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No. 32 February 14, 1959 

TO: American Personnel 

FROM: Administrative Services Division 

SUBJECT: Fleet Post Office 

With regard to the FPO privilege granted to MSUG, we wish to re­
mind the staff that: 

1. .Neither the FPO nor MSUG can be held responsible 
for damage or loss of uninsured parcels. In order 
to protect against loss of valuable items, they 
should be insured. 

2. All complaints against the FPO should be brought 
to the attention of the Administrative Services 
Division. 

3. The · rules and regulations governing the use of FPO 
facilities must be strictly adhered to at all times. 
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Fil e IJ o . 
50- 14 

To : .American Staff Members 

From ~ Administrative Services Division 

Subject ~ Homeward Travel 

March 11, 1959 

Tho f ollowing policy change regarding homeward travel is effective 
imme diately. 

, 

I.TSUG will allow dollar costs for the staff member and his dep endent s 
from Saigon to his home in the U.S. up to the cost of first-clas s air 
t r avel plus berth allowance via the Pacific. 1rhis means that there is 
no restriction as to route, mode of transportation nor directi on of 
travel. It should be remembered, however, that family travel allowances 
cannot be lumped. 

Sinc3 thi s is a ma jor gain to our s taff member s, i t i s hoped that the 
privilege detailed above will not be abused. 

xl. 



File No. 
. 50- 15 

To : .Amorican Staff Memb ers 

From ~ Administrative SGrvices Division 

Subj e ct ~ Transportati on of Automobiles 

March 11, 1959 

Resultant from conference s with the Coordinator and the Chief Advisor 9 

the f ollowi ng policy change with respect to the transportation of i 

automobiles is effective on February 26 : 

1. r.rnuG will pay transportation charges for an automobile from Saigon 
t o the U. So or to ~urope up to the minimum cost of transporting t he 
automobile from Saigon to the staff member's home via the Pacific o 

2. MSUG will not pay any future transportati on charge s for automobiles 
f rom Sai g on unle ss t he automobile is ordere d within 6 months of the 
staf f memb er's a r rival in Saig ono 

J o In t he event an automobile is brought from t he Uo S. at Proj e ct 
expens e and sold in Saigon and another automobile purchased pri or t o 
departure for the U.So 9 the Project will pay the transportati on co s t 
of sending the new automobile to any destination in accor d wi t h para-
graph (1) above. · 

xl. 



File No. 
30-3 

Tg ~ Arnerican Staff Members 

From ~ Ralph H. Smuckler, Chief 1Advisor 

Subject ~ Language Instruction 

March 14, 1959 

In accord with our intention to emphasize and encourage the improvemJnt 
of the l anguage ability of MSUG staff members and their dependents, the 
following policy will be effective immediat ely ~ 

1. - MSUG will pay the cost of class instructi on in Vietnamese or Fre~1ch 
at the Vietnamese-American Association or the French Cultural Mi s sion 

... _. ; orr sirnilar organizat ions where class instruction is av ailable. 

2. - MSUG will :pay half of the cost of language i nst ruc t i on on a three 
hour per we:ik basis for a group cf 3 or more; staff members. ( I n 
establishing the minimum size of an eligi ble group, we count two 
dependents as equal t o one staff member. Thus, a class of t wo staff 
members and two dependents qualif;tes.) 

J.- At the discre tion of th 3 Chief Advisor, MSUG will pay half of the 
co st of private tutoring in Vietnamese or French, provided that the 
staff member's tour is of 18 months' or more duration at the time 
of undertaking language instruction. 

I n any of the foregoing cas es, classes or instruction should be ar ranged 
a t t i me s which will cause minimum interruption of the regular work days . 
Hef ular a ttendance is expected, and progress reports may be r equeste d :i--.~ 
from th3 instructors from time to time. 

'j~:1'.J.:: Administrative Services Division will mak·3 any necessary arrange·­
ments f or these classes. 

x l 



No. 57 March 27, 1959 

TO ~ MSUG American Staff 

FROM ~ Administrative Services Division 

SUBJECT ~ Medica l b"'vacua ti on 

Th3 following inf onnation is designed to help you plan your 
departure to Clark Air Force Base Hospital and to assist both 
y ou and M:SUG during your stay at Clark. 

1. 'When you receive· ; notice of medical evacuation, please~ 

o' I 

( a ) Bring your passport to Travel Section, Administrative 
Services Division. 

(b) Include (3) three passport size photographs. 
(c) Inform us of ~ 

1. date and time of departure, if known 
2. estimated length of hospitaliza ti on 

(d) Fill out necessary MATS forms and give us the infor­
mation necessary to prepare travel orders. 

1. In the case of dependents, the MATS charge is 
$31.00 U.S. dollars each way. This should be 
paid by personal check. 

2. If £,'LATS transportation is not available, comn16r-­
cial transportation is authorized for staff 
members at project expense. 

(e) Be sure to take evacuation orders (from dispensary) 
with you. 

2 . Arrange to be at the airport one hour in advance of depar t­
ure time. (MATS or Commercial) . , 

3. Make sure you plan to keep your family and r·IISUG informed 
of your progress. 
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a. Your actdress at Clark is~ 
Mr . Staff Member - Dependent 
Clark AFB Hospital 
6208 Hospital Sqd. , 
Clark AFB 
APO 74 

b. There is a direct line, no cost telephone at Clark 
AFB to ICA/Mani.la. Cables can be sent via ICA 
teletype to USOM/Saigon at no charge. 

c. RCA cable may bo used. It is faster but may be 
less reliable. If you use RCA, MSUG cable address 
is MICHGOVBUR Saigon, Vietnrun. 

d. B~ SURB TO CABLE MSUG YOUR DEPARTURE DATE, MATS or 
COl.VfJ.VIERCIAL FLIGHT NUMBER,· and SAIGON ETA. 

4 . If you travel MATS, be sure to keep copies of your travel 
orders with you at Clark after you are released from the 
hospital. The PX and others may want to check them. 

5 . It is advisable to take some American money with you. Che cks 
(personal ) can be readily cashed, however. Military script 
is used at Clark and must be exchanged upon leaving. -

6. Your USOM identification may help in some ins t ances ; take 
it with you. 

7. There are transi~nt quarters available for the frunily of 
person hos pi tali zed. ~Pl. 00 per night is the char ge . 

8. Mail service to/from Clark Field is .very slow. Best 
method is to have mail delivered to Dispensary/Sa i g on 
and carried by someone going on weekly flight. 



No. 66 April 8, 1959 

TO: American Personnel 

FROM: Administrative Services Division 

SUBJECT: Emergency Travel Insurance 

The following information is quoted from a USOM Bulletin which was 
published on March 31. 

"The American International Underwriters are cancelling the Emergency 
Travel Plan effective April, 1959. Certificates in force will be con­
tinued to expiration date of those certificates. No renewals will be 
accepted for existing policies after March 31, 1959. 

Lloyd's of London have agreed to underwrite a new Emergency Travel 
Plan. Application forms will be distributed for the new plan in the 
near future. 

The Lloyd's plan will be effective April ,~1959. It will be a new 
policy and is not to be considered as a renewal of coverage under the 
former plan. All provisions of the new plan are identical to those of 
the plan which is being cancelled with the exceptions that the family 
plan is cancelled and the rates have been 'reduced. 

You can apply under the new plan for named persons age sixty-nine, but 
coverage will not be accepted on persons who have already attained the 
age of sev0ncy. Coverage will be renewed beyond the age of seventy 
f or persons who are insured under the ne~ plan prior to their seven-
tieth birthday." · 

As soon as the new ap) lication forms become available, a supply will be 
kept in the MSU Personnel Office. 

I 



Iv1 June 1, 1959 

To ~ All American Staff 

Prom : Administrative Services Division 

i3ubjcct : Staff Ilsmbers' Allowances 

It has re cently come to the attention of this office and the 
Coordina tor' s offic e in ~ast Lansi ng that thors i s a possi b i lity 
that S0m(; Staff memb GTS I goods arC being ShippOd home Und3T the 
sr_,_ippi ng allowance of another stai f member. This activi ty not 
onl y represents an abu se of th8 contract? but could expose . those 
involved to governmental action. 

It is 9 tho rc:- fore 9 absolute l y essential that no staff mombor use . 
the a llowance of anoth0r staff memb e r fo r th2 shipment of the ir 
p~rsonal offo cts or h ousehold goods from Sai gon to the United 
8tateso 

x l 



Filo No. 
50~16 

To ~ American Staff 

From ~ Administrative Services Division 

Subject : Homeward Travel Regulation Changes 

Io I 
June 15, 1959 

The purpose of this memo is to acquaint all American staff members 
with changes governing homeward travel which are effective imme­
diately. 

1. Overall Travel Allowance 

_:!;f f ecti ve this date, the total berth allovmnce for return to the 
Unit0d States is two berths not exce eding a total of $105. 

2. J.-ir Freight 

:;~ffecti ve this date MSUG air freight allowance will be governed 
by these criteria: 

A. The major portion of travel (in miles) must be by AIR. 

B. The duration of the trip must be less than eight weeks. 
(Thi s means from Saigon to the individual's home). 

). Liquor Shipment 

Ef fe ctive this dat e , liquor shipment to the United States via 
ai r cannot be allowed. The reason for this change is a difference 
in the rate structure when the shipment includes liquor. 

4. Infant Allowance 

In all case s where an infant under two years of ag8 is traveling, 
specific approval from the Administrative Services Division is 
required IF you wish to have a half-fare seat for the child. 
There are~nstances and routings which half-fare seats cannot be 
approved irrespective of the seniority of the infant ( i.e. 22, 
23 , or 24 months). 



- 2 - June 15, 1959 

5. Departure Prodedure - Tan Son Nhu:t Airport 

Effective this date the Administrative Services Division 
will clear customs and arrange check-out procedures for all 
staff members and dependents departing for home. We urge 
you to let us handle all details at the airport in your be­
half, in order that there will be no inconvenience to you 
and to assure ourselves that all necessary procedures at the 
airport are followed. If you will merely give us your tickets, 
passports, customs forms, innoculation records and your lug­
gage (both hand and baggage to be checked) we will make all 
arrangements in your behalf. 

By way of explanation, there have been several instances 
where the staff member has been inconvenienced by non~compli­
ance with certain regulations and/or failure to observe the 
proper procedures. 



rfo .103 

To: American Staff 

From: Administrative Services Division 

Subject: Automobile Travel-

June 15, 1959 

In compliance with a recent cable from East Lansing the follow­

irl~ ~e~iattorls concerning automobile travel en route to the 

United States are effective immediately. 

Reimbursement for automobile travel will be based upon 7p per 

mile over a direct route from point to .point. It is no longer 

possible to reimburse on the basis of actual mileage. This 

means that,although you may travel from point A to point B via 

points C and D, reimbursement will be based upon direct mileage 

from A to B only. 

Additionally, as was discussed at the Staff Me~ting June 1, reim­

bursement for automobile travel must be from the staff member's 

allowance only. This is mentioned only by way of confirmation. 

( 
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File No. 

70-10 July 17, 1959 

To ; All American Staff 

From Administrative Services Division 

Subject ~ Regulations Pertaining to Personal Property 
Motor Vehicles and Currency 

The purpose of this memo is to inform MSUG American personnel 
of conditions prescribed by the Ambassador on Personal Property, 
Motor Vehicle s and Currency. The policy set forth by Embassy 
Administration Notice 21 ~ dated May 18, 1959, will be the 
MSUG policy. All MSUG American employees are requested to comply. 

All requests for sales of property and conversion of piastres will 
be submitted in compliance with the attached notice to the MSUG. 
Finance Officer who is designated the Property Control Officer for 
MSUG. 
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