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INTEGRATED SUPPORT COMMAND PORTSMOUTH INSTRUCTION 2030.1C

Subj:
TELEPHONE SERVICE POLICIES

1.
PURPOSE. To establish a policy and guidelines for the administration of the consolidated Integrated Support Command (ISC) Portsmouth telephone system.

2.
ACTION. ISC Division Officers and Commanding Officers of tenant commands shall ensure all personnel become familiar with and comply with the provisions of this instruction. All personnel are to be made aware that the unauthorized use of the telephone system may result in disciplinary action.

3.
DIRECTIVES AFFECTED. Support Center Portsmouth Instruction

2030.1B is hereby canceled.

4.
DEFINITIONS.

a. Collect calls: Calls made to ISC where the charges are reversed. The use of FTS and FTS2000 calling cards should eliminate the need for making or accepting official collect calls. Collect calls may be accepted only under unusual or emergency circumstances.


b. Commercial calls: Local and long distance calls billed by Bell Atlantic. Onboard ISC, 7 is dialed to initiate a commercial call. Personal calls will not be made using commercial means except as defined in 4.f.


c. Federal Telecommunications System (FTS): This is a network of GSA leased telephone lines and equipment. FTS charges are based on quantity and length of the call. Onboard ISC, 7 is dialed to initiate an FTS call) Personal calls will not be made using FTS.


d. ISC Communications Officer: The ISC Personnel Services Division Chief serves as the Communications Officer for the ISC.

e.
Other Long Distance Calls: All other long distance calls not related to assigned duty that must be made during normal working hours shall be:

(1) Made to an 800 number;
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(2)
Charged to a personal credit card; or

(3)
Placed collect.

f.
Personal calls: Calls which are not of an official nature or necessary to conduct Coast Guard business. You may not make personal long-distance telephone calls from telephones controlled by the Coast Guard.  Violations of this General Order may result in prosecution. Coast Guard members and employees may make personal, local calls using government telephones if one of the following criteria is met:

(1)
Calls to notify the family doctor when an employee is injured on the job;

(2)
Calls to arrange transportation or child care when an employee is required to work unscheduled overtime;

(3)
Brief calls to speak to spouse or minor children or those responsible for child care;

(4)
Calls which can only be placed during working hours such as to a local government agency or physician;

(5)
Calls to arrange for emergency repair to a home or auto; or,

(6)
Calls certified in advance by the employee’s/member’s supervisor as official.

5.
DISCUSSION. Telephone service for this command is expected to cost approximately $l25K a year. Most of these costs are necessary for the effective conduct of official government business. We must constantly strive to identify ways to accomplish our respective responsibilities in the most efficient manner. Each member at the ISC and its tenant commands is to assist in reducing telephone costs by following these guidelines:

a.
Remember that the telephone is provided only for conducting official government business.

b.
Use FTS when you must make an official long distance call.

c.
Plan what you wish to discuss and have your reference material ready.

d.
Keep your calls short and to the point; on FTS the longer the call, the more it costs.
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e.
Long distance directory assistance costs 95 cents per call. Use of the telephone directory is essential to cut down on these costs.

6.
PROCEDURES.

a.
ISC Communications Officer shall:

(1) Restrict commercial long distance usage onboard ISC Portsmouth by limiting access as necessary.

(2)
Maintain official calls log provided by ISC divisions and tenant commands.

(3)
Upon receipt of monthly telephone bills, break down by calls and certify by comparing to official calls log.

(4)
Send a list of telephone numbers for suspected non-official calls to the ISC Division Chief or tenant Commanding Officer for their certification and payment collection.

(5)
Ensure that all certified bills are mailed to the Finance Center.

b.
ISC Division Chiefs shall:

(1)
Ensure all official long distance calls are documented on enclosure (1)

(2)
Provide copies of the Long Distance Log to the Communications Officer, ISC no later than the 10th of the following month calls were made.

(3)
Return certified bills to the ISC Communications Officer no later than 10 days after receipt.

c.
Commanding Officer of tenant commands shall:

(1)
Provide the ISC Communications Officer with the name of unit contact representative.

(2)
Ensure all official long distance calls are documented on enclosure (1)

(3)
Provide copies of the Long Distance Log to the ISC Communications Officer no later than the 10th of the following month calls were made.

(4)
Return certified bills to the ISC Communications Officer no later than 10 days after receipt.
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d.
Changes in telephone service shall be conducted as outlined below:

(1)
Requests for additions, relocations and other telephone alterations are to be forwarded to ISC Communications Officer with justification provided. Requests shall include a statement to the effect that this change or installation is necessary and in the best interest of the government.

(2)
Not all telephone extensions are set up to allow long distance or international calls. If a long distance or international call must be made from an extension such as this, a request for temporary expanded capabilities can be made. A verbal request may be made by calling the ISC Communications Officer at extension 4071 or 4072. You will need to provide the telephone number being called, its location, and the extension from which the call will be made. The ISC Communications Officer will contact the Electronics Support Detachment (ESD) to provide you with an open line for a specified length of time. International calls cannot be made from floating units due to the lack of dedicated lines. A representative from the floating unit will need to go to ESD to make the call from there.

(3)
No new telephone lines or extensions may be added under the ISC billing number without prior authorization from the ISC Communications Officer.

e.
Reporting telephone equipment troubles shall be conducted as outlined below:

(1)
All users of ISC Portsmouth telephone instruments shall report all equipment or line troubles to ESD Telephone Shop extension 8547.

(2)
Each instance of reporting is to include the following:

(a)
Problem (instrument or line)

(b)
Location of problem.

(c)
Name and telephone number of contact.

(d)
Name of command.



//S//

E. M. BROWN

End:
(1) Official Telephone Log

Dist:
List I, II, & III
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OFFICIAL LONG DISTANCE CALLS LOG

COMMAND/DIVISION_____________________
MONTH/YEAR_________________

	City, State
Country
	Telephone #
	Date
	Time
	Extension Called From
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