CEA42104 version 1 / Manage Postal Operations

SECTION I.
ADMINISTRATIVE DATA

	All Courses Including This Lesson
	
Course Number
Course Title 


7-12-C22 
Adjutant General Officer Advanced Course

	Task(s) 

Taught(*) or

Supported
	
Task Number
Task Title 


   Individual 


121-042-0004 (*)
MANAGE POSTAL OPERATIONS 


805C-42A-0004 (*)
MANAGE POSTAL OPERATIONS 

	Reinforced Task(s)
	
Task Number
Task Title



	Academic    Hours
	The academic hours required to teach this TSP are as follows:


Resident


Hours/Methods

3 hrs
10 mins
/ Conference / Discussion

Test
1 hr 
 
 

Test Review
0 hrs
 
 


Total Hours:
4 hrs
10 mins 

	Test Lesson Number
	
Hours
Lesson No.

Testing


(to include test review) 
1 hr 


CEA42104 version 1



1 hr 


CHB4AS16 version 1


	Prerequisite Lesson(s)
	
Lesson Number
Lesson Title

None

	Clearance Access
	Security Level:  Unclassified

Requirements:  There are no clearance or access requirements for the lesson.

	Foreign Disclosure Restrictions
	FD5. This product/publication has been reviewed by the product developers in coordination with the (installation/activity name) foreign disclosure authority.  This product is releasable to students from all requesting foreign countries without restrictions.

	References
	

	Number
	Title 
	Date
	Additional Information

	FM 12-6
	Personnel Doctrine
	09 Sep 1994
	Chapters 6 & 15

	Student Study Assignments
	Be familiar with FM 12-6, chapters 6 and 15 before class.



	Instructor Requirements
	1 Qualified Instructor



	Additional
	Name
	Quantity
	Man Hours

	Support
	None
	
	

	Personnel
	
	
	

	Requirements
	
	
	

	Equipment
	Name
	Quantity
	Expendable

	Required
	None
	
	

	for Instruction
	
	
	

	Materials Required
	Instructor Materials: 
FM 12-6

PowerPoint presentation file

Student Materials: 
FM 12-6

AIMS Answer Sheet

#2 Pencil



	Classroom, Training Area, and Range Requirements
	General All - Purpose Classroom, 16 positions

	Ammunition
	Name
	Student Qty
	Misc Qty

	Requirements
	None
	
	

	Instructional Guidance
	NOTE: Before presenting this lesson, instructors must thoroughly prepare by studying this lesson and identified reference material.



	
	

	Proponent Lesson Plan Approvals
	Name 
	Rank 
	Postion 
	Date

	
	


tc "
Section II  Introduction " \l 2SECTION II.
INTRODUCTION

Method of Instruction:    Conference / Discussion

Instructor to Student Ratio is:    1:16

Time of Instruction:    5 mins

Media:    Viewgraphs

	Motivator
	Someday, you may find yourself working on or advising others on postal operations.  You may have the opportunity to command a postal company, or you may work in the staff actions of the Personnel Group (PG) or personnel operations branch of a division.  In any of these positions, you will be expected to act as the resident expert.

Show viewgraph 1:  Manage Postal Operations

Postal operations make up a very important part of the critical Adjutant General (AG) wartime functions.  These operations are an AG responsibility from the top to the bottom, and their impact upon morale is critical.  Simply stated, mail and morale are synonymous in a deployed theater of operations.

Show viewgraph 2:  Terminal Learning Objective



	tc "Terminal Learning Objective - Manage postal operations. " \l 3Terminal Learning Objective
	NOTE:  Inform the students of the following Terminal Learning Objective requirements.

At the completion of this lesson, you [the student] will:

	
	Action:
	Manage postal operations.

	
	Conditions:
	Given a requirement to manage postal operations and access to FM 12-6.



	
	Standards:
	Manage postal operations to include:  analyze the location of postal organizations on the battlefield in relation to the flow of mail; define the flow of mail within CONUS; and identify mail that requires special processing IAW FM 12-6.

 

	
	

	Safety Requirements
	None



	Risk Assessment Level
	Low

	Environmental Considerations
	None



	Evaluation
	The test consists of 20 multiple-choice questions.



	Instructional Lead-In
	Today, we will discuss postal operations necessary to process mail sent from Continental United States (CONUS) to a deployed soldier.  We will also discuss the units and systems that support these postal operations.  We are approaching this from a contingency deployment perspective.  We are not concerned with postal operations in locations such as Korea or Germany where Army Post Offices (APOs) already exist.




tc "
Section III Presentation " \l 2SECTION III.
PRESENTATION 

NOTE:
Inform the students of the Enabling Learning Objective requirements.

tc "Enabling Learning Objective A - Analyze the location of postal organizations on the battlefield in relation to the flow of mail. " \l 3A.
ENABLING LEARNING OBJECTIVE A 

	ACTION:
	Analyze the location of postal organizations on the battlefield in relation to the flow of mail.

	CONDITIONS:
	Given a requirement to analyze the location of postal organizations on the battlefield in relation to the flow of mail and access to FM 12-6.



	STANDARDS:
	Analyze the location of postal organizations on the battlefield in relation to the flow of mail to include:  define the postal operations mission and identify postal organizations in relation to their location and responsibilities IAW FM 12-6.




1.
Learning Step / Activity 1. Define the postal operations mission.



Method of Instruction:
 Conference / Discussion



Instructor to Student Ratio:
 1:16



Time of Instruction:
 10 mins



Media:
 Viewgraphs

NOTE:  Ask students to raise their hands if they have either managed or worked with a postal operations agency on the battlefield.  After recognizing the amount of experience represented by the show of hands, introduce this learning objective with the following material:

Depending on the operational scope and expected duration, postal platoons or postal companies normally deploy with the main body of the combat forces.  Trained and equipped postal units can be operational within 48 hours after their arrival in the theater of operations and are capable of supporting at least 6,000 soldiers.

NOTE:  Ask students to define the postal operations mission.  After students have defined the mission, show viewgraph 3 to reinforce learning.

a.
Postal operations mission.  The mission of postal operations is to operate a network to process mail and provide postal services within a theater of operations.  Processing mail also includes providing postal services.

Show viewgraph 3:  Postal Operations Mission
NOTE:  Introduce the subject of processing activities required to accomplish that part of the postal operations mission.  Ask students to name these activities.  As a student names an activity, write it on the whiteboard.  Encourage students to share real-world experiences in any of the activities.  When the list is complete, repeat the activities to reinforce learning.

b.
Processing activities.  Processing mail involves the following activities:

•
Receive, separate, sort, dispatch, and redirect ordinary and accountable mail.

•
Conduct international mail exchange.

•
Handle casualty and Enemy Prisoner of War (EPW) mail.

•
Screen for contaminated and suspicious mail.

NOTE:  Next, introduce the subject of postal services.  Ask students to name the required postal services.  Again, as students identify an item, write it on the whiteboard.  When the list is complete, repeat the list to reinforce learning.

c.
Provide postal services.  Postal services involve the following activities:

•
Sell stamps.

•
Cash and sell money orders.

•
Provide registered (including classified up to secret), insured, and certified mail services.

•
Process postal claims and inquiries.

NOTE:    Conduct a check on learning.  Use the following oral questions to check student comprehension of the information in this learning activity.

QUESTION:
What determines whether postal platoons and/or companies must deploy with the main body of the combat forces?

ANSWER:
The operational scope and the expected duration of the operations.

QUESTION:
How many soldiers can be trained to equip postal units within 48 hours of arrival?  

ANSWER:
At least 6,000 soldiers.

QUESTION:
What actions are involved in processing mail?

ANSWER:
Receiving.



Separating.



Sorting.



Dispatching, and redirecting ordinary and accountable mail.



Conducting international mail exchange.



Handling casualty and EPW mail.



Screening for contaminated and suspicious mail.

QUESTION:
The postal operations mission provides what postal services?

ANSWER:
Selling stamps.




Cashing and selling money orders.




Providing registered, insured, and certified mail services.




Processing postal claims and inquiries.

2.
Learning Step / Activity 2. Identify battlefield postal organizations in relation to their location and responsibilities.



Method of Instruction:
 Conference / Discussion



Instructor to Student Ratio:
 1:16



Time of Instruction:
 40 mins



Media:
 Viewgraphs

NOTE:  Introduce battlefield postal organizations with the following material.
NOTE:  Continue the introduction by explaining that everyone is familiar with receiving a letter or package. Ask the students "Who delivers that letter or package:  the company clerk or mail clerk?"
a.
Company clerk or company mail clerk.  The company clerk or company mail clerk calls out the name of the person to whom mail is addressed then distributes that mail to its intended recipient.
NOTE:  Next, ask who delivered the letter or package to the company clerk or mail clerk.  After students identify the battalion (BN) mail clerk, ask what his duties are.
b.
Battalion mail clerk.  The BN mail clerk breaks mail out to the companies.
NOTE:  Next, elicit the name of the agency that handled the letter before it arrived at the BN mail clerk. Once students identify the postal services platoon, use the material below to lead a discussion of its organization, location, and mission.
c.
Postal Services Platoon (PSP).  The PSP is the only postal element located in the division Area of Operation (AO).  The PSP is the lowest level of postal support AG units are responsible to support.
NOTE:  Show viewgraph 4 to reinforce learning.

Show viewgraph 4:  Postal Services Mission
(1)
Organization. The PSP is organized into a platoon headquarters, a mail processing and operation section, and a postal finance section.  PSPs process mail received from the theater Military Mail Terminal (MMT).  At the units, clerks will deliver the mail to the intended recipients.  If units do not pick up mail from this PSP, it is the PSP's responsibility to deliver the mail to the Military Delivery Point (MDP) located in the Brigade Support Area (BSA).
(2)
Location.  The PSP can be located anywhere on the battlefield.  However, because it has limited life support, it probably will be located with a Personnel Services Battalion (PSB) or in the BSA of the unit it supports.
(3)
Mission.  The PSP’s mission is to provide direct mail service for up to 6,000 soldiers.  In addition, the PSP is responsible for providing other services:
•
Accountable mail service.
•
Postal finance services.
•
Postal services to organizations.
NOTE:  Continue the backward path of the letter or package by eliciting the name of the agency that handled the letter before it arrived at the PSP.  Once students identify the postal services platoon, use the material below to lead a discussion of its organization, location, and mission.
d.
Mail Delivery Point (MDP).  The MDP may or may not be collocated with the PSP.  The PSP and the units to which the mail will be delivered must agree to the MDP’s location.  Basically, the MDP functions as a mail drop-off point between the PSP and the unit.  The MDP for a Brigade (BDE) is usually the brigade Adjutant (U. S. Army) (S1) shop.  When the PSP is located within the BSA, the PSP becomes the MDP.  The PSP is responsible for moving the mail to the MDP when the PSP and the MDP are NOT collocated.  The division assistant chief of staff, G1 (personnel), assists in coordinating the transportation of the mail from the PSP to the MDP.  The PSP receives, sorts, safeguards, and redirects mail.  In addition, the PSP provides the following finance services:
•
Money order sales.
•
Stamp sales.
•
Accountable mail service.
NOTE:  Elicit the name of the agency that handled the letter before it arrived at the MDP.  Once students identify the POP, use the material below to lead a discussion of the POP including the organization, activities, and responsibilities.
e.
Postal Operations Platoon (POP).  Although the location and the mission may vary, a POP is located at a major Point of Entry (POE) to break down arriving mail.  Other POPs are located throughout the theater to facilitate the General Support (GS) mission.  As the theater develops, the POP is replaced by another POP that serves other POPs, the corps PSP, and other units.
NOTE:  Show viewgraph 5 to reinforce learning.

Show viewgraph 5:  Postal Operations Platoon

(1)
Mission.  Provides general postal services for up to 36,000 soldiers.

(2)
Organization.  The POP is organized as a platoon headquarters, a mail processing and operations section, and a directory service section.  The POP supports 36,000 soldiers and is operational within 48 hours of its arrival within the corps or the theater.
(3)
Activities.  The POP receives, sorts, safeguards, routes, and redirects mail.  In addition, the POP directs casualty mail and EPW mail and serves as the hospital liaison with the corps or theater.
NOTE:  Show viewgraph 6 to reinforce learning.

Show viewgraph 6:  POP Responsibilities

(4)
Responsibilities.  The key to the success of a POP is an effective routing scheme and transportation.  The POP has the following responsibilities:
•
Receive mail at POEs.
•
Direct EPW mail.
•
Provide central directory service for individuals and units.
•
Redirect casualty mail.
•
Direct and redirect intra-theater mail.
NOTE:  Continue the backward path of the letter or package by eliciting the name of the agency that establishes policies within the division.  Once students identify the personnel operations branch, use the material below to lead a discussion of the personnel operations branch and its responsibilities.
f.
Personnel operations branch.  Within the division G1, the personnel operations branch is responsible for mail in the division AO.  This section works closely with PSP platoon leaders to ensure they receive the task organization updates and transportation support.  The division G1 has these responsibilities:
NOTE:  Show viewgraph 7 to reinforce learning.

Show viewgraph 7:  Division G1 Responsibilities
•
Exercise overall staff responsibility for all mail except official mail for the division.
•
Serve as liaison between the division and the PSP.
•
Spot-check mail operations for standards of service.
•
Coordinate the transportation of mail from the PSP to the MDPs.
NOTE:  Next, elicit the name of the agency that handled the letter before it arrived at the personnel operations branch.  Once students identify the personnel group, use the material below to lead a discussion of the PG and its responsibilities.
g.
Personnel Group (PG).  Within the PG, the staff actions branch has the specific postal responsibility.  The PG determines how many and what type of units must deploy.  The PG also coordinates the activation of Reserve Component (RC) units by identifying the following:
•
When, where, and how long the mission is expected to last.
•
What units need support.
•
Location of the Area Mail Terminal (AMT).

The PG has these specific responsibilities:
NOTE:  Show viewgraph 8 to summarize and reinforce learning.

Show viewgraph 8:  Personnel Group Responsibilities
•
Determine postal requirements.
•
Request that Major Army Commands (MACOMs) activate postal units.
•
Select MMT locations.
•
Control postal operations in a contingency theater.
•
Coordinate the transportation of mail from the POP to the PSP.
NOTE:  Now elicit the name of the agency that handled the letter before it arrived at the PG.  Once students identify theater US Army Total Personnel Command (PERSCOM), use the material below to lead a discussion of theater PERSCOM.
h.
Theater Personnel Command (PERSCOM).  Theater PERSCOM assumes the postal operations mission as the theater develops.  Within the PERSCOM, the postal directorate has overall responsibility for managing postal operations.  Theater PERSCOM performs the following actions:
NOTE:  Show viewgraph 9 to reinforce learning.

Show viewgraph 9:  Theater PERSCOM Activities

•
Ensure the operation of the MMT.
•
Operate locator/redirect service.
•
Establish theater mail policies.
•
Provide unit mail routing information to the Joint Military Postal Activity (JMPA).
•
Manage postal operations in a mature theater.
NOTE:  Refer to the material below to conclude the discussion with a brief description of battlefield postal organizations.
i.
Deployment of battlefield postal organizations.  Only some of the units discussed will deploy.  Whether a unit deploys or not depends upon the operation’s size and the capabilities.  However, the minimum units required are a headquarters, a POP, and a PSP.  The postal operations mission cannot be accomplished without these units.
NOTE:    Conduct a check on learning.  Informally divide the class into four groups then write the numbers 1 through 4 on the whiteboard allowing space after each number.  Tell the class you are going to have a contest to see which group learned the most. Inform the class of the rules.  Tell them you will ask questions and students must raise their hands before answering a question.  Their group receives one point for each correct answer.  If a question has a three-part answer and the student answers all three correctly, the group receives three points.  As a student correctly answers a question, place a mark next to his or her group’s number on the whiteboard.  Use the following questions along with any questions you may want to add.

QUESTION:
What is the lowest level of postal support for which the AG units are responsible to support?

ANSWER:
The PSP.

QUESTION:
The PSP mission is divided into three parts.  What are they?

ANSWER:
Providing accountable mail service.




Postal finance services.




Postal services to organizations. 

QUESTION:
What are the responsibilities of the POP?

ANSWER:
Receiving mail at PEOs.




Directing EPW mail.




Providing a central directory service for individuals and units.




Redirecting casualty mail.




Directing and redirecting intra-theater mail. 

QUESTION:
What are the responsibilities of the division G1?

ANSWER:
Exercising overall staff responsibility for all mail except official mail for the division.




Serving as liaison between the division and the PSP.




Spot-checking mail operations for standards of service.




Coordinating the transportation of mail from PSPs to the MDPs.

QUESTION:
What are the responsibilities of the PG?

ANSWER:
Determining postal requirements.




Requesting that the MACOM activate postal units.




Selecting MMT positions.




Controlling postal operations in a contingency theater.




Coordinating the transportation of mail from the POP to the PSP.

QUESTION:
What are the responsibilities of the theater PERSCOM?

ANSWER:
Ensuring the operations at the MMT.




Operating a locator/redirect service.




Establishing theater mail policies.




Providing unit mail routing information to the JMPA.




Managing postal operations in the mature theater.

QUESTION:
What are the minimum units you need to deliver mail regardless of the size and the nature of an operation?

ANSWER:
Headquarters.




POP.




PSP.

CHECK ON LEARNING:  Summarize the learning objective.  Ask students if they have any questions on the material covered.  Answer these questions before summarizing the ELO with the following:  In this section, we talked about the location of postal organizations on the battlefield in relation to the flow of mail.  First, we defined the postal operations mission.  Next, we identified battlefield postal organizations in relation to their location and responsibilities.  In the next section, we will define the flow of mail within CONUS as it is routed to the battlefield.

tc "Enabling Learning Objective B - Define the flow of mail within CONUS. " \l 3B.
ENABLING LEARNING OBJECTIVE B 

	ACTION:
	Define the flow of mail within CONUS.

	CONDITIONS:
	Given a requirement to define the flow of mail within CONUS and access to FM 12-6.

	STANDARDS:
	Define the flow of mail within CONUS to include identify the responsibilities of key postal activities within the flow IAW FM 12-6.




1.
Learning Step / Activity 1. Identify the responsibilities of key postal activities within the flow.



Method of Instruction:
 Conference / Discussion



Instructor to Student Ratio:
 1:16



Time of Instruction:
 1 hr  



Media:
 Viewgraphs

NOTE:  Briefly introduce CONUS mail flow with the following material.

Mail is transported to the theater on ships and planes.  If the mail is flown, the planes must be U. S. carriers such as Delta, TransWorld Airlines, or American Airlines.  The plane may also be a Military Air Command (MAC) flight.  If ships are used, they must also be of U.S. origin.  Whatever the mode of transportation, other supplies take priority.

NOTE:  Elicit the four categories of mail and the method of movement for each from the students.  After they have identified all four, show viewgraph 10 to reinforce learning.

a.
Categories and classes of mail. Mail is classified into different categories and classes and then moved IAW its classification. These are the various classifications and classes of mail and the means by which each is moved:

•
Space-Available Mail (SAM) is moved by air.

•
Parcel Airlift (PAL) mail is moved by air.

•
Military Official Mail (MOM) is moved by air.

•
Second-class, third-class, and fourth-class mail are moved by surface transportation assets.

Show viewgraph 10:  Categories and Classes of Mail
NOTE:  Use the following information to lead students to define gateways and how they function.  First, elicit a definition of gateways.  Next, ask where mail is moved from a given gateway.  Finally, ask for two spots in the United States where gateways are located.  Show viewgraph 11 to summarize and reinforce learning.

Show viewgraph 11:  Military Gateways/JMPA
b.
Gateways.  There are seven gateways for military mail.  A gateway is nothing more than a point where the civilian mail handlers of the United States Postal Service (USPS) and the military mail handlers of the JMPA interface.  Each gateway usually tends to deliver to a certain region of the world.  However, a gateway can send mail anywhere.  The two primary gateways for military mail are San Francisco and New York.  One of the two JMPA commands is located in each of these two cities.

NOTE:  Use the information below to lead a discussion of how mail moves to the gateways from a location within CONUS.  Tell them to assume a letter is from Aunt Tillie in Phoenix, Arizona.  Phoenix is 651 miles from San Francisco.  What mode of transportation is used?  Next, ask them how a letter is transported from San Jose which is under 100 miles away.  After students have provided answers, show viewgraph 12 to help illustrate the flow of casualty information.

c.
Mail flow within CONUS.
(1)
Role of the USPS.  A friend, spouse, or parents may put mail into the mailbox.  The post office picks up the mail, reads the Army Post Office (APO) on the envelope or parcel’s wrapper, and directs the mail to the appropriate gateway.  First-class mail is sent by air if the distance from the mailbox to the gateway is 600 miles or more.  It is sent by truck if the distance between the mailbox and the gateway is less than 600 miles.

Show viewgraph 12:  Movement of Mail (CONUS)
NOTE:  Elicit a definition of, then lead a discussion about, the Contingency Army Post Office (CAPO) address from students.

After discussing the nine-digit address, lead the discussion to other military addresses.

(2)
CAPO.  USPS personnel handle all mail on military installations within CONUS.  In addition, they move mail to the gateways from points in the U. S.  They sort mail to a nine-digit address.  This address is known as the CAPO.  It represents a specific unit wherever and whenever the unit deploys.


The advantage of the nine-digit address is that the mail arrives in the theater already sorted, packed (palletized), and prepared for further shipment straight to the BN without delay or the need for further sorting in-country.  Once mail comes back to the U. S., the USPS delivers it to its destination.

(3)
Other military addresses.  In addition to the CAPO, which identifies a specific unit, two other military addresses are used.  One is the APO.  The other is the Military Post Office (MPO).  Both the APO and the MPO, as well as the CAPO, are used to sort mail.

NOTE:  Referring to the material below, elicit a definition of the JMPA and its role in postal operations.  Continue the discussion by asking students to identify JMPA responsibilities.  At the end of the discussion, show viewgraph 13 to summarize and reinforce learning.

(4)
JMPA role.  The JMPA provides the interface of military and civilian postal operations at the gateways.  The JMPA has a location at all gateways, but two are especially prominent:  San Francisco and New York.  These are the JMPA command organizations.

Show viewgraph 13:  JMPA Responsibilities


The JMPA manages the movement of the mail to the AO.  As mail arrives at the gateways, the JMPA determines where to send it.  If the task organization changes in the AO, the POPs to which the mail goes may change, thereby causing the routing scheme to change.  The JMPA works these changes in the routing schemes.  The JMPA has these responsibilities:

•
Act as a single Point of Contact (POC) with the USPS at gateways.

•
Coordinate the mail routing scheme changes with the gateways.

•
Manage movement of mail from CONUS gate ways to theater of operation.

•
Coordinate with the MMTs or sea ports.

NOTE:  Show viewgraph 14 to reinforce learning.

Show viewgraph 14:  JMPA Role
NOTE:  Elicit a definition of the AG’s role in postal operations.  Continue the discussion by asking students to identify AG responsibilities.  Conclude the discussion by showing viewgraph 16 to summarize and reinforce learning.

(5)
The AG's role.  The AG is the head of all military postal operations for all branches of service.  The Military Postal Service Agency (MPSA) is the organization that works all military mail issues.  The MPSA is headed by an Army, Air Force, or Marine Corps colonel or by a Navy captain.  Located in the Hoffman Building in Alexandria, VA, the MPSA oversees the San Francisco and the New York JMPA commands.  Its primary responsibilities are:

Show viewgraph 15:  MPSA Responsibilities

•
Establish policies and procedures for the Military Postal Service (MPS).

•
Serve as the single POC with the USPS and Department of Defense (DOD) on policy and operations pertaining to the mail.

•
Activate CAPOs.

•
Coordinate initial mail routing schemes with the JMPA.

Show viewgraph 16:  AG Role
NOTE:  Elicit a definition of Forces Command's (FORSCOM’s) role in postal operations.  Continue the discussion by asking students to identify AG responsibilities.  Conclude the discussion by showing viewgraph 18 to summarize and reinforce learning.

Show viewgraph 17:  FORSCOM Role
(6)
FORSCOM Role.  The MACOM for postal operations is the FORSCOM.  The FORSCOM has these responsibilities:

•
Activate RC units.

•
Prepare a message to activate the CAPOs for deploying units.

•
Send the activation message to the MPSA.


When the FORSCOM activates an RC unit, it must ensure that the unit deploys at a level of at least P3 (personnel) and S3 (equipment on hand).

NOTE:  Refer to the information below and the example to lead a discussion of how the mail flows within CONUS to the appropriate gateway and ultimately to the soldier.

Show viewgraph 18:  Military Addresses

d.
Military addresses.  You may think of military addresses as Zone Improvement Program (ZIP) codes.  The APO refers to an actual facility.  Each POP and PSP has an APO number that remains with the PSP and the POP always.  An MPO is basically the same as an APO.  A CAPO is for units only.  Each unit in the Army of company size or larger has a CAPO.  The CAPO is a constant for the unit.  Every time that the unit deploys, regardless of the location, the CAPO remains the same number.  The APO and the CAPO addresses are used in connection with each other to pinpoint mail delivery.


Here is an example of how the system works.  Assume that the 1st BN of the 504th PIR from the 82d ABN DIV is deploying to Panama.

(1)
The 18th PG requests the activation of the CAPO for the 1-504 from the FORSCOM. 

(2)
FORSCOM writes the activation message and contacts the MPSA. 

(3)
The MPSA actually activates the CAPO with the USPS. The MPSA tells the USPS that CAPO #11111-8888 is active. 

(4)
The USPS notifies all mail-handling organizations that #11111-8888 should be routed to whichever gateway the MPSA and the JMPA determine to be appropriate.  In this case, the most likely gateway is Miami.  If this CAPO is NOT activated, any mail placed in the system with address #11111-8888 will be returned to the sender.  Once activated, any mail that is placed in a mailbox anywhere in the U. S. will be routed to Miami, where the JMPA will ensure proper onward movement to Panama.  If anything in the military system changes, it will be transported to the public.  The MPSA and the JMPA will work the changes.

NOTE: Refer to the information below and the examples to lead a discussion of routing schemes.

e.
Routing scheme.  The routing scheme involves APOs, MPOs, and CAPOs.  It is used to move mail from gateways to POPs to PSPs to BDEs.  The routing scheme determines where and to what postal units the mail goes before it arrives at its ultimate destination—the company.  Task force changes or changes to task organization can change the routing scheme.

(1)
Example 1.  The 1st BN of the 504th PIR, deployed to Panama, has been assigned CAPO #11111-8888, which causes the USPS to route the BN’s mail to Miami.  When the mail arrives in Miami, the JMPA will route it to the appropriate POP in Panama.  In Panama, the POP will route the mail to the appropriate PSP.  This PSP will send the mail to the proper MDP.  The routing of this mail is determined by the geographic proximity of the POPs or the PSPs to the units.


The APOs for the POP and PSP remain constant.  If they move on the battlefield and are no longer able to support the battalion, then the routing scheme will change to reflect the POP or PSP that can support the battalion.  However, it is more likely that the battalion will move.  If this is the case, the PSP currently serving the 1-504 must notify the POP currently serving the 1-504.  If the new area that the 1-504 occupies is serviced by the same POP, nothing changes except that the POP must update its routing scheme to the new PSP.  If the new area occupied by the 1-504 is serviced by another POP, the current POP must notify JMPA to change the routing scheme from CONUS to the new POP.  The new POP updates their routing scheme to the new PSP.

(2)
Other examples.  The following are examples of the routing schemes at the various locations.  First you must identify the APOs of the POP and PSP serving the battalion.

POP - #22222-3131  - PSP #33333-0000

JMPA Routing


POP Routing (22222-3131)

(send CAPO to APO [POP])
(send CAPO to APO [PSP])

11111-8888
22222-3131
11111-8888
33333-0000

12121-8891
22222-3131
12121-8891
45454-4444

19959-9991
55555-3333

The mail will arrive at PSP (#33333-0000) and will be sent to the 1st battalion MDP.

(3)
Importance of military address activation.  An actual incident demonstrates both the importance of the activation of correct military addresses and the importance of the routing scheme.  During “Operation to Haiti - Uphold Democracy,” postal units and CAPOs were activated.  However, one CAPO was not activated - that of the JTF HQ.  The commander’s wife mailed letters, but they were all returned to the sender.  The USPS did not recognize the APO.  This was the only major postal problem.  However, this small problem was enough to reduce the commander's confidence in the postal system, and understandably so.

NOTE:    Conduct a check on learning.  Use the following oral questions to check student comprehension of the information in this learning activity.

QUESTION:
What are the categories and classes of mail and how is the mail in each category or class moved?

ANSWER:
SAM is moved by air.



PAL mail is moved by air. MOM is moved by air.



Second-class, third-class, and fourth-class mail are moved by surface transportation assets.

QUESTION:
What is a “gateway”?

ANSWER:
A point where civilian mail handlers of the USPS and the military mail handlers of the JMPA interface.

QUESTION:
How is first-class mail sent if the distance between the mailbox and the gateway is 200 miles?

ANSWER:
By truck.

QUESTION:
What is a CAPO?

ANSWER:
A nine-digit address used to sort mail. It represents a specific unit, wherever and whenever the unit deploys.

QUESTION:
What are the primary responsibilities of the AG?

ANSWER:
Establish policies and procedures for the MPS.




Serve as the single POC with the USPS and DOD on policy and operations pertaining to the mail.




Activate the CAPOs.




Coordinate mail routing schemes with the JMPA.

QUESTION:
What is the MACOM for postal operations?

ANSWER:
The MACOM for postal operations is the FORSCOM.

QUESTION:
A major difference between APOs, MPOs, and CAPOs is that one of these military addresses refers to an actual facility whereas the other two refer to a specific unit.  Which of these military addresses refers to an actual facility?

ANSWER:
The APO.

QUESTION:
What is the purpose of a routing scheme?

ANSWER:
It is used to move mail from gateways to POPs to PSPs to BDEs.  The routing scheme determines where and to what postal units the mail goes before it gets to its ultimate destination--the company.

CHECK ON LEARNING:  Summarize the learning objective.  Ask students if they have any questions on the material covered.  Answer these questions before summarizing the ELO with the following:  In this section, we identified the responsibilities of key postal activities within the flow.  In the next section, we will identify mail that requires special processing.

tc "Enabling Learning Objective C - Identify mail that requires special processing. " \l 3C.
ENABLING LEARNING OBJECTIVE C 

	ACTION:
	Identify mail that requires special processing.

	CONDITIONS:
	Given a requirement to identify mail that requires special processing and access to FM 12-6.

	STANDARDS:
	Identify mail that requires special processing to include define the priorities for inbound and retrograde mail and define the special procedures used for miscellaneous types of mail, casualty mail, free mail, host nation support, and augmentation IAW FM 12-6.




1.
Learning Step / Activity 1. Define the priorities for inbound and retrograde mail.



Method of Instruction:
 Conference / Discussion



Instructor to Student Ratio:
 1:16



Time of Instruction:
 20 mins



Media:
 Viewgraphs

Show viewgraph 19: Postal Mail Flow
NOTE:  Briefly discuss inbound and outbound mail priorities.  First elicit the order of priority from the students.  Once the order has been defined, ask students to define each of the types of mail.  Use the material below as a guide.  At the end of the discussion, show viewgraph 21 to summarize and reinforce learning.
Show viewgraph 20:  Mail Priorities
a.
Official registered mail.  Official registered mail always has the first priority for processing.  It includes all classified through secret mail.
b.
Other accountable Mail.   Other accountable mail is always processed second and includes these types:
•
Express mail.
•
Personal registered mail.
•
Certified mail.
c.
All other mail.  All other mail is always processed last and includes these types:
•
Personal mail.
•
“Any soldier” mail.
•
SAM.
•
PAL mail.
•
Surface bulk mail.
Show viewgraph 21:  Order of Mail Priority
NOTE:    Conduct a check on learning.  Use oral questions such as the following to check student comprehension of the information in this learning activity.

QUESTION:
What are the priorities for processing inbound and outbound mail?

ANSWER:
First, process all official registered mail.




Second, process all other accountable mail.




Third, process all other mail.

QUESTION:
Express mail, personal registered mail, and certified mail are all examples of what type of mail?

ANSWER:
Accountable mail other than official registered mail.

2.
Learning Step / Activity 2. Define the special procedures used for miscellaneous types of mail, casualty mail, free mail, host nation support, and augmentation.



Method of Instruction:
 Conference / Discussion



Instructor to Student Ratio:
 1:16



Time of Instruction:
 30 mins



Media:
 Viewgraphs

NOTE:  Refer to paragraph “a” below to introduce special procedures for casualty mail.  Next elicit student explanations of both the definition of the SIDPERS-TAMMIS (Standard Installation Division Personnel Division (SIDPERS) Theater Army Medical Management Information System (TAMMIS)) link and a brief explanation of how it can assist them, as postal operations managers.

a.
Casualty mail.  The handling of casualty mail is as sensitive as casualty operations.  If a letter is returned home prior to official notification of the casualty’s Next-Of-Kin (NOK), the results could be disastrous.

(1)
SIDPERS-TAMMIS Link.  A link between SIDPERS-TAMMIS would greatly increase the speed and accuracy with which casualty mail is redirected.  However, no such interface currently exists.

NOTE:  Use viewgraph 22 to help illustrate the flow of casualty information as you provide students with an overview of this flow.

Show viewgraph 22:  Casualty Mail Flow
NOTE:  Lead a class discussion to elicit the responsibilities of the company mail clerk, PSP, and POP in the casualty mail flow.

Show viewgraph 23:  Casualty Mail
(2)
Processing responsibilities.

(a)
Company mail clerk.  The company mail clerk identifies mail that is received at the unit to which the wounded or killed soldier was assigned or attached.  The mail clerk then bulk-packs the mail for return to the PSP.

(b)
Postal service platoon.  The PSP will actually mark the mail as follows:

•
“SEARCH” (for missing in action [MIA], killed in action [KIA], or Unknown).

•
“Hospital search” (for wounded in action [WIA] – location unknown).

•
“PATIENT” (for WIA – hospital, known).

The PSP sends the marked casualty mail to the POP that has been designated for casualty mail.

(c)
Postal operations platoon actions.  The POP uses the following sources of information to determine proper disposition of casualty mail to avoid sending it back to the U. S. prematurely:

•
Database.

•
PSBs.

•
PG.

(3)
Need for synchronization.  The system must be synchronized among the following units and organizations to ensure the accurate delivery of casualty mail back to the U. S.:

•
Supported units.

•
PSBs.

•
PG.

•
Theater PERSCOM.

•
Medical community.

•
Total Army PERSCOM.

NOTE:  Using the material below, briefly introduce free mail.  Ask students to identify the characteristics.

b.
Free mail.  Free mail must originate from a specific AO.  It is authorized by the President or the Secretary of Defense by executive order.  Free mail must have each of the following characteristics:

•
Weigh no more than 12 ounces.

•
Be a letter or a tape cassette.

•
Bear an address that is serviced by the USPS.

NOTE:  Provide a brief overview of mail transportation referring to the material below.

c.
Transportation.  Transportation remains a huge challenge.  The Army does not possess the transportation equipment needed to move mail.  The Army prepares mail; and transporters deliver the mail.  Mail must be moved based upon the commander’s priorities.  The PSP must be capable of moving any undispatched mail, stamps, money orders, and accountable mail when the PSP is required to relocate.

NOTE:  Refer to the material as you briefly discuss augmentation.

d.
Augmentation.  Augmentation is required for a successful postal mission.  Help can come from the PSB, the PG, or the division G1.

Host nation support provides a possible means of augmentation.  However, host nation support cannot be used to handle classified mail.

NOTE:    Conduct a check on learning.  Use oral questions such as the following to check student comprehension of the information in this learning activity.

QUESTION:
The PSP marks MIA, KIA, and Unknown mail with what word or words?

ANSWER:
SEARCH.

QUESTION:
Name three information sources that the POP uses to determine the proper disposition of casualty mail to avoid sending it back to the U. S. prematurely.

ANSWER:
Database.




PSBs.




PG.

QUESTION:
The military postal system must be synchronized among what units and organizations?

ANSWER:
Supported units.




PSBs.




PG.




Theater PERSCOM.




The medical community.




TA PERSCOM.

QUESTION:
In addition to its being authorized by the president or the secretary of defense, free mail must have three specific characteristics.  What are these three characteristics?

ANSWER:
Weigh no more than 12 ounces.




Be a letter or a tape cassette.




Bear an address that is serviced by the USPS.

QUESTION:
What means exist for augmenting postal operations?

ANSWER:
The PSB.




The PG.




The division G1.

QUESTION:
What type of mail can host nation support NOT be used to handle?

ANSWER:
Classified mail.

3.
Learning Step / Activity 3. Performance Test



Method of Instruction:
 Test



Instructor to Student Ratio:
 1:16



Time of Instruction:
 1 hr  



Media:
 -None- 

Administer Performance Test.  Refer to Appendix A for test instructions.

NOTE:    Conduct a check on learning and summarize the learning activity.

CHECK ON LEARNING:  Summarize the learning objective.  Ask students if they have any questions on the material covered.  Answer these questions before summarizing the ELO with the following:  In this lesson, we discussed managing postal operations.  First, we analyzed the location of postal organizations on the battlefield in relation to the flow of mail.  Next, we defined the flow of mail within CONUS.  Finally, we identified mail that requires special processing. 

tc "Section IV Summary " \l 2SECTION IV.
SUMMARY

Method of Instruction:    Conference / Discussion

Instructor to Student Ratio is:    1:16

Time of Instruction:   5 mins

Media:    -None- 

	Check on Learning
	Conduct a check on learning.  Determine if students have learned the material presented by soliciting student questions and explanations.  Ask the students questions and correct misunderstandings.



	Review / Summarize Lesson
	In this lesson, we discussed managing postal operations.  First, we analyzed the location of postal organizations on the battlefield in relation to the flow of mail.  Next, we defined the flow of mail within CONUS.  Finally, we identified mail that requires special processing.

Show viewgraph 24:  Terminal Learning Objective




SECTION V.
tc "Section V  Student Evaluation " \l 2STUDENT EVALUATION

	
	NOTE:  Describe how the student must demonstrate accomplishment of the TLO standard.  Refer student to the Student Evaluation Plan.

	Testing Requirements
	None



	
	NOTE:  Rapid, immediate feedback is essential to effective learning.  Schedule and provide feedback on the evaluation and any information to help answer students' questions about the test.  Provide remedial training as needed.

	Feedback Requirements
	


tc "Appendix A  Viewgraph Masters" \l 1VIEWGRAPHS FOR LESSON 1:  CEA42104 version 1
Enabling Learning Objective A


Learning Step 2


viewgraph, manage postal operations

tc "Appendix B  Test(s) and Test Solution(s)" \l 1TEST FOR LESSON 1:  CEA42104 version 1
1.  

TEST SOLUTION FOR LESSON 1:  CEA42104 version 1
1.  

tc "Appendix C   Practical Exercises and Solutions  (N/A) " \l 1Appendix C   Practical Exercises and Solutions (N/A)  

tc "Appendix D  Student Handouts  (N/A) " \l 1Appendix D Student Handouts  (N/A)  
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