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" Honorable J. Edward Day
Pastmaster Gcnenl‘”J
Washington, D. C. 20260

Dear Ed:

Thank you for your letter of June 24, 19¢3 concern-
tng the use of the Postal ZIP Code. We have arranged to
start using immediately the cods number assigned to this

Agency.

You may rest assured that this Agency will cooperate
fully in all practicable action which will contribute to the
success of the Z1P Code program.

Sincerely,

{Eigned) JCHN A. MoCONE

' John A, McCeone
Director
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©ffice of the Postmaster General
 Washington, B. @. 20260

June 24, 1963

Honorable John A. McCone
Director of Central Intelligence
Washington, D. C. 20505

Dear John:

As you have been so well informed by Circular A-59 of the
Bureau of the Budget, our Postal ZIP Code will go into effect on
July 1.

I am sure you will agree that in spite of the outstanding co-
operation already indicated by business and industry throughout the
country, Government Departments and Agencies should be the leaders
in adopting and utilizing the code on all outgoing mail and certainly
as part of the return address on stationery and envelopes.

For your information, and that of the appropriate mailing divi-
sions of your Department, 20505 will be your own ZIP Code. Your
use of it immediately will be a major factor in accelerating public

f~acceptance and use.
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t}%‘ Those concerned with your own mailing activities will receiyef
déﬁgiled information as to the application of the ZIP Code to your out-
going’ mail from our technicians.

I very much appreciate your cooperation and joint leadership in
this major program to effect long-range economies and efficiencies in
mail service.

Sincefely,

Postmaster General
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Comptroller received this directly from B. O. B,
and sent copies to:

1 - Budget Division

1 - TAS (Comptroller)
1 - OGC

1 - ]:)D/S
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EXECUTIVE OFFICE OF THE PRESIDENT

BUREAU OF THE BUDGET
Washington, D. C. 20503

LN
'y

. June 15, 1963 CIRCULAR NO. A-59

TO THE HEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS

SUBJECT: The Postal Zoning Improvement Plan of the Post Office Department

1. Purpose. This Circular provides information concerning a postal
zoning improvement plen known as the ZIP Code program, and outlines the
responsibilities of Federal agencies for participating in the program.

2. Description of ZIP Code. ZIP Code is en expansion of the present
postal delivery zone system. It has been designed by the Post Office
Department to provide a uniform coding arrangement by which mail may be
‘mechanically pre-sorted by the mailer and more speedily handled by
postal employees, thus accelerating distribution, transportation, and
delivery. Attachment A to this Circular explains the system in more
detail.

3« Business and public participation. The ZIP Code program is a major,
nationwide effort by the Post Office Department, to be initiated July 1,
1963. Once in effect, it will improve mail service and reduce Post
Office costs. Both the business community and the public are being urged
to cooperate with and participate in the program, and it is important
that Federal agencies do so as well.

L, Assigninent of ZIP Codes to Federal agencies. Shortly after release
of' this Circular, the Post Office Department will furnish the proper ZIP
Codes to agencies in the Washington, D. C. metropolitan area. Agencies
or instellations outside the Washington, D. C. metropolitan area should
contact the local postmaster to obtain their ZIP Codes.

5. Participation by Federal agencies. Agency perticipation will consist
of the following steps:

a. Effective upon receipt of notification by the Post Office Depart-
ment, each agency will include the appropriate ZIP Code as part of its
Pprinted address when ordering stationery, envelopes, and forms. Placement
of' the ZIP Code in the address should be in the manner shown in the
heading of this Circular. Existing supplies of stationery, envelopes,
and forms wlll be used, without alteration, until exhausted.

(No. 4-59)
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b. Each agency is requested to develop plans and procedures for
including the addressee's ZIP Code, to the extent practicable, on its
outgoing mail. Directories listing ZIP Codes will be available for
reference, as set out in Attachment A, section 6.

c. Agencies that have a large outgoing mail volume and that utilize
automatic data processing (ADP) equipment to process mail, mey, after
appropriate study, be requested by the Post Office Department to pre-sort
their mail into ZIP Code sequence., Agencies in this category will be
contacted by representatives of the Post Office Department and are
requested to cooperate fully in discussing, planning, and implementing
system changes that will contribute to the success of the ZIP Code
program.

6. Assistance from Post Office Department. Assistance in carrying out
the ZIP Code program may be requested from the Customer Relations
Division, Post Office Department, Washington, D. C. 20260. Matters

of" a purely local nature should be taken up with the local post office
through the postmaster.

KERMIT GORDON
Director

Attachment

(No. A-59)
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Circular No. A-59

POSTAL ZONING IMPROVEMENT PLAN
FACT SHEET

1. Definition. ZIP Code 1s & five-digit, numericel mail distribution
code that will replace and expand the present postel delivery zone system.
It will greatly simplify the process of mail handling in post offices,
and at the same time speed service and cut costs.

2. Assignment of ZIP Codes. A separate code number will be assigned to
each post office. In the 207 cities with local postal zones, the first
three digits of the ZIP Code will identify the city, and the last two
digits will be the local zone number. In unzoned areas, the first three
digits will identify the main focal points of eir, highway, and rail
transportetion--known in the postal service as sectional centers. The
last two digits will ildentify individual post offices served by sectional
centers, or delivery stations attached to such post offices. Where
appropriate in eilther zoned or unzoned arees, assignment of numbers to
large firms, Government agencies, large buildings, and other major
delivery points will also be made.

3. Example of the ZIP Code numerical breakdown. Suppose you live in
the 3300 block of North Dinwiddie Street in Arlington, Virginia. Your
present address is in Zone 7. Your ZIP Code will be 22207. The first
numeral--2--designates one of ten national service areas, consisting, in
this case, of the District of Columbia and the States of Maryland,
Virginia, West Virginia, North Carolina and South Carolina. The second
digit--2-~identifies the service area subdivision, or, in this case, a
portion of the State of Virginia. The third digit--2--identifies
Arlington, Virginia. The last two digits--O7--identify the postal zone
for that address.

L, Participation by large-volume mailers possessing automatic data pro-
cessing (ADP) equipment. ZIP Codes are designed for use with ADP equipment,
and the program stresses pre-sorting of mail by private business firms

and Government agencies that have large mail volumes and possess such
equipment. A customer of this type will arrange his mailing lists in
sequence, using the code. His own ADP equipment will sort his mail by

the code to its destination points. The degree and type of pre-sorting
will vary depending on the nature and density of the mailing: to all

five digits for a nationwide, heavy-density mailing; to the first three
digits for a netionwide, light-density meiling; or to the last three

digits for a local mailing. The mail will then be bundled and pouched

end delivered to the originating post office. In many cases, non-local
meil will go directly from the post office of origin to train, air, and.
truck terminals for immediaste dispatch to the large city, sectional center,

(No. A-59)
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or post office of destination, by-passing as many &s six mail-handling
cteps. Pre-sorted local mail will by-pass several handlings in the
local post office.

5. Public participation. Each citizen will be asked to become familiar
with the ZIP Code of his own address, and to include that number in nis
return address on all correspondence. Tnis will help addressces to
vecome familiar with the sender's ZIP Code, and, in the case of corres-
pondence to large-volume mailers, will facilitate incorporation of ZIP
Codes into mailing lists without time-consuming searches of post office
directories. The public will also be urged, when &ddressing mail, to
include the ZIP Code of the addressee, This will help speed the manual
mail handling process in post offices, and will provide the basis for
future mechanization of that process.

6. Reference materials available. On July 1, 19632, the following Post
Office Department publications will be available for the reference of
ZIP Code users:

a. Directory of Post Offices, 1963 edition. This will contain a
ZIP Code for each post office in the United States. It may be obtained,
at $2.50 per copy, from the Superintendent of Documents, Government
Printing Office, Washington, D. C. 20402.

b. Individual ZIP Code directories for the 207 cities having postal
zones. These will supplement the Directory of Post Offices by further
breaking large cities into specifie ZIP Codes for postal zones or other
delivery units. They may be obtained, at no charge, from the postmaster
of the city for which a directory is desired, or from Headquarters
Services Division, Post Office Department, Washington, D. C. 20260.

By July 31, 1963, a ZIP Code directory will be availeble for each State.
These will supplement the Directory of Post Offices by incorporating

the material contained in the zoned city directories and by further
breaking various unzoned cities and areas into delivery stations or
other sub-units. They may be obtained, at prices to be determined, from
the Superintendent of Documents, Govermment Printing Office, Washington,
D. C. 20402,

(No. A-59)
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