of an Agoncy.

por  OQomnanding Gengral, il
Wnohinsten 25, D. G
ATTENTL:  Dircetor, Purchasus Divislaon

Mdrcascd 1o the attontion of an individual

m03  Commanding Goneral, AT
Washinzton 25, D C.
ATTETTON: Colonel michard B. Marsh

i
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g andl Correspondencs tol AFHG

1. Mefurenoe paracroaphs 1 and 15 o T . 2-253, an cxtract of which

apneara at Appendix "AY hereto, outlining instructions for the routing of
corrospondonce, Attentien has beon drawn thercto by the Adjutant General

ATHO fer complinmes in all corrosnondcnece nddressed bo AFH

All signels on Allicd mattors intended for Allied Foroe Headquar-
ters will be nddressed teo AFHO [l ae of words "for'! or "attontion of!
will he avoided unless the } nahos the .Ej_ll'_rll-'ﬂ. haridlod dnxtially by a
partioulny staff scetd Tt 1mis understood that the contents of the
vennl are heinge gend to the stafft scotion. The moro foot
that tho words "for -5, © ne inserted deoes not alter the faet that
the addressoc is actunlly SACHED The: qualifying c¢lause 1s wholly fo

cxvodlte handlins

Meat AT O anorle] . ¥ tha Admiant Genoranl o an
wdjutant Moriers Mg 15 nisd] 5o the eflicinl orent of SACKED
gl usundly o not Ehe dntorvested ctaff suetion..  In renoral,
sthould not acliraszed i HO nltiont ' such

T I e e
correancrrlenca, the filo mimber; date
Hion for routing: within AFHD, Thi fact
representative of SACMED i not an indica-
tn the attentinn of the signcir, [n
s I. " 1 1 I _- m L ) A ra -5
licy, but if 1t i
A refuraonen miy bo

/) 4
/ JosieH nATIIZZO 7
[ .

(A §

Asaintant adiulant

1 ¥
e, T84

I';,'E,riﬂﬂified E.O. 12356 Section 3.3/HND HNo.
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Extrected from M 1 2-253

1. Channels

When letters are routed through other than normnl military channols, the
faot is stated two sproce bolow the subioot. The followlng form is used:

SUBTECT:  Applieation for transfeor

Commanding General
Fifth Army
Fort Mlank, New York

Tha Adjutant Genernl

i
F

Wrnnhinrton ey Dy 1

1_5' " Adilress

s  PLACHIENT, The address is plooed as in the cxample in paragroch 14,
It is written in bleock styvic » With open punctuation, and ig placed directly
under the =sabject,

b, FOR, (1) official corroapondence 18 normally addressed to the
comnanding of'ficer or chicf of a aommand or installation by his $itle,

TO: Commanding 0fficer
L21at Tnfantry
Fort Bragm, N. 2.

Chief, Training Adds Divisien
L Parl: Avemme

e "_r’_';:rl"'!f, N3 =¥

(2) The name of the comiander or any other individual is avoided in
addresses of nilitary lottors. Violation of this principle ircquently enusos
delay in anmworing corrcapendence when the individual addresscd 1= abaent
from his office. The only cceoasion upon which a military letter is addrcased
te an individual by name im when the communicntion nertnina to him versonally
andl on rare ccennions when it is poaitively lInown that the individual will Dbn
at his office on recoi-t of the lotter and there is some sncelal reason for
addressing him. fThe same rule applics to the use of the word "ATTENTION, "

(%) Military lottors nee nevor addressed just to headquartors or of'fices,

C. CONTENT, (1) The addrees mint be complete and necursto, Howevor,
ATIY vulcs concorning protecting veluable information must not be v 0latod,
Location of overaca unite, crxacpt those listed in Wap Dena»tment Circulars ag

unelassified hl:ﬂ.f‘!mt"rrtﬂt‘ﬂ, are novor ahowm 1 the same Hiecc of mail on which

L 1 679

i )

B
L]
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1250 (G

¥

i -
an AP, *TLLTTJ}IEI" appenrs. (See paras 77-82 for information regarding olass-
ification.) Some examples of oversca addresses Are -

() To the commander of an unclassificd headquartors:

TO: Commndine Conarsl
Caribbean Defense Commancd
APD A3k, o/o Pontmstor

How Orlemns, Ta.

To the comandor of o classificd h{‘qthltq_ﬁﬂrwi

TO: Coummanding Gonoyel
United States LAy Forcecs
A0 999, E.f"t' Pontmaster
tew Yoris, TNe Y.

{c) 7o tha comiander of o numbered unit ocutside the continental limits
of tha United Staten:

0: Commanding O0fficor
31lst Tnnk Battnlion
APQ 810, e¢/o Poatmaster
New Yorls, N, Y,

{P‘ When lobters are routod to sovernl individuals, the entire nddress
of each is placed on single line if poszible:

T0: Commending Genernl, Rock Tsland Arscnal, Rool Island, T11,

Commanding Genernl, Watorvliet Arscnal, Watervlict L T
Commanding Officer, Wntortowvm Araennl, Watortown 72, Mass,
| Commanding Officcr, Picatinny Arscnal, Dover, N. J.
| Commanding Officcr, Frankford Arscnnl, Philadelphin 37, Pra
LN TURN

A tissno copy is made for each addressec, and when the lotter reaches him ho
withiraws his copy which is identified by a checlk marl, |

-; f}ﬁ To specd routing, some letters nre adidressed to the attention of
A hond of a subdivision of nan organiznticn or to an inlividual. This form
mist ho iscd with earv. The writer mist know ocitivoly whether the adldresnes

handles the type of letior concorned, Syaniolis sres |

- - ——

(n) Addrcssed to the attontion of o subdivigion of an arcnoy:

]

T0: Cormonilin- Geaesral, ASF
Washingzten 25, D. C.
ATTENTION: Director, Purchascs Division

(b) Addressed to the attontion of an individuals

TOs Commanding Genrral, ALT

W&Hiliﬂ”tr‘ﬂ 29y Dy 34 Al
ATTENTTON: Coloncl Hichard B. Marsh i ty :,;'

P —— T
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