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INTEGRATED SUPPORT COMMAND PORTSMOUTH INSTRUCTION 5700.2A

Subj:
isc portsmouth’S “HIGHLIGHTS”

Ref:
(a) ISC Portsmouth FY03 Strategic Action Plan, ISC PORTSVA INST 16000.1F

1. PURPOSE.  This instruction serves to explain the internal and external recognition purpose of Integrated Support Command (ISC) Portsmouth’s newsletter called “Highlights”.  In addition to internal and external recognition, “Highlights” is published to bring life to reference (a) by showing how ISC Portsmouth’s activities support the goals and objectives of our Strategic Action Plan.

2. ACTION. 

a. Division Officers will submit information concerning the actions their Divisions and personnel have taken in support of ISC Portsmouth’s four cornerstones and list those accomplishments according to our goals of “Provide Great Customer Service”, “Always Look for a Better Way”, “Invest in the ISC and its Team”, and “Use Resources Wisely”.

b. Information provided in support of “Highlights” is to be submitted no later than the 20th of each month.  This information is provided electronically to the Command Secretary with a copy to the Executive Officer and should be limited to significant accomplishments.

c. The Command Secretary will serve as the Editor of “Highlights” and will put together the first draft of the newsletter from input received from ISC Portsmouth’s Division Officers.  Once the first draft is completed, the Command Secretary will forward the draft to the Executive Officer for review and edits.

f. After the Executive Officer has completed a review of “Highlights”, the newsletter will be forwarded to the Commanding Officer for final edits and distribution.  Primary distribution will be made to the Atlantic Area/Fifth District Chiefs of Staff and the Maintenance and Logistics Command Atlantic Deputy Commander.  Secondary distribution is to all ISC Commanding Officers, Tidewater, Virginia area Commanding Officers, MLC Atlantic Division Officers, ISC Portsmouth Division Officers, ISC Portsmouth Administrative Assistants, and other personnel interested in receiving our newsletter.  Division Officers and Administrative Assistants are responsible for distribution of “Highlights” to their Divisions.  Paper distribution, such as posting on bulletin boards, should be made in those offices without routine access to a Coast Guard standard computer workstation.

3. DIRECTIVES AFFECTED.  INTSUPRTCOM PORTSVA INST 5700.2 is cancelled.
4. DISCUSSION.   

a. “Highlights” serves several purposes.  It is a method to tell our primary customers, the Atlantic Area/Fifth District Chief of Staff, how we are supporting their units.  It provides an avenue to inform our chain of command what activities ISC Portsmouth has been conducting over the reporting period.  It is a way for ISC Portsmouth to share ideas and innovations with other Integrated Support Commands with the goal of improving the Coast Guard through shared successes and innovations.  Finally, it serves to recognize the employees of ISC Portsmouth as they provide great customer service, look for a better way, invest in the ISC and its team, and use resources wisely.

b. To provide recognition to the employees who are the backbone of ISC Portsmouth’s success in providing excellence is support, Division Officers should strive to submit items for “Highlights” which provide the names of the individuals involved in events rather than the titles of Shops or Branches.  The items should discuss what people did and give the reader an idea why that was significant.  The reader should not be wondering “so what” after reading a highlighted item.

5. POLICIES.  “Highlights” is a newsletter to advertise positive aspects of activities on ISC Portsmouth, to explain how ISC Portsmouth excels in customer service, and show how the people of ISC Portsmouth are contributing to the Coast Guard and our community.  Items in “Highlights” will not include information embarrassing to individuals, the community, or other commands.

6. POLLUTION PREVENTON (P2) CONSIDERATIONS.  None.
7. FORMS/REPORTS.  None.

//S//

T. R. CAHILL

Dist. List I, II, III
         CG LANTAREA (Acs), (Aa), (Ao), (Al), (Am), (Ap), (At), (Ar)
         CG MLC LANT (md), (p), (f), (s), (k), (l), (v), (t)
         CG FINCEN
         CG FDCC
         CG MSO Hampton Roads
         CG CAMSLANT
         CGIS Chesapeake
         CG TQC
         CGES Chesapeake
         CG STA Little Creek
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