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CG BSU PORTSVA INST 5600.1


                                                                                       
1 DEC 2009      
BASE SUPPORT UNIT PORTSMOUTH INSTRUCTION 5600.1

Subj:  BASE SUPPORT UNIT (BSU) PORTSMOUTH STANDARD DISTRIBUTION LISTS

1.
PURPOSE.  To establish standard distribution lists for BSU Portsmouth’s instructions and notices.  These distribution lists may also be used for multiple address correspondence.

2.
ACTION.  All personnel involved in the preparation or distribution of BSU directives or multiple address correspondence shall be made aware of the contents of this instruction.  Enclosure (1) delineates the BSU’s standard distribution lists and shall be used by the mailroom to deliver directives or multiple address correspondence onboard the BSU.

3.
DIRECTIVES AFFECTED.  CG ISC PORTSVA INST 5600.1E is cancelled.
4. BACKGROUND.  BSU directives publish command policy and procedures, and advise the BSU complex of upcoming activities.  Directives may apply to the BSU, tenant commands only, or to all commands located onboard the BSU as well as other interested parties.  Correspondence to distribution is intended to disseminate information to units in the BSU’s area of responsibility.  It is imperative that receiving units ensure pertinent information is passed along to their personnel.

5. PROCEDURES.

a. BSU Divisions drafting directives or multiple address correspondence will determine the target audience.  Using enclosure (1), they will indicate the proper distribution of the directive.

b. Distribution will be indicated by typing List I, II, III, IV or any combinations thereof (i.e., List I, II, and III).  List V is provided to reach selected groups external to active duty organizations.  

c. To ensure proper distribution, BSU Divisions shall photocopy and send enough copies of the directive or correspondence to the mailroom.  For distribution to List IV, the directive or correspondence must be properly packaged and addressed for mailing to each individual unit.

d. Additions/deletions to enclosure (1) must be approved by the Base Support Unit Commanding Officer.



S. J. ANDERSEN /s/
Encl:  (1) BSU Portsmouth’s Standard Distribution Lists

Dist:  List I, II, III, and IV

BASE SUPPORT UNIT
PORTSMOUTH, VA

STANDARD DISTRIBUTION LISTS
LIST I
                                 UNIT
COPIES
Command Office
1

Comptroller
1

Facilities Engineering
1

Security
1

Contracting
1

                                                    TOTAL
5

LIST III
                                 UNIT
COPIES

CGC BEAR
1

CGC CHOCK
1

CGC FORWARD
1

CGC FRANK DREW
1

CGC HARRIET LANE
1

CGC KENNEBEC
1

CGC LEGARE
1

CGC NORTHLAND
1

CGC SEA HORSE
1

CGC SHEARWATER
1

CGC TAMPA
1

                                                    TOTAL
11

LIST II
                                 UNIT
COPIES

C2CEN
1

NESU
1

ESU
1

ESD Portsmouth
1
Sector Hampton Roads
1

Station Portsmouth
1

ANT Hampton Roads
1

FORCECOM Armory
1

Chaplain
1

HSWL FO Portsmouth
1

PSSU
1

MSRT Dive Locker East
1

CEU Cleveland
1
FORCECOM Training Team East
1
                                                    TOTAL
13

LIST IV
                                 UNIT
COPIES
Hampton Roads Officers Association
1

Chief Warrant Officers Association
1

Chief Petty Officers Association
1

CG Enlisted Association
1

Officer Spouses Club
1
                                                    TOTAL
5
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