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Summary:  This regulation provides standard distribution schemes for the distribution of publications and correspondence at the United States Military Academy (USMA).



Applicability:  This regulation applies to all activities and agencies, including tenants and Stewart Army Subpost (STAS).
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*This regulation supersedes USMA Regulation 310-2, dated 7 Sep 84
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�INTRODUCTION



Section I

General



1-1.  Purpose.  To establish standardized distribution schemes at USMA and the West Point Military Reservation (WPMR) for all official publications and correspondence.  The distribution schemes may also be applicable to unofficial distribution such as flyers, bulletins, etc., which may have informational value to USMA personnel.  This distribution scheme should be used for both electronic and paper distribution throughout USMA and the WPMR.



1-2.  Background.

	a.  Distribution schemes are used to get material to a specified group of recipients at USMA/WPMR without having to address distribution envelopes individually.  Materials sent via distribution schemes include new publications/policies, directive or informative memoranda, flyers, etc. USMA organizations can and should use these distribution schemes when forwarding material within USMA.

	b.  Material sent via a distribution scheme is given in the appropriate quantity to DOIM Mail & Distribution (M&D) where it is sorted and distributed as specified by the sender IAW the distribution schemes and symbols listed in the appendices.

	c.  USMA publications (regulations, circulars, policy memoranda, etc.) are maintained in a networked USMA Electronic Publications Library available to all personnel with network access.  The library is updated with each new or revised USMA publication.  Network access is also available to electronic government forms and an electronic index of government forms and publications.  Paper reproduction and distribution of these items should be kept to a minimum (individual pages/parts can be printed from these files as needed).  Organizational Publications Account Managers or IMOs can establish network access for their personnel.

	d.  There is a large waste of printed material, particularly USMA publications, policies, memo, etc.,  being sent to offices not needing it, while at the same time many offices do not receive material they need because those receiving do not evaluate the distribution scheme and pass it downward through their organization.  Many receivers assume the material is their “file copy.”



1-3.  Policy.

	a.  Distribution schemes will be used to distribute official publications, correspondence and documents to a specific audience.  

	b.  Senders will use the smallest distribution scheme to reach the intended audience.

	c.  Senders will use electronic distribution lists whenever possible.

	d.  All USMA publications will be distributed via electronic distribution lists to each activity for internal distribution.  Hardcopy may be made as necessary, and will be made for all addressees not having electronic mail capability.

	e.  Office Symbols will be used for distribution addressed to individual offices wherever possible IAW USMA Regulation 25-8.

	f.  Once distributed material reaches the offices specified it is the responsibility of the receiving office to determine if the material should be made available to lower levels within the organization.











1-4.  Definitions:



	Distribution Scheme:  A list of activities, organizations, or sub-elements to which M&D will distribute official and unofficial materials internal to USMA.   It is used to designate a specific group of recipients (Major Activity Directors (MADs), Activitity Directors (ADs), tenants, divisions, etc.), who will receive copies of the same material.  See Appendices for itemized schemes.



	Distribution Symbol:  A letter or alphanumerical designation which denotes a specific distribution scheme (see paragraph 1-12).  It is used to determine delivery sites for material distributed by M&D.  



	Office Symbol:  Designations used to distribute to individual offices IAW USMA Reg. 25-8, Office Symbols.  Is used to designate individual offices for distribution.  



Section II

Responsibilities



1-5.  DOIM M&D will:

	a.  Maintain and revise distribution schemes and symbols as necessary.

	b.  Distribute material with distribution schemes to the appropriate locations. 

	c.  Review material not prepared IAW this regulation and coordinate with the issuing activity to redistribute or return to sender.

	d.  Develop and maintain electronic distribution lists described in this regulation and as requested by customers.

	e.  Provide training to USMA personnel on the interpretation and use of distribution symbols.



1-6.  DOIM Reprographics & Publications will:

	a.  Distribute all new or revised USMA publications electronically.

	b.  Maintain a networked fileserver for access to:

	(1)  The USMA Electronic Publications Library.

	(2)  Electronic government forms.

	(3)  An index of government publications and forms (DA PAM 25-30).

	(4)  Other government publications as available.



1-7.  USMA organization leaders (MADs/ADs/Division Chiefs/Commanders/Managers/Supervisors/ IMOs) will:

	a.  Ensure distribution of material to other USMA agencies is on an official need-to-know basis.

	b.  Ensure their personnel select an appropriate distribution scheme.  Materials lacking a distribution may not be deliverable.

	c.  Recognize the distribution scheme on materials received and ensure internal distribution to lower levels as appropriate.  Internal breakdown and distribution is the responsibility of the organizational level receiving the material.

	d.  Make a regular review of internal and external distribution originating in their area to ensure that distribution is required and material is disseminated on a need-to-know basis.  

	e.  Report necessary changes in distribution schemes to M&D.  IMOs, Mail Control Officers, or Publications Account Managers can coordinate with M&D to revise distribution schemes as needed.







	

1-8.  USMA personnel will:

	a.  Select the smallest distribution scheme to reach the intended audience.	

	b.  Specify a distribution symbol (see paragraph 1-12) for all materials requested to be delivered by distribution schemes.  On USMA publications, policies and memoranda the distribution scheme is required as part of the document.  On other materials it may be attached.

	c.  Provide the proper quantity of material for the specified distribution symbol.

	d.  Use electronic distribution whenever possible.



1-9.  USCC Official Mail and Distribution Center will provide internal distribution of official mail and distribution to members of the USCC Staff and Corps of Cadets.



Section III

Procedures



1-10.  Use of distribution schemes. 

	a.  For distribution of official publications and correspondence originating at USMA or received at USMA from other locations.  Hardcopy material for distribution should be delivered to M&D, either during M&D daily delivery runs or by taking direct to M&D.

	b.  Use electronic distribution whenever possible, both internally and externally to your activity.

	c.  For USMA publications (regulations, circulars, policy memoranda, etc.) the distribution scheme is shown on the title page of each publication.

	d.  For a memorandum (official or unofficial), including USMA Policy Memoranda, the distribution scheme is at the left margin below the signature block IAW AR 25-50, Preparing and Managing Correspondence, Chapter 2.

	e.  For any material not having a distribution scheme, notify M&D of the desired distribution scheme.

	f.  Distribution to only a few offices can be done by using the recipient’s office name/s or office symbol (for hardcopy) or e-mail address (for electronic copy).



1-11.  Quantities for distribution schemes.  Only one copy will be sent to the level of each distribution scheme.  The receiving office will determine if copies need to be distributed to others above or below in the organizational chain. This will ensure only the required copies are printed and distributed internally.  It is strongly recommended that organizations use internal electronic distribution schemes when the material is in electronic media.



1-12.  Combine distribution schemes as needed to reach the required audience (see Appendix A for breakdown listing of distribution schemes).  Examples are:

	a.  Distribution B: (copy sent only to each Activity Director(AD).

	b.  Distribution A, B: (copy to each MAD and AD).

	c.  Distribution A-C: (copy sent only to each MAD, AD, and division level office.

	d.  Distribution C5: (copy to each division of DCFA).

	e.  Distribution B, C6, C7: (copy to each Activity Director plus each division of DOL and DHPW).

	f.  Distribution B2, E: (copy to each activity director under the GC and copy to each tenant).













1-13.  Modified distribution schemes.  In the event the distribution symbols do not meet the requirements to reach the intended audience, a modified or customized distribution may be created and used, such as the samples below:



	DISTRIBUTION:	DISTRIBUTION:

	A, B + 	A, D less USMAPS+

	   AG - 1	   DOIM - 1

	   DOPS - 1	   MEDDAC - 1



	DISTRIBUTION:	DISTRIBUTION:

	DOPS - 1	B1+

	  AG - 1	   DOIM - 1

	  CPO - 1

	  DOIM - 1

	

(Keep the number of additional copies to a minimum.  It is better to make additional copies as needed than to have an excess of paper copies not used)

 

Section IV

Distribution Control



1-14.  Special distribution lists.  M&D coordinates and maintains lists for special distribution categories (App. B) such as:

		USMA Proponent



	Post Bulletin	AG-ASB

	Supervisors (Civilian)	CPO

	Appropriate Fund Civilian Employees	CPO

	Non-Appropriated Fund Civilian Employees	CPO-NAF

	Military Personnel	AG-PSC

	USCC	USCC-ISD



1-15.  Distributing Defense Automated Printing Service (DAPS) printing.  If a print job done at DAPS is to be distributed via distributions schemes by M&D, state in the “Remarks” box  of the printing  requisition that it is to be delivered to M&D for distribution.  The material must have the required distribution symbols printed on it.  M&D picks up at DPS daily and will receive your material for distribution.



1-16.  Distribution to USCC and the Corps of Cadets.  Official mail and bulk distribution to the USCC Staff and the Corps of Cadets is sorted and distributed by the USCC Official Mail and Cadet Distribution Center, Information Systems Division.  Contact the Cadet Distribution Center, ISD, USCC for specific instructions on how to pre-sort official mail and material.



1-17.  USCC Official Mail and Distribution Center will not receive, handle, forward, or distribute personal letter or parcel mail, regardless of postal class, except as outline in AR 25-51, para. 2-40b(4):  Newly assigned personnel may for 60 days after arrival, use official mail channels for the receipt only of personal, unofficial, or non-mission related mail.





�APPENDIX A

OFFICIAL DISTRIBUTION CODES 



Distribution Symbol = A  (7 Copies)

MAJOR ACTIVITY DIRECTORS



ACTIVITY                                                                         OFFICE SYMBOL                              COPIES   

CHIEF OF STAFF		MACS	1

COMMANDANT		MACC	1

DEAN	MADN	1

GARRISON COMMANDER - WEST POINT		MAGC	1

DIRECTOR OF ADMISSIONS	MAAR	1

ODIA		MADA	1

US MILITARY ACADEMY PREP SCHOOL (USMAPS)	MAPS	1



Distribution Symbol = B  (26 Copies)

ACTIVITY DIRECTORS



ACTIVITY                                                                         OFFICE SYMBOL                              COPIES   

B1     Chief of Staff Offices  (12 Copies)

 

STAFF JUDGE ADVOCATE		MAJA	1

SECRETARY OF THE GENERAL STAFF		MASG	1

INSPECTOR GENERAL 		MAIG	1

DIR. OF RESOURCE MANAGEMENT		MARM	1

ADJUTANT GENERAL		MAAG	1

CIVILIAN PERSONNEL OFFICE		MACP	1

DIR. OF OPERATIONS, PLANS & SECURITY		MAAS	1

OFFICE OF POLICY, PLANNING AND ANALYSIS		MAOR-OPA	1

PUBLIC AFFAIRS OFFICE		MAPO	1

USMA CHAPLAIN		MACU	1

INTERNAL REVIEW OFFICE 		MAIR	1

ACADEMY ADVANCEMENT		MAAA	1



B2   Garrison Commander Offices  (14 Copies)



GARRISON COMMANDER - STAS		MAGC-S	1

DIR. OF COMMUNITY AND FAMILY ACTIVITIES		MAPA	1

DIR. OF LOGISTICS		MALO	1

DIR. OF HOUSING & PUBLIC WORKS		MAEN	1

DIR. OF INFORMATION MANAGEMENT		MAIM	1

DIR. OF CONTRACTING		MADC	1

PROVOST MARSHAL  OFFICE		MAPM	1

SAFETY		MASO	1

HEADQUARTERS 1ST/1ST		MABS	1

WEST POINT MUSEUM		MAMU	1

USMA BAND		MAGC-B	1

EQUAL OPPORTUNITY		MAEO-M	1

CONSTITUTION ISLAND		MAEO-C	1

ASSOCIATION OF GRADUATES			1

Distribution Symbol = C  (54 Copies)

DIVISIONS



ACTIVITY                                                                         OFFICE SYMBOL                              COPIES   

Under Chief of Staff



C1  AG offices  (3 Copies)



PERSONNEL MANAGEMENT		MAAG-PM	1

ADMIN SERVICES		MAAG-A	1

PERSONNEL SERVICE CENTER		MAAG-P	1



C2   DRM offices  (2 Copies)



PROGRAM & BUDGET		MARM-PB	1

MANAGEMENT STUDIES		MARM-MS	1



C3  Chaplain, USMA  (3 Copies)



COMMUNITY CHAPLAIN	MACU-P	1

CHATHOLIC CHAPLAIN	MAHT	1

JEWISH CHAPEL	MACU-J	1



C4  Under USCC  (7 Copies)



USCC STAFF	MACC-S	1

S-1	MACC-S-PER	1

OPS/LOG	MACC-S-OL	1

INFORMATION SYSTEMS	MACC-S-ISD	1

DEPT. OF MILITARY INSTRUCTION (DMI)	MACC-Q	1

DEPT. OF PHYSICAL EDUCATION (DPE)	MACC-P	1

DIR. OF CADET ACTIVITIES-CEP	MACC-V	1



Under Garrison Commander



C5   DCFA Offices  (10 copies)



HOTEL THAYER		1

ARMY EDUCATION CENTER	MAPA-A	1

ALCOHOL & DRUG CONTROL OFFICE	MAPA-AD	1

COMMUNITY OPERATIONS	MAPA-CM	1

COMMUNITY RECREATION	MAPA-T	1

SERVICES	MAPA-V	1

FAMILY SUPPORT	MAPA-F	1

FINANCIAL MANAGEMENT	MAPA-FM	1

MARKETING	MAPA-M	1

COMMUNITY & FAMILY ACTIVITIES - STAS	MAPA-T-D	1







C6  DOL Offices  (15 Copies)



RESOURCE MANAGEMENT	MALO-M	1

PLANS & OPERATIONS	MALO-PO	1

INFORMATION SERVICES	MALO-I	1

SUPPLY SUPPORT ACTIVITY		MALO-S	1

CONSOLIDATED INST. PROPERTY BOOK		MALO-P	1

TROOP ISSUE SUPPORT ACTIVITY	MALO-R	1

LAUNDRY/DRY CLEAN	MALO-L	1

MEMORIAL AFFAIRS	MALO-G	1

TRANSPORTATION	MALO-TR	1

HARBORCRAFT	MAOL-H	1

VEHICLE OPERATIONS/CONSOL. MAINT.	MALO-V	1

TREASURER	MALO-T	1

CADET MESS	MALO-CM	1

CADET SERVICES	MALO-CS	1

CADET SUPPLY	MALO-SU	1



C7  DHPW Offices  (8 Copies)



ENGINEER PLATOON	MAEN-Z	1

ENVIRONMENTAL MANAGEMENT	MAEN-EV	1

FIRE PREVENTION & PROTECTION	MAEN-F	1

UTILITIES & FACILITIES	MAEN-UF	1

STAS ENGINEERING	MASA-E	1

HOUSING	MAEN-H	1

ENGINEERING PLANS & SERVICES	MAEN-E	1

ENGINEERING RESOURCES MANAGEMENT	MAEN-C	1



C8  DOIM Offices  (6 Copies)



CUSTOMER SERVICE OFFICE	MAIM-S	1

BUSINESS OPERATION AND PLANS	MAIM-OP	1

COMPUTER SYSTEMS	MAIM-C	1

DOCUMENT SERVICE DIVISION	MAIM-DS	1

TELECOMMUNICATIONS	MAIM-T	1

INSTRUCTIONAL SUPPORT	MAIM-IS	1



C9  USMAPS Offices  (8 Copies)



ASSISTANT COMMANDANT	MAPS-AC

FIRST SERGEANT	MAPS-1SG

OPERATIONS	MAPS-OPS

RESOURCE MGT	MAPS-DRM

PHYSICAL EDUCATION AND ATHLETICS	MAPS-PE&A

MILITARY TRAINING	MAPS-DMT

DEPT OF MATHEMATICS	MAPS-MATH

DEPT OF ENGLISH	MAPS-ENGL

PUBLIC AFFAIRS	MAPS-PAO

PERSONNEL	MAPS-PER

AUTOMATION	MAPS-AUT



Distribution Symbol = D  (35 Copies)

OFFICE OF THE DEAN ACTIVITIES



ACTIVITY                                                                         OFFICE SYMBOL                              COPIES   



Dean - Front office and Vice Dean	MADN	1	

Academic Affairs Div	MADN - AAD	1

ACAdemic Research Div	MADN - ARD	1

InfoRMATION and Educational Tech Div	MADN - IETD	1

Operations and Registrar Div                     	MADN - ORD	1

Plans and Resources Div	MADN - PRD	1

D/ behavioral Science and Leadership 	MADN - BSL 	1

D/ Chemistry                              	MADN - CHEM	1

D/ Civil & Mechanical EngR         	MADN - CME	1

D/ Elect EngR and Computer Science	MADN - EECS	1

D/ English                                	mADN - ENGL	1

D/ Foreign Languages                      	MADN - FL	1

D/ Geo and Environmental EngR	MADN - GEnE	1

D/ History                                	MADN - HIST	1

D/ Law                                    	MADN - LAW	1

D/ Mathematical Scienes	MADN - MATH	1

D/ Physics                               	MADN - PHYS	1

D/ Social Sciences                       	MADN - SOC	1

D/ Systems Engr                           	MADN - SE	1

CTR/ Enhanced Performance	MADN - CEP	1

CTR/ Env & Geographical Sci	MADN - CEGS	1

CTR/ LDRSHP & OrgResearch	MADN - CLOR	1

CTR/ Molecular Sciences	MADN - CMS	1

CTR/ Teaching Excellence	MADN - CTE	1

CTR/ Tech-Enhanced Language Learning	MADN - CTEL	1

Civil engineering Research Center	MADN - CERC	1

Math Sciences Center of Excellence	MADN - MSCE	1

MechEngR Research Center	MADN - MERC	1

Artificial Intel Analysis and Eval	MADN - OAI	1

Economic and Manpower Analysis	MADN - OEMA	1

Operations Research Center	MADN - ORCEN	1

Photonics Research Center	MADN - PRC	1

Office of the Librarian, USMA	MADN - LIB	1

USMA Archives                                	MADN - LIB - A	1

Collection Development Div	MADN - LIB - C	1

Systems Management Div	MADN - LIB - S	1

Special Collections Div	MADN - LIB - SC	1

User Services Div	MADN - LIB - U	1

	









Distribution Symbol = E  (13 Copies)

TENANT ACTIVITIES



ACTIVITY 	OFFICE SYMBOL	QUANTITY



DENTAL SERVICES	MCDN	1

MEDICAL DEPARTMENT	MCUD	1

MEDICAL COMPANY	MCUD-C	1

USASA - WEST POINT	AFSW	1

CID WEST POINT	CIRAU-RWP	1

DEFENSE PRINTING SERVICE	DPSDBO	1

AFGE	AFGE	1

AMERICAN RED CROSS	ARCW	1

COMMISSARY	DECA-NE-WEP	1

POST EXCHANGE	MAPX	1

MOST HOLY TRINITY CHAPEL	MAHT	1

DEFENSE ACCOUNTING OFFICE	DFAS-INEM-JA	1

WEST POINT SCHOOL	WPS	1



�APPENDIX B



OTHER DISTRIBUTION SCHEMES





BULLETIN BOARD		492







SUPERVISOR  (CIV. & MILITARY)		665







NAF		67







CIVILIAN EMPLOYEES	3,247







MILITARY PERSONNEL		1,971







STEWART		23
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