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INTEGRATED SUPPORT COMMAND PORTSMOUTH INSTRUCTION 5000.2

Subj: ELECTRONIC MARQUEE GUIDANCE AND PROCEDURES

1. PURPOSE. Establish policy and procedure for maintaining and operating the electronic marquee located at the entrance to Integrated Support Command (ISC) Portsmouth.

2. ACTION.
a. The Comptroller Division, Morale, Well-Being and Recreation (MWR) Branch Chief is designated as the primary custodian of the marquee and shall ensure its operation is managed per this instruction.

b. ISC Portsmouth Division Officers and Commanding Officers of tenant commands shall ensure their personnel are aware and comply with the provisions of this instruction.

3. DIRECTIVES AFFECTED. None.

4. DISCUSSION. The personnel authorized access to the electronic marquee system will be designated in writing by the Commanding Officer. They will be designated indefinitely until the Commanding Officer deems it appropriate to assign other individuals. Each authorized user will be given a password to access the stand-alone system containing the controlling software. The authorized personnel are responsible for safeguarding their password and ensuring that only appropriate messages are posted on the electronic marquee. Access authorization will normally be provided to the MWR Director, the MWR Deputy Director and ISC Webmaster:
5. PROCEDURE.
a. Official ISC Portsmouth messages only will be allowed on the electronic marquee. Examples of official messages include:

(1) Welcome aboard messages to visiting officials and dignitaries.

(2) Congratulatory messages for ISC and tenant command units and personnel (i.e., Congratulations ISC Portsmouth, Recipients of the CQA Gold Award).
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(3) Advertising Command sponsored events (i.e., Blood Drive today; Employee Recognition Day; Coast Guard Day),

b. Requests for electronic marquee messages that are preauthorized in paragraph 5.a above should be submitted to the MWR Director and Deputy Director via email. Routine, pre​authorized requests will only be acted upon during normal work hours, Monday through Friday, 0700 to 1600. After hours requests will be held for action the following workday. Routine, pre-authorized requests made after 1600 on a Friday not be acted upon until 0700 the following Monday.

c. Electronic Marquee message requests that are not preauthorized in this instruction must be submitted via email to the ISC Executive Officer for approval. If the ISC Executive Officer approves, he or she will forward the request, via email to the MWR Director and Deputy Director for action. Personal or non-official messages are reserved for the outbound marquee only.

d. In the event that there is an emergent need to change the electronic marquee message after normal working hours, the OOD will contact the ISC Executive Officer for approval and the ISC Comptroller for action, once approved by the Executive Officer. Emergent needs may include changes in threat condition, hurricane conditions, and inclement weather messages. Emergent needs do not include routine, preauthorized or personal messages,

6. CONCLUSION. Messages displayed on the electronic marquee must always be of good taste. and appropriate for the entire base. Due to the electronic marquee's ease of use, proper control over access must be maintained to ensure only appropriate messages are displayed.
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