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Information Management

1. Summary.   This circular establishes distribution schemes for correspondence and publications generated by the Headquarters, 21st Theater Support Command (HQ, 21st TSC).

2. References:

a. AR 25-30, The Army Publishing and Printing Program.

b. AR 25-50, Preparing and Managing Correspondence.

c. AR 25-51, Official Mail and Distribution Management.

d. 21st TSC Reg 25-9, Office Symbols.

3. Applicability.  This pamphlet applies to all assigned and attached units and staff elements of HQ, 21st 

TSC.

4.
Supplementation.   Supplementation of this publication is not authorized.

5. 
Suggested Improvements.  The proponent of this pamphlet is the 21st TSC Information Systems Management Support Team, AFSE-XO-MK, 381-8879).  Users may suggest improvements to this pamphlet by sending a DA Form 2028 (Recommended Changes to Publications and Blank Forms) to the Commander, 21st TSC, ATTN:  AFSE-XO-MK, Unit 23203, APO AE 09263.

6.
Responsibilities.

a.
Commanders and staff chiefs must limit each office distribution of correspondence and

publications to only those organizations or activities which must receive it.
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b.
Distribution of correspondence and publications is limited to 3 copies only.  Requirement for more than 3 copies must be requested with a detailed justification to HQ, 21st TSC, ATTN:  AFSE-XO-MK, Unit 23203, APO AE 09263.


c.
Commanders and staff chiefs receiving distribution from the HQ, 21st TSC are responsible for ensuring that their organizations adhere to the requirements of this circular.

7.
Publications.  To prevent typing long list of addressees, select a distribution symbol from paragraph 8 of this circular (also in chart form at Appendix A).  Paragraphs 8 and 9 describe the format for using this symbol.  Addressees not included in distribution schemes must be listed separately.

8.
Distribution Scheme Definitions.   Use the following definitions in determining the need for distribution and number of copies required.


SCHEME


DEFINITION

A



HQ, 21st TSC staff elements to division level, major staff of 21st TSC 






assigned/attached units, and all other subordinate units to 






company/detachment level.


B



Same as A less other subordinate units to company/detachment level.


C



HQ, 21st TSC staff to division level.


D



Subordinate units to company/detachment level.


E



ASG, BSB, AST (formerly community level distribution).


F



One copy per commander at all levels.


G



One copy per field grade/general officer commander.

H



One copy to staff chiefs and major commanders.

9.
Distribution.

a.  Use only a distribution symbol, appearing two lines below the signature block as follows:



(1)  Distribution:



       A (21st TSC Cir 25-30)



(2)  Distribution:



       B (21st TSC Cir 25-30)


b.  Users can make deviation, however, by adding specific instructions after the desired distribution formula.  For example, deviations that increase or decrease distribution, as follows:



(1)  Distribution:


   
       C (1 ea) (21st TSC Cir 25-30)

This distribution will send one copy to every staff section in HQ, 21st TSC.
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(2)  Distribution:



       E (1 ea only) (21st TSC Cir 25-30)

This distribution will send one copy to each Facilities Engineering Office in each ASG, BSB, and AST.  No other staff office will receive copies.



(3)  Distribution:



       A (21st TSC 25-30)  10 – AERXX-X

This distribution will reach addressees in Distribution A + 10 copies to the office listed.



(4)  Distribution:



       B + H (21st TSC Cir 25-30)

This distribution will reach addressees listed in distribution B & H.

Appendix A – HQ, 21st TSC Chart of Distribution Schemes

Appendix B – 21st TSC Subordinate Units, Chart of Distribution Schemes

Appendix C – Distribution Definitions/Total Copies

DISTRIBUTION:

A (21st TSC Cir 25-30)
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APPENDIX A

HEADQUARTERS, 21ST THEATER SUPPORT COMMAND

CHART OF DISTRIBUTION SCHEMES







A
B
C
D
E
F
G
H

Office of the Commanding General

3
3
3
3
1
3
3
1

Office of the Deputy Commander

Support Operations


3
3
3
1
1
1
1
1

Support Operations


3
3
3
0
0
0
1
1

USAMMA-E



1
1
1
0
0
0
1
1

Office of the Chief of Staff


3
3
3
1
1
1
1
1

Office of the Inspector General

3
1
3
0
1
1
1
1

Office of the Command Chaplain

3
1
3
0
0
0
1
1

Equal Opportunity Office


1
1
1
0
0
0
1
1

Office of the Staff Judge Advocate

3
1
3
0
1
1
1
1

Public Affairs Office


2
1
2
0
0
0
1
1

ORSA Division



2
1
2
0
0
0
1
1

Office of Army National Guard

Affairs




2
1
2
0
0
0
1
1

Army Reserve Advisor’s Office

2
1
1
0
0
0
1
1

21st TSC (CONUS)


3
0
0
0
0
1
1
1

21st TSC Detachment


1
0
0
0
0
1
1
1

Civilian Personnel Advisor

1
1
1
0
0
0
1
1

Science Advisor



1
1
1
0
0
0
1
1

Internal Review and Audit

Compliance Office


1
1
1
0
0
0
1
1

Office of the Secretary of the

General Staff



3
3
3
1
1
3
1
1

Headquarters and Headquarters

Company



3
0
3
0
1
0
0
0

A-1
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A
B
C
D
E
F
G
H

Office of the Provost Marshal

2
1
2
0
0
0
1
1

District Works Council


1
1
1
0
0
0
0
0

Headquarters Works Council

1
1
1
0
0
0
0
0

Office of the Assistant

Chief of Staff, G1



3
1
3
0
0
0
1
1

Office of the Assistant

Chief of Staff, G2



3
1
3
0
0
0
1
1

Office of the Assistant

Chief of Staff, G3



3
1
3
0
0
0
1
1

Office of the Assistant

Chief of Staff, G4



3
1
3
0
0
0
1
1

Office of the Assistant

Chief of Staff, G5



3
1
3
0
0
0
1
1

Office of the Assistant

Chief of Staff, G6



3
1
3
0
0
0
1
1

2d Signal Brigade

(Info Sys Mgt Div)


1
0
1
0
0
0
0
0

Comptroller



1
1
1
0
0
0
1
1


TOTAL



68
37
63
6
7
12
29
27


A-2
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APPENDIX B

21ST TSC SUBORDINATE UNITS

CHART OF DISTRIBUTION SCHEMES






A
B
C
D
E
F
G
H

HQ, 1st Transportation Movement

Control Agency



3
2
0
2
0
2
1
1

     14th Transportation Battalion

3
1
0
2
0
2
1
1

     39th Transportation Battalion

3
1
0
2
0
2
1
1

HQ, 29th Support Group


3
2
0
2
0
2
1
1

     51st Maintenance Battalion

3
1
0
2
0
2
1
1

     191st Ordnance Battalion

3
1
0
2
0
2
1
1

     2d Battalion, 502d Avn Rgt

3
1
0
0
0
2
1
1

HQ, 37th Transportation Command

3
2
0
2
0
2
1
1

     28th Transportation Battalion

3
1
0
2
0
2
1
1

     95th Military Police Battalion

3
1
0
2
0
2
1
1

     6966th Transportation Truck Terminal
3
1
0
1
0
0
1
1
HQ, 200th Materiel Management Center
3
2
0
2
0
2
1
1

General Support Center, Europe

3
2
0
2
0
1
1
1

   Kaiserslautern Industrial Center

3
1
0
2
0
1
1
1


TOTAL



42
19
0
25
0
24
14
14

B-1
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APPENDIX C

DISTRIBUTION DEFINITIONS/TOTAL COPIES

DISTRIBUTION


COPIES


DEFINITION


A
110


HQ, 21st TSC staff elements to division level, major









staff of 21st TSC assigned/attached units, and all









other subordinate units to company/detachment level.


B
56


Same as A less than subordinate units to company/









detachment level.


C
63


HQ, 21st TSC staff to division level.


D
31


Subordinate units to company/detachment level.


E
  7


ASG, BSB, AST (formerly community level









distribution).


F
36


One copy per company at all levels.


G
43


One copy per field grade/general officer commander.


H
41


One copy to staff chiefs and major commanders.

C-1
